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Facility Tour Invitation
To Be Sent at Least 60 Days Before Desired Visit
The Invitation

Use www.aacuweb.org/tools/officials to confirm contact information for your elected officials.

Reach out to the legislator’s office to determine how they prefer to receive official invitations. Those received in a preferred method (ie, mail, e-mail, fax, phone, district office) will get attention first.
Don’t be discouraged if it takes several follow-up phone calls/e-mails before the legislator accepts. Legislators have many demands on their time. Your persistence will pay off.

Begin scheduling about 2 months in advance. 
Members of the House and Senate spend a considerable amount of time “at home” during what’s known as “district work periods” or “recess.” Access House and Senate calendars on their official websites or contact the AACU Executive Office.

An important timeframe for scheduling facility tours is as close as possible to the annual Urology Joint Advocacy Conference, held each spring (usually March). The combination of DC and in-district activities will amplify our voice tenfold!

Provide multiple dates and times for the legislator’s convenience. Flexibility on your part increases the chances of acceptance.

Make your invitation intriguing. Experiential visits for a legislator have the strongest impact.

One of the most important people in this process is the staff liaison in the legislator’s office. Communicating with him or her is crucial to setting up the meeting, getting  details ironed out, and moving forward with a strong contact point.

***USE YOUR PRACTICE’S LETTERHEAD***

***TRANSMIT AT LEAST 60 DAYS BEFORE DESIRED VISIT***

September 16, 2014
The Honorable [INSERT NAME OF SENATOR OR REPRESENTATIVE]

[U.S. Senate/ U.S. House of Representatives]

[INSERT ADDRESS]

Dear [Senator or Representative] [INSERT NAME]:

[Facility Name] is a medical office that provides urologic care for more than [number of residents] Medicare beneficiaries in your district.

As you are well aware, these continue to be uncertain times for the members of the healthcare profession and the patients we serve. We would therefore like to invite you to visit [Facility Name] during the week of [dates]. Your visit would consist of a facility tour, introductions with a diverse medical and administrative staff and a short discussion of the unique issues affecting both the business and practice of medicine. 

The visit would last for approximately an hour to an hour and a half.

We will follow up with your office to confirm your availability. We look forward to working with you to address vitally important issues. 

Please do not hesitate to contact me if you have any questions.

Sincerely,

[INSERT SIGNATURE]

[INSERT NAME]

Enclosures (if applicable)

***USE YOUR PRACTICE’S LETTERHEAD***

***TRANSMIT AT LEAST 60 DAYS BEFORE DESIRED VISIT***

September 16, 2014
The Honorable [INSERT NAME OF SENATOR OR REPRESENTATIVE]

[U.S. Senate/ U.S. House of Representatives]

[INSERT ADDRESS]

Dear [Senator or Representative] [INSERT NAME]:

On behalf of the [number of staff] healthcare providers and staff of [name of practice], located in [name of city], please accept this invitation to visit our [practice/office/surgery center] during your next recess or district work period. 

We are proud of the care we provide to your constituents and believe your visit would provide a touchstone as you consider vital issues impacting healthcare. We would be honored to host you at our office as your schedule permits and hope you can make time to meet with us in the near future.

As we know demands on your time are high, and you receive many requests for visits and appointments, we hope that you and your staff would not mind our checking on the status of this invitation in the weeks ahead. 

With appreciation for your time and consideration, 

[INSERT SIGNATURE]

[INSERT NAME]

Name: Tip: having several signatures on this letter is helpful.
