
 
 

 

 

 

 

 

 
Inviting elected officials or their key staff on site visit of a Transitional Jobs (TJ) program is a 
powerful way to show the success of your program. Members of Congress are persuaded to 
take action on federal policy when they understand the direct impact that policy has on real 
people and programs. Seeing your Transitional Jobs program in action gives them a unique 
and important opportunity to see first-hand the value of TJ programs and for the individuals 
that you serve. Use these tips for scheduling and conducting a successful program site visit 
with elected officials.  
 

Consider your Ask… 
 
Members of Congress are extremely busy. Especially when they are home in their district 
offices, they are juggling multiple requests. It is best to coordinate a program site visit with an 
opportunity for your member of Congress to take an active, public role in your program. 
Consider inviting your member of Congress to visit your program during a graduation or 
award ceremony featuring your program’s successful participants; at the launch or opening of 
a new facility or program site; a fundraiser at your program site; a new report release or other 
notable event.    

 
Scheduling a Visit… 
 
Schedule your visit by emailing an invitation to the Member’s district office. Make sure your 
invitation is clear about exactly what you want your Member of Congress to do. If you would 
like to invite the media to the event, be sure to note that in your invitation. The best person to 
contact is the district scheduler. Copy the appropriate staff person that works on the policy 
issue you are highlighting if possible.  
 
Be persistent. District staff are very busy managing multiple requests and deadlines, so 
continue to follow up.  Follow up with the scheduler to confirm your meeting. Members are 
subject to last minute schedule changes so confirm your visit again as it gets closer. 
 

Who to Invite… 
 
Invite people that can help demonstrate support for your program such as: a board member, 
local or state elected officials, service providers, TJ participants, employers, or someone who 
has a relationship with your Member of Congress already. Consider inviting staff from the 
National Transitional Jobs Network (NTJN) also.  
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Invite local media to give your program and your Member positive press attention as long as 
you have cleared it with your Member of Congress’s office beforehand.  

 
Preparing for the Visit… 
  
Determine your message and which policy issues you want to push during the visit. You will 
have very little time to highlight specific policy issues, so choose one or two that are most 
important to your program. Prepare an agenda with a plan that allows your Member to hear 
from particular staff and clients. Be sure to practice. Remember to prepare and have copies of 
materials about your program available.  Make sure time is allotted for your Member of 
Congress or staff to ask questions.  
 
Contact the National Transitional Jobs Network for copies of fact sheets or other 
materials illustrating the national scope and scale of Transitional Jobs programs.  
 

During the Visit…Show off! 
 
This is your program’s opportunity to be a cheerleader for the continued development of 
your Transitional Jobs program and others around the country.  
 
Take pictures with your Member of Congress and attendees. Ask if you can share pictures 
with local media sources. 
 

Follow up… 
 
Send a thank you note summarizing the visit and any action you ask the Member to take and 
how this will affect your program and community.  Follow-up with materials you promised 
and answer any questions you promised to address. 
 
If your Member agreed to allow you to share pictures send them with a fact sheet or press 
notice to your local media. If it is published, make sure you share with your Member of 
Congress. 
 
Contact the National Transitional Jobs Network. Tell us about your site visit. Ask to be 
featured in the next NTJN newsletter. 
 
Continue to follow up with letters, phone calls, meetings, and media outreach. Stay in touch 
with your member of Congress by sending your electronic newsletters and other news 
throughout the year.  
 

Questions?  
 
Contact us! We’re always happy to help plan and coordinate TJ program site visits.  
 
 
 
 
 

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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