Letter To Request a Face-to-Face Appointment With Your Member of Congress While in His or Her Home State or Legislative District

Oftentimes, it is easier to meet with your Representative or Senator by visiting his or her district or regional office.

Instructions

· Requests for a face-to-face meeting with your legislator should be made at least 30 days in advance. 

· Arranging group meetings can improve your chance of a face-to-face meeting.  

How to schedule a visit

· Call the member’s Washington office, ask for the administrative assistant, and inquire how you can best arrange the meeting.

· If you have to fax a letter to his or her office or scheduler to request a personal visit, use the template below.  

· You can find the name of the scheduler and the fax number by calling the local office. The telephone number can be found on the ACCP Web site at http://capwiz.com/chestnet/dbq/officials/.
When faxing the request, be sure to

· Change the bolded text in the template to your individual information.
· Type your name and address at the end of the request so that the member knows you are a constituent.

· Be flexible in your dates, often plan months in advance, and aim for a traditional congressional recess, when members are more likely to be at their home office.

*****USE YOUR OWN LETTERHEAD*****

[Make This Request At Least 30 Days In Advance]

[INSERT DATE]

To: Scheduler

Office of [Senator or Representative INSERT NAME OF SENATOR OR REPRESENTATIVE]
Fax Number: [INSERT THE SCHEDULARS FAX NUMBER] (Found on: http://capwiz.com/chestnet/dbq/officials/)


From: [INSERT YOUR NAME]
Re: Constituent Meeting Request

I respectfully request to meet with [Senator or Representative INSERT NAME OF SENATOR OR REPRESENTATIVE] on [INSERT Day, Month Date, Year, ie Monday, April 16, 2008] between the hours of [INSERT TIME RANGE, ie 1 pm and 3 pm].  I am a constituent from [INSERT CITY (WHERE YOU LIVE, NOT WORK), STATE], and I am a member of the American College of Chest Physicians (ACCP).  I would like to meet with the [Representative/Senator] to discuss health-care issues that impact my ability to care for my patients and [HIS/HER] constituents.

Thank you in advance for your assistance. I look forward to speaking with you soon to schedule a meeting with [Senator or Representative INSERT NAME OF SENATOR OR REPRESENTATIVE].

Sincerely,

[INSERT SIGNATURE]

[INESRT YOUR NAME]
[HOME ADDRESS]
[TELEPHONE NUMBER]
[FAX NUMBER]
[E-MAIL ADDRESS]

