On Letterhead


Sample Letter:  Request a Meeting in Washington, DC
Date

The Honorable [FULL NAME]

United States Senate or House of Representatives

Washington, DC 20510 (Senate) or 20515 (HOUSE)

By Fax: [SCHEDULER’S FAX NUMBER]

Dear Senator or Representative [LAST NAME]:

Team members from [INSERT HOSPICE NAME] will be in Washington, DC on [INSERT DATES].  We would like to meet with you or your staff member responsible for end-of-life care issues during our visit. 

[INSERT HOSPICE NAME] has cared for [INSERT NUMBER] individuals with a life limiting illness and their families in [INSERT COMMUNITY/COUNTY/REGION] since our founding.   

During our visit we would like to talk with you about not only about the Medicare Hospice Benefit, but how our team of end-of-life care providers work together to provide quality care meeting the individual needs of the patient and their family.

We would appreciate any opportunity to meet with you.  I will follow up on this scheduling request in a week.  We look forward to meeting you in Washington, DC. 

Sincerely,

Your Name

Title

Hospice Name

