Template letter requesting a meeting with your councillor

[Write your address]

[Write the date]

[Write your councillor’s name]

[Write the address]

Dear [write your councillor’s name],

I am writing to request a meeting with you to discuss my concerns about the concessionary bus passes.  It would be most convenient if we could meet on [write the days, dates or times that would be best for you, try to be a bit flexible and give your councillor options of when to meet], in [write the name of the area where you would be able to meet].

[Write a short paragraph briefly describing your situation and why you are unhappy with the bus passes].

[Write a paragraph explaining any access needs you have for the meeting.  For example, if you need wheelchair access or an interpreter.  Ask your councillor to make the necessary arrangements].

I look forward to hearing from you with a suggested time and place for our meeting.

Yours sincerely,

[Write your name]

