[bookmark: _GoBack]EMAIL SUBJECT LINE: [Meeting Request from LOCAL HOSTING ORGANZATION NAME]

Dear [SCHEDULER NAME]

I am writing as one of your constituents to request that [MEMBER’S NAME] meet with a group of young [delegates’ nationality] leaders that my organization, [name of host organization], will host in [name of host community] [month] [date range], 2019.  The delegates are taking part in the congressionally sponsored Open World program, which brings young political and civic leaders from Eurasia and other countries to the United States for short-term professional trips.  Established by Congress in 1999 on a bipartisan basis, the Open World program also aids Congress with interparliamentary and other legislative activities, and links Members of Congress to Eurasian leaders and is an instrument for Americans engaged in citizen diplomacy.  Open World is managed by the Open World Leadership Center, a U.S. legislative branch agency.  For further background on the Open World program, please see the Center’s website at www.openworld.gov.


After a one-day orientation session in Washington, D.C., the delegation’s visit to [host community] will focus on [theme].  Our Open World guests are [list names and titles].  Accompanying them will be [list members of your organization who would attend], as well as an interpreter.  

The group is available to meet with [MEMBER’S NAME] in his/her Capitol Hill office on [DATE] between 1:00 – 3:30 pm. [If getting the meeting between these times is impossible, be flexible and accept an alternative time.]

If this date should not work, the group would greatly appreciate a district meeting at [MEMBER’S NAME]’s convenience. The group will be in [HOST CITY] from [DATE RANGE].

Highlights of the delegates’ program include [briefly list a few highlights of the professional program].  The delegates will stay in the homes of several of your constituents in order to experience American family and community life.

My contact information is given below.  If [MEMBER’S NAME]  or your staff would like to meet the delegates please let me know.
	
I hope you will be able to meet the [delegates’ nationality] guests and I appreciate your consideration and look forward to hearing from your office.

Sincerely,



[Your name]
[Your title]
[Your contact info]
