Sample School Outreach Cover Letter

Dear :

An astonishing number of teachers in the United States are unfamiliar with the translation and interpreting professions and are actually discouraging their students from studying foreign languages because they believe there are no jobs other than teaching—at a time when language capabilities are more critical to our national security and economic success than ever before.

While many Americans still believe that everyone speaks English, recent events have begun to undermine this stubbornly entrenched idea. Business is increasingly aware of the importance of language skills in staying competitive in a global market. The intelligence failures preceding the attacks of September 11 and the subsequent experience of our troops in Afghanistan and Iraq have made it very clear that the U.S. is also in desperate need of competent linguists for our military and intelligence communities, while a presidential panel recently found that our embassy personnel are failing to communicate with audiences in their host countries, in large part because their language skills are inadequate. At home, translation and interpreting are more and more important to law enforcement, the courts, healthcare professionals, schools, and local governments as immigrant populations with limited English proficiency move into heartland states such as Georgia, Michigan, and Nebraska.

I would be delighted to speak to your [description of school and class] on these vital and growing careers. My presentation will briefly introduce translation and interpreting and describe the skills and educational background they require. I will include the following points:

[Here you can insert your own bullet points or adapt material from the “What to Say” sections of the ATA’s School Outreach Resource Center. Go to www.atanet.org/ata_school/welcome.htm, scroll down to LINKS, click on the appropriate age level, and copy and paste as needed].

I am enclosing/attaching [list whatever you’re sending to establish your bona fides—see the tips under Getting the Gig at www.atanet.org/ata_school/welcome.htm]. I would be delighted to answer any questions you may have once you have had a chance to review this material.

Cordially,

