Scheduling a meeting with your member of Congress
Scheduling DC meeting “with constituent attending”

Step 1:  Call the Capitol Switchboard at 202-224-3121 and ask for your representative’s office.

· Remember that every single contact you make is an opportunity to build a friendly relationship.

Step 2:  Ask to speak with the person who can explain the “preferred method” of requesting a meeting in DC with the Congressperson or Senator. 
· Every office has a different preference such as fax, email, web form, etc.

· Keep good notes and all names of people you speak with.  Ask for exact spelling of names.  

· If you email a House staff person the format is “Mary.Jones@mail.house.gov” and the senate format is “Mary_Jones@Kerry.Senate.gov”.  

· If they ask what it is about you can say you are with Citizens Climate Lobby and you would like to discuss energy policy.

· Ask if the scheduler would prefer follow ups to be by phone or email.

Step 3: Language to use for your formal request (customize, cut and paste as needed):  

Personalize the email and set a friendly tone by an opening statement by thanking the congress person for something they did that suggests common ground such as:  “We appreciate the Senators efforts to support a comprehensive energy policy that will lessen our dependence on foreign oil.”  Check the member’s website if needed to find specific common ground. 
Email Subject Line: Citizens Climate Lobby – DC Meeting Request

Hello [Mr. Robinson],

[We appreciate the Senators efforts to support a comprehensive energy policy that will lessen our dependence on foreign oil.] 
I am with Citizens Climate Lobby (CCL).  CCL is an international nonpartisan nonprofit working on solutions to energy and economic challenges.  We have 30 volunteer groups across the US with 3 groups in Canada. Citizens Climate Lobby’s purpose is to create the political will for a stable climate.  

I would like to request a meeting with [Senator Jones] in Washington DC [June 21-23].  We hope to schedule Senate meetings in the morning and House in the afternoon, but we are flexible.  Our founder, Marshall Saunders and Executive Director, Mark Reynolds are interested in attending this meeting if scheduling permits.  

We have proposed language for a bill using a revenue neutral “fee and dividend" approach and are currently meeting with members of congress to ask for their support.  Our proposal is at: http://citizensclimatelobby.org/node/444 .

Please let me know of anything else you need to schedule the meeting.  I look forward to your reply.

Sincerely,
Amy Hoyt Bennett
amy.bennett@citizensclimatelobby.org 
760 753-5515
www.CitizensClimateLobby.org   
Steps 4-10:  Keep following up respectfully.  If your contact is 4-5 months in advance, follow up every 3-4 weeks.  If you are only 2 months away from your requested meeting, follow up every week or two.

Follow-up options:

· The scheduler will rarely say absolutely no to any meeting at all, so just keep politely asking, offering options, etc.

· If the scheduler says the Congress member is unavailable, follow up with a request to be informed if his schedule opens up.

· The scheduler may ask for constituent names.  If you have tentative attendees, give that information or let them know you will have more details about who can make the trip as you get closer to the appointment time.

· Appointments with the energy or environment staff person: After asking several times for the face to face meeting then request a meeting with their staff person in charge of energy.  If that is not offered may need to contact that person directly, calling and sending a similar email.  You can find out who the energy person is at http://fconl.capwiz.com/fconl/dbq/officials/ but be sure to call the office and ask if this staff person is still the energy person beforehand.  
Scheduling DC meeting “without constituent attending”
Same as above, but when you are asked if there is a constituent attending, here are some options:

I am the constituent, but I am unable to make the trip to DC.  I will have a Citizens Climate Lobby member attend the meeting to express my concerns and solutions. 

We are requesting a meeting relating to [Rep Jones] efforts on the [Ways and Means Committee].  While we do not have a constituent in the district, we have a valuable proposal to discuss with the [Congressman] of great importance to that committee’s objectives.   
Final Step: 2-3 weeks before the meeting send a confirmation email.

Please send me a list of who you will be asking right away (March).  Then send me the appointment time as soon as it is scheduled (at least 2 weeks before appointment).  Thanks and good luck!--Amy

