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SAMPLE INVITATION LETTER



[Date]

The Honorable [full name]

[District Address]

Dear Representative/Senator [last name]:

I am writing on behalf of the American Chemical Society’s [xxxxx] Local Section to invite you to speak at a dinner event we are planning to hold the week of [insert date] in [insert city].  The focus of the event will be federal support for science and technology and how scientists can play a greater role in federal policy issues.

The American Chemical Society (ACS) is a nonprofit educational and scientific organization chartered by Congress to advance the chemical enterprise and its practitioners.  Our 161,000 member chemists and chemical engineers work in industry, universities, government, and consulting.  The [xxxxx] Local Section, which represents about [xxxxx] members, hosts monthly meetings on technical or general science related topics, publishes a newsletter, and sponsors other activities such as awards in education and National Chemistry Week.  Many of our members work for [insert major industry or university employer].

The section is very interested in public policy issues that affect chemists and chemical engineers and seeks to be a technical resource for you and other legislators in the area.  Accordingly, we would be delighted if you would share with us your views on federal support for research and development and science education issues.  Specifically, we would like to discuss [xxxxx].
We expect about [xxxxx] members to attend the dinner meeting.  Our feature speaker normally begins at 7:30 p.m., but we would be happy to arrange a more convenient time.  We could also arrange transportation if needed.  Thank you for your consideration of this request.  I will call your district office scheduler to discuss possible arrangements.



Sincerely,



[xxxxx], Chair



[xxxxx] Local Section
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