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NOTE: This letter is only a sample for your reference. Be sure to replace the highlighted sections with your team’s specific information and feel free to modify it as you see fit for your team’s purposes. It may be sent via email or in hard copy. Be sure to enclose/attach the newest version of he Place Matter one-pager document (download a copy from the Team Members Only page on the Place Matters Web site), as well as any information about your team’s local efforts.
Dear [Name]:
On behalf of the [Team Name] PLACE MATTERS team, I am reaching out to you because of your history in our community and the region.  Over the next few months, my team is compiling a list of individuals from multiple disciplines who may serve as potential partners with us in our efforts to promote health equity in [your community, county, or city].
Included is a list of sectors for which we need suggestions of individuals and/or organizations in order to develop a broad coalition for our Place Matters work. We request the following regarding the list:

1. Your input/suggestions for any missing sectors to this list

2. Contact information from your database(s) for one to two people per sector [specify your county/area] who could be included in our coalition

Your suggestions should include individuals who you know (or believe) are interested in improving conditions in our community, and who would be willing to collaborate with us in addressing the social determinants of health inequity in our community. We have included a description of the national PLACE MATTERS initiative, as well as a description of our team’s local efforts. You may also visit the PLACE MATTERS Web site for more information at http://www.jointcenter.org/hpi/pages/place-matters. 
We understand that you are busy, so we do not expect that you will be able to provide us with contacts for each of the categories listed; however, we would appreciate as many contacts as possible. If you plan to assign this task to someone else in your office, please let me know so that I can follow up with that person directly. The information you provide us will be included in a working list of professionals who will champion our Place Matters agenda over a sustained period of time (i.e. 5 – 10+ years).

We appreciate your attention to our request and hope that you will be able to assist us with this project. Should you have any questions feel free to contact [PM Team’s contact person’s name, phone, and email address]. We look forward to hearing from you!

Sincerely,

[Team member name]

[PM Team Name]
Attachments:
PLACE MATTERS Overview


[PM Team Overview Sheet]
