Letter of Intent to the Bishop

The Bishop of the Diocese of Green Bay requests that all candidates who wish to be confirmed write a letter of intent. This letter is then sent to Bishop Ricken to be read. He does read these letters. They need to be typed and in a business letter format.
First draft is due Dec. 3, 2025. The final draft of the letter is due Jan.14, 2026.
Heading: 
Address your letter to: Most Reverend David L. Ricken, DD, JCL 
Introduction:
Introduce yourself: name, grade in school, family information, interests/sports, hobbies, etc. 
Body: 
· Indicate why you are writing. 
· Describe what you have done to prepare for Confirmation: sessions, retreat, weekly Mass, service. Be specific. Describe which one meant the most to you and why.
· How will you carry the good news of the Gospel to others? 
· Why do you desired to be confirmed. 
· Did you have a conversion experience? 
Closing: 
Thank the Bishop. Express your interest in meeting him.
Close with … “Sincerely,” 

Your letter should be typed. Single spaced in Times New Roman, 12 pt. font. Use the same care as if you were sending a business letter or job application cover letter. You should sign the bottom. The length should be close to one page. Example on the next page

                                                                                                                               
                                                                                                                                  March 20, 2026

Most Reverend David L. Ricken, DD, JCL
Bishop of the Diocese of Green Bay 
P.O. Box 23825 
1825 Riverside Drive 
Green Bay, WI 54305

Most Reverend David L. Ricken, DD, JCL 
My name is Mark Smith, and I am currently preparing for Confirmation. I am 16 years old, and I am a sophomore at West High School in Mankato, MN. I have been preparing for Confirmation at St. Joseph the Worker for almost two years now, and I want to be confirmed. 
I want to be confirmed because I have been preparing for this sacrament, and I am ready. I have learned that Confirmation is not the end of my faith life, but just the beginning. I am ready to take my faith seriously, become active in my parish, and live out my faith through service. I have had several service experiences throughout the past couple of years that have been very meaningful to me.
One service project was important to me. I had the opportunity to go on a mission trip with my parish youth group to Texas. There we built houses for people in need. The days were long, and the work was hard. But at the end of the trip, I could look back on what we accomplished, and I realized that we had done a lot for someone in need. 
Confirmation means that I am ready and willing. I am ready to live out my faith with the help of the gifts of the Holy Spirit. I feel that I have been well prepared for Confirmation through all the classes, service projects, faith sharing and small group sessions I have attended. Thank you for your time. 

Sincerely, 

[Handwritten Signature Here] 
Mark Smith 



This is just an example. Please do not copy and paste. Please use this format for your letter using your own experiences.
