SAFE ROUTES TO SCHOOL NATIONAL PARTNERSHIP

6.  Following Up After the Event or Meeting
      sample Thank You Letter
You can use this sample letter to thank your Member of Congress for attending your event or meeting with you.  Fill in any bracketed areas with information specific to your project.  Try to keep the letter to one page, put it on your organization’s letterhead if possible, and send via fax, email or hand delivery within a week of the event.
[Date]

The Honorable [Member’s First and Last Name]

U.S. House of Representatives

 [Mailing address (obtained through the CongressMerge website)]

Dear [Representative or Senator] [Member’s Last Name]:

On behalf of the coalition of organizations working on the Safe Routes to School project at [school name], we thank you for [attending our event / meeting with us] last week.  We know how very busy your schedule is, so we greatly appreciate that you were able to fit us in.

We hope that you found your time with us to be informative and interesting.  By making it safer for children to walk and bicycle to school, our entire community will benefit from reduced traffic congestion, better air quality, and healthier lifestyles for our children.  [If the Member attended an event, and you have any photos or news clippings to share, insert a sentence about that and enclose copies.]
We look forward to continuing to keep you and your staff up-to-date on our progress on our Safe Routes to School project.  And, I hope that you will remember the Safe Routes to School program when Congress takes up the transportation reauthorization bill, and help push to expand and strengthen the program.

Please let me know if you have any questions or I can be of assistance to you or your staff in the future.  I can be reached at [insert phone number and email address].

Thank you again for your time last week, and for your support of Safe Routes to School.

Sincerely,

[Your Name]

[Your Organization]

cc:  [list individuals and organizations who are mentioned in the letter as attending/participating in your event or meeting]
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