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GUIDE TO MEETING WITH ELECTED OFFICIALS

Congressional Staff

Each Member of Congress has a professional staff in Washington, D.C., and in the district office.  All Members of Congress have staff assigned to their personal office and many assign staff to the committee or subcommittee on which they serve.  Staff members schedule appointments, track legislation, meet with constituents, and make recommendations to representatives concerning legislative issues.

Why it is important to build a relationship with Congressional staffers:

Legislators keep a very busy schedule and they rely on their staff for planning and advice.  It is important to keep a good working relationship with staff members responsible for your issues.  When you call the Washington office, make sure that you speak with the staff person responsible for the legislation you are calling about.  Remember that 30 minutes with a staff member can often better serve you and your cause than a five-minute visit with the Member of Congress.
Commonly used congressional staff titles and job functions:

Administrative Assistant (AA) or Chief of Staff (CoS):  The AA reports directly to the Member of Congress.  The AA is usually the person in charge of overall office operations, including the assignment of work and the supervision of key staff.

Legislative Director (LD), Senior Legislative Assistant, or Legislative Coordinator:  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 with particular expertise and responsibilities for specific issue areas. 

Press Secretary or Communications Director:  The Press Secretary’s responsibility is to build and maintain open and effective lines of communication between the member, his/her constituency, and the general public.  

Appointment Secretary or Scheduler:  The scheduler is usually responsible for allocating a member’s time among the many demands that arise from congressional responsibilities, staff requirements, and constituent requests.  The scheduler may also be responsible for making necessary travel arrangements, arranging speaking dates, visits to the district, etc.

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 present in relation to federal agencies, e.g., Social Security and Medicare issues, veteran’s benefits, passports, etc.  There are often 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.

Planning Your Visit
· Small groups:
· Keep your group small.  An unwieldy number of visitors can make everyone uncomfortable, distract from your message, and waste valuable time.  
· Designate roles:
· Make certain that each member of the group knows her/his role and what s/he will say.
· Designate one person to be the informal ““chairperson” of the meeting to introduce the issue, refer to others for their presentations, and draw the meeting to a close.
· Develop, rework, and refine your stance in advance - not in front of the official you want to impress.
· Set a goal and deliver your message:

· Decide in advance what you hope to get out of the meeting - sponsorship of a bill, support in committee, a floor speech, a vote.
· Keep your message brief, to the point, and simple, but don’t talk down or be condescending.  Give concrete examples of how the issue affects constituents or the state or district.
· Answering questions:
· If you don’t know the answer to a question, don’t make it up.  Offer to find out and send information back to the office later. 
· Listen for opposition:

· Listen to your legislator’s responses.  Find out if he or she has heard opposing views.  If so, find out what the arguments are and what groups are involved.
· Saying goodbye and following up:

· Don’t forget to ask for what you had originally wanted from the legislator or staff member.  Let them know what you want them to support.
· Follow up your visit with a thank you note.
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