San Diego Mesa Serves
Sample Email/Phone Call Form
Please use this form as a sample for your initial contact with a prospective community service organization.
Also, before calling or e-mailing, consider your dates and hours of availability. Take into account the time needed for transportation to the site.
Phone Call
Hello, my name is _________. I am a Mesa College Student. May I speak with [name of contact person/volunteer coordinator]? 

I am taking [name of course] with [name of professor], that requires [number of hours] of Service Learning. 

I reviewed the list of approved sites and am really interested in doing my Service Learning at your site. How can I proceed with the application process?

E-mail

[bookmark: _GoBack]Hint: Create a new e-mail address if you have a professionally inappropriate address. If you have questions about this point, contact the Career Center.

Good [Morning/Afternoon/Evening],

My name is _________. I am a Mesa College Student. I am taking [name of course] with [name of professor], that requires [number of hours] of Service Learning. 

I reviewed the list of approved sites and am really interested in doing my Service Learning at your site. How can I proceed with the application process?

Also, for your reference, my schedule of availability would be ______________________.

Respectfully,

[Full Name]
[Include phone number]

