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Look for information about how to contact your legislators on their websites (available through house.gov and senate.gov). You’ll be looking for a “set up a meeting” or “contact” link. Many offices have a separate scheduler for district visits. Staff people will direct your request to the right place.

[Date]

The Honorable [Full Name of Representative Here]
Address
Washington, DC [Zipcode]

Dear Representative / Senator [Last Name]:

As a representative of [] in your district, I write today to invite you to visit [name of location], which is located in [City, State].  Specifically, we hope that you might be available [the week of / specific date] for a brief [tour / meeting with employees].  By way of background, we are [information on who you are. Include information on who you serve in the community].  Our mission is to [fill in mission here, if applicable]. 

We are eager to show you our work in [your work].  In particular, we would like to [fill in details of visit here – i.e., “show you our facility, have you join us for an all employee meeting, have you join our meeting”].

Upcoming debates in Congress on [issue] will have a dramatic impact on our [].  We would welcome the opportunity to discuss these potential impacts further – and provide needed background and resources for your office on these important issues.

Thank you in advance for your consideration.  To set up a visit, or if you have any questions, please contact [contact information].

Sincerely,
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Draft Invitation Letter For Staff

[Date]

Name
Title
Address
Washington, DC [Zipcode]

Dear [Name]:

As a representative of [] in your district, I write today to invite you to visit [name of location], which is located in [City, State].  Specifically, we hope that you might be available [the week of / specific date] for a brief [tour / meeting with employees].  By way of background, we are [information on who you are. Include information on who you serve in the community].  Our mission is to [fill in mission here, if applicable]. 

We are eager to show you our work in [your work].  In particular, we would like to [fill in details of visit here – i.e., “show you our facility, have you join us for an all employee meeting, have you join our meeting”].

Knowing of your role in advising [Representative / Senator XX] on our issues, we believe the visit might provide needed insights into the impacts of certain federal policies on our work in your district / state.

Upcoming debates in Congress on [issue] will have a dramatic impact on our [].  We would welcome the opportunity to discuss these potential impacts further – and provide needed background and resources for your office on these important issues.

Thank you in advance for your consideration.  To set up a visit, or if you have any questions, please contact [contact information].

Sincerely,
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