Sample Scheduling Request for a Legislative Site Visit

On Your Letterhead

[Date] 
Attention: [Scheduler]
 MERGEFIELD "FaxScheduler" The Honorable [legislator’s full name]

[Address]

Dear [Senator/Representative Last name]:

[Org name, or list of hosts] would like to invite you to attend a [site visit, media event] and see the [name of property], one of the special places our organization(s) has(ve) conserved in your district using [name of program] funding.  [If appropriate: We’re particularly eager to thank you for… mention what they have done to support conservation.] 

We want you to meet some of the residents of your district who have benefited from the conservation project so they can thank you personally.  Ideally, we would like to take you on a tour of the [property], which provides [this specific community benefit, such as outdoor recreation, or protecting clean water], but we are willing to adapt these plans to fit your interest and availability. 

While exact timing remains flexible, our preferred dates for this event would be [dates]. I will follow up with your scheduler in a few days to discuss details and find a time that is mutually convenient.  In the meantime, please don’t hesitate to give me a call at [phone] if you have any questions.

Sincerely,

[Your name and title]


