Setting Up A District Meeting: 

Due Dates

This checklist will help you prepare for your district meeting with your elected officials.  An effective meeting with an elected official should not take too much time, but it does take some preparation.  If you have any questions please contact Jeff Miller at the Alliance for Biking & Walking at 202-445-4415.
Scheduling a meeting:

First week of January
· Begin reaching out to possible messengers
· Email or fax meeting request to scheduler
Second week of January

· Follow up with the scheduler by phone and e-mail to try to set the meeting date

· You may need to follow up several times until a date, time and location is finalized.  Be patient yet persistent; schedulers are juggling many requests.
Once meeting is scheduled:

As soon as meeting is scheduled:
· Confirm with your key messengers that they can attend (3-6 attendees is ideal)

· Schedule a planning meeting
· Report the meeting date to Jeff Miller at the Alliance for Biking & Walking

· Jeff at the Alliance will share draft talking points for the meeting. Please review and follow-up with any questions you may have.

Two weeks before the meeting date

· Hold your planning meeting or conference call with messengers to prepare for the meeting. During the call: 

· Assign roles and responsibilities for the meeting, including who will lead the meeting, who will take notes, etc. 

· Agree on 3 main talking points and the messenger for each

· Identify local examples and success stories to reinforce key talking points
One week before the meeting date 

· Confirm date, time and location with the congressional scheduler and your messengers
· Let the scheduler know exactly who is attending and provide your contact information (including cell phone) in case there are any last-minute scheduling changes


· Set a time and place with your messengers to gather on the day of the meeting so that you can arrive at the meeting together 

 Meeting date

· Meet 15-30 minutes before, review talking points and responsibilities
· At the meeting, make sure to get the card or name and contact information of all staffers you meet
· Take notes on any questions you are asked, and your answers, as well as any statements the Representative makes on his or her views on bicycling and walking
· If the Representative or staff asks something you don’t know the answer to, offer to find the answer and get back to them
After the meeting

· Report back to Jeff Miller at the Alliance for Biking & Walking with feedback on how the meeting went, what was discussed, and any commitments made by the Representative
· If, in the meeting, you promised to send any follow-up information or answer any questions, gather that information (we will help as much as possible with any information needed)
· Email a thank you note to the Representative and any staff members you meet
· Include responses to any questions or comments you were unable to answer in the meeting
· Include any information or answers you promised (or let them know you are still gathering that information and will send it in the future)
· If possible, offer to take the Representative on a bike ride, walk, or participate in a walk to school event in the spring and/or indicate that you will be in touch in the future
· If possible, send a handwritten thank you[image: image1.png]



