SAMPLE: E-MAIL/LETTER TO MAYOR
April 30, 2010

(Mayor’s name)

(Office address)

(Mayor’s name): 

I am writing to request your assistance in proclaiming May 14 as School Hand Hygiene Day.  In celebration of Hospital Week, May 9-15, we are asking local elementary schools to set aside some time on May 14 to teach students the importance of proper handwashing in preventing the spread of infection.

Enclosed you will find a sample proclamation you are welcome to use or alter in any way.  If you would like to see some of the materials being provided to schools or desire more information about Hand Hygiene Day, please do not hesitate to contact (contact’s name) at (phone number).

Thank you for your assistance.  We will be following up with your office soon on this request.

We hope you have a happy and healthy day!

Sincerely,

_______________  

MAYOR’S PROCLAMATION

Whereas hospitals worldwide face a constant challenge in fighting the spread of infection and have recently participated in World Health Organization’s Hand Hygiene Day, a time to focus on the importance of hand hygiene with employees and patients; And whereas, they also realize that much of the spread of infection takes place in communities; And whereas schools have often played a vital role in educating students on various health and safety issues; Therefore, be it resolved that I, (mayor’s name), mayor of (city), do hereby declare May 14, 2010, to be School Hand Hygiene Day in (city and state), and urge students to pay attention to the information provided through their teachers and to share the ideas with their friends and family, thus helping (name of community) become a healthier place to live.

