
 
Letter of Understanding 

 
A letter of understanding acts as a contract between students and the community organization that they will be 
working with.  Based on conversations with students and community organizations, the letter of understanding 
details project expectations for both parties.  
 
It should include: 

o A brief explanation of the purpose of the letter 
o A statement of project(s) objectives and how students propose to meet them 
o A request for anything students need from the community partner 
o A timeline for drafts or key parts of the project, meetings, and/or completion dates 
o Methods for communicating 
o A closing that invites response and expresses professionalism and warmth 

 
Sample from Deans, Thomas. Writing and Community Action: A Service-Learning Rhetoric with Readings. 
New York: Longman, 2003. 353-354. 

 



 


