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Inviting your Member of Congress: 
Sample Invitation 
You can use this sample letter to create a meeting request for your Member of Congress.  Fill in any bracketed areas with information specific to your meeting.  Try to keep the letter to one page, and put it on letterhead if possible.  You can find the address and contact information for the closest district office at www.congressmerge.com/onlinedb/index.htm. Each office generally has a preference for how requests should be submitted, so it is important to call their district office first and ask how they would like to receive the invite. Also, make sure to find out the address of the district office and who the scheduler is.
[Date]

The Honorable [Member’s First and Last Name]

[U.S. House of Representatives OR U.S. Senate]

ATTN:  [Scheduler Name, obtained by calling the Congressional office]

[Mailing address]
[Fax Number or Email address (depending on how you are sending the request)]

Dear [Representative or Senator] [Member’s Last Name]:

I write to you on behalf of [your organization, or if applicable: a coalition of organizations and individuals in your district that are working to make it safer to bike and walk]. We would like to request a meeting to discuss with you the benefits bicycling and walking bring to [your community], and the federal programs such as Transportation Enhancements and Safe Routes to School that make safe travel by bicycling and walking possible.  

We propose [insert a few dates and times], but are open to other dates and times if those don’t work with your schedule.  Accompanying me to the meeting will be some other key community leaders including [list perspective names and organizations of some key meeting attendees].

I greatly appreciate your consideration of this request.  You or your staff can reach me at [insert phone number and email address] to follow up. We look forward to working with you in the future.
Sincerely,

[Your Name]

[Your Organization]

cc:  [list individuals and organizations who are mentioned in the letter as attending/participating in your event or meeting.   Make sure to send these individuals a copy of the letter via email.]
Inviting your Member of Congress:
Sample Script for Following Up with Scheduler
Approximately a week after you have submitted your scheduling request by fax or email, you should call the scheduler to follow up if you have not heard anything back yet. Your goal is to get a yes or no answer on your scheduling request. It may take a few calls to reach the scheduler, so be persistent. The script below will help you work with the scheduler. Your meeting should take place before February 28th as we expect a vote on this issue the first week of March. 

1. Call the district office where you would like to meet - Speak with whomever answers the phone:  

Hello, this is [your name and organization] calling. I’d like to speak with [scheduler name] to follow up on a scheduling request I submitted last week, please.

2. If the scheduler is not available, leave a message:

Hello, this is [your name and organization] calling. I submitted a scheduling request last week related to bicycling and walking in the district and was calling to follow up to see if Representative/Senator [last name] is available. If you could give me a call back at [phone number] soon, I’d greatly appreciate it.  

3. Once you are able to speak with the scheduler:

Hello, this is [your name and organization] calling. I submitted a scheduling request last week [for a meeting to discuss bicycling and walking in the district on [date]] and am calling to follow up. I was wondering if you had any information on whether Representative/Senator [last name] would be available.

a.  If the scheduler says they haven’t made a decision on the scheduling request yet:

I understand that you are probably trying to balance a lot of requests, but we certainly hope this will be one that Representative/Senator [last name] will be able to accommodate.  The meeting will also include people such as [name of prominent individuals, such as the mayor, local business or nonprofit leader].  When would be a good time for me to call back to get an answer on this scheduling request? 

b. If the scheduler says the Member of Congress won’t be able to meet:

We’re very sorry to hear that Representative/Senator [last name] can’t meet at the requested times.  Is there an alternate time or date that we might be able to make work?  

c. If the scheduler says yes to the meeting request/event:

That is wonderful news. We so appreciate Representative/Senator [last name]’s willingness to meet with us.  And, thank you so much for your help in arranging this.  

· I’d like to confirm the key details (date and time, location, etc.)

· I’d also like to make sure you have all my contact information, including my cell phone, in case anything comes up at the last minute.  [provide your cell phone]
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