Sample Scheduling Request for a Congressional Recess Site Visit
Version for presenting an award (relatively easy and a good idea):
Your Letterhead

VIA FAX – [Call the nearest district office and ask who handles scheduling requests] 
[Date] 
Attention: Scheduler

 MERGEFIELD "FaxScheduler" The Honorable…

[Address]

Dear [Title Last name]:

During the upcoming August Recess, [list host organization(s)] would like to invite you to attend a [site visit, media event, landowner forum, etc] and present you with an award recognizing your leadership in renewing the enhanced tax incentive for conservation easement donations.  Your support as a [co-sponsor of the Conservation Easement Incentive Act, Member of the Finance Committee, etc] helped demonstrate the broad support for this measure that was necessary for its renewal at the end of 2010. 

We want you to meet some of the family farmers and other landowners of modest means, who simply could not have afforded to conserve their land for future generations without the support provided by this incentive.  Ideally, we would like to take you on a tour of the [family farm in town] and present the award on-site, but we are willing to adapt these plans to fit your interest and availability. For example, we’d be willing to host a press conference at our [preserve/office near downtown city] if you prefer. 

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.  In the meantime, please don’t hesitate to give me a call at [phone] if you have any questions.

Sincerely,

Version without an award:
Your Letterhead

VIA FAX – [Call the nearest district office and ask who handles scheduling requests] 
[Date] 
Attention: Scheduler

 MERGEFIELD "FaxScheduler" The Honorable…

[Address]

Dear [Title Last name]:

During the upcoming August Recess, [org name, or list of hosts] would like to invite you to attend a [site visit, media event, landowner forum, etc] and see some of the special places our organization(s) is(are) conserving in your district.  [We’re particularly eager to thank you for… mention anything they have ever done to support conservation.] 
We want you to meet some of the family farmers and other landowners of modest means, who have benefited from a 2006 tax incentive for conservation easement donations that is currently set to expire at the end of 2011.  Ideally, we would like to take you on a tour of the [family farm in town] which will be preserved for future generations thanks to the tax benefits Congress provided, but we are willing to adapt these plans to fit your interest and availability. For example, if you prefer, we could arrange a meeting with landowners and other supporters at our [preserve/office near your district office in city]. 

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.  In the meantime, please don’t hesitate to give me a call at [phone] if you have any questions.

Sincerely,


