Dear [insert name of person you met with],

Introduction:  On behalf of the American Society of Nephrology (ASN), thank you for meeting with me to discuss the society’s concerns about funding cuts to the National Institutes of Health (NIH) and the National Institute of Diabetes and Digestive and Kidney Diseases (NIDDK).
Meeting Recap:  Include a sentence or two recapping your discussion. For example:  “I was glad to hear that REPRESENTATIVE/SENATOR XXXX supports NIH. As discussed, cuts to medical research are counterproductive and jeopardize our position as the global leader in research.”
Follow up:  Please acknowledge requests for additional information or questions requiring ASN follow-up.  For example:  “As you requested, I will have someone from ASN get back to you to address your questions about the Sustainable Growth Rate.”  
Conclusion:  Again, thanks. I hope REPRESENTATIVE/SENATOR XXXX will help preserve America's preeminence in medical research and ensure the continued availability of the highest quality care for kidney disease patients by protecting funding for NIH and NIDDK.
Please feel free to use ASN as a resource on any issues related to kidney disease.  You can contact ASN Manager of Policy and Government Affairs Rachel N. Meyer with any questions you have at rmeyer@asn-online.org or 202-640-4659.  

Sincerely,
