SAMPLE LETTER TO BE SENT BY E-MAIL Requesting an Appointment with a Member of the House of Representatives

Send as soon as possible, but no later than March 18, 2016
[DATE YOU ARE WRITING]

Mr./Ms. [INSERT NAME OF SCHEDULER]
The Honorable [INSERT NAME OF MEMBER OF CONGRESS]
U. S. House of Representatives

Washington, DC 20515

Dear Mr./Ms. [INSERT LAST NAME OF SCHEDULER]: 

I am writing to request an appointment with Representative [INSERT LAST NAME] on Wednesday, April 20 between 10:00 a.m. and 5:00 p.m. or Thursday, April 21 after 10:00 a.m.  

NOTE:  INSERT SOME PERSONAL INFORMATION about members of ABA Day team, indicating constituent relationships, personal friendships with the Member or other connection to the District/State.    

We will be in Washington to participate in ABA Day in Washington, a gathering of over 300 American Bar Association and State/Local/Specialty Bar leaders.
We would like to discuss a few issues of importance to the justice system:
[INSERT DESCRIPTION FOR EACH ABA DAY ISSUE]

Please contact me at [INSERT YOUR E-MAIL] or [INSERT YOUR PHONE] with any questions and to confirm an appointment.  Of course, if necessary, we will do all we can to modify our schedule to coincide with Representative [INSERT LAST NAME]’s availability. 

Thank you for your assistance with this request.

Sincerely,
[YOUR NAME]
