


Lobby Visit Worksheet


	Meet with:
	


	Title/District #
	


	Date/Time/Duration:
	


	Format:
	In-person
	
	Online
	Conference call



Meeting Outline:
I. Opening: Introduction/Thank you/ASK. (captain)
II. WBMH Stories/ASK (designated storytellers)
III. Discussion (all)
IV. Closing: ASK/We will follow-up with.../Thank you/Photo/Screen Shot (Captain)
V. Debriefing/Report/Follow-up
	Team Roles
	Name
	email
	Phone
	Address

	Captain
	
	
	
	




	Scheduler
	
	
	
	




	Note Taker
	
	
	
	




	1st storyteller
	
	
	
	




	2nd storyteller
	
	
	
	




	3rd storyteller
	
	
	
	







Before the meeting
1. Designate a captain, scheduler and note taker for the group. 
2. Team decides on the ASK, a simple direct statement of what you want the legislator to do.
3. Scheduler is the sole point of contact with the legislative office before the meeting. Scheduler contacts office and requests meeting date, time, and format. Scheduler confirms length of visit. If meeting is online or conference call, Scheduler confirms who will send meeting link, or what number will be called.
4. Team decides which What Brought Me Here stories to use (Your WBMH story is a values-based story on why the issue is important to you)
5. Team members research legislator, seek shared interests as well as policy stance on our ASK.
6. Note taker creates one-page handout, consisting of the ASK, meeting date, and attendees contact information (name, address, email, phone number). The contact sheet/ASK handout is sent to the legislator or aide days before the meeting and a hard copy is also brought to meeting or uploaded to Zoom chat for Legislator to download..
7. Rehearse as a team
At the meeting 
1. Gather 15-30 minutes before the lawmaker or staff is to join. Quickly review the meeting. 
2. When the staffer or lawmaker arrives, captain confirms time allotted for the meeting and introduces team; note taker exchanges contact information (the contact sheet/ASK handout is again given to legislator or staff member,[uploaded to chat] and confirm name and title of staffer). Note taker writes highlights of meeting. 
3. Captain explains who the group is and any relevant affiliations with legislator.
4. A team member thanks legislator for something specific.
5. Moderator recites ASK and transitions to 1st storyteller: “We’d like you to understand why this issue is so important to us. (Name of 1s storyteller) you had something you wanted to say on that point.”
6. 1st storyteller tells story & introduces next storyteller. Last storyteller relates story, repeats the ASK and refers meeting back to moderator.
7. Moderator asks some form of, “What is the legislator’s response to our ASK?” 
8. Team listens to response; meeting becomes a general discussion of points made and responses to those points. Team answers follow-up questions (if not sure of answer, promise to get a response to them in a few days). 
9. If legislator is opposed to the request, ask: ‘What would it take to have the legislator be more comfortable with our position’ or ‘Is there any part of our request that you are comfortable with?’ 
10. Five minutes before scheduled ending time, captain repeats the ASK and thanks the representative and says we will follow up. Take picture (or on-line screen shot), leave/upload relevant documents.
After the meeting
1. Team gathers for debriefing. Answers questions on debriefing agenda.
2. Send thank-you e-mail within 48 hours and try to respond to questions within five days.
3. Team decides next actions—follow-up, LTE, social media posts, who does what, when.
4. Team reports on legislator/aide’s response and files record of the meeting. Kep the completed lobby visit roadmap, Contact/ASK document and summary of the meeting in a file for future reference.
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