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Thank You Letter Template

To Be Sent After Visiting/Speaking With Your Legislator’s Health Liaison

INSTRUCTIONS: 

· Remember to follow up any interaction you have with your legislator or legislator’s office with a thank you letter. 

· It is best to send a “thank you” follow-up within 2 weeks of your visit/telephone conversation.

How to send this thank you letter: 

· Fax

· E-mail - The most convenient and common way of communicating with elected officials.

· Postal mail - Due to security precautions, posted mail often takes weeks to reach each congressional office.

Find your legislator’s contact information at www.aacuweb.org/tools/officials.

An example of a thank you letter is provided below. Modify the bolded text to your individual information or simply use this to guide writing your own correspondence.  

When e-mailing or faxing a letter, be sure to:

· Type your name and address at the end of the letter, so that the member knows you are a constituent.

When sending a letter by posted mail, be sure to:

· Type your name and address at the end of the letter so that the member knows you are a constituent.

· Print the letter on your office or personal letterhead.

· Enclose a business card so the legislator their staff can easily add you to their address book. 

**USE YOUR LETTERHEAD **** USE YOUR LETTERHEAD**

[SEND WITHIN 2 WEEKS OF YOUR VISIT/TELEPHONE CALL]

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]:

Thank you for the opportunity to speak with [INSERT NAME OF PERSON YOU SPOKE WITH] on [INSERT DATE]. Our thorough and engaging discussion covered a number of issues that impact the urologic community and my delivery of urologic care to your constituents. I am sorry you were not available personally, although I greatly enjoyed my time with [INSERT NAME OF PERSON YOU SPOKE WITH]. [SHE/HE] is a great asset to your staff.
As you are well aware, these continue to be uncertain times for the members of the health-care profession and their patients. I urge you to [Add recommended action items. e.g., swiftly repeal the fundamentally flawed Sustainable Growth Rate for Medicare physician payments; address the looming physician shortage by breaking the logjam on Medicare funding for graduate medical education]. 

Keeping current on these issues that affect the practice of medicine is vital. Therefore, the opportunity to continue an open dialogue with your office is very important to me. Please know that the American Association of Clinical Urologists (www.aacuweb.org) is available to you and your staff as a resource for information related to specialty medicine and urologic care. Please feel free to contact me at any time. 

I look forward to a continuing dialogue with you and your staff.

Sincerely,

[INSERT SIGNATURE]

[INSERT NAME]

cc: [INSERT NAME OF PERSON YOU MET WITH]
