


	DRAFTING NOTES  —  REVIEW AND DELETE THIS BOX BEFORE SENDING
This template letter is a starting point to assist with your engagement with government.  

Tips:
0. Headings and other fields are suggestions and should be reviewed by the drafter. Where required, these fields may need to be adjusted to reflect project-specific information.  

0. Drafters should tailor the letters (as relevant) to local conventions, protocols, context and stakeholder expectations. 

0. Seek to maintain a bipartisan tone and ensure that content remains factual, accurate and evidence based.  

0. Where possible, attach additional supporting information – for example, a one-page project overview and a costed, evidence-based budget (where funding is requested), together with any relevant delivery plan, risk and safeguarding information, and letters of support.

0. Drafters should also review and consider the information contained in the main section of the World Rugby Government Relations Toolkit for further tips and assistance.  

1. Please do not include letters of support from World Rugby and/or your National Union in any information pack / submission or approach to government without prior approval. 

1. If you are seeking World Rugby and/or your National Union’s support for your project, please use the template letter(s) as a starting point.  In terms of process, you should look to update the template letter(s) to include project and other relevant information prior to sending it to World Rugby and/or your National Union.  

1. World Rugby and/or your National Union may also need to provide additional information / input / supporting documents to assist / strengthen your project and engagement with government. 

1. The template letters can also be adapted for use by other entities or individuals that have the potential to support or endorse your project



Club – Request for Government Support 
PLEASE NOTE: This letter should be signed the Club President or a duly authorised Club executive.



	[ PLACE ON CLUB LETTERHEAD ]
Insert your organisation’s letterhead / logo, then delete this box.


[image: ]
[Date]
[Title / Position & Surname]
[Ministry / Department / Organisation]
[Address Line 1]
[Province / State / City]  [Postcode]
[Country]
Dear [Title / Position & Surname]
Subject:  Request for support – [PROJECT NAME] – [CLUB NAME]
[CLUB NAME] is a volunteer-led community rugby club based in [NAME OF LOCAL AREA]. [BACKGROUND ON THE CLUB’S REACH / ROLE IN THE COMMUNITY] e.g., With over [#] registered players and participants across [age groups], and a growing base of volunteers, members and families, we have a strong connection to our local community. We work closely with [schools / community groups / National Union] to deliver safe, inclusive rugby opportunities.
We are seeking your support to assist with an important project for [CLUB NAME].
The project relates to [PROJECT OVERVIEW & INFORMATION]. Provide a concise summary of the project scope and what you are seeking to address – see Step 1 of World Rugby’s four-stage framework for the type of information to include.
Request for government support for [PROJECT NAME]
[CLUB NAME] is seeking support for the project through [DESIRED OUTCOME] by [TARGET DATE]. e.g., a grant of [amount]; in-kind support; access to / lease of a training ground or match venue; a change in government policy to enable a beneficial outcome.
Enclosed with this letter are letters of support from [WORLD RUGBY / NATIONAL UNION / OTHER], a detailed overview of the project and related delivery documents – including [RELEVANT SUPPLEMENTARY MATERIALS] – to assist with your consideration of our request. e.g., T1 Rugby training materials and curriculum, delivery plan, and budget aligned to deliverables and timeline.
Project objectives
The [PROJECT NAME] aligns with a key pillar of [NATIONAL UNION NAME]’s current strategic plan by seeking to [EXPLAIN HOW THE PROJECT ALIGNS WITH CLUB AND/OR NATIONAL STRATEGY].
We are seeking to deliver this project in partnership with government to achieve a range of mutually beneficial objectives for the local community, including:
1. [Benefit 1]  e.g., improved access to safe, compliant facilities for community use
1. [Benefit 2]  e.g., increased participation, including new girls’ and women’s teams / introductory programmes
1. [Benefit 3]  e.g., school partnerships and structured delivery of non-contact sport (e.g., T1 Rugby)
1. [Benefit 4]  e.g., inclusion programmes for priority communities and pathways into volunteering / coaching
Optional: add local data points relevant to your objectives (e.g., facility utilisation, participation growth, school partners, inclusion programmes).
We would welcome a short meeting with your office to discuss the project, its alignment with government policy and our request for support. We would also appreciate your feedback on the project, including any additional information required to support your consideration (such as forms, assessment criteria or timeframes).
Yours sincerely
[Name]
[Position]
[Club Name]
[Email]  |  [Phone]


[image: ]
	CONFIDENTIAL  •  Page 1
image1.png




