Appendix: Thank you letter template for attending the expert meeting

Possible content: This is an example for a thank you letter on the implementation of the standards, focusing on one specific standard topic. Please adjust the text in brackets to your respective meeting/topic/project, to your organisation´s needs, and to the situation in your country! Try to be as precise as possible!

[Insert the logo of your organisation]

[Your header: Name and postal address of your organisation]
[Name and postal address of attendee]
[Date]
[Insert a catchy subject, e.g.: Expert meeting on the implementation of the European Standards of Care for Newborn Health]

Dear [insert title and name of the attendee],
On behalf of [insert name of your organisation] we/I would like to thank you very much for attending the recent [insert name of the meeting] to work on the implementation of the European Standards of Care for Newborn Health in [insert your country]. We very much appreciated your valuable input and the thoughtful and productive discussion.
The meeting was a very positive first step towards ensuring that the correct measures are in place so that every preterm and ill baby is given the best possible chance of living a happy and healthy life. Attached you will find the protocol of the meeting [if applicable]. [Insert any other important information/further actions/what has happened since the meeting.]
[bookmark: _GoBack]Furthermore, the key points from the discussion will be summarised into a [insert name of the document, e.g. publication, position paper, press release] outlining the expert group’s recommendations of how to put the standards into practice. We will communicate the draft via email by [insert date] in order for you to respond with your comments, queries, and amendments.
Regarding the following next steps, we will also update you and stay in touch [insert the next steps, which were agreed on in the meeting. In the following you will find some examples for potential next steps:
· Launch of the publication on a specific event, e.g. jENS Congress
· Development of a practical toolkit on that topic 
· Development of a guideline or law change]

We look forward to receiving your feedback and continuing to work with you on putting the standards into practice by involving a wide group of healthcare professionals, service providers, parents, and advocacy groups with the aim of ensuring that preterm and ill babies and their families are given the high quality care and support that they need.

Thank you so much for your support and trust within this project! 
Yours sincerely,
 [Insert title, your name and name of your organistion]
