(Date of Letter)

Depart nment of

(Governnent Departnent for Office)

(Room Floor or P.QO Box)

(Governnent O fice Buil ding)

(Street Address)

(Cty, State and Zi p Code)

RE: Request for Conference or Audience
Attn: O fice Manager

Dear O fice Manager:

It is respectfully requested that an audi ence or conference be nmade

available with (nane of senator, nane of
congressman, nanme of secretary, etc., with whomneeting is intended) and the
under si gned, along with (ot her individual

or group), for the follow ng reason:

(state with particularity the reason for the conference or audience). Realizing
the conplexities of scheduling, three preferred dates are |listed bel ow, however,
an additional blank is provided for an alternative date to the three noted.

The— day of (nmont h/ year) ;

the_________day of (nmont h/ year);

t he day of (nont h/ year);

or

Si nce sonme advance notice will be necessary, it would be deeply
appreciated if your office would contact the undersigned relative to the
foregoi ng as soon as scheduling permits. It is anticipated that this neeting
will take approximately______ minutes, wherein
(an oral presentation/a witten presentation/a greeting) will take place on
behal f of (name of individual or entity).

Thank you for your kind and i medi ate response.

Very truly yours,

(Srgnature)

(Addr ess)

(City, State and Zi p Code)

(Phone Nunber)
LAWCHEK, LTD. LETTER PRO Sanpl es, Copyright 2000
This is not a substitute for |egal advice. An attorney nust be consulted.
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