On Letterhead


Sample Letter:  Inviting a Representative to Visit Program

This is only a template and should be adjusted for your specific needs
Date

The Honorable [FULL NAME]

United States Senate or House of Representatives

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

By Email: [DISTRICT SCHEDULER’S EMAIL]
CC: [DISTRICT DIRECTOR EMAIL]
Dear Senator/Representative [LAST NAME]: 

On behalf of [INSERT NAME OF HOSPICE PROGRAM] in [INSERT CITY/TOWN] I would like to invite you to come tour our program during the upcoming recess. [INSERT SPECIFIC EVENT INFORMATION IF APPROPRIATE]
We would like to share with you the services our program provides to our community.  During your visit we welcome you to attend one of our Interdisciplinary Team meetings, meet one of our patients, and greet our volunteers. We can amend this itinerary to accommodate your schedule.    
We are happy to work with your scheduler to find a date that works well for you.  I will follow up on this scheduling request within a week.  

All of us at [INSERT NAME OF HOSPICE PROGRAM] look forward to offering a more personal look at end-of-life care in our community.    

Sincerely,

Your Name

Title

Hospice Name
Contact Information
