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Reminders
•Everyone’s line is muted

•This session is being recorded.

•Please utilize the chat function as you 
see fit. We will repeat all questions 
before answering them.

•Captions and transcripts are provided 
by Zoom. They can be closed or 
adjusted based on your preferences.



Community Norms
1. Be respectful: Assume positive intent 

but understand impact.

2. If you are offended or uncomfortable, 
please let us know. You can privately 
contact staff if you don’t want to share with 
the full group.

3. Bring your full self and limit distractions.

4. Use the chat to ask questions.



Agenda
• Lobbying

• Topic Selection

• Materials and Prep

• Day-of Briefing

• Meeting Follow-up

• Tracking Interactions

• Questions?



Lobbying



Purpose of Lobbying

• Build League relationships with 
legislative officials and staff

• Advance League priorities/strengthen 
advocacy efforts

• Educate about specific legislation
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Purpose of Lobby Days

• Demonstrate broad constituent support or opposition

• Expand League capacity

• Increase League visibility and knowledge of mission

• Grow volunteer base to expand League capacity long-term
• Fire up your volunteers!



Topic Selection



Things to Consider

• What League priorities are before legislative 
body?

• Is there a realistic legislative path to achieving 
your goals?

• Are your legislative officials supportive or 
persuadable?

• Where is it important for your League to go 
on record?



Characteristics of Suboptimal Legislation

• Frequent changes to legislative text

• Legislation moving quickly

• Lack of transparency throughout legislative process

• Issue is better addressed by League leaders than volunteers
oPoliticized issues, complex messaging, or issues that could spark 

tough questions from legislative staff



Characteristics of Optimal Legislation

• History of League action on topic

• Similar legislation introduced in past

• Strong coalition/partner engagement

• Bipartisan support

• Easy to message around broadly



Materials and Prep



Materials for Volunteers

• On or before lobby day, give volunteers materials to assist in 
meetings

• Examples of materials to distribute:
• Policy Memo

• Target List

• Talking Points

• Leave-behind



Policy Memo
• Analyzes and provides recommendations on an issue, policy, or piece of legislation 

to inform and influence decision-makers

• Differs from a letter: shorter, less detailed, broader audience

• Concise: keep under two pages

• Clear: assume reader is unfamiliar with issue

• Values-oriented: connect policy issue to League's values

• Bipartisan: appeal to bipartisan values

• Submitted ahead of meetings



Policy Memo: Example

Header

Summary Paragraph

Background Paragraph

Significance/recommendation Paragraphs

Conclusion



Target List
• Not to be distributed to legislative officials

• Purpose: assign volunteers to offices for meetings

• Reach out to bill sponsors, issue leaders, leaders of related caucuses

• Note current sponsors on target list for volunteer reference

• Look at history of support
oPast versions, if legislation is reintroduced

o Similar past legislation, if legislation is new



Target List: Role Assignment

• Power mapping
oVolunteer districts

o Established relationships

o Issue expertise

• Assignment divisions

• Teams
o Leaders with lobby experience
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Target List: Volunteer Assignment Tracker



Talking Points
• Not to be distributed to legislative officials

• League description

• Legislation and what it would do

• Why legislation matters and who it would affect

• League position on legislation

• Ask/recommendation
oe.g. support, oppose, discuss with colleagues



Leave-behind

• Briefs on a legislative or policy priority that you can leave with decision-
makers, partners, etc.

• Concise: one page

• Clear: assume reader is unfamiliar with issue

• Formatted: branded

• Messaging: consistent with League policies and partner messaging
oBipartisan

oResonates with audience



Leave-behind: Example
Header

Title

Organizational Statement

Frequently Asked Questions Section

Contact Info



Scheduling Meetings

• Coordinate with lobby day participants to understand 
capacity/calculate number of meetings

• Find staff contact information

• Ask for a 15-20 minute meeting

• Allow 15-30 minutes between the end of one meeting and the 
beginning of the next



Scheduling Email Template

Hello [staff member],

My name is [name] and I represent [League name] in [Congressperson name]’s 
district. The League of [location] will be at the Capitol for a lobby day on [date] and 
we would like to request a meeting with your office to discuss [topic]. Are you or a 
colleague available at [time] for 15-20 minutes to meet with us? I will be joined by 
[any other Leaguers who will be in the meeting]. Thank you!



Day-of Briefing



Briefing
• Name tag/League pin

• Copy of memo, leave-behind, talking points, and target list

• Legislation background
o Lead and current sponsors, bipartisan support, history

• Reminders for volunteers
o Arrive early, be flexible, be respectful and thank offices, take notes after meeting, emphasize 

constituency and share anecdotes, follow-up, interaction tracker



Meeting Follow-up



Meeting Follow-Up Email
• Prompt thank you e-mail to the staffer

• Format:
• Express gratitude

• Comprehensive summary of meeting

• Reiterate ask/recommendation

• Encourage feedback



Tracking Interactions



Tracking Interactions

• Data collection e.g. Google or Microsoft Form
o League member name and contact info

o Legislative office/staffer and contact info

o Subject(s) discussed

o Intel on office's positions, concerns, priorities, etc.

oWhether sent follow-up



Resources



Resources

• Advocacy vs. Lobbying

• Advocacy 101 Modules

https://www.lwv.org/league-management/advocacy/defining-advocacy-vs-lobbying
https://www.lwv.org/league-management/advocacy-litigation/advocacy-101-modules


Questions?
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