
 

 

Contacting Businesses 
 
 
EMAIL SCRIPT 
 
Dear Mr Business 
Thank you for taking the time to read my email, my name is _____________ from 
____________. I am writing to you today to establish if _____________ (company 
name) would be interested in working with us. As a local organisation working with 
young people to (your goals, at least 1) we are actively seeking support from 
businesses in our area.  

 
Your support will enhance our work AND create benefits for your business as well. 
Staff who get involved with community activity report increased motivation and 
satisfaction at work and develop valuable new skills in the process. Your brand and 
business reputation may also be enhanced as a result of the support you are offering 
local young people.  

 
I have attached a short summary of our organisation and what we do. I hope you 
won’t mind me calling you in the next week or so to discuss how we might work 
together. 
Yours sincerely 

 
 
ATTACH YOUR ELEVATOR PITCH SUMMARY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 



 

 

Contacting Businesses 
 

TELEPHONE CALL SCRIPT 
 
Before you make your call make sure you know who you are calling and that 
you are prepared to answer any questions they might have. You might find it 
useful to have a documented proposal to hand: 
You: Hello, may I speak to __________________ please? 
Receptionist: May I ask who is calling please?  
 
OR  
One moment I will put you through 
You: Hello, I wonder if you can help me I am trying to get through to 
Mr/Mrs/Ms or first name surname. I understand they manage your community 
activity.  
 
OR 
If you get straight through to the named person you would say:  
Hello my name is _______________ from _______________, I Understand 
that you are the person who represents (Company Name) in its work with the 
local community?  
 
Company representative: Yes that is correct. How may I help you? 
 
You: My organisation works locally to help young people to (identify your 
Goals 1 or 2 it is not necessary to go through them all). And I would like the 
opportunity to discuss with you the mutual benefits there might be for us to 
develop a working partnership. Are you working with any local community 
organisations already? 
 
Company representative: Yes/No explanation of their work 
 
You: That’s really interesting. How do you think the company benefits from 
this work? 
 
Company representative: Explanation 
 
You: I know that as a brand you are committed to looking after your 
workforce/supporting the local community. Would it be possible to meet so 
that we might explore if there is any potential for us to work together?  
 
Company representative: Yes/No I am really busy/We have a process for 
supporting local activities. You need to submit an application form. 
 
You: (For a ‘No’ response you could say) Perhaps we can meet over a coffee 
first thing in the morning or around lunchtime for ½ an hour. I would like to tell 



 

 

you a bit about what we do, and perhaps show you some evidence of the 
difference we are making to young people’s lives.  
 
(For a ‘we have a process in place’ response), tell them you would like to talk 
through your ideas for working together to see if it fits with their goals before 
submitting an application. Ask again if they are happy to do this.  
 
Remember, to have an internal champion for your cause has great worth, so 
try to speak to someone before submitting a ‘blind’ application. 
 
Company representative: Will either agree at this point or say that they are 
already committed to others or even that they do not do that sort of thing.  
Some organisations have a cycle – if this is the case establish when you 
might talk to them again. 
 
You: For the latter two responses you could try:  
a) I appreciate that you are already committed to organisations that are doing 
some really good work here in _____________  
It is really appreciated. I really would appreciate a ½ hour of your time to tell 
you a bit about us and what I think could be a fantastic opportunity to work 
together.  
 
b) Even though you are not doing anything at present perhaps there are ways 
that we might work together in the future that could be beneficial for us both in 
terms of your staff retention and development and us wanting more 
volunteers. If you could spare me ½ hour we can see if there is any potential? 
 
Inevitably there will come a point where there is no point in progressing the 
conversation and at this juncture you should thank them for their time and ask 
if you can get back in touch at some point in the future just in case. 
Remember be prepared to adapt to respond appropriately to the information 
you hear. 
 
If you do get a date in the diary, be sure to establish if they are expecting a 
brief chat about potential ways of working together or if they are expecting you 
to present a proposal. For the latter you should advise the company that you 
would like to bring along some service users so that they can hear first-hand 
the value of your organisation. Young people involved in a presentation have 
tremendous impact.  
 
GOOD LUCK!  
 
 

 


