
PROGRAM OFFICERS
T I P S  F O R  C O N T A C T I N G  G R A N T

Be Prepared
I dent i fy  a  sponsor/grant  opportuni ty  whose i nterests a l i gn

wi th  your  work  or  proj ect  i dea.

Revi ew the sponsor ' s  websi te  and the fundi ng announcement

to understand thei r  goal s  and obj ect i ves.

Revi ew recent  awards to  see what  proj ects have been funded

and whether  your  work  can f i l l  a  gap.

Start  With an Emai l -  Do Not  Cold  Cal l  
Avoi d  emai l i ng  dur i ng peak (deadl i ne)  per i ods.

Be c l ear  about  the purpose of  your  emai l .  E . g .  to  re l ay

i nterest  i n  servi ng as a  revi ewer ,  to  request  a  phone cal l  to  

seek feedback on a  proj ect  i dea etc.  

I ntroduce your  work  conci sel y  and expl a i n  why i t  i s  re l evant.

Attach a  short  resume and proj ect  summary.

Do  not  assume the Program Off i cer  i s  an  expert  i n  your  f i e l d  -

use p l a i n  l anguage,  do not  use h i ghl y  sci ent i f i c  j argon.

I f  requesti ng a  cal l ,  i nc l ude your  key questi ons and provi de

several  t i mes of  avai l abi l i ty .

Phone/ In-person Interact ions
Know your  proj ect  and be ready to  d i scuss i t  i n  detai l .

Expl a i n  your  poi nt  of  d i fference and how your  work  f i l l s  a  gap.

Ask questi ons to  ver i fy  that  your  proj ect  wi l l  be  competi t i ve

e. g .  Does your  proj ect  a l i gn  wi th  current  pr i or i t i es?  How can

you i mprove the chances of  favorabl e  revi ew? Common

reasons for  re j ect i on? 

Fol low-Up
Send the Program Off i cer  a  ' thank you' ,  fo l l ow-up note.

Rei terate your  i nterest  i n  servi ng as a  revi ewer .

Hi ghl i ght  the key poi nts of  your  d i scussi on.

Provi de an opt i on to  reconnect  wi th  them i n  the future.


