[date]
[name of scheduler]
Office of The Honorable [name of Representative]
[building address]
[city, state zipcode]
VIA FACSIMILE [fax number] or VIA EMAIL [email address]
Dear [name of scheduler],

As a constituent of Representative [last name of Representative], I am writing to request a meeting with the Congressman on [date you would like to meet] in your district office to talk to the issues affecting the members of the Association for Corporate Growth and the middle market economy as a whole.

By way of background, the Association for Corporate Growth (ACG) has 45 chapters within the United States, and was founded in 1954. Our 14,500 members consist of investors, lenders, owners, executives and advisors to emerging growth companies in the middle-market. ACG members include over 1,000 private equity firms focusing on the middle markets, the source of over 80% of private equity transactions. In 2016, ACG members accounted for $138 billion of total capital invested. 
The middle market, were it to be its own market segment, would be the fifth largest economy in the world. Consisting of revenues between $10 million and $1 billion, nearly 44.5 million jobs are provided by the 200,000 U.S. companies that make up this vital segment of the economy. Middle market businesses outperformed during the financial crisis (2007-2010) by adding 2.2 million jobs in major industry sectors across the country.
I am employed with [name of firm] [insert information about you and your company – type of business, role in the middle market, how you help create jobs, etc.]. I would welcome an opportunity to meet with [name of Representative] to discuss several issues pertinent to the middle market economy.

I am available on [restate date(s) you are available] and would like to meet with the Congressman between [range of times you are available]. Please contact me at [phone number and email address] to confirm an appointment, or if you have any questions regarding my availability.

Sincerely,

