On Letterhead


Sample Letter:  Thank You for the In District Meeting 
Date
[STAFF MEMBER’S FULL NAME]
[IN DISTRICT OFFICE ADDRESS] 
Email: [IN DISTRICT OFFICE SCHEDULER]

CC: [IN DISTRICT DIRECTOR]

Dear [INSERT STAFFERS NAME]:
I am writing to thank you for meeting with me/ members of the [INSERT PROGRAM NAME] hospice care team at your office on [INSERT DATE]. We felt welcome and engaged with throughout our meeting. As a program that serves a unique, valuable role in the [SERVICE AREA COMMUNITY], we hope that we were able to share information about hospice care, and the people we serve. [REITERATE ANY ASKS OR DATA SHARED AT THE MEETING]   

Thank you again for meeting with us/me. I have enclosed my contact information should you or a member of your staff need further information. We look forward to further dialogue with you on these issues in the future.
Sincerely,

Your Name

Title

Hospice Name

