Sample Memo

Memo to Governor, Mayor or City Council President requesting Proclamation

(Add Proclamation Form )
_____________________________________________________________________________________

(Your heading and address)






   (Date)

(Double-space your memo)
The Honorable (insert your Mayor/Governor’s name)                              

Mayor of the City of (insert name of city)/ Governor State of (insert name of State)

City Hall (address)/ or State house 

Re:  Requesting your Proclamation of the 35th Annual National Nursing Assistants’ Week, June 14-21, 2012 and Career Nursing Assistants' Day, June 14, 2012, to the citizens of (insert name of city).

Dear Mayor/Governor (insert your Mayor’s name),
We respectfully request your consideration to proclaim the dates, June 14-21, 2012 as Nursing Assistants Week to the citizens of (insert name of city).  The National Nursing Assistants Week initiatives are planned by, and with nursing assistants and others members of the National Network of Career Nursing Assistants, a professional organization for caregivers for more than 235 years.  www.cna-network.org
Nursing Assistants provide as much as 90% of the care received by residents in nursing homes and other long-term care settings. The 35th Annual National Nursing Assistants’ Week is a special Week to recognize the efforts and dedication of these important health care workers.  In addition, the first day of this week is set aside to recognize and honor the “Wisdom Keeper” or Experienced Career Nursing Assistant who provides consistency and predictability to care giving for long periods of time, often working for 5, 10 or  as many as 58 years. 

More than  ____(approximate number) nursing assistants, home care aides, hospital aides, restorative aides, hospice aides and other direct care workers  live and work in the greater _____ area.  Each nursing assistant is a "Key Player" in the lives of the people in her/his care.  Change is everywhere in health care today and every NA has an important role in working with others to create the changes that will benefit all.  Nursing assistants are called on develop new skills in person centered care, electronic reporting, and to prevent rehospitalizations as well as provide for safety in the care setting.  In keeping with this emphasis, the Official Spotlight for the 35th Annual National Nursing Assistants’ Week 2012 is “Nursing Assistants @ the Heart of Care ©”
Official recognition of Career Nursing Assistants provides a valuable service not only for making these people more visible, but also to alleviate concerns of family members when a loved one becomes ill.  We would like to recognize nursing assistants so that people can see the caliber of these committed workers who provide hands-on care and learn about what nursing assistants actually do when providing care. 

Enclosed is a sample Proclamation used by Mayors in many communities across the country.  You might use the attached form or adapt the wording to your own Proclamation form if desired. If possible, we would like to attend the signing or you are invited to present this Proclamation in person at the Nursing Assistants Award Celebration on (insert special event or how displayed).  

 I look forward to discussing this further with you. Please feel free to contact me or I will call your office next week to discuss your preferences in this matter.  Thank you for your consideration of our request. 

Very truly yours,

(Your name and title)

Enc. Sample Proclamation Form
