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Sample E-mail to a Federal Agency Requesting an Appointment
	     From:          <grantseeker@proactive.edu>

     To:               <contactperson@feds.gov>

     Cc:

     Sent:            Date, Time

     Subject:       Request for an Appointment    

     Dear [Contact Person]:

     My research on your funding program indicates that a project we are developing would be
     appropriate for consideration by your agency for funding under ____________________.

     I would appreciate 5 to 10 minutes of your time to discuss the project and how it matches

     your program. The development of the project has created questions that I would like to

     discuss with you. Your insights and knowledge will help us in our focus.

     My travel plans call for me to be in your area on __________. I will phone to confirm

     the possibility of a brief meeting during that time to discuss this important proposal.

     Name

     Title

     Organization/Institution

     Address

     Phone Number

     Fax Number

     


