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Writing to Request a Meeting  

  

A letter can be education on its own or support a larger effort. To use a letter to leverage your goals, 

first you need to identify the issue you wish to raise and the change you want to see. What are the 

logical steps to change?  

Once you have identified the issue and what change you want to see, identify your partners: who has 

the authority to power change? Is it a person with lived experience, a community leader, a politician, a 

business person, a media personality? Identify who your allies may be too- is there someone doing 

similar work on your issue who might be a good partner to move your goals forward? If more voices will 

add to your cause, discussions with potential allies can be a good idea to see if you have similar goals.   

Once you have you’ve identified your issue(s), who can help, and what you want them to do, you have 

the foundation pieces of your letter. In general, an advocacy letter contains the following pieces: 

 

Introduce the reason you are writing (state the issue briefly) 

 Why you are writing - who you represent and why this issue is important to you. 

 A request for connection - a meeting, a seat at a meeting table, a letter of response. 

 A request for action on your issue – This is where you can provide more detail about how the 

issue needs to change and why. Identify what you see as positive action, whether it’s a policy 

change, a review of a bylaw, a change in how a service is (or isn’t) provided, etc. There are many 

forms of change, and knowing what you want specifically provides your recipient with material 

for response.  

 Process for follow-up – repeat your request for connection, with thanks for your recipient’s 

attention and time.    

 

A sample letter follows on page 2: 

 

 

 

 

Sample  
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Date  

 

Address of recipient  

 

Dear [Mayor name],  

We write on behalf of the Community Action Team for [city/municipality] to request [an in-person 

meeting] so we may brief you on [ISSUE. For example, how bylaws [number(s)] are interpreted and 

enforced].  

We respect the work of your office and that of Council, and offer our expertise as a community resource 

dedicated to reversing the impact of the overdose emergency.  Our team has information regarding [ 

bylaws x and y] that we believe will support your work on behalf of the citizens in [city/municipality].  

To provide you some background, we [your group’s mission and work on harm reduction/substance use] 

Our group is concerned about the impact that [by-law x] is having on people at risk of overdose in our 

community and has some information and suggestions that council might benefit from. 

We would like to set up a meeting with yourself and the person responsible for x in your office.   

 We look forward to speaking with you on this matter.  

 

Sincerely,  
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