Handout # 6  Outline for a Group Visit to an Elected Official  

Here’s an outline for a thirty-minute group meeting with an elected official or his/her staff.  Modify as it works for your group.  I’d suggest a group no larger than five.  Before the meeting begins, make sure you are clear of who has what role in terms of the facilitator, note taker, and raising various points.

1. Personal Introductions – Each person should introduce him/herself, include if s/he is a constituent, and something s/he does in life…work, study, volunteer, or relevant organizational membership.

2. Confirm timeframe for appointment and indicate how would like to proceed – Literally one to two sentences that the visit facilitator provides.

3. Issue Introduction – Provide identifying information (title, number) and summary of the legislation or topic.

4. BORDC Identification – Include how  BORDC started in MA and is a growing grassroots national movement, our membership numbers and coalition organizations (give examples of a few).

5. Points A, B, and C – Highlight no more than three points that the group deems to be most effective.  Be sure to connect the points back to the legislation/request you are making of the official (even if it seems obvious).  

6. Loose Ends – Have time at the end for anyone to bring up statements or concerns that were forgotten or inspired from what’s happened thus far.  This can also serve as a space for dialog.

7. The Ask – This goes back to the visit facilitator.  Be polite yet direct in requesting for support, a vote.

8. Conclusion – Provide any “leave behind” information on the topic along with your contact information.  Be sure to request the business cards of any staff you meet with.  And always, no matter how you think the visit went, say thank you.

9. Post-Visit Meeting – Don’t forget the post-visit meeting to complete the post-visit feedback form and determine what needs to be done in terms of letter writing and follow up…plus time for congratulations – every visit is an accomplishment!

*Human Interest Stories – These should be woven in throughout the visit to illustrate a point.  Try to keep them short; sometimes 1-2 sentences to reference a current news item or more time may be needed to fully illustrate a story.
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