
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[School Name]  

[School Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I hope this letter finds you well. My name is [Your Name], and I am the 

[Your Position] at [Your Organization]. We are excited to announce our 

upcoming outreach program aimed at [briefly describe the purpose of the 

outreach program, e.g., enhancing educational opportunities, providing 

resources, etc.].  

We believe that collaborating with schools like [School Name] can create 

a significant impact in our community. Our program will offer [briefly 

outline the offerings of the program, such as workshops, resources, guest 

speakers, etc.], designed to benefit both students and teachers.  

We would love the opportunity to discuss how we can partner with [School 

Name] to bring this program to your students. I would be happy to arrange 

a meeting at your convenience to explore this partnership further. 

Thank you for considering our outreach program. I look forward to your 

positive response. 

Warm regards,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


