(Date Written) Example- April 18, 2011
The Honorable ___________ (Councilmember’s name)
1350 Pennsylvania Avenue, N.W.

Washington, D.C. 20004
Dear Councilman/ Councilwoman________________:

Start By Explaining Your Purpose For Writing This Letter
For Example:
My name is ___________ and I am an employee at the ______________ (your agency).  As your constituent, I have serious concerns about _______________ (explain your issue in a clear and concise manner). 

Explain Your Position On The Issue And Its Impact On You And/Or The General Impact You Expect It To Have
For Example:

The inadequate staffing levels at _____________(your agency) is hindering the employees’ ability to adequately perform functions and lowering moral among  ______(your agency) employees.  __________. (Your agency) provides critical services that the residents of the District of Columbia expect and rely on.  The inadequate staffing levels are diminishing the quality of service our agency is able to provide to the residents of the District.  

Describe What Action You Hope The Official Will Take
For Example:
I ask that you please contact the __________(your agency) in regard to this issue.  It is imperative that you and your colleagues on the Council help the agency acquire the resources necessary to hire adequate staff and ensure our employees are able to perform all necessary job functions for the benefit of employees and the general public. 

 Ask How You Can Help
For Example:
My colleagues and I are willing to work with the Council and _________(your agency) to explore the various options  available to remedy this issue.  
(Thank the official for their time. Sign the letter- make sure you include your full name and contact information.

Example:
I appreciate your time and consideration.  I look forward to speaking with you soon.

Sincerely,

(Your name)

(Your address)

(Your email)

(Your phone number)
