
Sample Email:  Following Up on District Meeting Request
Dear [DISTRICT SCHEDULER]:
I am writing to follow up on the scheduling request I emailed to your attention on [INSERT DATE.] 

We at [INSERT HOSPICE NAME] are eager to meet with Senator/Representative [LAST NAME] to [INSERT REASON].  

We are happy to work with you to find a time that is most convenient for the Senator/Representative. Alternatively, if it is not possible for him/her to visit our program, I am happy to meet with him/her in the district office to talk about the services our program provides. 

I have enclosed my contact information should you need further information. I have attached our initial invitation for your convenience.  
Sincerely,

Your Name

Title

Hospice Name
Contact Information
