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(Name)
(Title of the contacting person)
(School address)
(Post code)
(Date)
Dear Mr/Mrs,
I’m writing to you on the behalf of Engineers Without Borders about conducting an outreach workshop at your school. Engineers Without Borders UK (EWB-UK) is a student-run charity focusing on removing technology barrier to poverty alleviation through engineering.
The workshop entitled ‘(Name of the workshop)’ is mainly on (aim of your workshop). It is designed to suit to students aged between (Age) in science classes and ideally would last for (time length) (but we are prepared to make any modification according to your suggestions). The workshop includes a presentation, (name of the interactive activity), and a follow-up discussion.  Topics covered include: (All the topics mentioned in the presentations)
(Brief description of the success of the previous workshops on this topic and the benefits students and schools may get after the workshop.) For example:
“Water for the World” has been extremely successful in Canada where more than 8000 students across the country participated in workshops in 2003/4 alone.  We are excited to build on this success in the UK and to offer the workshops here.  They have numerous benefits which include:

1. Encouraging young students to consider their use of one of our most valuable natural resources, water, in their daily lives and inspire them to use this resource in a responsible manner;

2. Expose young students to the considerably varying access that many fellow human beings have to water in the developing world;

3. Demonstrate the important role of science and technology in addressing issues such as access to clean drinking water;

4. Encourage students to consider issues of equity and international development;
5. Create a link between university students and local schools, thus building cross-community relationships.

For more information about this workshop or EWB-UK outreach, please visit: (website link for EWB-UK outreach homepage and your previous outreach photos)

We would like to hold a workshop for one of the classes at your school during (suitable time for your team to outreach). So if you are interested in having this workshop for your students, please contact me on (your contact details). I am looking forward to hearing from you soon.
Yours sincerely
(Outreach coordinate’s name)
EWB-(Branch) - Outreach Coordinator
Engineers Without Borders (Branch)


(Address)


(Post code)








