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Executive Summary

· This document serves as a guide for arranging, preparing for, and hosting a visit of a Member of Congress to your organization. 

· Members of Congress like to visit organizations for several reasons:  (1) to gain media exposure and to secure votes for the next election, (2) to learn about what is going on in the state or in the district, (3) to learn about what your organization does for the state or district.   

· All of the government, including the Congress, is political.  Legislative proposals and policy decisions are often considered not only on their merits but also on basic political questions such as:  (1) How will the issue affect the legislator’s reelection prospects?  (2) What are constituents (i.e. citizen voters) saying about the issue?  (3) What are the views of the news media, community and business leaders, and local interest groups?  (4) What would be the impact on the economy and jobs?  (5) Are any significant local campaign supporters taking a public position on the issue?  (6) What is the advice from the legislator’s staff members and advisors?  (7) Is this issue consistent with the legislator’s previous votes on related matters, and with his or her political and economic philosophies.

· Hosting a visit gives you and your organization an opportunity to do the following: (1) to summarize what your organization does, why it is essential, and how it benefits the local area and the nation, (2) to identify specific challenges faced by your organization and by industry, government laboratories, and universities in general, (3) to emphasize how companies, universities, and government laboratories working in partnership provide the research and technology base important to the economy, (4) to build a mutually beneficial relationship with your Member of Congress. 

· Typical activities during a visit include a tour of your organization, a short talk given by a representative of your organization as well as by the Member of Congress, and informal receptions and gatherings.

· Visits of Members of Congress to your organization are important events and must be well organized, or else they will be a waste of time – or worse – counterproductive.  The purpose of the visit and what will be said must be thought out very carefully in advance. 

· Congressional staff members play a vital role in Washington and should be thoughtfully cultivated.

_______________

The information in this document has been collected from several sources;  one of the most useful was the website of the Institute of Electrical and Electronics Engineers (http://www.ieeeusa.org/forum/guide/index.html).  

Introduction


Compared with visiting the legislator in his or her office, asking a Member of Congress to visit your organization provides an opportunity to interact with him or her in a far more relaxed environment, away from committee and floor deliberations and other distractions, and for a longer period of time.  Having a Member of Congress visit your organization is also an excellent way to cultivate access, build relationships with your lawmakers, and create opportunities to communicate issues of concern (either your own or CCR’s). 


During such a visit, typical activities include a tour of your organization, a short talk given by a representative of your organization as well as by the Member of Congress, and informal receptions and gatherings.  In this way, the member can get a much clearer impression of the relationships between the federal government and his or her district, and can get to meet constituents who will vote in the next election.


A meeting with a Member of Congress is an important event and should be organized like a site visit for a major contract or grant, or a presentation to a Board.  You will have one chance to deliver your message, and a well-organized meeting with a clear message will have the greatest impact.  But you will find that organizing a successful visit of a Member of Congress is well worth the effort.  The rest of this document will help you achieve that goal. 

1.  Whom to invite for a visit

1.1.
Only your two U.S. Senators or your U.S. Representative should be invited to visit.  Your Representative is much more likely to be responsive to your communications than your Senators, who represent a much larger constituency.  Do not invite Members of Congress other than these;  Members of Congress generally give low priority to issues unless they involve their constituents.  It is usually best to invite just one of your three Members of Congress at any one time.

1.2.
The Representative’s or Senator’s personal staff play a critical role in evaluating issues and making recommendations to their Member of Congress.  All Members of Congress keep staff both in Washington and in their local district.  The staff will be your contacts in arranging a visit.  Make sure to invite the chief of staff of the member’s Washington office, any staff members with a focus on technical issues, as well as the local district staff, to attend the visit along with the Member of Congress.

1.3.
The names and addresses of your Members of Congress can be found at http://www.ams.org/government/howto.html.  This site also contains other useful information about contacting Members of Congress, such as the names of some of their personal staff.  See also the U.S. Congress home page (http://thomas.loc.gov), and the U.S. House of Representatives (http://www.house.gov) and U.S. Senate (http://www.senate.gov) web servers.  Another site giving useful information about contacting Members of Congress is http://www.congressmerge.com/onlinedb/communicating.html.  

2.  Making the invitation; contacting Members of Congress

2.1.
In most universities, companies, and national laboratories, there is a governmental affairs office, often reporting directly to the President, Chief Executive Officer, or Director.  Most organizations are very careful in cultivating relationships with key congressional representatives and their staffs.  Often, the institution has its own set of priorities that it wishes to communicate to Congress.  Before you take any action, contact this office, which should be involved in planning and organizing a congressional visit from the very start. 


If your organization has a Washington office (for example, a government affairs office), contact that office as well.  

2.2.
The logistics of making the invitation and arrangements for participation are pretty straight forward and typically require personal interaction with the legislator’s personal staff.  The key, however, is making an invitation that provides the Member of Congress with a strong incentive to participate.  There are always more requests for a legislator’s time than there is time available, so it is important that your prospective guest sees some mutual benefit in participating.


2.2.1.
The best way to invite a Member of Congress to tour your organization is when you are in the member’s office during a personal visit.  But it is quite possible to extend an invitation by phone or by mail.


2.2.2.
Before initiating contact, do some homework (see sections 5 and 7.1).  Think about ways to make the invitation as enticing as possible by being specific about what the elected official can hope to gain from the experience.  Make preliminary decisions about who will be there, what aspects of the program the visit will cover, and whether there are any special activities that might interest the office.


2.2.3.
About two weeks after you have sent a written invitation, follow-up with a phone call to the Member of Congress’ scheduler.  Do not be surprised or insulted if he or she is unable to locate your initial invitation.  A very high volume of paper moves through a congressional office, and even important requests can sometimes be misplaced.  Just grit your teeth, smile, and offer to send the invitation again until a meeting can be scheduled.

2.3.
Phone Calls.  A phone call is the best way to make an initial contact to arrange a visit.  All Senators and Representatives of the United States Congress can be reached by dialing the Capital Hill switchboard at (202) 224-3121 and asking for the Senator or Representative of Congress by name.  


2.3.1.
Instead of calling your legislator’s Washington office, consider calling the local district office instead.  District offices tend not to get swamped with phone calls as do Capitol offices.  


2.3.2.
When telephoning the office of a Member of Congress, you usually will not be able to talk with the legislator personally (nor is this necessary) but rather with a staff member.  If for some reason you want to talk directly to a Senator or Representative rather than to a staff member, call the office scheduler in advance to try to schedule a time for your call.


2.3.3.
At the beginning of your phone call, state your and name and the fact that you are a constituent of the legislator.  Briefly state the purpose of your call: to invite the legislator to visit your organization and speak with constituents.  Then ask to speak with the staff person who can help you discuss such a visit.  Ideally this will be a staff member responsible for technical or scientific issues, or the chief of staff, or the representative’s scheduler.  Any staff member, however, will be able to speak with you and pass your information on to the proper person.  


2.3.4.
Tell the staff member how many people you expect to attend the visit, who your organization represents, the size of your organization, and how many of the expected attendees live and work in the Senator’s or Representative’s district.  Include any other information about why the visit will be enticing to the Member of Congress. 


2.3.5.
Finish the conversation by asking how best to follow-up and find a time for a visit, and who among the staff will be the principal contact.  


2.3.6.
After initiating contact, confirm the substance of the conversation in writing (see below).  Subsequent contacts with the staff can be made by telephone, mail, fax, or e-mail, as appropriate.

2.4.
Mail, Faxes, and E-Mails.  Letter-writing traditionally was the most common way of communicating with Congress, but the anthrax scare of Fall 2001 has made faxes and emails the preferred mode of communication.  

2.4.1.
If you decide to make an initial contact in writing, send your letter, fax, or e-mail to the Member of Congress with a copy to his/her scheduler.  Make sure the receiving office instantly can identify you as a constituent.  Be formal and to the point;  elected officials hear from hundreds of constituents daily so three brief paragraphs are best.  In the first paragraph, identify yourself, your affiliation, and your purpose in writing.  In the second paragraph, describe why a visit to your organization would be important and worthwhile for the member.  Include information about how many people you expect at the visit, who your organization represents, the size of your organization, and how many of the expected attendees live and work in the Senator’s or Member of Congress’ district.  In the final paragraph, thank the Member for his or her time and attention and offer further assistance.  A sample letter in included as Appendix A.
2.4.2.
Letters should be addressed in this manner:

For Senators
For U.S. Representatives                 ‏
The Honorable (First/Last Name)
The Honorable (First/Last Name)

United States Senate
U.S. House of Representatives

Washington, DC 20510
Washington, DC 20515

The post office prefers that you do not use office numbers because they are subject to change. 


2.4.3.
It is best to address your letter to the attention of a specific individual in the congressional office.  If you write directly to the Member of Congress, however, use the proper salutation.  For senators it is “Dear Senator (last name).” For members of the House of Representatives it is (for women) “Dear Congresswoman (last name)” or (for men) “Dear Congressman (last name).”  Using “Dear Representative (last name)” is also acceptable.

2.4.4.
Faxing is currently the best way to get your letter to the Hill as quickly as possible.  If you would like to fax an item to a congressional office, it is recommended that you call the office first to let them know to expect your fax and to determine the name of the staff member addressing the issues raised in the fax.  Many congressional fax numbers are unlisted so that staff can use the fax without having to compete with a heavy flow of incoming grassroots fax mail.  If you explain the purpose of your fax, most offices will tell you their fax number. 

If possible, address your fax to the attention of a specific individual in the congressional office.  Use a cover sheet identifying yourself and the intended recipient.  Always send a hard copy by mail; mark it as previously faxed material.

2.4.5.
E-mail is not the best method for a first contact (a telephone call is better), but it can be an effective tool for subsequent communication.  Congress is flooded with e-mail and not all Congressional offices are fully e-mail literate.  Most offices treat unsolicited e-mail like a printed letter, will delete non-constituent e-mail without reading it, and will use auto-responders and filters to help handle the flow of mail.  If you send an e-mail to a representative, you won’t receive a response via e-mail but will receive one through the mail (rules of the House – however, you can communicate with House staff members via e-mail).  Senators respond to e-mail with e-mail.  If you establish a working relationship with the elected official or one of their staff, you might be sending and receiving e-mails on a regular basis.


Keep your e-mail messages to the point and don’t use file attachments.  Long e-mail missives (20 kilobytes or greater file size) and/or attachments are routinely deleted by many offices.  Near the top of your message, include your name and postal address to avoid having your message deleted by filtering tools that delete messages not from constituents. 

3.  Timing of visits

3.1.
Members of Congress tend to have their schedules set 2 to 3 months in advance, so plan accordingly.  To arrange visits by Senators or Representatives, find out when they will be in your district and what times they are available.  Their schedulers can provide this and other pertinent information you will need to set up your meeting.  

3.2.
Keep in mind that you will have to be flexible and arrange the tour around the legislator’s schedule.  The best times to invite Senators are when Congress is out of session.  See http://democrats.senate.gov/calendar/  In addition to formal recesses, Members of Congress are most likely to be in their home districts on Mondays and Fridays.

3.3.
It might be advantageous to host a visit at the same time as some local event, such as an open house or other public occasion.  This would afford opportunities to include special events during the visit, as well as opportunities for the Member of Congress to meet more people.  Alternatively, inviting the Member of Congress during a national event, such as National Chemistry Week, might be of benefit.

3.4.
Don’t be discouraged if a visit is not scheduled immediately.  Be persistent.  Senators from large states do not get to visit as many sites as they would like.  House representatives with geographically large districts often can’t get to all the corners of the state in a given year. Campaign years are particularly difficult given the competing time demands.  Think carefully about whether you can make it easier to accept your invitation through better timing or schedule coordination.

4.  Reasons why the Members of Congress like to visit

4.1.
To secure votes for the next election (it is therefore important for your organization to have a connection with the member’s constituency).  A well promoted site visit is more likely to attract local media coverage than a visit in Washington.  By giving the lawmaker a reason to attend your event (e.g., publicity), you will greatly increase the likelihood that your invitation will be accepted.  Don’t rely on a sense of obligation or personal curiosity.

4.2.
To learn about what is going on in the state or in the district.  A site visit demonstrates that your organization and CCR has a presence at the district level and makes the lawmaker aware that there are potential voters and campaign contributors who are concerned about your issues.

4.3.
To learn about what your organization does for the state or district.  Tours and the opportunity to see technology in action provide a more informative and compelling view of your issues than any briefing document could.  

4.4.
To learn about issues of interest to the Member of Congress.  Before contacting and inviting a Member of Congress to your organization, you should find out what issues he or she is particularly interested in.  See Section 7.1. 

5.  Things you should know about Congress

5.1.
James E. Katz, a former congressional committee staffer later employed by Bellcore, published a very informative article entitled “Science, Technology, and Congress,” in the May/June 1993 issue of Society, in which he offers the following observation to help explain why science advice as typically given is not always used or useful to Members of Congress:

Members of Congress need good science advice, but their lifestyle makes it hard to get it to them.  First, they are the targets of thousands of groups in and out of government who want to shape their opinions, actions, and votes.  These groups devote millions of hours and dollars to their pursuit of Members of Congress, who then often feel swamped with information.  One study of Congressional habits concluded that the average Member has only eleven minutes per day for reading and even less time for reflective thinking.  Yet somehow they must deal with the vast array of national and local issues and assay or dismiss the information they receive so they can take a position, no matter how firmly or ephemerally held.

5.2.
It is imperative to keep in mind at all times that all of the Government, including the Congress, is political.  As a result, legislative proposals and policy decisions are often considered not only on their merits but also on the following basic political questions:

· How will the issue affect the legislator’s reelection prospects?

· What are constituents (i.e. citizen voters) saying about the issue?

· What are the views of the news media, community and business leaders, and local interest groups?

· What would be the impact on the economy and jobs?

· Are any significant local campaign supporters taking a public position on the issue?

· What is the advice from the legislator’s staff members and advisors?

· Is this issue consistent with the legislator’s previous votes on related matters, and with his or her political and economic philosophies.

5.3.
Do not be disappointed if the Member of Congress is unavailable for a visit.  Try again at some future date.  In the meantime, it is useful to educate the Member of Congress’ staff; they often have a great deal of influence over the issues and they will pass information from the visit on to the member.

5.4.
Realize that it will be important to build a relationship with the person who handles your issues - whether they are a senior person or at the bottom of the totem pole.  Remember that you are the expert:  many staff handle up to 10 policy issues, from environment to energy to health care.  They can’t know everything about everything.  Fortunately, you’re there to help them out on your issues! 

5.5.
Expect and appreciate youth.  Most staff are notoriously young.  Don’t let that worry you though - they are also capable individuals who will respond appropriately to your requests.

6.  Outline for a visit

6.1.
Make sure the Member of Congress is the center of attention.  


6.1.1.
Arrange a forum where the lawmaker can be publicly introduced and given the opportunity to make remarks.  Schedule 15-20 minutes for the talk.  Provide an audience of voting constituents, as large as possible. 


6.1.2.
Consider inviting the media – but only after talking to the Congressional office!  In almost all cases you’ll find the office willing and eager to help.  If you are organizing a local event that is newsworthy, consider inviting your lawmakers to share the limelight. 


6.1.3.
Arrange for a photograph opportunity.  Consider presenting an award, plaque or event photograph, acknowledging the legislator’s contributions/interests, that the lawmaker can display back in the office and/or put on his/her web site.  A photo of your member of Congress at your organization may also be useful in generating press or for inclusion in your organization’s publications.  


6.1.4.
Cover the event in publications of your organization to provide exposure for the lawmaker among constituents in the district. 


6.1.5.
Consider asking the Member of Congress if he/she is interested in being interviewed by the local media.  Whether or not this is possible will depend on the time available.

6.2.
Think carefully about who you want from your organization and local area to attend the visit.  


6.2.1.
Leaders from your organization.


6.2.2.
If your organization has a Washington office (for example, a government affairs office), invite a representative from that office to the visit.  


6.2.3.
Practitioners: Members of Congress enjoy speaking with the people who perform the day-to-day tasks of your organization. 


6.2.4.
Beneficiaries and Supporters: “Real people” outside your organization who benefit from (or who support) your organization and can speak with conviction and enthusiasm about your services will always impress visitors.  These might include local universities, business leaders, and community leaders.  Such “third-party allies” can be very helpful in adding another perspective, and can sometimes be more effective in making your case because they show how chemistry benefits a broad range of constituents.

6.3.
Show your organization in action.


6.3.1.
Schedule a tour of your organization.  At universities, engage them in a lab situation or a classroom.  Have them watch an experiment in progress and meet with the faculty and students involved in the project.  Illustrate your mission and the kind of services your organization provides, the program(s) you wish to highlight and how it works.


6.3.2.
Invite them to participate in a forum or panel discussion.  This may get them more invested into an issue because they are spending time and energy on it.


6.3.3.
Schedule a casual reception for 25-35 people near end of the visit.  Alternatively, if this visit is going to occur during a regular mealtime, you should consider setting up a discussion over an informal buffet or box lunch.

6.4.
Develop an effective message.  


6.4.1.
During the group assembly or reception, someone should give a talk about the importance of your organization to the economy of the area or the nation.  (See section 8.)  Share an example of the work you have done in your community, and helped the residents of your state or district.


6.4.2.
Plan for a brief sit down discussion after the tour;  lay out the issues facing chemists and your organization in a concise manner.  Offer to answer questions, and be prepared.  Don’t be afraid to say, “I don’t know, but I can find out and get back to you,” if your legislator asks a question that you can’t answer.  Find out the needed information and send it with your thank-you letter.


6.4.3.
Give the Member of Congress’ staff a business card, information on your organization, and the talking points or fact sheets which relate to the issues that you discussed. Prepare at least two copies:  one for the Member of Congress and one for the staff person responsible for these issues.

7.  Preparing for the visit

7.1.
Go to the member’s website, and distribute the following information to members of your organization who will play an active role during the visit.:

· the committees or subcommittees they serve on or chair

· the issues they are concerned with

· how you can help them 

7.2.
Draft a schedule and plan to have your staff assist your visitors in touring the facility.  Do not try to cram too much into a short visit.  Make sure you hit the highlights.  About a month before the visit, share the draft schedule with the Member of Congress’ scheduler or staff.  Be aware that the Member may not arrive promptly, and make contingency plans accordingly.

7.3.
With the help of the Member of Congress’ scheduler, decide how the elected official will get to and from the event.  Will your organization pick him or her up?  If so, from where?  After the event, how will the Member of Congress get to the next location?  

7.4.
Notify members your organization and local media that a Member of Congress will be visiting the facility at the designated time.  Be sure to forward a copy of the media alert to your contact at the member’s office.  A sample media alert follows:

(Place on Your Organization’s Letterhead)

WHAT: Rep./Sen. (Name) to Tour (Organization Name)

WHEN: (Date and Time)

WHERE: (Organization Name and Address)

PHOTO/INTERVIEW OPPORTUNITY:  


(Specific Time)


Rep./Sen. (Name) 


(Organization Spokesperson—Include Title)

FOR MORE INFORMATION, CONTACT: (Name and Phone Number)

7.5.
Consider hiring a photographer or have someone on your staff designated to take pictures. Use a digital camera to allow both you and the Congressional office to post the best shots on your respective Web sites.

7.6.
Although you don’t want someone writing down every word out of the member’s mouth, do assign someone the task of preparing a written report after the visit.  

7.7.
Send a “one-pager” about your program before the meeting, nothing more.  Most staff and Members do not review materials before meetings - they expect YOU to brief them. 

7.8.
Prepare material that the Member of Congress can use and take away after the visit.  They are always looking for good, objective, and timely advice on technical issues.  The most you should leave behind is one to two pages of well-written materials that make your point and, more important, provide details on where elected officials and their staff can learn more.  Enclose your information in a file folder with your organization’s name on the label.  In this way, it is easy for the staff person to simply place it in a file cabinet, as opposed to the wastebasket.

7.9.
Last, but certainly not least, we strongly urge that you hold a “dry run” to practice for the visit.  It is possible to “flub” a visit.  A meeting with a Member of Congress should be organized like a site visit for a major contract or grant, or a presentation to a Board.  You will have one chance to deliver your message, and a well-organized meeting with a clear message will have the greatest impact.  The practice run will help you to identify and solve snags in the planning, and to prepare for potential “hot potato” questions.  The practice run also will help to ensure as much as possible that all presenters from your organization are on the same page, same verse, same key!


Members of Congress often ask two questions when they walk through the door, and you should be prepared for them:  “What are you asking for?” and “What do you want me to tell the media?”

8.  Presentation by a member of your organization.

8.1.
A member of your organization should prepare a short talk to precede the introduction of the Member of Congress.  Key points that will be made in the talk should be shared with others involved in the visit, so all know what take-home message you wish the Member of Congress to take away from the visit.  Below are some tips for how to prepare the talk.

8.2.
Summarize what your organization does, why it is essential, and how it benefits the local area and the nation.  Include an introduction to your organization’s mission and the programs and services your organization provides.  Explain how your day-to-day work relates to national policy-making or benefits the local community (e.g., how federal grants support your program activities or help you leverage additional local and state dollars). 

8.3.
Identify specific challenges faced by your organization and by industry, government laboratories, and universities in general.

8.4.
Talk about how your work relates to the CCR and emphasize the CCR philosophy.  Companies, universities, and government laboratories should stress how all three institutional types work in partnership to provide the research and technology base important to the economy. For a description of current issues and actions to address CCR’s four main goals:  research collaboration, research investment, graduate education, and service to society, see “CCR Action Agenda 2002”  http://www.ccrhq.org/about/finalagenda.pdf;  

8.5.
You may also wish to articulate how chemical research is a vital national investment:  a recent CCR study has shown that every dollar invested in chemical R&D today produces $2 in corporate operating income over six years – an average annual return of 17% after taxes.  See:  “Measuring Up:  Research & Development Counts in the Chemical Industry”  http://www.ccrhq.org/news/studyindex.html.

8.6.
Share “success stories” about how government, universities, and business have worked together to better society.  For good examples of such success stories, see the CCR website “Collaboration Success Stories”  http://www.ccrhq.org/success_stories/menu.html

9.  Follow-up to the visit

9.1.
Send individual thank-you letters to the Member of Congress and staff who visited or helped arrange the visit.  In the card or letter, review the issues discussed and any actions agreed upon.  State that you would like to meet again to tell them more about the issues about which you are concerned or to help them better understand technical issues they face.  See Appendix B for sample letters.
9.2.
Make sure the visitors have copies of information you have prepared (materials about CCR, success stories, or about your organization).  A copy of any photos, press releases, or media resulting from the visit should be included with the letter.

9.3.
If you are unable to have the media present during the tour, send the local reporters a follow-up summary and a photograph for their use.  

9.4.
Volunteer your services as an information resource or researcher on an issue of interest to you.  Members of Congress and their staffs often seek information about technical issues, and are usually very interested in securing advice from people whom they trust.  Ask the Congressional staff how you can help to provide useful, objective information on some of the chemically-related issues that Congress deals with.  The staff will appreciate your willingness to help them rather than always asking them for something.  Often, rather than providing your own opinion, you can respond to a Member of Congress’ request for information by providing them with copies of newspaper or magazine articles that contain useful facts and informed opinions.  

10.  Getting involved in the legislative process

Interactions with Members of Congress can provide opportunities to become involved in the legislative process.  Elected officials expect to be asked to do things, and are often disappointed if they can’t help you out in some concrete, meaningful way.  

10.1.
Identify clearly any topical issues in which you are interested, and why.  Make your comments as a constituent, not as a self-appointed neighborhood, community, or organization spokesperson.  However, if you are truly representing a particular group, mention it.  

10.2.
Explain how your issue or concern affects the Member of Congress’ constituents and how you think those constituents will benefit from your position.  Your personal experience will lend supporting evidence.  Explain how you think the issue will affect your business, profession, community, or family.  

10.3.
If you want your Member of Congress to take action on your behalf, clearly (but politely) ask for this action.  Don’t expect Members of Congress to know exactly how to solve the problem, and don’t expect them to read between the lines to discern what you want done.  If you have an idea you’d like to see turned into legislation, suggest this initiative to your Member of Congress. 

10.4.
Restrict yourself to one topic in a letter or other communication.  Concentrate your arguments;  summarize them and make your recommendations on one page. 

10.5.
Use your own words and avoid technical terms.  Also avoid using trite phrases or clichés, which can make your correspondence sound mass-produced.  

10.6.
Communicate at any time, but especially when legislation is being considered by Congressional committees or subcommittees, before it reaches the House or Senate floor.  Your communication will mean more when attention is currently focused on the subject matter of your concern. 

10.7.
Find out the committees and subcommittees on which your Senators or Representative serve.  They have more influence over legislation in these jurisdictions. 

10.8.
Present the best arguments in favor of your position and ask for their consideration.  You may find it useful to review arguments against your position and show why your position is preferred over others.

10.9.
If Senators or Representatives have supported your cause or idea in previous legislation, let them know you appreciate their past leadership on the issue and that such support is applauded by their constituents.

11.  Bill Wells’s 17 Cardinal Rules for Working With Congress


The beneficiary of 14 years experience as a staff member and staff director for key science subcommittees in the U.S. House of Representatives, as well as an advisor to the Executive Branch, Bill Wells has outlined the following 17 Cardinal Rules for working with Congress:

1.
Convey that you understand something about Congress.

2.
Demonstrate your grasp of the fundamentals of the Congressional decision-making system, especially the need for compromises and trade-offs.

3.
Don’t seek support of science as an entitlement.*

4.
Don’t convey negative attitudes about politics and politicians.

5.
Perform good intelligence-gathering in advance.

6.
Always use a systematic checklist technique.

7.
Remember that timing is vital.

8.
Keep the Congressional calendar in mind.

9.
Understand Congressional limitations.

10.
Make it easier for those in Congress to help you by focusing your problem or issue clearly and making apparent what decision is needed or what action Congress should take.

11.
Remember that members and staff are mostly generalists.

12.
Keep the “bottom line” in mind.

13.
Use time – yours and theirs – effectively.

14.
Don’t patronize either Members or staff.

15.
Respect and value the important, often critical, role of staff in Congress.

16.
Remember your friends and thank them often.

17.
Finally, remember that the great majority of members and staff are intelligent, hard working, and dedicated to public service.

* CCR’s comment:  seek support for science because of its important contributions to education, labor force development, our national economy, and our national safety and well being.


CCR members interested in understanding how government works and in communicating effectively with policy-makers should note William G. Wells, Jr., Working With Congress: A Practical Guide for Scientists and Engineers, published by the American Association for the Advancement of Science with support from the Carnegie Commission on Science, Technology, and Government.

Appendix A.  Example invitation letter.

(your organization’s letterhead)












Date

The Honorable (full name)

U.S. Senate

Washington, DC 20510

Dear Senator (last name): 

As the (your title and name of your organization), I would like to invite you and your staff to visit our laboratories and (manufacturing center, classrooms, etc).  Since its founding in (date), (our organization) has provided (service) for (county, state, or region).  Our organization is an important member of the (local, regional) community, serving as a place of employment for over (number) of your constituents 

When you visit, our staff and other community partners will be on hand to show you our (programs, facilities) and discuss all that (our organization) is doing to build a better society through chemistry.  We would be happy to help coordinate opportunities to speak with groups of constituents and to publicize the visit through local media outlets.  (Mention any special events or awards that could be a part of the visit.)  We ask for two hours of your time for your visit, perhaps during an upcoming trip home.  I will follow up with your appointment secretary to set up an appropriate time. 

Thank you for your leadership on behalf of the people of (state). 

Sincerely yours, 

(Your Name)

(Your Title)

(Full Address)

Appendix B.  Sample thank you notes

(your organization’s letterhead)











Date

The Honorable (full name)

U.S. Senate

Washington, DC 20510

Dear Senator (last name): 

We at (name of program) greatly appreciate the time you spent during your recent visit to (your organization), as well as your interest in our organization.  It was a pleasure to share with you our thoughts on the (education, research, job-creation, fill-in-the-blank) needs of our community and the chemical enterprise in the U.S.  Ms. (last name) on your staff was particularly helpful to us as we prepared for the visit.  We look forward to working with you and (staff person name) in the future on issues that involve the chemical sciences.  In the meantime, if we can answer any questions, please do not hesitate to call. 

Sincerely yours, 

(Your Name)

(Your Title)

(Full Address)

___________________________________________________________________________

(your organization’s letterhead)











Date

Ms. (staff member)

U.S. Senate

Washington, DC 20510

Dear Ms. (last name): 

Thank you for your time and assistance during our recent meeting with Senator (last name).  Your interest in our issues and knowledge of “how things work” in a Congressional office was invaluable.  We look forward to working with you on issues that face the chemical sciences in the future.  In the meantime, if we can offer you any assistance in your work, please do not hesitate to call.

Sincerely yours, 

(Your Name)

(Your Title)

(Full Address)

