[ON YOUR AGENCY TEMPLATE]
[Date]

Attn: Scheduler
The Honorable [Name of Senator/Representative/Governor]
[Local or D.C. Office Address]
Dear [Senator/Representative/Governor] [Name]:


On behalf of [Name of Agency], welcome to the [Senate/House of Reps/Governor’s office] and congratulations on a successful campaign. I would like to request a time to meet with you to talk to you about the services [Name of Agency] provides for individuals with mental health and substance use problems in [Your Agency’s Service Area]. I have attached a brief fact sheet detailing our services, clients and areas served. We look forward to the opportunity to share information with you about our innovative programs that assist our clients to successfully live in the community. In addition, we would be happy to suggest ways in which we may serve as a resource to you as you consider policy choices that have implications for community providers such as [Name of your Agency]. 
In the next few months, it would also be my pleasure to host you and your staff for a site visit to [Name of your Agency] when your schedules permit. I would greatly appreciate the opportunity to introduce you to our Board of Directors and to give you a tour of our facility. 
My staff and I look forward to the opportunity to meet with you in person and are willing to be flexible, based on your schedule of availability. While we invite you to join us at [Name of Agency] for a site visit, we’d also be happy to schedule a meeting at your local office if that would be more convenient. I will follow-up with your scheduler in a few days to discuss further. In the meantime, should you have any questions, please don’t hesitate to contact me at your convenience [Your phone number & email address]. 

Sincerely, 

[Name]
[Agency Name]

