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  (This is the most convenient and common way of communicating with elected officials.) 

· Posted mail 

Please note: You can find your legislators contact information on the ACCP Web site at http://capwiz.com/chestnet/dbq/officials/.
**** Due to security precautions, posted mail often takes weeks to reach each congressional office. Therefore, e-mails are the most convenient and common way of communicating with elected officials. ****

Below is an example thank you letter that you can modify by changing the bolded text to your individual information or to guide you in 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 that the legislator or your legislator’s office can contact you at a later date. 

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

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

[INSERT DATE]

The Honorable [INSERT NAME OF SENATOR OR REPRESENTATIVE]

[SENATE / HOUSE OF REPRESENTATIVES]

[INSERT ADDRESS] (Found on http://capwiz.com/chestnet/dbq/officials/)
Dear [Senator or Representative] [INSERT NAME]:
I would like to thank you for the opportunity to speak with [INSERT NAME OF PERSON YOU SPOKE WITH] on [INSERT DATE]. We discussed pulmonary rehabilitation legislation; Medicare physician payment reform; the critical care workforce shortage; and increasing federal funding for asthma research.  I am sorry you were not available personally, although I greatly enjoyed my discussion 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 provide full and uniform access to pulmonary rehabilitation for all Medicare beneficiaries by including the pulmonary rehabilitation provision in the 2008 Medicare package and by becoming a cosponsor of [S. 329/H.R. 552], The Pulmonary and Cardiac Rehabilitation Act.  The Sustainable Growth Rate also is fatally flawed and cannot be fixed.  It must be replaced by a payment mechanism, such as the Medicare Economic Index, that accurately reflects medical practice costs going forward.  
In addition, I ask you to cosponsor [S. 718, H.R. 3886], The Patient-Focused Critical Care Enhancement, which is a first step to address a growing critical care workforce shortage, and [S. 2175, H.R.3904], The Family Asthma Act, which would provide much-needed federal funding for asthma research.

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 College of Chest Physicians is available to you and your staff as a resource for information related to pulmonary, critical care, and sleep medicine.  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]

[INSERT ADDRESS]

cc: [INSERT NAME OF PERSON YOU MET WITH]
