Address

City, State, Zip Code

(E-mail address (and/or phone number))

Date:

The Honorable    (member’s name)



United States House of Representatives (Senate)

# (Name of Building –eg. Rayburn House (Senate)) Office Building

Washington, DC 20515 (20510)

Dear Congressman/woman (Senator) ___________,

(Name of School) will be visiting Capitol Hill on Wednesday, (date).  We will be participating in a weeklong educational seminar focusing on national government and our Nation’s Capital.  We would be especially honored if we could arrange a meeting and a group photo with you during our stay in Washington.

For most students, this will be their first opportunity to visit the Capitol Building, and they would be delighted if you could offer them a capital tour and gallery passes.  If you sponsor a constituent gathering, our group would also be eager to attend.

We appreciate your consideration of our request and look forward to hearing from you. Best of luck in the coming year with your legislative duties.

Sincerely,

(your name)
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