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Sample meeting request letter:

[DATE]

Office of the Honorable [Member’s full name]
[District Office Address]

Dear [Member’s Name]:

As a participant in the National Workforce Day of Action and a member of National Skills Coalition, I am writing to request a meeting at your district office on March 24th to discuss the role of job training and education in our state’s ongoing economic recovery.

Nearly 14 million Americans remain unemployed, with over 40% unemployed for 6 months or longer.  Many are unable to return to their prior jobs because they no longer exist. These workers require the services and assistance provided by the nation’s public workforce system in order to take advantage of emerging job opportunities. Yet the House FY11 Continuing Appropriations bill, HR 1, zeroes out all funding for Workforce Investment Act (WIA) state and local programs, a cut of over $3.6 billion for the coming year (beginning this July).  Other programs targeted for deep cuts or elimination include Perkins Career and Technical Education, YouthBuild, Job Corps, green jobs training, reintegration of ex-offenders, and Community Service Employment for Older Americans (CSEOA).

Now is not the time to eliminate the nation’s primary system for getting people back to work. 

I look forward to discussing these important issues with you in greater detail, including how these proposed cuts will impact our community.  I will be joined by [list names and organizations of those intending to you join in this meeting]:

I look forward to hearing from you and thank you for considering this request.  At your convenience, please contact me at [contact information].

Sincerely,
