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Good morning/afternoon,  

This is [IName] from [Name of Organization] working to improve the delivery of care for our 
patients.  We are evaluating [insert areas of focus e.g. patient wait times, communication materials, 
rooming process, follow-up communication, patient portal usage, etc.] and would like to get your 
input. 

To ensure we are involving our patients in this evaluation process, we will be creating a Patient and 
Family Advisory Council. This Advisory Council will provide feedback and suggestions on the topics 
presented. Your participation would not involve discussion of the care you/your family members 
receive(s) or any health concerns you/they have shared with us as a patient, however, your participation 
will make it known you/they are a patient of [Insert name of organization]. 

If interested and willing to participate, the next step is that we will send an introductory packet and then 
we will follow up with a phone call on [date] to address any questions, concerns, and see if you are still 
interested. 

Would you be interested in becoming a member of our Patient and Family Advisory Council? 

{If the patient/family member responds, “No”, thank them for their time and close the call.} 

{If the patient/family member responds “Yes”, proceed below.} 

The first meeting will be held [date] at [time] as an orientation/introductory meeting. I will send you the 
location specifics, any information you need to bring with you, as well as a list of topics that will be 
discussed. I will also call you on [date] as a follow-up to make sure you've received the information and 
to answer any questions you may have. Are you available for a call on this date? What time of day would 
be best for you? 

Thank you for your time and watch your mail for a letter/packet from our office. We appreciate your 
willingness to help with us to improve our care delivery and interactions with our patients. 
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