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Appointment Request Form Letter
**You are encouraged to add your own comments and to personalize the letter.  Please be sure to delete all brackets and correct all details when finished.**
March 5, 2012 (6 weeks in advance)
[Name of Scheduler/Personal Assistant]

The Honorable [Full name of legislator]
[DC Office Address]

Washington, DC [Zip Code]
Via Facsimile: ___ ___ ___
Dear [Name of Scheduler/Appointment Secretary]:
My name is [full name] and I am resident of [city and state]. 
On Thursday, April 19, 2012 the national Tourette Syndrome Association (TSA), as part of its national Conference, will be facilitating visits with Senators and Representatives for its members from 1:00 PM to 5:00 PM. As a constituent and an Ambassador for Tourette Syndrome (TS) I would like the opportunity to meet with your office to share my story about what it is like to live with TS.  

My hope is to inform and educate your office about TS, its impact on our community and discuss what your office can do to support TS and the Public Health, Education and Research Program at the CDC.  I will be available only on April 19th after 12:30 PM for a meeting. However, I will be participating in our Youth Ambassador’s Congressional Briefing Luncheon earlier that day. The briefing will be held from 11:00 AM to 12:30 PM in the Rayburn House Office Building, Rooms B-338-339. I hope that someone from your office will attend the briefing and also have some time to meet with me later that day.

I can be reached at [telephone number and email address] or you may contact, TSA’s VP of Public Policy at 202-408-7009 and email elridge.proctor@tsa-usa.org. Thank you in advance.

Sincerely,

[Your Name]

[Your Home Address]
