Feel free to use the template below to initiate a dialogue with your agency leadership representative(s) about your desire to become a CCAP.

MEMORANDUM
TO:



FROM:

DATE:

SUBJ:
Pursuit of Professional Certification in Community Action

The Certified Community Action Professional program, also known as “CCAP”, validates an individual’s knowledge and ability to apply core competencies needed to be an effective leader in the Community Action Network. It is a well-known and respected achievement for people in our field and nearly all CCAPs say the certification journey was highly educational and rewarding.  Will you and (name of CA-Network agency) support me in taking this next step in my professional development?

The benefits of (name of CA-Network Agency) having CCAPs (or, “having more CCAPs”) on staff include stronger alignment with the mission, vision and values of our work, and increased credibility with our Board, funding partners and regulators.  For me, becoming professional certified will (add personal and professional benefits).  

A CCAP enrollment is valid for three years.  With your approval of my enrollment, I feel confident in my ability to complete the process in that timeframe, if not sooner.  The fee for enrollment is $xxx.xx for an individual candidate. Enrollment discounts are available for multiple candidates, and it would be an honor to undertake the CCAP journey with others from our agency (or State Association).  (Add pertinent information related to your enrollment plans and situation.)  To enroll for the upcoming year, my application should be sent to the National Community Action Partnership office between July 1 and October 31.  

I welcome an opportunity to visit and look forward to hearing from you soon.  Thank you for considering my request to support my professional development and our agency.  

