[To librarians and volunteers using this letter: This is meant to be used as a template to best suit your organization’s needs. Please feel free to mold it to your own specifications, adding or deleting portions as you feel necessary.] 
To [insert organization’s name]:

I am writing to you on behalf of Librarians Build Communities (LBC), a program being run by [ASSOCIATION/ORGANIZATION NAME]. We are a group dedicated to sending librarians out into their communities to volunteer for worthy causes and organizations. LBC would like to offer our services to your (group, organization, non-profit, etc.) on [DAY].
As librarians, we can bring a variety of skills, including research, organization/cataloguing, technology, preservation, teaching, and customer service, to help your organization. We are able to offer classes on a number of topics, including computer proficiency, customer service, writing, English conversation, [insert class name or topic] and many other subjects. We can help you organize and preserve physical or digital collections of any kind. Our librarians would also be happy to assist you with technology-related issues, such as social media/blogging and website design. 

Librarians Build Communities is happy to provide these services completely free of charge. We are simply here to build stronger bonds within our community. Please contact us if you have projects that could benefit from librarians’ expertise. If none of the above services suit your organization, please feel free to contact us anyway: members of LBC would gladly discuss alternative forms of assistance. 

Please do not hesitate to contact us with any questions about our services. We look forward to working with [name of institution]. To learn more about Librarians Build Communities, please visit us at www

HYPERLINK "http://www.librariansbuildcommunities.org.".

HYPERLINK "http://www.librariansbuildcommunities.org."librariansbuildcommunities

HYPERLINK "http://www.librariansbuildcommunities.org.".

HYPERLINK "http://www.librariansbuildcommunities.org."org

HYPERLINK "http://www.librariansbuildcommunities.org.".








Sincerely,









Name









Name of Organization








Phone/Email









Librarians Build Communities

