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	Facsimile


	To: Scheduler
	Date:

	Company: Office of The Honorable ____________
	No. of Pages:

	From:
	Fax Number:


Subject: Meeting Request
I write to request a meeting with you or a member of your staff during the [afternoon/morning] of [Monday, August 17th], to discuss federal support for scientific research and innovation. I am a constituent of [Rep./Sen. ____], and [have been a research chemist at the X plant in your district for 15 years].  

I am also a member of the American Chemical Society (ACS) and will be visiting Washington, DC that week to attend the ACS Fall National Meeting. ACS is a nonprofit scientific and educational organization, chartered by Congress, with a membership of more than 154,000 chemical scientists and engineers.  The world’s largest scientific society, ACS advances the chemical enterprise, increases public understanding of chemistry, and brings its expertise to bear on state and national matters.

Please contact me at: _____ or via email at: _____ to arrange a time.  Alternatively: I will contact your office shortly to determine the possibility of arranging this meeting.  In the meantime, you can contact me at _____ or via email at ___ if you have any questions.

Sincerely,

[Your name here]
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