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[Your Name]
[Your Address Line]

[Your Address Line]

[Date]

[Member’s Name]

Attn: Office Scheduler

[Member’s Address Line]

[Member’s Address Line]

Re: Constituent Seeking Appointment on 20 March
Dear [Sen. or Rep.] ______________:

I will be in Washington, D.C., on Wednesday, 20 March, to attend the American Institute of Aeronautics and Astronautics’ (AIAA) Congressional Visits Day (CVD) program, and, as your constituent, I would appreciate the opportunity to meet with you or a member of your staff for approximately 15-20 minutes.
CVD is an annual event that brings engineers, scientists, researchers, and students to meet with national decision makers to discuss critical industry issues in civil aeronautics, civil astronautics, and defense. Through face-to-face meetings with members of Congress, legislative staff, key administration officials, and other decision makers, CVD raises awareness of the long-term value that science, engineering, and technology bring to America.
Headquartered in Reston, Virginia, AIAA is the world’s largest aerospace professional society, serving a diverse range of nearly 30,000 individual members from 85 countries and 95 corporate members. AIAA members help make the world safer, more connected, more accessible, and more prosperous.
I look forward to hearing from your office as soon as possible. You may reach me by telephone at XXX-XXX-XXXX or by email at XXXX@XXXXX.XXX.

Regards,
[Name]
