
Planning Your Congressional Meeting 

(This should be used as a guideline when meeting your Member of Congress) 

How to Set Up Meetings with your Member of Congress 

Many congressional offices prefer that you submit an online meeting request via their official 

website.  However, you can always call and inquire about their preferred method. 

If faxing a meeting request: 

1. Obtain the fax number for the main district office via the Congressman’s website. 

2. Fax a cover sheet and meeting request form to the district officer.  Label the cover sheet 

“Attention: Scheduling”.  

3. Continue to contact the district office should you not hear back immediately – you may 

need to be aggressive. 

4. Call the office to verify receipt of your request. 

Meeting with Members of Congress or their Staff 

1. Bring documents for the meeting.  Refer to resources on LCI’s VOPA page. 

2. Dress to impress.  Wear business attire and conduct yourself with the utmost 

professionalism.  Remember, you are representing all Lions at your meeting(s). 

3. Keep it simple.  You’re having a conversation with a person and communicating what 

you would like to happen.   

4. Likeability is extremely important.  You’re more than likely meeting with a staffer that 

will determine if they should ask their boss to co-sponsor the bill.  Do your best to find 

common ground and form a connection. 

Objective of each Meeting 

1. Education.   Discuss the VOPA and provide material information as well.  Speak about 

the issue and its relationship to your Lions club.   

2. Establish rapport.  Get the staffers to like you - be genuine and polite. 

3. Request support.  Demonstrate intent.  (“We would like the Congressman to co-sponsor 

the Volunteer Organization Protection Act of 2015 – House Bill 2290”) 

  



How to Format your Meeting 

1. Introduce yourself and initiate small talk as you wait or as you are escorted to your 

meeting. 

2. Show appreciation for the opportunity to meet and discuss the VOPA. 

3. Provide an overview of the VOPA. Speak directly about the bill but avoid too much 

detail.  Provide the status of the bill, state the number of co-sponsors, and convey the 

importance of the bill to the Congressman’s constituents. 

4. Draw attention to the big picture.  Discuss the VOPA’s influence on volunteerism and the 

significance of volunteerism to the American socio-economy.   

5. Ask if there are any questions or concerns you can address regarding the bill. 

6. Ensure they know you would like the Congressman to co-sponsor the bill. 

7. Thank the Congressman or staffer for their time and consideration, and indicate that you 

will contact their office soon. 

After the Meeting 

1. Send a thank you e-mail and include relevant information regarding the bill (link to LCI’s 

VOPA webpage, or FAQ / VOPA Overview documents). 

2. Let LCI know about your meeting: complete the report back form online. 


