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· First, depending on your request, send a letter (not an email) to your congressperson’s district office, or to your senator’s state office.  The letter should be sent “Attn: Scheduler”. A sample invitation letter is attached. 

· Five days later, call the congressional or senate office and ask for the person in charge of the legislator's schedule to confirm receipt of the letter.  Ask if there are any questions, and if a site visit is possible.  You should have a list of predetermined locations and dates in hand while placing this call.

· After a geothermal site visit is arranged, make the attached Talking Points available to your site visit leaders. This information sheet will remind them of important talking points during the site visit regarding extension of the federal tax credits for residential and commercial geothermal heat pumps. 

· For Congressmen during the site visit, please provide the attached “Letter for Congressmen on Site Visits.” Be sure to date the letter, add the congressman’s address, and sign the letter with your contact information before printing it on your company’s letterhead. On site, ask them directly to cosponsor H.R. 5167 in the House of Representatives.

· For Senators during the site visit, please provide the attached “Letter for Senators on Site Visits.” Be sure to date the letter, add the congressman’s address, and sign the letter with your contact information before printing it on your company’s letterhead. On site, ask them directly to cosponsor 
S. 1755 in the U.S. Senate.

· Following your site visit, send a thank you letter (sample attached) and ask again for the legislator’s co-sponsorship of the appropriate bill (House or Senate).

