GOLDEN RULES OF THUMB
1.  Write everything down that you are being told.

· Make notes from telephone conversations

· Make notes from all appointments 

· Include follow-up contact information – name, title/rank, email address  and/or 


           telephone number.

· If you do not understand information relayed, do not hesitate to request that 
 
           information be repeated, names spelled.

· Keep all notes or questions in one central place for easy reference.  
· A spiral notebook is a great organizational tool.
2.  Ask questions!!

· Never assume that you understand exactly what is happening.

· Always ask questions.

· Write questions down ahead of time for doctors, therapists, case managers – that 
  
           way you don’t forget.

· Keep asking questions until you do understand!!

3.  Never give your last copy of any paperwork to anyone for any reason!!

· Always have a duplicate copy of all official paperwork.

· Do not leave any office without your own copy of the paperwork –
· Don’t plan going back later to get a copy.  
· Always get the copy at the time of the transaction or appointment!

4.  Save the Congressional inquiry –

· Save the filing of a Congressional inquiry into any situation until all other 
  
 
          avenues have been exhausted.

· Save the Congressional inquiry for a major, irresolvable problem –
· It is your silver bullet!!
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