*Please submit letter with official company letterhead











Date

Dear [Producer’s name],

I am writing on behalf of [Insert organization name] to express our interest in collaborating on Global Lives’ [Name of on-screen participant] shoot.

We intend to work on the post-production of this shoot, specifically its transcription and translation into [Insert language(s)] by implementing the following plan.

[Outline plan, including details of:]
· The collaborators - How many intend to volunteer? What is their level of proficiency in the source and target languages? What prior experience do they have?

· Who will manage the volunteers - How will their work be monitored?

· Where will the work be done? - Is there sufficient access to computers, high-speed Internet and keyboards?

· When will the work be done? - What is the proposed starting and finishing date? How many hours per week will be invested?

· Reasons for collaborating

· Any questions, comments or concerns


We acknowledge that the deadline for the transcription and translation is [Insert deadline], and agree to work to the best of our ability to meet this. We also accept that the Global Lives Project is volunteer work and is therefore unpaid.

Please do not hesitate to contact me should you require any further information.

We look forward to working you on this exciting project.

Regards,

[Insert signature]

[Insert name]

[Insert work address]
[Insert email address]
[Insert phone number]


