[ON YOUR AGENCY TEMPLATE]

[Date]

 [Name of Staffer]
[Position Title]
Office of [Name of Senator/Representative/Governor]
[Local or D.C. Office Address]

Dear [Name of Staffer]:


Thank you for your willingness to meet with [Name of your Agency] and discuss the importance of community mental health and addiction services to [State/ “Representative [Last Name]’s district”]. During our meeting on [Date of Meeting], I expressed my concerns about the funding available for the services my community agency provides and the implications of funding cuts to the clients we serve. At the same time, opportunities, such as health care reform, must be viewed as a way to address gaps in current health care funding. We are eager to provide high-quality evidence-based services that meet the needs of individuals with mental health and substance use problems but need the support from elected officials like [Senator/Representative/Governor Name of Elected Official] to achieve this. 
In the next few months, it would be my pleasure to host you and [Senator/Representative/Governor Name of Elected Official] for a site visit to [Name of your Agency] when your schedules permits. I would greatly appreciate the opportunity to introduce you to our Board of Directors and to give you a tour of our facility. I’m certain that our staff and clients would greatly appreciate the opportunity to speak to [Senator/Representative/Governor Name of Elected Official] and [his/her] staff about some of our programs and would like to learn more about [Senator/Representative/Governor Name of Elected Official]’s views on ways to support and improve health care services. [“In addition, we would like to present you with an award of appreciation for your support and commitment for underserved populations.”]
Thank you again for our meeting and I look forward to hosting [Senator/Representative/Governor Name of Elected Official] for a site visit in the near future. 

Sincerely, 

[Name]
[Agency Name]

