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INTRODUCTION 

 

RTime Co. is a nonprofit 501c3 organization made up entirely of formerly incarcerated lifers, all 

of whom were classified as “Youth Offenders” under California law. We have a combined one 

hundred and twenty-two (122+) years of life experience in California’s prison system. Each one 

of us has a unique story of resilience and triumph navigating the prison system and continuing 

that success into the free community. We share common stories of personal transformation, 

higher education, and resocialization of being community conscientious through the power of 

mentorship. Today, we are not only free, we are certified life coaches, substance use 

counselors, community organizers, certified circle keepers, seasoned facilitators, and prison 

experts. 

 

Our mission is to help incarcerated people heal, grow, and thrive through the power of life 

changing peer mentorship so they can be good neighbors when released back into the free 

community. We believe that our lived experience of incarceration and personal transformation 

makes us credible messengers and subject-matter experts in the field of healing-centered 

care, rehabilitation, and recovery. 

 

Our goal is to assist people who are incarcerated, and also to help families of incarcerated 

people learn best practices for supporting their incarcerated loved one(s). 

 

This Support Letter Tool Kit is meant to help incarcerated people and their loved ones create 

powerful portfolios to increase their chances of being found suitable by the Board of Parole 

Hearings (BPH). Whether this is a person’s initial parole hearing or their 10th, this toolkit can 

help people identify best strategies for humanizing an incarcerated person, highlighting 

positive changes, addressing BPH concerns, and showing a strong support system, all of 

which can increase an incarcerated person's chances for release. 

 

The Forensic Assessment Division (FAD) psychologists and BPH Commissioners strongly 

prefer support letters that are within a year of a person's actual Board hearing, but that doesn’t 

mean you can’t start the letter writing process now and just update it when it’s time to submit 

letters of support. If your loved one is going to their subsequent hearing, each letter of support 

should be updated with the current date. Any letters that are not current are usually not 

considered valid. The (FAD) psychologists and BPH Commissioners will not take outdated 

letters seriously, and oftentimes they will reject them outright, so it is super important that 

letters of support be as close to a person’s 
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Board hearing as possible but also submitted before the person’s psychological evaluation, 

which is typically 3-5 months before a person’s Board hearing. 

 

Well-crafted support Letters are instrumental in your incarcerated loved one being found 

suitable for parole. At the same token, bad letters of support or a lack of support letters can be 

used by the Board as part of their reason for denial, thus keeping your incarcerated loved one 

in prison longer than they need to. If the Board believes that a person has no outside 

community/family support, they will deem it as a risk factor for reoffending, which becomes a 

barrier to being found suitable for release. 

 

Effective letters of support should paint a picture and tell a story about your incarcerated loved 

one, and no one can tell that story better than you can because you know them best. The story 

should be about who your loved one is today and the tangible support they will have upon 

release. Be specific about those changes and the support you can realistically provide. 

Support letters reveal the type of support your loved one will have available to them when they 

are granted parole or early release. It also reflects the support system your incarcerated loved 

one has created and maintained for themselves while incarcerated. 

 

Community support is more than just family and friends. It includes and can be: potential 

employers, character reference letters, transitional housing acceptance letters, organizations, 

NA/AA sponsors, mentors, life coaches, religious institutions, politicians, teachers, college 

acceptance and support, the incarcerated person’s former neighbors, employer, or coworkers, 

etc. As a general rule, the closer the relationship to the incarcerated person, the more 

impactful the letter can be. It’s also worth noting that a “bad” support letter can be more 

damaging than no support letter, so please consider the following suggestions: 

 

• Format of a Support Letter 

▪ Invite readability by typing the letter and include a lot of white space 

▪ Save the document so you can easily revise or update later if you need to 

▪ Keep the letter to one to two pages in length 

▪ Include: date, signature, contact information 

▪ Include a photo of yourself on the letter so that the BPH commissioners 

▪ can put a face to the words 

• Contents of a Support Letter 

▪ Introduce yourself (what you do for a living) 

▪ Describe the purpose of your letter 
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▪ Describe your relationship to the incarcerated person, any positive 

changes you’ve seen in them, and why you believe they will be an asset to 

the free community (character reference) 

▪ Tell a story about the person and be specific 

▪ Highlight the person’s personal accomplishments since being incarcerated 

▪ Describe how you plan on supporting him or her (housing, financial 

support, friendship, employment, transportation, emotional support). Be 

specific. 

● Do NOT include 

▪ Animosity against the prison system or court system (unjust, unfair, etc.) 

▪ Animosity against the person(s) who was harmed (the person provoked it, 

etc.) 

▪ Your belief that your loved one has already served enough time 

▪ Don’t tell the commissioners how to do their job 

▪ Don’t ramble. Respect the commissioner’s time. Be concise and keep 

content relevant 

● When to submit & how to submit a support letter 

▪ Submit the letter at least six (6) months before your loved one’s Board 

hearing so that it will be in their C-File before the psych eval. If your loved 

one is not having an updated psych eval, you may submit letters at least 

one (1) month before the hearing. Your loved one can also submit letters 

during the hearing, but this is not advisable because you want the 

commissioners to read these before the hearing 

▪ Do not submit support letters more than a year before your loved one’s 

Board hearing 

▪ Make copies of the support letters and send to: 

• BPH Lifer Desk at your loved one’s institution (original letter) 

• Send a copy to your loved one’s CCI Counselor 

• Send a copy to your loved one’s attorney 

• Send a copy to BPH headquarters in Sacramento 

• Board of Parole Hearings PO Box 4036 

• Sacramento, CA 95812-4036 

• Send a copy to your loved one 

• You can also send the original to your loved one’s CCI Counselor 

or to BPH headquarters in Sacramento, but if you do so, make sure 

you also send a copy to the prison’s BPH Lifer Desk. The purpose 

of sending in all these copies is because sometimes letters get lost 

or the person failed to put it in the C-File. Sending in all of these 
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copies ensures that the support letters will make it into your loved 

one’s C-File 

● Inside tips that help with the process 

▪ Keep a copy for yourself 

▪ Share a template for others. Oftentimes people want to submit a support 

letter but don’t know what to say 

▪ You can help a person write it and offer feedback, but it’s best practice to 

have the person write it for themselves 

▪ Focus on tangible support. Be specific 

▪ Have a point person collect the letters from others, and submit them. It’s a 

good idea to have a point person gather letters from others and submit 

them. People have busy lives, so it’s helpful if a point person stays on 

them and does the footwork by submitting the letters for others who may 

forget or seem too busy with other priorities 
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January 7, 2023 

 

  

 

 

 

 

RE: John Doe, CDCR #A12345 

 

 

 

Dear Honorable Commissioners of the Board of Parole Hearings, 

 

Step 1: Introduce yourself - Describe what you do for a living and your relationship to the 

incarcerated person. Example: 

 

My name is Tamara Lopez, and I am writing in strong support of my younger brother John Doe 

who is scheduled to appear before the BPH on 4/17/2023. I’ve worked as a registered nurse 

for the past 16 years and lived in Oakland for the past 41 years. I am also an active member of 

the Oakland Unified School District PTA. I’ve been married to my husband Jose for 19 years, 

we own a house, and we have two children who absolutely adore their Uncle John. 

 

Step 2: Describe the incarcerated person - Bring the person’s character to life. You can use 

a short story to paint a picture of the person. Be specific. Example: 

 

John is a compassionate man and very generous with his time. A few months ago I was going 

through a very difficult time with some health issues. Throughout my whole ordeal, John 

comforted me and shared scripture to help me get through it. He even made a get well card 

and had all of his friends sign it with encouraging words. Had it not been for John’s emotional 

support, I’m not sure I would have made it through. This is just one example of John going out 

of his way to help others. 

 

Step 3: Describe your support for the incarcerated person - This step is very important. Be 

specific. Example: 



 
 

 Tool Kit 

Support Letters 

 8 

 

When John is released, I will personally drive him to see his parole officer and take him to NA 

meetings. I also have a room at my house for him to stay for as long as he needs until he is 

able to afford a place of his own. I will buy John clothes and help him financially until he gets a 

job. I will provide emotional support and do everything in my 

  

power to make sure that John succeeds. 

 

Step 4: Describe any positive changes you’ve seen in the incarcerated person and their 

personal accomplishments - Example: 

 

I’ve known John all his life, and I have personally witnessed his positive transformation. 

Throughout the years, John has consistently demonstrated remorse, accountability, and insight 

through the transformative work he’s done within himself as well as through the service he 

does for his peers. I am very impressed by the complete turn-around he’s achieved, 

particularly in regards to his sobriety and the mentorship that he devotes to incarcerated youth. 

John volunteers his time to mentor, guide, and support incarcerated youth ages 18-25. 

John is a STOP Domestic Violence Program facilitator, where he helps his peers develop 

behaviors of building healthy relationships while addressing harmful behaviors based on power 

and control. John is also a GRIP facilitator for a one-year program that helps students 

comprehend the origins of their violence and develop the skills to track and manage strong 

impulses to avoid acting out in destructive ways. John actively participates in Church services 

and has consistently and faithfully participated in NA during the past 11 years where he 

currently serves as NA chairperson. John’s personal change is sincere and real. I am confident 

that he will succeed in the free community. 

 

Step 5: Thank the commissioners, give your contact information, and SIGN your letter - 

Example: 

 

Thank you, Honorable Commissioners, for taking these thoughts into consideration. You can 

reach me at (987) 654-3210 or tamlopez24@gmail.com. 

 

Sincerely, Tamar Lope Tamara Lopez
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1. CHECK LIST 

A Check List can be used as a way to keep track of the letters of support you or your family 

member will need to request. Keeping track ensures that you are requesting letters of support 

in a timely manner that will fall within the time (1 year) of your family member’s actual board 

hearing.  

Family &  

Friends 

Name & Address Date Sent Date 

Returned 

    

    

    

    

    

    

    

    

    

    

Employment  

Offers 

   

    

    

    



 

 Tool Kit 

Support Letters 

 10 

    

    

Character 

Reference(s) 

   

    

    

    

    

    

    

    

Transitional 

Housing 

   

    

    

    

    

    

    

Organizations 
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Sponsor 
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2. FAMILY & FRIENDS SUPPORT LETTERS 

Here are some examples of letters written on behalf of their love ones. These men were found 

suitable and their support played a huge factor. 
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3. EMPLOYMENT OFFERS 

Employment offers are particularly hard to get because of the long delay between a person’s 

actual hearing, when they are found suitable, they then have to wait for the governor’s 

decision. Nonetheless, it is important if there are family members or friends who own 

businesses willing to offer temporary employment it is good to get that on record for the board 

to consider. 
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4. CHARACTER REFERENCE 

Character reference support letters can come from the community or can be from your 

incarcerated family member’s community. Prison staff can write a support letter attesting to the 

character of your love one. 
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5. TRANSITIONAL HOUSING 

It is good to have at least three (3) acceptance letters from three different transitional housing 

programs.  

 

 



 

 Tool Kit 

Support Letters 

 24 

6. ORGANIZATIONS & SPONSORS 

Organizations are great examples of being connected to the larger community. Organizations 

can include your family’s church or other community programs your family may be involved 

with.  
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