Sample e-mail verbiage to send BEFORE the meeting

Hi, [representative of the organization you spoke with].  Thank you for chatting a few minutes ago about our forthcoming site visit.  To confirm:
 
· Our visit at [name of the organization] will be [day], [date] at [time].
· Joining me will be another colleague from the Wells Foundation board, [name of other person – if there is one – joining you].
· [Name of other person] and I will come to your address which we have as [address].  You mentioned that … [any other special instructions about finding where to meet the organization’s representatives), how to enter the facility, parking].
· We need but an hour of your time.  Feel free to include anyone else in the conversation as you wish.  This is very informal; our goal is for you to educate us about your good work and see your facility.  To refresh our memories we will review your grant application and website in advance.
We look forward to meeting you.
Sample e-mail verbiage to send AFTER the meeting (simple, brief – try to highlight just 1 or 2 points that were take-aways)
[Names(s) of persons you visited],

We really enjoyed our tour and are so impressed with the work you are doing. You have a terrific program in terms of … [reference 1 or 2 of your take-aways].

Watch our website (www.wellsfound.org/grants) for our new grant application postings.  We will have a June 1-October 1 window for applications this year.

Thanks again!

[add your name and whoever else visited along with you]
