Sample cover letter to a teacher called from the field
Candidate Hans Schmidt
123 Luther Lane
Anywhere, USA 12345
January 1, 2023
Dear name:
Grace and peace to you from him who is, and who was, and who is to come, and from the seven spirits before his throne, and from Jesus Christ, who is the faithful witness, the firstborn from the dead, and the ruler of the kings of the earth!

On date of voters’ meeting, the voters of Name of Church Lutheran Church of city and state of church, having invoked the Holy Spirit, extended to you a divine call in the name of our Lord Jesus Christ, to serve us as teacher.
The position we are calling you to fill is the position being vacated by our teacher, who recently accepted a call to serve the saints in Columbus, Ohio.

The primary areas we are asking our new teacher to fill are. . .  
The primary needs of our congregation are . . . 

Provide information about your team ministry (faculty), if applicable. One of the important qualities of those in a team ministry is the ability to respect and cherish the other members of the team. Our faculty represents a variety of talents and gifts in particular areas, and we are able to complement one another’s abilities in a way that serves the whole. All of our faculty share a love for the people we serve. All are passionate in the desire to encourage a deeper walk with the Lord Jesus and a deeper understanding of his grace.
Provide information about your worship schedule. Name of congregation serves about number souls and number communicants. Our weekly worship services see about number in attendance on an average Sunday. We have two Sunday worship services, at 8:00 and 10:30 a.m., and one Monday evening worship service at 6:30 p.m. Family Bible hour at 9:15 on Sunday mornings includes two Bible studies for adults, a youth Bible study group, and Sunday school.
Provide information about your membership demographics. Our congregation serves all ages. We serve families, couples and singles. A cross-section of the congregation reveals some ethnic diversity, including Hispanics, African-Americans, and Native Americans, but the majority of the congregation is Caucasian. 
Provide information about your community. Name of city is a middle-class suburb. The “suburban wave” of new housing developments passed through in the 1980s. Whereas in the past much of name of congregation’s growth came through membership transfers from other parts of the country, much of that transfer activity has dwindled, as new families to the valley are settling farther out on the suburban fringe. This offers both the challenge and the opportunity for name of congregation to increase its outreach activity to the community. Excellence in outreach is receiving more and more attention as a key initiative at Emmanuel. 
Provide information about your worship. Our worship services might be characterized as offering “liturgical variety.” We strive to use the best of the old and the new within a solidly liturgical context that offers both variety and stability from week to week. We are blessed to have a strong complement of musicians, including organists, other instrumentalists, and vocalists. Worship service themes, preaching schedules, special music and other special elements are scheduled several months in advance, so that ample time is available for planning and preparation. 
Provide information about your school. Name of congregation is blessed with a healthy elementary school. Principal’s name is our [full-time] principal. He shares the vision of excellence in the Christian education we offer to our youth. Our present enrollment, including preschool, is in the high 160s. About 50% of the enrollment is Emmanuel member children (about 80% of our children attend the elementary school). The other 50% are from other area congregations—mostly sister WELS congregations. Where student families are either mission prospects or members of a church not of our fellowship, we expect that they will participate in an eight-week Bible Basics course to familiarize them with core issues of doctrine. (We encourage mission prospects to continue with a follow-on, seven-week course to prepare for communicant membership.)
Provide information about your enrollment and tuition policy for called workers, if applicable. Children of called workers to Name of congregation pay the registration fee to enroll their children in the elementary school, but it is the practice of the congregation to exempt them from paying tuition.
Provide information about any capital projects. The congregation is in the process of developing plans to construct a six-classroom addition, at a projected cost of $1.3 million. We recently completed a preliminary site plan review with the City of name of city, and we are at the opening stages of developing a complete building and capital fund-raising proposal.
Provide information about your area Lutheran High School, if applicable. Name of congregation supports name of area Lutheran high school, our Lutheran high school just 11 miles down the road. A majority of our name of congregation elementary school graduates continue at the academy. Several of the faculty members are also members at name of congregation.

Provide information about your area. The name of city area offers a high quality of life. All of the basic necessities are readily available here, but the area offers so much more. Name of state itself is a beautiful state, with abundant opportunities for recreation, especially if you enjoy hiking, cycling, camping, or just year-round outdoor living. Blue, sunny daytime skies and clear nights are a reality most of the year. In the winter we regularly enjoy daytime highs in the 70s, and it infrequently drops just below freezing at night. When the summertime temperatures occasionally touch 118°F, we say, “But it’s a dry heat—and that’s why we have air conditioning, anyway!”
Information about additional salary and benefits, including parsonage provision, housing allowances, and insurance coverage. Name of congregation will provide you with a housing allowance derived from the HUD fair market rental value for a three-bedroom home in this area (this amount is included in the salary figure on the call document). The housing market in the name of city area presently favors buyers, so purchasing a nice home at a very reasonable price should not be a problem. The congregation provides major medical benefits with a $1,000 family deductible plan.
There are many other aspects to this call that we can’t cover here, so I invite you to contact any of us for answers to your questions—or just for conversation. We’ll enjoy getting to know you as you deliberate this call from the Lord, and whether you accept or decline this call, we’ll enjoy the opportunity to strengthen the bond of faith and fellowship that exists between us as Christians and between our congregations.
Wishing you blessings in our Lord Jesus Christ,

Congregation president or associate pastor signing the document
Phone number of signatory
Contact information:

Provide names and phone numbers of congregation leaders

Pastor name, phone number

Mr. name, Principal, phone number

Mr. name, Congregation president, phone number
Mr. name, Board of Elders chairman, phone number
