<Chief of Staff Name>
Office of the Honorable <Member of Congress name>
<Number><Office Building Name>

Washington, DC <Zip>
I am an association executive from <your state> and a member of the American Society of Association Executives (ASAE).  My association, <association name>, represents over <number of members> members.  

I will be visiting Capitol Hill on Thursday, March 15th and would like to schedule an appropriate time to meet with you to discuss how associations are improving the state’s economy as well as advancing society. 

Over the past year, both Congress and the Administration have mistakenly portrayed the association community in their political rhetoric.  Most recently, the Obama Administration and the Office of Government Ethics used a definition in the Encyclopedia Britannica to define a trade association and decide that those types of associations are not primarily educational organizations.  All associations, trade and professional, are employers and educational entities that advocate for their profession or trade, and I want to share some examples with you.  In addition, ASAE and a coalition of nonprofit organizations are backing a Congressional resolution supporting the nonprofit sector, and I’d ask your office to support it.
I would like to also invite you to the American Associations Day Congressional luncheon.  The lunch, which complies with all ethics requirements, will take place on March 15th from 12:00 – 2:00 PM in Rayburn B-340.  Our state delegation would be happy to talk with you then as well.
If you are unable to schedule a meeting, I would welcome a meeting with your legislative director, or other appropriate staff member. 

Thank you for your consideration.

Sincerely,

<Your Name>
If you are attending American Associations Day, you can use the following template to send an email asking for an appointment with your members of Congress.  Please fill in the personalized information before sending!
