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Sample Outreach E-mail

Dear [name of contact]:

My name is [your name] and I am writing on behalf of [name of your library], an affiliate of the National Library Service for the Blind and Physically Handicapped (NLS), Library of Congress. I would like to speak with you about the braille and talking book program and possible partnership opportunities between [name of partner organization] and [name of your library].

We are spreading the word about the braille and talking book program to people who are eligible, including those who are blind or have low vision. We are in the initial phases of outreach, and I am contacting you to determine your interest in possibly partnering with [name of your library]. Can you help us to spread the word about the braille and talking book program?
We will be happy to share information about [name of partner organization] with our patrons as well. Together we can help improve our communities by sharing news about our organizations so those who need us can find us.
Please feel free to contact me with any questions. I look forward to hearing from you, and will follow up on this e-mail with a call.

Best,

[Your name and title]
[Your contact information]
[Information about your library]
About NLS

NLS is a free library service of the Library of Congress that provides braille and talking books and magazines to those eligible for its services — both residents of the U.S. and its territories and U.S. citizens living abroad. Individuals may be eligible for the program if they are blind, are visually impaired, or have a physical disability that prevents them from reading regular print. Library materials are distributed to regional and subregional libraries, where they are circulated by postage-free mail to eligible patrons. Braille and talking books are also available for download through the Braille and Audio Reading Download (BARD) website and the BARD Mobile app.
 


