On Letterhead


Sample Letter:  Following Up on Request
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 Congressperson [LAST NAME]

I am writing to follow up on the scheduling request I faxed to your attention on [INSERT DATE.] 

We at [INSERT HOSPICE NAME] are eager to meet with you to [INSERT REASON].    

We are happy to work with you to find a time that is most convenient for you.  [INSERT HOSPICE NAME] eagerly looks forward to any opportunity to meet.

I have enclosed my contact information should you or a member of your staff need further information.

Sincerely,

Your Name

Title

Hospice Name

