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Best Practices for Meeting with a
Member of Congress or their Senior Staff
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When lawmakers make difficult budget decisions, they must know which federal programs are making a
key difference in their constituents’ lives. A meeting with your member of Congress or their key staffers
is one of the most valuable ways to educate them on the impact your program has in the communities
they represent and the important role AmeriCorps funding plays in those results. By educating them
about the impact, you can encourage your representatives to become champions of your programs and
AmeriCorps.

A one-on-one meeting will carry more weight than signing a petition, sending a letter or email, or
making a phone call (although those are helpful too), and there are many advantages to holding your
meeting in the local office, rather than the DC office. Scheduling a meeting with the district/state office
can be easier and allows you to establish a local relationship that can be deepened over time.

Below are tips for requesting and leading a successful in-district meeting with your member of
Congress or a senior member of their staff.

If you have any questions or need help at any stage in this process, contact Sarah Aldridge
(sarah.aldridge@cityyear.org), Voices’ Congressional Affairs Director. Please email Sarah when your
meeting is scheduled!

1. Selecting a date for your in-district congressional office meeting: When requesting a
meeting, try to contact the local office at least two weeks before your preferred meeting date.
We recommend offering several days or a span of time when you would be available to meet.

e Ifitis important that you meet with the lawmaker, ask for an appointment during a
congressional recess or on a Monday or Friday, when the legislator is most likely to be
home. (Visit our webpage for details on the congressional calendar).

e |f you cannot secure a meeting with the lawmaker, meeting with their District or State
Director - both senior members of the congressional office staff — can still be extremely
valuable.

2. Scheduling a one-on-one meeting with your local congressional office:

e Call the lawmaker’s office and ask for the district/state scheduler's name, email address,
and their preferred method for receiving meeting invitations.

o Draft an email message that includes a general description of your organization, the
purpose of the meeting, who will be in attendance (note any constituents), and dates of
availability. There is a template invite at the end of this document. Be prepared to follow-
up on your meeting request if you do not receive a response after a week or more.

3. Decide who should attend the meeting to help demonstrate the breadth of support for
AmeriCorps in your area: District office meetings about AmeriCorps funding are strongest
when the congressional office can hear multiple perspectives about the local benefits of
AmeriCorps. Consider inviting other AmeriCorps program, a service partner, board members,
AmeriCorps alumni, or other local validators to participate in your meeting.


https://voicesforservice.org/congressional-recesses-119th-congress/

o If appropriate, ask your meeting participants to show clear co-branding with AmeriCorps
or AmeriCorps Seniors — for example: wear AmeriCorps branded clothing or a lapel pin
to the appointment, or use an AmeriCorps virtual background.

e ltis best not to invite the press or the general public, as members of Congress and staff

are more inclined to speak freely and share information during private meetings.

4. Prepare for your meeting:

¢ Review Voices for National Service’s talking points to prepare for the meeting.

e Congressional staff often refer to materials given to them in meetings. Create a folder with
relevant materials to share with the member or congressional staff at the start of the
meeting, including:

o Information on your organization, including impact stats and stories.

o Information on AmeriCorps in your state, city, or congressional district from the
AmeriCorps Service Map (americorps.gov)

o National Service Congressional Caucus one-pager

o Local news articles, letters to the editor, or op-eds) about AmeriCorps.

5. Arrive early: Many district offices are located in government buildings, where you must pass
through security at the entrance. Give yourself enough travel time so you are not late for your
meeting.

6. Be prepared with a meeting agenda: While the meeting structure may vary based on whether
the member of Congress is present or how much time has been allotted for the meeting, it is
recommended to follow this meeting flow:

e Open by thanking the office for their time and by distributing meeting materials, including
any leave-behind documents.
¢ Introduce the group. Each participant should briefly share their relationship with AmeriCorps
and how AmeriCorps is helping to solve pressing needs in the region.
¢ Highlight the connection between AmeriCorps funding and the impact your program has in
the lawmaker's community.
o Thisis a good time to use the “Because of AmeriCorps” and “Without AmeriCorps”
framework in the messaging, along with any other key messages.
o Use relevant data and statistics to show the benefits your program is providing the
community.
o Close the meeting with three “asks”:
o Protect the federal investment in AmeriCorps.
o Join the National Service Congressional Caucus, if not already a member.
o Invite the lawmaker and their staff to a site visit at your program.
¢ At the end of the meeting, ask the staff or lawmaker to take a photo with you, so you can
share your appreciation on social media. Don’t forget to tag @AmeriCorps, @AmeriCorpsSr,
and @Voices4Service.

7. Listen and gather information: It is important to take detailed notes and flag any commitments
that are made. Remember to ask members of Congress and their staff how you can help ensure
their support. Note any follow-up you’ve promised to send.

8. Follow Up: After the meeting, be sure to get the staffer’s business card or email address. Most
offices have staff business cards located at the front desk. Always send a follow-up email in
which you should thank the member of Congress and/or staffer for taking the time to meet with
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you, summarize the meeting - including any specific asks that were made by you or
commitments made by their office - answer any questions that were left unanswered, and link to
any materials that were requested.

Tips for Virtual Meetings: Scheduling and preparing for virtual meetings are very similar to the
process for face-to-face meetings. Below are additional tips for a virtual environment:

o When speaking with the scheduler, ask if their congressional office has a preferred
virtual platform (Zoom, Teams, etc.) and if the office would prefer to host the meeting or
receive an invitation from you.

¢ Many people can attend a virtual meeting but limit the speaking roles to four people or
fewer. If you are planning to have more than four people join the call, check in with the
congressional office to see if they are okay with a larger call and clarify that only four
people will have speaking roles.

¢ The member of Congress may be able to join only a portion of your meeting, depending
on their schedule. It is normal for members to leave a meeting early or join partway
through. Be flexible and mindful of time.

o Prepare PDF versions of your leave-behind materials and email them to staff on the call.
Do not rely on the chat feature of the platform to share these resources.

o Be mindful that staff may keep their video turned off during virtual meetings.



Appendix: Template — In-District Congressional Meeting Request

When lawmakers have to make difficult budget decisions, they want to know which federal programs
make a difference in the lives of their constituents. A one-on-one meeting with your member of
Congress or their senior staff is one of the most valuable ways you can explain the impact your
program has in the communities they represent

and the important role AmeriCorps funding plays in those results - more so than signing a petition,
sending a letter, or making a phone call.

There are many advantages to holding your meeting in the district office, not Washington, DC:

e In DC, meetings are often cancelled or cut short by Capitol Hill business — committee hearings,
floor votes, or conflicting events. Those same distractions do not exist in the local office, so the
lawmaker or their staff usually has more time to meet with you.

e You can bring a local service partner, board member, local funder or a service beneficiary to the
meeting who can help validate the impact AmeriCorps has in your community.

If you have any questions or need help at any stage in this process, contact Sarah Aldridge
(sarah.aldridge@cityyear.org), Voices’ Congressional Affairs Director. Please email Sarah when your
meeting is scheduled!

The first step to setting up a meeting is to call the legislator’s office and ask for the name and email
address of the staff member responsible for scheduling local meetings. If you are having trouble
contacting them, reach out to the Voices team and we can send you the scheduler’s contact
information. This template email should be customized and sent to the congressional scheduler or
district director.

TEMPLATE EMAIL

Dear [SCHEDULER/DISTRICT DIRECTOR NAME],

| am writing on behalf of [ORGANIZATION NAME], located in [OFFICIAL’S DISTRICT/STATE]
to request a meeting with [NAME OF SENATOR/REPRESENTATIVE] to discuss federal
funding for AmeriCorps. AmeriCorps is a valuable resource that is helping local nonprofits
address the needs of this community and we would like to share why it is critical for our
community. We hope to meet on [PROVIDE TIME FRAME OR SPECIFIC DATE OPTIONS]
but are happy to work with you to accommodate [NAME OF SENATOR/REPRESENTATIVE]'s
schedule.

Our group will include:
e [Name, Title, Organization, City]
e [Name, Title, Organization, City]
e [Name, Title, Organization, City]

[Personalize here in 2-3 sentences, including the following information:
o Briefly introduce your organization, with a link to any public-facing website.



e Explain how AmeriCorps funding and AmeriCorps members help your organization
deliver tangible impact in the state or congressional district.

AmeriCorps grants — and the AmeriCorps members and AmeriCorps Seniors volunteers they
support — provide our community organizations with the people power that we need to solve
local challenges. Unlike most federal grant programs, AmeriCorps grants are matched by
funds from private, philanthropic, and local sources. Economists have found that this efficient
public-private partnership yields more than $17 in benefits for every $1 invested by Congress.

[YOUR ORGANIZATION] is just one of many local nonprofits that is harnessing the power of
AmeriCorps members to help address some of our region’s most pressing social and
economic challenges. Across [STATE], there are [#] AmeriCorps members and AmeriCorps
Seniors volunteers working hand in hand with local partners to respond to natural disasters,
tutor students, combat hunger and homelessness, fight the opioid epidemic, help seniors live
independently, support veterans and military families, and much more. Our community and
your constituents rely on AmeriCorps service members for resources.

| look forward to meeting with [MEMBER OF CONGRESS NAME] to share more about our
work and the critical role AmeriCorps plays in our ability to serve your constituents. If they are
unable to meet with us, we would like to meet with the [District or State] Director. | will contact
you again in a few weeks to follow up on this request, or you can reach me directly at [PHONE
NUMBER AND EMAIL]. Thank you for your consideration.

Best,

[NAME]

[TITLE, ORGANIZATION]
[PHONE NUMBER]



