Sample Letter to House Member Preferably on School or District Letterhead
The Honorable _____________________

PO Box xxxx

Somewhere, SC 29xxxxx

Dear Representative ___________________, 

Our school would like to invite you to visit with us while the Legislature is not in session.  We are participating in the National Association of State Legislature’s Legislator Back to School Program being facilitated by the South Carolina Association of School Administrators. This program schedules Legislators’ visits from September 10, 2007 until October 12, 2007.  If there is a conflict for you during this time period we will be happy to arrange some other date before the Legislature reconvenes in January. In keeping with the NCSL schedule, we would like to have you visit our school on Sept./Oct. _________, at (time) ____________ so that you can meet some of  our students, teachers, faculty and administrators. If this date and time is a conflict for you please contact me at (XXX) XXX-XXXX between (times) so that we can arrange another date and time that is convenient for you to visit our school.
(School Name)_____ is dedicated to quality educational programs for all our students and we believe that we are teaching our students to be proficient in their subject materials and well prepared for their future educational programs. It is with this sense of pride that we invite you to our school so that you can experience some of our successful accomplishments.
To highlight your visit with us, we plan to have news media coverage and photographs made of you with some of our students. Please mark you calendar for Sept./Oct. __________ at (time)_______ to allow us the honor of your visit.  The time frame we have planned for your visit is two hours but we can be flexible with this time as your schedule permits. We look forward to you coming to our school.

Sincerely, 

Principal

