SAMPLE COVER LETTER FOR ADVANCEMENT APPLICATION

DATE
American Academy of Medical Administrators

Attn: Membership Coordinator

701 Lee St., Suite 600

Des Plaines, IL 60016

Dear Membership Coordinator, 

It is with great pride that I request advancement in the American Academy of Medical Administrators to FAAMA / FACCA / FACCP / Diplomate status.  Per the published advancement guidelines, I am submitting this letter and the following supporting documents for consideration: 
PAD Form Submission:
1. Advancement Application

2. $250 Processing Fee

3. Current Resume
4. Attachments
Description of attachments, PAD section and item, and why it qualifies for points:
· II.B. – Received Master’s Degree from College/University name in Year. 
· III.G. – Served as position title on conference committee. More information about position if necessary for clarification. 
· III.E. – Attended 2009 and 2010 Non-AAMA conferences. Attendance certificate or other proof of attendance. 
· IV.C. – Had article titled “Healthcare Related Topic” published in the Month/Year issue of Healthcare Journal.  Copy or publication table of contents attached. 
References:
Current AAMA Fellow/Diplomate
Phone

Email 

Professional Reference
Phone

Email
Should you have any questions, I may be contacted during the weekdays by phone at (555) 555-5555, or by email at candidate@email.com. 
Thank you for your consideration, 

Your Name
