FASEB Congressional Visit Toolbox: 
Your Guide to Advocating for Science on Capitol Hill and in Your Home District
Sample Meeting Request (Customizable)
Tips:

1. Mail to Congressional members is notoriously slow, so it is best to send your meeting request via fax or email. You can find your elected officials and their contact information here. 

2. Personalize the highlighted areas of the sample below. Feel free to edit the text if you are lobbying on a specific issue not covered below.
3. If you have not heard from the office within 1 week, feel free to follow up via phone.
[DATE]
The Honorable [REPRESENTATIVE/SENATOR NAME]
U.S. [HOUSE OF REPRESENTATIVES OR SENATE]
[ADDRESS]
Attention: Scheduler

VIA [EMAIL OR FACSIMILE] TO: [EMAIL ADDRESS OR FAX NUMBER]
Dear [SENATOR OR REPRESENTATIVE] [LAST NAME]:
I am writing to request an appointment with you and/or members of your staff on [DATE DESIRED] or at your earliest convenience the next time you are at home in [STATE]. I would like to discuss medical and scientific research with specific emphasis on the National Institutes of Health (NIH),United States Department of Agriculture (USDA) Agriculture and Food Research Initiative, National Science Foundation (NSF), Department of Energy (DOE) Office of Science and the Veterans Affairs (VA) Medical and Prosthetics Research Program. I wish to discuss how NIH, USDA, NSF, DOE and VA research funding supports investigators such as myself and what we can hope to achieve by increasing the federal commitment to research.
I am [YOUR NAME, POSITION(S) AND PROFESSIONAL AND INSTITUTIONAL AFFILIATIONS]. I would like to meet with you as a scientist and concerned citizen to discuss how sustainable funding increases for biomedical research will provide an immediate infusion of funds into the nation’s proven and highly competitive medical research enterprise to sustain the pursuit of improved diagnostics, better prevention strategies and new treatments for many devastating and costly diseases. These advances also contribute to the nation’s economic strength by creating skilled, high-paying jobs; new products and industries; and improved technologies.
I would like to meet with you at one of your district offices closest to [YOUR HOME INSTITUTION]. I look forward to the opportunity to discuss these important issues.
Thank you in advance for your consideration of this request. 
Sincerely,
[YOUR NAME]

[POSITION(S) AND PROFESSIONAL AND INSTITUTIONAL AFFILIATIONS]

[PROVIDE MAILING ADDRESS, PHONE NUMBER and EMAIL]
