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Public Policy Education Module #2

How to Influence public Policy:

Basic and Advanced

Facilitator’s Guide

Facilitator’s Notes:

What follows is an expanded version of the participant’s manual for this module.   The facilitator’s guide gives you additional and more detailed information for each section of the module.   As a facilitator you can choose how to use this information.  

In some facilitator’s guide there are periodic suggestions for group activities or discussion questions that might be used to engage participants in the information at specific points in the training. 

Some ideas/suggestions are: 

Read the section while participants follow along in their manual, or 

Read the facilitator’s guide in advance and paraphrase the information you share based on the length of time you have or your own knowledge base for the information. 

Don’t be afraid to develop your own ideas for engaging participants. 

Don’t be afraid to provide supplemental materials from your our resources where it seems appropriate. 

Also included with this packet is a power point presentation that outlines the basics of the participant’s manual in the same topical order.  
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Part A:  The Basics of the Legislative Process 

A. The Forces Behind the Legislative Process

Congress and state legislatures are the foundation of our representative government.  They consider thousands of bills every year, but very few are ever enacted.  The process under which bills are enacted is long, deliberative, and often politically complex.  Despite this, citizens can have an influence over whether or not legislation becomes law.

Legislators must understand and deal with hundred of different issues before they determine how they will vote.  Even though they have legislative aides that assist in tracking and understanding every issue, legislators rely on many sources for information, such as the media, trade and professional associations, public interest groups, labor unions, and businesses.  In addition, lobbyists from various sources try to influence the outcome of the legislative process.  NAWBO has strong associations with many lobbying groups that work on our behalf to track and influence legislation and policy decisions that are related to our platform. 

Perhaps the most powerful force in influencing legislation is the constituent.  All bills start as an idea and any individual can stimulate an idea into becoming a bill that becomes law.  At the same time an actively aligned group can do more collectively than individuals working separately.   Our being informed and active constituents enhances our ability as women in business to represent our views, as legislation is being developed and considered.   

B. How a Bill Becomes a Law

Materials Needed:  Video:  The Best of School House Rock

Note:  Show the video “The Best of School House Rock”  

After the video is complete, review the process utilizing the following outline allowing for questions and stories. Relate the discussion and the outline back to the video presentation. 

There are eleven primary steps in the process of addressing an issue through the drafting and passage of legislation.

1. Drafting of legislation 

2. Introduction of a bill 

3. Committee assignment 

4. Committee action 

5. Scheduling

6. Floor action

7. Second chamber action

8. Conference

9. Final floor action

10. Executive action

11. Congressional Override

1. Drafting of legislation: There are many sources of legislation.  The most obvious source is the legislators themselves based on a campaign promise or the influence of constituents, either individually or through organizations.  Other sources include the President who sends legislation to Congress through executive communications to departments and agencies, and the congressional committees themselves.  Knowing the source of the legislation can often be useful.  While a piece of legislation is being drafted, it is often an opportune time for grassroots involvement in influencing the language and content of the proposed bill.   

2. Introduction of a bill:  In order for a bill to be introduced it must sponsored by a member or members of the appropriate chamber.  It may be introduced in either the House or Senate or in both simultaneously.  There are different kinds of bills and each has a title and is assigned a number.  The various titles and their meaning follow:

· H.R. = A bill originating in the House

· S. = A bill originating in the Senate

· H.J. Res. = House joint resolution 

· S.J. Res. = Senate joint resolution 

· H. Con. Res. = House concurrent resolution that must be approved by the Senate

· S. Con. Res. = Senate concurrent resolution that must be approved by the House  

· H. Res. = Simple resolution concerning the operations of the House* 

· S. Res. = Simple resolution concerning the operations of the Senate*

*Simple resolutions are used mainly to create special investigating committees, change rules, etc. 

3. Committee Assignment: Once a bill is introduced, the Speaker of the House or the President of the Senate forwards it to the appropriate committee or one of its subcommittees. 

4. Committee Action:  The congressional committees carry out the central functions of Congress, namely:  

· Processing bills that have been introduced; 

· Investigating the need for new legislation; and

· Overseeing the Executive Branch within their own area of jurisdiction

At the committee level the content and language of the bill and the details of the legislation is hammered out and balanced with public comment.  Committee action generally falls into one of three categories: 

a. Hearings:  Members of Congress, public officials, governmental agencies, business, association representatives, private citizens, and others are invited to offer their opinions on a particular issue, either through personal or written testimony.  The information provided by testimony may influence some legislators’ perceptions or cause them to reconsider their positions.  Communication and participation from our organization and WIPP is particularly important at this stage when issues are critical.

b. Mark-up sessions: The bill is examined, section-by-section; amended; and a vote is taken at the conclusion to determine the action of the committee or subcommittee.  A subcommittee may choose to report the bill favorably or unfavorably to the committee at this point.  The full committee may choose to repeat the entire process before it chooses to report the bill to the House or Senate.  Our involvement is also very critical during this stage so that the final language serves the interests of our public policy platform.

c. Reporting bills: The full committee may report the bill out as it was written or with amendments or it can create a new bill that includes all the amendments made during mark-up sessions.  If a committee does not report the bill, it is dead.  Constituent involvement with committee members at this point can influence whether or not a bill is reported to Congress.   

5.  Scheduling:  In the House, if a bill is reported out successfully from committee, it must first clear the Rules Committee.  This committee has jurisdiction over the order of business in the House and establishes procedures that govern floor debate.  For example, the Rules Committee could establish either a “closed rule”, or an “open rule”.  A “closed rule” limits the introduction of amendments to the bill to committee members only.  An “open rule” leaves the bill open for amendments by any House member.  The Rules Committee can also delay or kill a bill by refusing to grant a rule.  

In the Senate, the Senate Majority Leader determines if, when, and how a bill comes to the floor for debate.  There is no limitation on Senate debate except where the Senate itself decides.  This unlimited debate allows for a “filibuster” as an obstructionist tactic.  A process called “cloture”, in which 16 senators file a petition to limit the debate, can end a filibuster.  A 3/5ths majority of the Senate must approve the petition for it to be enforced. 

6. Floor Action: When a bill reaches the floor of the House or the Senate, a simple majority will pass the bill with some exceptions.  Bills that require a 2/3rds majority include the adoption of a resolution or an override of a presidential veto.  Either the House or Senate may also return the bill to committee by a simple majority.  It is difficult to influence the legislation once it reaches the floor, but you can influence the introduction of amendments and the vote itself. 

7. Second Chamber Action: The first chamber to pass a bill sends it to the presiding officer of the other chamber.  If the other chamber does not have a similar bill of its own ready for floor action, it will be referred to the appropriate committee.  That committee may revise the legislation, report it as is, or hold the bill so that it will not be acted on during that legislative session.  If a similar bill does exist, the presiding officer holds the other chamber’s bill on his/her desk.  If that similar bill is passed, the other chamber’s bill will be adjusted for language and returned to the other chamber for passage with adjustments.  

8. Conference:  The House and Senate often pass similar bills with different language.  In this case, identical language must be agreed upon before it can be forwarded to the President for Executive Action.  An ad hoc conference committee is formed for this purpose made up of members of both chambers.  This committee has three options to reconcile the two versions of the bill: 

a. Recommending that other chamber withdraw from its provisions

b. Recommending their own chamber withdraw from its provision and accept those of the other chamber

c. Compromise

The third option is the most frequently used option.  Occasionally a bill may die in conference. 

9. Final Floor Action: A bill may undergo serious rewriting in conference, so it must be returned for approval on the floor of both the House and Senate.  If passed, it will be signed by both the Speaker of the House and the President Pro Tempore of the Senate and sent to the President for Executive Action. 

10. Executive Action:  Once the bill is forwarded to the President, it must be either signed or vetoed in a 10-day window.  If the President signs the bill, it becomes public law.  If he vetoes the bill, it will be sent back to Congress for a chance to override the veto.  If the President chooses not to sign or veto the bill during the 10-day period and Congress adjourns, the bill dies by “pocket veto” without Congress having the chance to reconsider.  If Congress remains in session, the bill becomes law without the President’s signature. 

11. Congressional Override: a 2/3rds majority in favor of the override in both chambers can still pass a bill vetoed and returned to Congress.  

Discussion Opportunity: 

Allow for question and answer throughout the presentation of each section.  Also, allow time for participants to tell stories of their experiences in influencing legislative outcomes and/or language of a proposed bill. 

C.  The Internal Congressional Power Centers

Legislation is influenced internally by two major power structures within Congress –political party leadership and committee leadership.  

Party Leadership 

Party leadership is the most long-standing power center in Congress.  The majority party of each chamber’s members dominates the House and Senate.  Committee membership is also proportionately determined based upon the configuration of the parties in the chamber. 

In the House of Representatives, the Speaker of the House is the presiding officer and leader of the majority party.  The Speaker also exerts considerable influence over individual committee assignments and the fate of legislation in that he/she determines when it will be debated. 

The Vice President of the United States officially presides as President of the Senate.  In addition, the Senate elects from its membership a President Pro Tempore (President Pro Tem).  Traditionally this person is the majority party’s senior senator.  Vice Presidents rarely preside except in the case of a decisive vote.  

In addition, both the House and Senate elect Majority and Minority leaders who coordinate the business of the chamber and manage legislation that is on the floor.  These leaders develop strategy for how legislation will be moved through Congress.  The Majority Leader of the Senate is the real leader in that chamber, acting in a very similar capacity as the Speaker of the House.  Visit www.congress.org for a current list of House and Senate leaders.   Another website that is useful in locating your legislator is www.vote-smart.org.    By inserting your zip code your can secure a list of all of your elected officials for city, county or state. 

Committee Leadership

Committee chairs get their power from their control over what bills are referred to their committees and may determine whether a bill is considered, delayed, or blocked.  They can, in most cases, select subcommittee chairs under their jurisdiction.  In addition, ad hoc groups or caucuses composed of legislators who share common viewpoints are informal power structures, which can become very powerful relative to bills they consider as important.  Current committee chairs can be located by logging into www.congress.org. 


The standing committees of the House and Senate are: 

U.S. Senate

Agriculture, Nutrition & Forestry

Appropriations

Armed Services

Banking, Housing and Urban Affairs

Budget

Commerce, Science & Transportation

Energy & Natural Resources

Environment & Public Works

Finance

Foreign Relations

Governmental Affairs

Health, Education, Labor & Pensions

Indian Affairs

Judiciary

Rules & Administration

Small Business & Entrepreneurship

Veterans’ Affairs 

U.S. House of Representatives 

Agriculture

Appropriations

Armed Services

Budget

Education & the Workforce

Energy & Commerce

Financial Services

Government Reform

House Administration

International Relations

Judiciary

Resources

Rules

Science

Small Business

Standards of Official Conduct (Ethics)

Transportation & Infrastructure

Veterans’ Affairs

Ways and Means

Despite these power structures, the power of the constituents remains the most influential and the highest priority of legislators.  This is why you can have a tremendous impact on the outcome of the legislative process when you are active in it.  Grassroots involvement, when organized and focused, can make a difference.  

In NAWBO, our grassroots involvement combined with the lobbying clout of our lobbying coalitions and the effect that the NAWBO PAC has on promoting legislators that support our platform is a tremendous combination of numbers and influence on Capitol Hill. 

Part B:  The How To’s of Advocacy

A.  Knowing Your Legislator’s Staff

Every member of Congress has staff to assist him/her during a term in office.  To be most effective you need to know the principal functions of key staff: 

· Administrative Assistant (AA) or Chief of Staff (CofS):  The AA reports directly to the member of Congress.  He/she has overall responsibility for evaluating the political outcomes of various legislative proposals and constituent requests.  The AA is the person in charge of overall office operations, including the assignments of work and the supervision of key staff. 

· Legislative Director (LD): Senior Legislative Assistant (Sr. LA) or Legislative Coordinator (LC): The LD is usually the staff person who monitors the legislative schedule and makes recommendations regarding the pros and cons of particular issues.  In some congressional offices there are several LAs and responsibilities are assigned to staff with particular areas of expertise.  For example, an office may include a different LA for health issues, environmental matters, and taxes. 

· Press Secretary (Press Secy):   Communications Director (Comm. Dir.): The Press Secretary’s responsibility is to build and maintain open and effective communication between the member, his/her constituencies, and the general public.  The Press Secy. is expected to know the benefits, demands, and special requirements of both print and electronic media.  He/she also knows how to most effectively promote the member’s views or position on specific issues. 

· Appointment Secretary (Appt. Secy.): Personal Secretary or Scheduler (Sch.) The Appt. Secy. is responsible for allocating a member’s time among the many demands that arise from congressional responsibilities.  The Appt. Secy. may also be responsible for making necessary travel arrangements and arranging speaking dates and visits to the district. 

· Caseworker:  The Caseworker is the staff member assigned to help with constituent requests by preparing replies for the member’s signature.  The Caseworker’s responsibilities may also include helping resolve problems constituents represent in relation to federal agencies, e.g., Social Security and Medicare issues, veteran’s benefits, and passports.  There are usually several Caseworkers in a congressional office. 

· Other Staff Titles:  Other titles used in a congressional office may include:  Executive Assistant, Legislative Correspondent, Executive Secretary, Office Manager, and Receptionist.  It should also be noted that many congressional staffers are young interns that volunteer to work and learn at very low pay.   These interns have direct access to Congressman, are very knowledgeable, and can be very influential. 
B.  Letters, Email, Phone calls – The BASICS 

Your communication with legislators is particularly important  in the legislative process, particularly when a key vote is pending.  NAWBO’s Public Policy Council, through your chapter representative, will send you alerts when there is pending legislation that deserves your attention.  These alerts (see attached example) will always provide you with background information on the issue, how it is related to your platform, a sample letter, and the names and addresses of appropriate legislators to contact.

INSERT SAMPLE ALERT 

Letters and email

You don’t need to be an expert or a professional writer to correspond with Congress.  Let your lawmakers know, in your own words and style, how the bill will affect you.  Many legislators divide their mail into two piles.  The first is for postcards and other form letters, which have small impact.  The second pile contains letters from constituents.  These letters are given much attention. 

Whether your are writing personally or on behalf of your NAWBO chapter, be sure to emphasize that you are a constituent and note if your business is located in the legislator’s district.  Also, make sure to include a return address with both a street and email address.  Most legislators will not answer mail that is not from their district.  

Use the following basic principles when writing a letter to a legislator or the President: 

· Give your reason for writing including the bill number and title, if it is available.  If you know, also indicate which committee or subcommittee is handling the bill. 

· Provide some basic background information about you and your business, including where you are located in the district and how many people you employ or influence, if appropriate.

· Let the legislator know if you are a registered voter and a member of NAWBO. 

· Get to the point quickly.  Tell them your reason for writing in the first couple of sentences.  If possible, cover only one issue per letter and keep the correspondence to one page.  Explain how the issue will affect you and/or your community. 

· If you know your legislator’s views on the issue, reference this in your letter.  If you agree, do not spare the praise.  If you disagree be courteous and respectful, but do not hesitate to represent your beliefs. 

· If you have ever written about the issue before and received a response, acknowledge the response you received.  Be careful not to write to your legislator so often that you are no longer taken seriously. 

· Be reasonable and don’t ask the impossible.  Be constructive and offer alternative solutions. 

· Ask for a response.

· Avoid form letters if possible, but a form letter is better than none at all.  If you are using a form letter as a base, then try to adapt it to your own style and level of commitment.  Letters written in your own words that speak from your own expertise and experience are the most effective. 

· Address the correspondence as follows for both letters and email: 

President of the United States

The President

The White House

Washington, DC 20500 

Dear Mr. President; 

Members of the U.S. House of Representatives: 

The Honorable (Name) 

United States House of Representatives

Washington, DC  20515 

Dear Congressman or Congresswoman (Name): 

Members of the United States Senate:

The Honorable (Name)

United States Senate

Washington, DC  20510

Dear Senator (Name): 

Committee Chair or Speaker of the House: 

Dear Mr. Chairman or Madam Chairwoman:

Dear Mr. Speaker:

State Senator: 

The Honorable (Name)

(State)  Senate

State Capital

(City, State, Zip)

Dear Senator (Name): 

State Representative:

The Honorable (Name) 

(State)  House of (Representatives, Delegates or Assembly)

State Capital

(City, State, Zip)

Dear Representative (Name)

Email is a very effective means of communication.  Legislative offices use this method widely and there is assurance that your correspondence will be received in a timely manner.  Always, however, check their website to see how the representative prefers to receive constituent mail as some representatives have clear preferences. 

Hand or typewritten letters may be delayed due to current security concerns in Washington.  If you prefer to send a personal letter, consider using fax to the legislator’s office or mail it to the district office.  Fax numbers can be found on the following websites:

www.congress.org
www.house.org
www.senate.org 

Outlined below is a sample format outline for written communications regardless of the delivery method: 

	Your Address 
	List your home address if you live in the district. List your work address if you work but don’t live in the district/state. 

	Legislator’s Address
	

	Dear (Proper Salutation)
	

	Who
	Introduce yourself, explain that you are a constituent and member of NAWBO.  Provide some basic background information about you and your business, including where you are located in the district and how many people you employ or influence, if appropriate.

	What
	State the issue and identify the specific piece of legislation with bill number, title and committee or subcommittee handling it, if available.  State your position and indicate the action you would like the legislator to take.  

	When/Where
	If you know, indicate when and where the legislator should take this action.  (Ex:  I urge you to vote for/against this bill when your committee votes on this legislation next week)

	Why
	Describe the impact that this legislation will have on you, your business, women in business, other constituents, and the community.  Get to the point quickly.  If possible, cover only one issue per letter and keep the correspondence to one page.   Note:  You can gather information on platform issues from NAWBO’s platform book and sample letters distributed by the Public Policy Council.  

	How
	Indicate how the legislator can reach you to arrange a meeting or to obtain more information.  

	Make a request
	Request the legislator’s position on the issue and ask them to support yours.  If you know your legislator’s views on the issue, reference this in your letter.  If you agree, do not spare the praise.  If you disagree be courteous and respectful, but do not hesitate to represent your beliefs.   

	Closing Comments
	

	Signature
	


EXERCISE:   (INSERT SAMPLE LETTERS FROM NAWBO PLATFORM ISSUES)

(Outline a sample issue and have people write a letter regarding the issue.  You can also ask the group to pick an issue to use from the public policy platform outline in Module #3) Ask different people in the group to address their letter to different legislators, the President, or a committee chair.  Have participants exchange letters upon completion and ask partners to assist each other in critiquing each other’s letters. )

Use several letters as examples to share with the entire group.   

C.  Calling Your Legislator – Phone Calls

If you choose to correspond with your legislator via phone, understand that you have only a few minutes or less for the conversation.  You will need to be very concise and well prepared in expressing your view.  Always be sure to identify yourself as a constituent, as well as state the specific bill number with which you are concerned.  

If you are unable to speak directly with a legislator, then speak with a staff person.  Be sure to get his/her name and position in the legislator’s office.  Ask specifically for the legislator’s position on the issue.  

Following is a checklist to help you with your important call: 

	Before the call
	Write down key points: your position, rationale, and the action you want the legislator to take.  (Only one issue per call) 

	
	Plan for a 3 minute call. Be concise and well prepared.

	
	Gather the facts: Bill title, number,  purpose and bill status.

	During the call
	Identify yourself and your constituency.  If you live in the district, give your home address.  If you work, but do not live, in the district, give your business address.  

	
	Ask to speak with the legislator.  If the legislator is not available, ask to speak to the legislative assistant that advises the legislator on that issue.  Be sure to get his/her name and position in the legislator’s office.

	
	If either the legislator or assistant is not available, leave a message with the receptionist and request a call back from one or the other or both.  Leave your number.  

	
	If answered:  Briefly state why you are calling, give the bill title and number and explain the reasons for your position.  Stress the impact of the legislation on you and your business.  

	
	Ask if the legislator supports your position and request their support with a specific action.  If yes, express your thanks and appreciation.  If undecided or a no, ask why.  Respond in a polite and respectful way.  Note: you may want to get more information from a staff member.  Ask what it would take to get the support of the legislator.

	
	Thank the legislator or assistant for their time and consideration

	After the call 
	Send an email restating your position, expressing appreciation for the assistance of the staff person who took your call, and thanking the legislator for considering your views.  

	
	Contact your NAWBO Public Policy Representative if you found out anything interesting during the call.  


Exercise:   Have participants pair up and assign them a bill to advocate for.  Have each pair outline the basics for their phone call and role-play with each other.  (You may want to demonstrate with a willing participant in advance of the assignment) 

INSERT SAMPLE SCRIPT

D.  Other Activities

During the legislative off-season, consider these ways of effectively maintaining contact with your district legislators: 

· Call your lawmaker to thank them for actions they did that support NAWBO’s platform.

· Invite your legislators to visit your office 

· Have a short meeting between the legislator and your employees, followed by a question and answer period. 

· Invite your legislators to participate in a NAWBO activity. 

· Visit your legislator at his/her home office.

· Join one of NAWBO’s lobbying coalitions as an active participant.  Doing so will provide you with access to other women with strong political experience and opportunities to testify and directly influence legislation.  (See Module 2 Part E)

· Contribute to and participate actively in supporting the NAWBO PAC.  Doing so will (delete also) provide you with opportunity to present and support the candidates of your choice for potential endorsement.  It will also enable the NAWBO PAC to endorse candidates that support NAWBO’s public policy platform issues.  (See Module 2 Part F)

Part C:  The How To’s of Congressional Visits 

A. Getting Acquainted With Your Legislator

Legislators and their staff want to know as many of their constituents as possible.  You should have no problem getting to know your legislator and their staff, if you take advantage of the many opportunities that are available.  Combine this with patience and persistence and before you know it, you will be on a first name basis. 

Your relationship with your legislator can take many forms such as: 

· A friendly, open relationship that is a source of enjoyment and benefit for both of you.

· A formal relationship with prompt and polite correspondence.

· Staff oriented, so that there is a good flow of information between you and the legislative staff. 

· Cordial and responsive but rather distant.

· Unfriendly, especially if you are at odds with your legislator’s opinions and positions.  Remember, however, at a future time, you may be on the same side on another issue. 

· Every relationship is worth developing.  The key is to establish and maintain regular contact and keep communication open. 

Here are a few tips that will help you in developing a relationship with your legislator: 

· Remember, regardless of your party affiliation, this is still your legislator and you are a constituent.

· Do your homework.  Find out as much as you can about your legislator, including his/her voting record, personal political background, and issue priorities.

· Stay abreast of the legislator’s activities and positions on issues. 

· Don’t wait for a problem to arise to introduce yourself.  Make your first meeting a introductory, friendly, get-acquainted occasion. 

· Take advantages of opportunities to meet. 

· Create opportunities to meet. 

· Go out of your way to meet and get to know your legislator’s staff. 

B.  Meeting With Your Legislator

Personal meetings are the best way to get to know and communicate with your legislator.  Legislators have very busy schedules, so meetings are not always easy to arrange.  Arrange meetings in advance with the scheduler, if possible.  It is also easier to obtain meetings when the legislator is in the district office on the weekends, during holidays or during a congressional recess.  

	Planning for your meeting
	Seek assistance from NAWBO as you prepare.  

	
	Determine in advance which congressperson or staff member with whom you need to meet  to achieve your purpose.

	
	Be clear about what you want to achieve.

	
	Develop an agenda for your meeting.  While legislators are open to a friendly visit, they will be more appreciative to learn of your specific concerns.  

	
	Make an appointment either with the scheduler, either by phone or email.  Be sure to identify yourself, your purpose, and whom you represent.  Follow up written requests with a phone call to confirm.  If the legislator is not available, make an appointment with the appropriate legislative aide.  

	
	Be prepared.  Know your topic and how it affects your interest.  Study your prepared materials.  Whenever possible, bring information and printed materials to support your position.  Always include contact information and the bill title and number.  

	
	Don’t overwhelm your legislator with too many people.  Go alone to the meeting or bring along one or two people who have something to contribute to the discussion.

	During the meeting
	Be prompt and patient.  It is not unusual for a legislator to be behind schedule.  If interruptions occur, be flexible.  When opportunity presents itself, continue the meeting with appropriate staff.  

	
	Introduce yourself and, if appropriate, state your role with NAWBO.  Describe NAWBO’s mission and leave a copy of NAWBO’s Public Policy handbook.  

	
	Concentrate on a specific issue.  Be concise and well organized.  Plan to state your view in under 10 minutes and allow time to hear your legislator’s thoughts on the subject.  

	
	Be political.  Members of Congress want to represent the best interests of their district or state.  Share information and examples with the member that clearly demonstrates your position and the impact of the proposed bill on his/her constituency.  

	
	Describe to the legislator or aide how you can be of assistance to him/her.  

	
	Remember to ask for a commitment.

	
	Be prepared to ask questions or provide additional information.  

	
	Leave printed materials behind

	
	If you have a camera with you, you can ask to have a picture taken with the Representative or Senator.  You may want to include the photo in your chapter newsletter.  

	
	Thank the legislator and staff for taking the time to meet with you and offer to meet with them again in your home state.  

	
	Follow-up the meeting with a hand-written thank you letter that outlines the different points covered during the meeting.  Follow-up with any additional information or materials that are helpful or requested.  


Discussion Opportunity:  Question/Answer

Possible role-playing using the same issues as practiced in the letter and phone exercises.  (Demonstrate with a willing participant before assigning it to others in the room) 

INSERT SAMPLE SCRIPT
C.  Congressional Schedule

To obtain a current congressional schedule go to www.congress.org 

Part D:  Candidate Support and Relationship Building 

A. Maintaining a Relationship With your Legislator

Your long-range goal is to establish an ongoing relationship with your legislator, so that you can facilitate and participate actively in conversations with him/her regarding issues that affect you and other NAWBO members.  The following activities may help you in maintaining that relationship. 

· STAY INFORMED.  Keep up with your legislator’s position on issues and follow their voting record. 

· Let the legislator know when you are pleased or displeased with the position or vote he/she casts. 

· Visit with the legislator and the staff regularly, both in D.C. and in their district office.  In the case of state legislators, visit them at the state capital and in their home office as well.  

· Take advantage of opportunities in your district to attend social occasions, mixers, and events where your legislator is present. 

· Invite your legislator to speak at your NAWBO meeting.

· Ask to have your name added to your legislator’s mailing list. 

· Send your legislator literature that highlights your position on an issue. 

· Be sure that your legislator has the NAWBO public policy platform booklet. 

· Invite your legislator to visit you place of business and to meet your staff. 

· Respond to Action Alerts issued by NAWBO. 

· Attend and participate in your legislator’s “town meetings” in the district. 

· Respond to your legislator’s questions about issues.

· Meet with key staff aides who are handling issues pertinent to NAWBO’s public policy platform. 

· Invite your legislator to lunch.  Offer to arrange transportation to and from the luncheon.  Be prepared to discuss his or her activities, the local political scene, or particular legislation of mutual concern. 

· Get involved in local projects undertaken by your legislator

· Attend political functions and fundraisers in the district.  Introduce your legislator to friends and colleagues.

· Get personally involved in your legislator’s election campaign, if he/ she is the candidate of your choice. 

· Make a personal contribution to your candidate.

· Host a fundraiser in your home and invite your friends and colleagues to attend. 

· Include your legislator in your social activities. 

When your legislator or their staff members begin to ask advice from you on legislative matters relating to your business and NAWBO’s interest, you’ll know that you have built a strong and effective constituent relationship. 

To understand some aspects of these activities in more depth, see below: 

B.  Make a Personal Political Contribution

The most effective way to secure a strong relationship with a legislator is to participate actively and financially in their political campaign.  

Under federal law, an individual may contribute up to $2000 to any federal candidate in every election beginning in the year 2003.  The primary, general, and run-off are each considered separate elections.  In addition, you may contribute up to $5,000 per calendar year to a PAC such as the NAWBO PAC; up to $10,000 per year to your state, district, and local party committees; and up to $25,000 per year to a national party committee.  Your combined individual contributions cannot exceed $37,500 to all candidates and $57,500 to all PACs and parties, for a total biennial limit of $95,000.  These figures are the result of the 2002 “McCain-Feingold” Bi-Partisan Campaign Finance Reform Act and will be indexed in future election years for inflation.  When contributing, keep in mind: 

· Your support is appreciated most when it is provided early in the campaign cycle. 

· Your spouse may also make their own contributions

· Federal law requires the names of all individuals who contribute an aggregate $200 or more per year to a candidate be reported to the Federal Election Commission. 

· Federal law excludes some personal expenditure made on behalf of federal candidates from being defined as a “contribution”.

B.  Volunteer in the Campaign

If you work side by side with your candidate as a volunteer in their campaign, you will become a highly valued individual to that legislator if they are elected.  You can volunteer to do everything from putting up signs on street corners, to handing out literature, to canvassing neighborhoods.   

To volunteer, contact the candidate or his/her volunteer coordinator at campaign headquarters.  Offer your services in areas that you can be of true service where your expertise can be a contribution. 

Do not be disappointed if you are not included right away.  Be persistent as campaigns are often chaotic and disorganized. 

C. Host a Fundraiser 

Another way to show support for your candidate and to solidify a long-term relationship is to host a fundraiser for the candidate in your home or elsewhere.  A fundraiser in your home is recommended for three practical reasons: 1) the fundraiser will be more personal, 2) it will have more impact on the candidate, and 3) as a personal guest in your home, the candidate will remember you for making this effort.

To arrange a fundraiser follow the following basic steps: 

· Let the candidate know you are interested.  Outline potential dates, design elements, and potential ticket price in advance. 

· To arrange the fundraiser, contact the candidate’s fundraising chair or campaign scheduler and coordinate a date for the fundraiser.  You will need at least nine weeks of lead-time with the scheduler.  After you set the date, follow up with a letter confirming the time and place. 

· You could also decide to host an informal coffee, cocktail reception, or a reception and dinner.  What you choose may have to depend somewhat on the candidate’s availability.  You may be able to host more people at a reception at a lower ticket price than a dinner. 

· Note:   You and your spouse are permitted to spend up to $1000 for the costs of invitations, food, and beverages without it being counted as a campaign contribution.  This rule applies to a single election so that you could host a reception during primary activities and another during the general election. 
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