[Insert company stationery]


[Date]
The Honorable [name of senator or representative]
[United States Senate or House of Representatives]
Washington, DC  [Senate ZIP 20510; House ZIP 20515]
Dear  [senator or representative’s last name]:

On [day of week], [date], at [time], [company name] of [city], [state], will host “Home Day” at its offices to welcome you, your staff, and other congressional representatives from [state] to tour its facilities. [Company name] officials would appreciate the opportunity to demonstrate the importance of its function within the fire and emergency services industry and introduce you to some of our over [number] employees. The event would also offer an opportunity to discuss with you important aspects of the fire and emergency services field, as well as issues the field faces.

This event will augment our brief meeting in Washington, D.C., when we met with you and [staff member] of your office. Prior to that time, we met with you and [staff member] in your [district] office to introduce ourselves to you.  

At those meetings, I supplied you with information about the Fire Apparatus Manufacturers’ Association (FAMA) and the Fire and Emergency Manufacturers’ and Services Association (FEMSA). FAMA and FEMSA are nonprofit membership associations for manufacturers and service providers of the fire and emergency services industry. These two organizations have united to form a joint Governmental Affairs Committee (GAC) reaching out to members of Congress and their staff to build awareness of the industry and to offer its resources to you and your offices as a source of information about the first-responder community. In many respects, we view ourselves as the industry that helps first responders save lives.

We have also formed alliances with the International Association of Fire Chiefs (IAFC), the National Volunteer Fire Council (NVFC), the International Association of Fire Fighters (IAFF), and the Congressional Fire Services Institute (CFSI), who will co-host this event along with the FAMA and FEMSA companies. [Add other organizations or associations that may be involved in your Home Day event.]
I will contact your scheduler in the next few days to discuss the date and time noted above. We are hopeful we can host you, your staff, and other state representatives for a visit on [date of Home Day event].

Sincerely,

[name]
[title]






