Handout #5 Elected Official Advocacy Visit Guidelines 

Before the Visit

1. Make the appointment. 

· Try to obtain an appointment for the morning.

· Request half an hour, realistically it will likely be closer to 15 minutes of uninterrupted time.

· Inform the scheduler of the topic and the number of people in the delegation.

· Make a note of the scheduler’s name, be sure to thank him/her.

2. Determine who will attend and what their roles will be.

· Group should be within the elected official’s district.

· One person should serve as the group facilitator.

· Another should be the note taker for the meeting.

· All should be active participants.

3. Know the Elected Official’s Background.

· Study the profile sheet (if your organization is able to develop one)

be familiar with committee assignments and past votes.

· Be aware of the demographics of the district.

· Research locally for more info, i.e. local newspapers and political organizations.

4. Know the Issue and the Campaign.

· Decide on no more than three points to highlight.

· Demonstrate the connection between support of the issue and the official’s constituents.

· Read and re-read any background papers for the issue.  Also, be familiar with any current press, including editorials.

· Learn the counter-arguments to criticism that may arise.

· Develop key sentences for your points.

· Have one example to give of the issue in “human terms.”

· Become comfortable saying “I do not have that information, but I can get back to you.”

· Elected officials are generalists by nature, providing specific information is appreciated 

· (i.e. how x aspect of the Patriot Act weakens y amendment in the Bill of Rights).

· Be able to articulate general information about BORDC, who makes up our coalition, 

how many members we have.

5. Determine the “visit outline.”

· Communicate actively as a group prior to the visit, meet in person if possible.

· Meet at least one hour prior to the visit to review the outline (which should already be determined).

· What is the order of presentation?

· Who will make what point?

· Who will make “the ask” and at what point?

· What will “the ask” include for this elected official?

· Be prepared if things go “off script.”

· Agree as a group on a tentative outline and timeframe for the talk.

· Anticipate what to do if the official tries to sidetrack the group…or if a member gets off track.

· Be sure you leave time for the official to dialog with you.

6. Rehearse 

· Several times – out loud – as a group and also alone or with your family or friends.

· Consider language, avoid inflammatory rhetoric.

7. Confirm the visit time and location the day before.

· Visit may be set up by phone or in writing, as directed by the official’s office.

· Call to confirm visit with staff member who initially set up request.

· See handout # 2 for sample visit request letter.

During the Visit

1. Be Neat and Presentable.

· Appearance matters and dressing in business-type attire does lend to one’s credibility.

2. Be Early and Be Flexible.

· The delegation needs to gather early.  Ideally, an hour before the meeting time for a final strategy session.  Minimally, meet at least 15 minutes early.  Make sure everyone has accurate directions and allows for ample travel time.

· Do not get annoyed if the official is late or if the meeting is interrupted, both are likely.  

3. Get the Meeting off to a Good Start

· Begin with introductions and connections to the district in terms of organizations.

· Confirm the appointment timeframe.

· Provide the official with a list of who you are.

· State the reason for the visit in 1-2 sentences.

· Acknowledge the official’s voting record, making a connection (somehow!) between that and issue.

· If the meeting is changed to be with a staff member instead of the official, do not demonstrate disappointment.  Staff members are key and may have a great deal of influence.  Proceed with the visit as planned.

4. Adhere to the Highest Professional Conduct

· Discuss issues without lecturing.

· Find out his/her views on the issue, even if they are opponents, it helps to know where concerns are coming from.

· Do not take rejection of an issue personally.

· Take care with language, avoid inflammatory rhetoric.

5. It is Crucial to Be Polite

· Be cordial.

· Know when to back off.

· Do not get emotional, allow the talking points and stories to speak for themselves.

· NEVER threaten the official with retaliation

· Do NOT bad mouth other officials or other groups.

· If the official or another member of the group is getting sidetracked, diplomatically bring the conversation back to the issue.

6.  Get to the Message

· Remember time is limited.  Get on message and stay on message.

· Engage the official, providing time for him/her to ask questions or raise his/her concerns.

· Be honest.  It is much better to say “I don’t know, but I will find out and provide you with that information.” than to make up information.

7. Make the Ask.

· Request the official’s support on the issue/legislation.

· Provide him/her with written information (a “leave-behind” packet).

· If follow up information is needed, confirm that will be done.

8. Thank the Official – no matter the outcome!

After the Visit

1. Complete the Post-Visit Feedback Form

· Plan on spending 15-30 minutes after the visit together, completing the post-visit feedback form while the group’s impressions are fresh.

· Send a copy of the form to the person who is centralizing them for this issue.

2. Follow up with the Official

· Send a thank you note within 48 hours (handout #8).  This goes out regardless of the official’s stance.

· Follow up immediately on providing information or material promised during the visit.

3. Congratulate Yourself on Being an Activist and Protecting our Bill of Rights!
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