SAMPLE LETTER TO A LEGISLATOR
Use your business
letterhead when
communicating
with legislators.
January 28, 2016

Use proper titles
when addressing
correspondence.

The Honorable Jane Doe
Member, California State Assembly
State Capitol, Room 2345
Sacramento, CA 95814
Re: Support for Assembly Bill 35 (Doe): Taxation: Low Income Housing Tax Credit
Dear Assembly Member Doe:

Identify clearly the
intent of your
correspondence
and for whom you
are speaking.

Identify clearly
what action you
are requesting the
legislator to take.

The California Bankers Association (CBA) is pleased to support your Assembly Bill 35, a
measure that for calendar years beginning 2015, increases the aggregate low-income
housing tax credit (LIHTC) dollar amount that may be allocated among low-income housing
projects by $300 million.
With the dissolution of redevelopment agencies, the LIHTC is the primary program in
existence for encouraging investment of private equity in the development of affordable
housing for low-income households. Nationally, the LIHTC has helped finance more than 2.4
million affordable rental housing units for low-income households since the program’s
creation in 1986.
Increasingly cited by company CEO’s as one of the major deterrents for doing business in
California, we believe that the dearth of affordable housing will reach crisis levels absent a
dedicated funding source. For these reasons, we support your AB 35 and urge an AYE
vote. Please do not hesitate to contact us if you have any questions regarding our position
on this matter.
Sincerely,

Immediately indicate
the bill number and
the subject you are
addressing.

Provide concrete
examples and
provide reliable
information to
support the claims
you make, such as
the impact of the
legislation on your
bank or employees.
Relating personal
experiences and
situations is the
best way to impress
upon the legislator
the extent of your
concern.
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Try to keep your letter brief and to the point (one page
is usually sucient). Your legislator has many letters to
read and he or she should be able to determine your
comments and concerns quickly.
If you know the legislator personally, take a moment
to handwrite a note on your letter to attract his or
her attention.
Be sure to send a copy to CBA’s oce so that the
information you provide can be used by sta in future
contact with the legislature.

Send your letters promptly to assure time for review
by the legislator prior to the date the bill is scheduled to
be voted on.
If the legislator does as you have requested, always be
sure to follow-up with a brief thank-you note to let them
know you appreciate their eorts.
Be sure to include your contact information so the
legislator may contact you if necessary.

