On Letterhead


Sample Letter:  Thank You for the In District Meeting 
Date

[STAFF MEMBER’S FULL NAME]
[IN DISTRICT OFFICE ADDRESS] 
By Fax: [IN DISTRICT OFFICE FAX]

Dear [INSERT STAFFERS NAME]:

I am writing to thank you for meeting with me/ [INSERT PROGRAM NAME] end-of-life care team at your office on [INSERT DATE].  You certainly made us feel welcome.   

Thank you again for spending time with us/me.  I have enclosed my contact information should you or a member of your staff need further information.

Sincerely,

Your Name

Title

Hospice Name

