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hat s & site Visit?

i anization
mine a not-for-proﬂ;t( g‘rﬁh "
AV ei)r(\i its suitability fora
to determ "
Philanthropy gran

re
ing with one or mo

it is a meeting W‘thrs of a charitable
In Other Word-Slrlnbers or Volunteetion for the

. a
staff, board m:t their office of lotc what they do,
organizauorl‘ arning more abou are doing It
PUIPOSE O 1t for, and why they
O 1

who they

hat an
irst-hand wh

i ou see firs ny YiPpers
Asite v ‘Sﬁiﬁt?siu about and many
organiza

At least 5, and

N0 more than s, YiPpsters attend the sjte visit. Let the Organization
know how many people they can expect,
th in
the best part of You *  Letthe contact ot 1
“4a visits are
t site vis
Say tha- 1
Philanthropy*

he Organization
visits take 30 minutes to ; hour).

know how much time you have to spend (most sjte
Ask the Organization to haye Some printed materials ready for You to take (annygz|
reports, brochures, etc.) so you can show the rest of your committee,
Come prepared: bring your list of question
illing out your site vijsj

Ask the person you're Meeting wit|
contact’s fy|| nName, phone numbe

h for his or her business card. You myst submit yoyr
rand address o
Way to get the info, Not to mentio

N your fina| 'éport, and this js 5 great
N it will be useful for following up later on.
Each ommittee sho

Organizations,

uld visjt 3 minimum of > Organizations, and a maximum of 5o



Once you have selected the agencies that you would like to learn more
about, the next step is introducing yourself and YiP to the organizations
with a letter, phone call, or email. Email and letter templates can

be sent to you in fillable, Word format upon request to the Youth
Engagement Coordinator.

—

ranging a Meetimg

. Always make an

fir

. : appointm
{ L arrive f; . —reiitment befor,
Introduction letter or email « Your first communication with the organizations OF your site vigjt. €you
site visits well should: introduce yourself, YiP and your
. Introduce yourself and set up yﬁr{'ke to visit. committee, share what you hope to learn during * Wedon't recommend chapor
i advance of the day you would t the site visit, and explain the YiP granting process. appointments b4 : anging
in a . utif you have ¢
You should address your email or letter to an your appointment time for 0 change
5 . i Webslte " . glve a any rea:
. Research the orgamzatlfor}\‘ — goa :\?Z;‘;;':\,S «thr:taelrﬁifson: rather than “To Whom it May pel rezcrgzézlad'\;ance notice as posss?&e
: e of the or3 . i . €. Don
to find out the nam L the organization and Meeting more g treschedyle 5

Executive Director, Of call
ask for the most appropriat
and their contact info - mai

ate person to talk to to

ling address or email.  Make sure you send your emails from an official
ing

address. Email addresses like “superkitty69@
hotmail.com” often go straight to junk mail.

« If you're communicating with an agency via
e-mail, make sure that you always use an
appropriate description of your message in the
subject line (e.g. Youth in Philanthropy Meeting).
An agency that receives an e-mail from an
unfamiliar recipient with a vague subject line may
think that the e-mail is spam or contains a virus.



Voice Mail

* When calling an agency, specially if j's on
your lunch hour or after school, You should pe
Prepared to leave 5 Voice maj| Message.

* When leaving 4 Voice mgj| Message, clearly state
your name and which Ommittee You are from

t person that they * Expresg your intentiong and the Specific reasop,
h the original contac why youy are calling,
. it R tter.
g Conﬁrmc:;ved the initial le r
have re ut YiP or you * Leave yo contact information.

. bo
uestions a
i€ they have any g
. Aﬁk‘fthey

committee. nient for both
to meet that is conve
time
. Arrange a
of you. ike a tour of the
t you would like .
t them know tha An example of Such a message is:
. le )
organization. . “Hello My name js Jane Doe calling from XYZ High School’s Youth jn
ions to the organizati Philanthropy COmmittee, 'y, calling to confirm that You recejyed the letter
. Ask for directio . I'sent yoy last week and to see jf it would pe Possible to meet with yoy, in
contact information. Person. Yoy can reach me after 4 o'clock today or pefore Noon tomorroy, 5
. Give them your 204-555—1234 I look forward to Speaking with You soon.”
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Here are a few ideas:

you provide
whom? and to . Can you describea success story from

your organization for us?

. lc;lrc;:/ many people does your
| nizati
Your questions should be based on your granting areas of focus and "

eceive? Who
. What other revenue doyour
criteria, and reflect the interests of your committee.

else funds your operations?
* How many people work here?

i - ation received a grant

T o B :ons to ask the agency.- many volunteers d, . Has your organizatio .

o e - organization haye? O€s your fron:, a Youth in Philanthropy Cc;mmlttee
i t was it Tor
| in the past? If yes, wha! :
. Remember to take your list of questions with you when you go on the .ty el T
a .
site visit! $1,500, how could y grant of up to o ttee?

use it best? our organization
. It'suptoyouto develop the questions that best suit your group- R .. \

e know? Do you have i ?
. any questions for us?
If you were to receiy 2 Doy \

' € a grant of y
A and history. $300 how . -
. Tell us about your organization's mandate fs00h i gt

e W
anféatharle your greatest opportunities
challenges as an organization?
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gefore you leave for the site visit, know where you aré going and how long it
will take to get there. Google or contact the organization for directions, where
parking is available or for the nearest bus route and stop.

Be punctual, courteous and professional. Remember — when on site visits, you
are an ambassador for your school as well as The Winnipeg Foundation. Also,
you may not be the only committee visiting the organization!

At the beginning of the meeting let the organization know how long the
meeting will take and stick to that time

Come prepared sO that you can use the time well!

Let them know what your expectations are and what they can expect in return.
Provide them with information on the YiP granting process and timeline.

Always be respectful of the other person’s time and expect the same from
them. Site Visits g0 OVer and above the organization’s day-to-day tasks so make
sure to stay aware of being respectful, thankful, and concise.
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Make eye contact.
er to b”'n .
your meeti g a written lis
ng. This will help to ktezl;questions to
you foCuSed

er to bri
notes. 0 bring a pen and paper and
and take
* Askyourh
Send pers . usiness ca
them| onalized thank rd so you can
L You notes or emaj|
Its to
* Don't ac
cept lal’ge .
. ifts — +hi
as a conflict of intefe:: this could be Perceived
e

Expres
S your thanks before leavi
ing!
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Make notes
about your experiences
on the site visits.  This
will come in handy when
making  your granting
decisions as well as writing
your final report story!

. Cc,:ntact

out En

. gage
Coordma‘cora’cTheWigm:iﬂ;;eengt

Foundatio

oL N to request «j
;ﬁsnt forms and g saS:ns'lte
| ank'you letter, sent to g )
n a fillable, Word forrr{atu

Complete
your site visit report form
35 soon as possible, while
the information and your
impressions are fresh in
your mind. Every committee

member  who attended
the visit should have input
into the site visit report.

each a oI

- 0gency-you visited a letter

e , Or emall, thanking them fo;
ing the time to meet with you



1. Introduce yourself and set up a time to meet.
2. Prepare your questions.

3. Go on your site visit.

4. Fill out site visit forms

5. Send out thank you letters

: The Winn;
O peg Foundation

Taking Initiatiyer

Research and Reporting
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