SAMPLE THANK YOU TO THE MEMBER OF CONGRESS (VIA EMAIL)
Format this letter on your program’s letterhead. Then scan and email the pdf to the scheduler.

(Date)

The Honorable (First and Last Name of Representative or Senator)
(U.S. House of Representatives or United States Senate) 
Address 

Dear Senator or Representative (Last Name):

Thank you for taking the time to visit with the parents and staff from the (NAME OF HEAD START PROGRAM) when we were in Washington, DC last week. We hope that our visit helped to make clear how important Head Start and Early Head Start is to at-risk families in our community how we provide high quality early learning experiences for their young children, and we thank you for your engagement and support. 

[Insert a reference to any other follow up promised … “I will follow up with your staff to send the detailed enrollment figures you asked about”]

We know you are entrusted with important decisions on early education, and we hope we can be a resource to you in the coming year. We are looking forward to hosting you for a visit during an upcoming Congressional recess—we feel there’s no better way to gain understanding of our work and the success of our young students than to experience it firsthand. It is an opportunity to see the direct and remarkable impact of this federal investment. 

We will follow up with your scheduler to arrange a visit. Please let us know if you have any questions, and thank you again for your time. 

Sincerely, 
Name

SAMPLE THANK YOU TO STAFF (VIA EMAIL):

Dear (NAME):

Thank you for taking the time to visit with the parents and staff from the (NAME OF HEAD START PROGRAM) when we were in Washington, DC last week. We hope that our visit helped to make clear how important Head Start and Early Head Start is to at-risk families in our community how we provide high quality early learning experiences for their young children.

[Insert details of conversation and any follow-up promised… “Attached you will find a copy of our most recent Community Needs Assessment, as promised. I would like to direct your attention to page 5, where we discuss the influx of the Haitian-speaking community and how we have addressed it with an innovative partnership with the county hospital system.”]

We appreciate your willingness to learn about our program and the opportunity to share with you our progress and our plans for the coming year.  We are hopeful that you will be able to see our work in action by visiting when you are next visiting (CITY/TOWN). We have also extended an invitation to Congressman/Senator (NAME).

In the interim, we are glad to continue to be a resource to you, as we know you support the Congressman/Senator in his/her decisions on early learning. Please let us know if you have any questions, and thank you again for your time. 

Best, NAME
