SAMPLE CONFIRMATION LETTER

(Date)

The Honorable (First Name, Last Name)

Attention: (Appointment Secretary's Name)

U.S.  (Senate/House of Representatives)

Washington, DC (20510 for Senate/20515 for House)

Dear (Senator/Representative Last Name):

This is to confirm an appointment with you on Tuesday, March 9 at (time) in (room # and building).

The following representatives from the (State/Territory) Psychological Association will be participating in this meeting to discuss Medicare reimbursement issues: (list names).  

If there are any changes to this appointment, please contact me at (your phone number).  On March 8-9, messages may be left for us through the American Psychological Association at 202-336-5800.

I look forward to seeing you on March 9.

Sincerely,

(First Name, Last Name, Degree)

