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Guide for Identifying Contacts and Getting Meetings  

with Foundations and Corporations 
 

How to Find Contacts 
If you do not have a contact at a foundation or corporation, it can be intimidating 
to figure out who to talk to and how to reach them. There are several things you 
can do to find the information that you need. 
 

1) Locate contact information published on the website. 
 
For Foundations:  
Many foundations publish contact information for their staff on their website. If 
this information is available, start by reaching out to people with professional 
titles like “program officer.” These are the administrative staff that are in charge 
of grant programs. You don’t want to reach out directly at first to an Executive 
Director, CEO or Trustee, though this may be appropriate later on, especially if 
you or someone in your network has a direct relationship with an executive or 
trustee. 
 
If information for program officers is not available, you can call or email the 
foundation office to reach the officer manager or administrative assistant and ask 
who the most appropriate person is to speak with. 
 
Note that if any of the foundation materials say something like “Please do not 
contact the foundation” or “We do not take inquiries” or “We cannot provide 
advice to applicants,” then you must respect the foundations’ preferences and 
refrain from contacting them. 
 
For Corporations: 
You may find contact information for appropriate staff on the company website 
under “Community Relations” or “Corporate Social Responsibility”. Different 
companies may house their giving in different departments, so if you do not find 
what you are looking for under community relations or corporate social 
responsibility, you may also try human resources, if employee engagement and 
volunteering is important to the company, marketing, or public relations, if the 
company has a robust external relations strategy. Some companies also have 



Laura Cohen • Fundraising and Development Communications 

government relations departments that are involved in corporate giving. Many 
companies also have Employee Resource Groups (ERGs) for employees who have 
specific experiences or identities, including employees with disabilities. You may 
want to reach out to particular employees, and once you have secured their 
interest, ask for their assistance in helping you to reach the right contacts within 
the company to continue to build the relationship. 
 

2) Look at Funder Public Tax Documents. 
 
If contact information is not clearly available on a website for a foundation or 
company, you may be able to find this information on the funder tax documents, 
often Form 990s. These are available for free at GuideStar 
(https://www.guidestar.org/) or through subscription databases like Foundation 
Directory Online (https://fconline.foundationcenter.org/) and GrantStation 
(https://grantstation.com/). Scroll through the organizational profile or the tax 
document to find application guidelines and the names of trustees and 
administrators. You can share the list of trustee names with your board of 
directors or other volunteers to find any personal connections that you may be 
able to use to initiate contact with a foundation or company. 

 
3) Join LinkedIn and Other Social Media 

 
LinkedIn and other social media can be useful tools to find people affiliated with 
companies or foundations who may be helpful to you. You can search for titles 
like “Community Relations” or “Public Affairs” or “Program Officer” to find the 
names of particular contacts in particular positions. You can also see if any 
contacts that you have are more directly connected to people at these companies 
or foundations and may be able to facilitate an introduction for you. 
 

4) Look for Membership Lists and Directories 
 
Many philanthropic contacts at foundations and companies belong to 
professional associations or networking groups, or periodically submit their 
names to public directories. While many of these lists of names are intended only 
for group members or require paid access, sometimes this information is available 
on public websites, at public libraries, or can be purchased for a nominal fee. 
Groups include local philanthropy networks or councils. Lists are often published 
by local business publications. 
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5) Attend Conferences and Other Public Events 
Philanthropic contacts at foundations and corporations like to stay involved in and 
visible to their communities. They will often attend or speak at conferences and 
other public networking events. If you attend these events, you may have an 
impromptu opportunity to speak with a new contact briefly and exchange contact 
information. 
 

6) Map Your Networks  
 
It is a great idea for your organization’s staff, board and volunteers to spend some 
time together brainstorming and mapping out personal and professional contacts 
from all areas of their lives that they may be willing to reach out to on behalf of 
your organization. Nonprofit consultant Beth Kanter talks about several ways to 
do this here: http://www.bethkanter.org/network-mapping/. You will likely find 
that your networks are far wider than you may have imagined and can identify 
connections that may help you reach funding prospects. 
 
Guide for Phone Calls and Emails to Secure a Meeting 
Once you have identified a promising contact, researched their interests, and 
confirmed that they may fit with your work, it’s time to reach out to secure a 
meeting introduce yourself. In-person meetings are still the most effective way to 
build relationships, but in today’s reality, a successful first meeting may also be a 
long phone call or video conference, or even a lengthy email exchange. 
 

Before a Phone Call 
1) Review the company/foundation research profile and determine your 

objectives for the call. Do you have short term goals, such as following up 
on information or a solicitation? Or long-term goals, such as exploring 
partnership potential over the next year or more? If this is a cold prospect, 
prioritize getting a meeting over making a “sale”. 

2) Write out some basic points or structure to follow as a guide during the call. 
The more you customize these points based on what you know about the 
company or foundation, the more effective the call will be. 

3) In most cases, you want to request a face-to-face meeting with the person 
you are speaking with or have them refer you to an appropriate colleague. 
In some cases, your contact will prefer a brief phone call before agreeing to 
a face-to-face meeting or may prefer to communicate over email. 

4) If they are not immediately inclined to a meeting, you may want to see if 
they will answer some questions that will help you move forward with your 
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actions. Discovery questions are best, helping you to get to know one 
another and build a relationship, but there are times when you may want 
to get more specific more quickly. For example, if employee engagement or 
volunteering is critical to advancing a partnership, ask the best way to 
introduce your organization to employees. If there is a timely grant 
opportunity and you don’t want to wait, try to discover if they may be 
interested in receiving your proposal (but tread carefully here, as waiting to 
build the relationship may yield better results).  

5) You may want to ask if you can send information to them. This is a good 
way to gain permission to email them if you do not have an email address 
for them. However, your first objective is always a meeting or a 
conversation to build a relationship. 

 
Dialing the Telephone Number 

1) If you have a direct number, be prepared for any situation! The phone may 
be answered quickly and directly by the primary contact you are hoping to 
reach. It may be answered by an assistant who may be able to answer your 
questions directly or take a message. Most commonly, you will be directed 
to voicemail.  

2) If you don’t have a direct number, you may be directed to the company or 
foundation switchboard or directory. Go ahead and request to be 
connected directly. In most cases, this works. If you cannot be connected, 
try to find an alternate number. 

 
The following examples are for a corporation specifically interested in workforce 
development; adjust as appropriate for your contact and the issues that you are 
working on. 
 
If You Are Leaving a Voicemail:  
Hi Jane, my name is ___________, and I’m calling on behalf of ____________. You 
can reach me at [phone] or [email]. I’d like to sit down with you next quarter for a 
discovery meeting to learn more about [COMPANY NAME’s] business and 
community affairs objectives and explore how we can work together in the 
coming year. Again, please reach me at [phone] or [email]. Thank you. I look 
forward to hearing from you. 
 
THEN, Follow Up by Email If You Have an Email for Your Contact 
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Follow up your voicemail with an email to the same effect, attaching any 
materials by way of introduction. If you have a phone number, never email alone. 
Always call first, then follow up by email. 
 
Sample Email (adjust as appropriate) 
Dear Jane, 
 
I just left you a voicemail and wanted to send an email as well to make things as 
easy as possible. 
 
I am the [position] at [organization], and we are reaching out to develop new 
partnerships in our community. I’d love to sit down with you or your team for a 
discovery meeting in October to learn more about your objectives and explore 
how we can work together over the next year.  
 
[It’s most effective to include specific dates in your follow up]. Would you be 
available to meet at your office the week of October 8th? 
 
[a brief summary of your organization or a project or aspect of your work that will 
particularly interest this company] 
 
Thank you for your time. I am happy to chat over email at [email] or [phone]. I 
look forward to setting up our meeting and talking more with you soon. 
 
Sincerely, 
 
If You Are Leaving a Message with a Person, Such as an Assistant 
Hi Ellen, I am calling for Jane Doe. Is she available? [She is out of the office now.] 
Can you help me leave a message for Jane? Or perhaps you can help me directly? 
[I can take a message from you.] Thank you. My name is ___________. I’m calling 
on behalf of _____________. Jane can reach me at [phone] or [email]. I’d like to 
schedule a partnership discovery meeting with Jane next quarter. Are you able to 
provide her email address? Thank you for your help. 
 
If Another Person, such as an Assistant, Can Help you Directly 
Hi Ellen, I am calling for Jane Doe. Is she available? [She is out of the office now.] 
Can you help me leave a message for Jane? Or perhaps you can help me directly? 
[Maybe I can help- what are you looking for?] My name is _____________. I’m 
calling on behalf of _____________. I’d like to schedule a partnership discovery 
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meeting with Jane next quarter. Can you help me with that? [Yes, why don’t you 
go ahead and email me some dates…] 
 
[Or- it’s better for you to speak directly with Jane about that.] Great, can I leave a 
message for her with you? I’m also happy to email her if you can provide her 
email address. 
 
[Or- Jane doesn’t take meetings.] Okay, thank you for letting me know that. I’d 
love to email her some information. Could you provide her email address? 
 
If You Reach the Person Directly 
Hi Jane, I’m glad to reach you. My name is_____________. I am the new 
__________at ___________. Do you have a few minutes to speak with me? 
 
If NO- I understand you’re busy. I’m happy to send you an email to schedule a 
meeting at another time. Can you provide your email address? Great, I’ll send an 
email shortly. Thank you for your time. 
 
If YES- Thank you. We’re reaching out to more partners in our community to help 
us do our work, and we’d love to get to know you and for you to get to know us. I 
would love to schedule a discovery meeting with you in October to learn more 
about [COMPANY’s] priorities and goals in the community right now and explore 
ways that we can work together in the year ahead. Can I send you some potential 
meeting dates? 
 
If YES- Great, would you like to schedule now over the phone? Or would it be best 
for me to send you an email or follow up with your assistant… 
 
If NO (limited time or interest or doesn’t immediately get the alignment)- 
[Consider your research and reference it]. I understand you’re busy. I do think our 
work aligns well with your workforce development goals. Could I send you more 
information in an email and we can talk at another time, or is there someone else 
you recommend that I connect with? 
 
If NO (all the information is on our website)- thank you- I did spend some time on 
your website. [Reference your research and pick a relevant subject area]. I’d love 
to talk specifically about your goals for your workforce development work at a 
time that is better for you. [ask specific questions or suggest that you will follow 
up by email]. 
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If NO, but why don’t you ask me what you want right now- I only have a few 
minutes: 
[Reference your research and ask specific questions about interest areas that 
you’ve learned about that may align with your work. Get as specific as will be 
helpful to you]  
I think our work may align well with your workforce development goals.  
Can you tell me your most important priorities in that area in the next year? What 
are you most focused on? 
Are you engaging with any other organizations developing job skills with people 
with disabilities?  
What in your existing partnerships is working well for you? What do you value 
when designing partnerships with nonprofits? 
Do you have an Employee Resource Group for employees or family members of 
people with disabilities?  
[If asked what you are doing in this area, offer some brief programmatic info] 
How can we continue this conversation?- I’d like to explore this more deeply with 
you and your team and share more with you about our work in this area. 
 
If you are not getting the response, you’d like... 
Other managers at the company may be helpful to you. Do vet your contact lists 
with board members and volunteers to discover any personal or professional 
connections and introductions they may be able to make. Additional contacts that 
may be helpful: Foundation Trustees, Community Affairs, Philanthropy or the 
Corporate Foundation, Marketing, Government Affairs, Human Resources 
(especially around employee engagement, volunteering and matching gifts), or 
specific areas of the business that align with disability interest, such as research, 
technology, products targeted to specific people, etc. 
 


