[PRINT OUT ON YOUR BUSINESS OR PERSONAL STATIONERY THAT CLEARLY STATES YOUR FULL ADDRESS AND PHONE NUMBER.  YOUR ELECTED OFFICIALS CANNOT CONTACT YOU IF YOU DO NOT PROVIDE COMPLETE INFORMATION!]

Sample Appointment Request Letter

By Facsimile

[TODAY’S DATE]
	To Senator:
	To Representative:

	The Honorable [FIRST NAME LAST NAME]
United States Senate

Washington DC 20510
	The Honorable [FIRST NAME LAST NAME]
U.S. House of Representatives

Washington DC 20515

	Dear Senator [LAST NAME]:
	Dear Representative [LAST NAME]:


As the executive director of [YOUR ORGANIZATION NAME], I am writing to request a meeting with you.  

[Say something about your organization: Who are your certificants?  How may certificants do you have in the Member’s state?  How long have you been issuing a certification?]
I would like to come in and introduce myself and very briefly discuss with you the role that credentialing organizations play in assuring professional competency in our nation’s economy.  I am available [give a range of time or alternative times] and would not expect to take more than 20 minutes of your time.

I will follow up with your scheduler to secure a time.  Thank you in advance for your consideration.

Sincerely,

YOUR NAME

