DR. DUDDLY DORIGHT, DDS
One Dental Road, Suite 100      Johnsonville, NY  10000      212-555-1212
______________________________________________________________________________

January 15, 2014

Ms. Susie Smith

Head Athletic Trainer

Anyname College

1000 Main Street

Johnsonville, NY  10000

Dear Susie:

Thank you again for meeting with me on January 13.  I enjoyed learning more about the sports programs at Anyname College and discussing how adding a Team Dentist to your athletic medical team can benefit your athletes.
As we agreed, we will start by [you will need to customize the bullets below according to your discussion]:
· Scheduling impressions for athletes who want custom mouthguards the first two weeks of February at my office between 7:00 a.m and 7:00 p.m.  Please have your assistant call my office so we can set up the appointments as soon as possible.  If additional flexibility is needed for some athletes, please let me know when they can be available and we will work around their schedules.  Once the mouthguards are ready, I'll contact you again so we can make arrangements for final fittings and adjustments, perhaps in the training room before or after practices or games.  [Note:  You may wish to work with the trainer to take impressions in the training room during certain blocks of time rather than at your office.]
· Attending home [basketball, football, etc.] games.  If I am unavailable for certain games, I will provide you with the contact information for the dentist who is covering for me.  Please let me know when and where to pick up [passes, tickets, etc.].

If a contract is needed, please forward to me as soon as possible.

I am excited to become a resource for you!  I look forward to establishing a relationship with you and working with your athletes.

Sincerely,

[Your signature goes here]

Dr. Duddly Doright, DDS
