
 
 

 
 

 

 

 

 

 

 
Advocacy is about Relationships! A great way to build relationships with federal Members 
of Congress is through face-to-face meetings in your local, district offices or in Washington 
D.C. Through follow up and regular contact you will become their resource when it comes to 
employment solutions for individuals that have a hard time getting and keeping a job.  
 
Meeting with staff of your Members of Congress in local offices affords many opportunities to 
get to know them and for you to become their resource. If you’re headed to Washington D.C. 
and have time to meet with staff of your Members of Congress while you’re there - go for it! 
You can use the NTJN’s tips below for scheduling and conducting meetings either in your local 
district or in Washington D.C.  
 

Scheduling a Meeting… 
 
Locate your Member of Congress’ District or Washington D.C. office by accessing the 
House of Representatives or Senate websites. Call the office and ask for the name and 
contact information for person who covers the issue area that you would like to discuss. Most 
often this will be someone who covers labor or employment issues or issues related to the 
population your program is serving.  
 
Send a written request for a meeting to the staff person via email. Be sure to indicate that 
you are a constituent and briefly state what you would like to discuss.  
 
Be persistent. If you do not hear back from the staff person then check back about the status 
of your request.  
 
Be sure to confirm the location of your meeting. Meeting rooms or locations may change, 
so be sure to confirm the location and collect a telephone number.   
 
Expect that a meeting will be brief; approximately 10-15 minutes if you are in Washington 
D.C. Expect meetings in your Member of Congress’ district to be longer.  

 
Conducting the Meeting… 
 
Be prepared. Contact the National Transitional Jobs Network for materials, resources, and 
talking points to share in the meeting. Bring materials that showcase your organization 
and its work such as; the executive summary of your annual report; an article in the media 
about your organization; brochures or fact sheets about your organization and its impact in 
the community. 
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Do your homework. Research your Member’s position on issues of importance to you.  
 
If you are going with a group, decide which of you will take the lead and then which points 
others in the group will make.  
 
Be concise. State the issue and when possible tell stories of your program participants and 
the work of your organization in meeting the employment needs of people with barriers to 
employment in your community. Be sure to tell them what you want them to do or what 
your concerns are and ask questions about where the member stands on the issue you are 
bringing to their attention. Be sure to thank them for taking time to meet with you.  
 

Follow Up… 
 
Follow up. Before you leave the meeting, be sure to get a business card from the person you 
met with. Always send a thank you letter.  In your letter, restate the points you made during 
the meeting.  Follow-up with materials you promised and answer any questions you 
promised to address. 
 
Be a Resource. Check in periodically with the staff people you met with in order to maintain 
and build your relationship with them. Adding the email of the staff person you met with to 
your organization’s regular electronic newsletter subscription list is a great way to stay 
in touch. Other reasons to reach out to the staff person include; asking for an update on an 
issue you discussed; sharing with the staff person how a current policy or event will affect 
your program and participants; inviting them to celebrate a program event or milestone of 
your program; or telling them about a new resource or study about your program that might be 
useful or interesting to them.  

Contact the National Transitional Jobs Network. Tell us about your visit! We value hearing 

about your meetings with elected officials and staff. Ask to be featured in the next NTJN 

newsletter. 

 

Questions?  
 
Contact us! We’re always happy to help plan and coordinate meetings with elected officials 
and their staff.  
 

 
 
 
 
 
 

The National Transitional Jobs Network (NTJN), a project of Heartland Alliance, is a coalition of city, state, and 
federal policy makers; community workforce organizations; and anti- poverty nonprofit service providers and 
advocacy organizations committed to advancing and strengthening Transitional Jobs (TJ) programs around the 

country so that people with barriers to employment can gain success in the workplace and improve their 
economic lives and the economic conditions of their communities. The NTJN is the singular national 

clearinghouse for resources, tools, and expertise for building Transitional Jobs programs, is the primary 
organization for gathering and disseminating best practices to improve the model nationally, 

and leads the national dialogue about employment and advancement strategies for the hard to employ. 
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