Capitol Hill Basics

Visiting Capitol Hill

Meeting with a member of Congress or congressiond staff isavery effective way to convey a message
abouta specific legidative issue Below are some suggestionsto consder when planningavisit to a
congressiond office.

Plan Your Visit Carefully
Be clear aboutwha it is youwant to achieve; deerminein advance which member or committee staff
you need to meet with to achieve your purpo<.

Make an Appointment

When attempting to meet with amember, contact the Appointment Secretary/Scheduler. Explain your
purmpo<e and who you represent. It is easier for congressiond staff to arrangea meetingif they know
wha you wish to discuss and your relationghip to the area or interests represented by the member.

Be Prompt and Patient

When it istime to meet with amember, be pundud and be patient. It isnotuncommonfor a
Congressman or Congresswoman to belate, or to have a meeting interrupted, dueto the membe's
crowded schedule. If interruptionsdo occur, beflexible. When the oppatunity presentsitself, continue
your meeting with a member's staff.

Be Prepared

Whenever possible, bring to the meeting information and materials suppoting your postion. Members
are required to take postionson many different issues. In some ingances, amembe may lack
important details aboutthe prosand consof a particular matter. It is therefore hdpful to share with the
member information and examples tha demongrate clearly theimpact or benefits assodated with a
paticular issueor piece of legidation.

Be Political

Members of Congress want to represent the best interests of ther district or state. Wherever possible,
demondrate the connection between wha you are requesting and the interests of the member's
condituency. If possible, describefor the membe how you or your group can be of assistance to
him/her. Where it is appropriate, remember to ask for acommitment.

Be Responsive

Be prepared to answer questionsor provide additiond information, in the event the member expresses
interest or asks questions Follow up themeeting with athank you letter that outiines the different
points covered during the meeting, and send alongany additiond information and materials
requested.

Communicating with Elected Officials

Heightened security measures have dramatically increased thetime it takes for aletter sent by pog to
reach the offices of federal or state legidators. More and more, citizensare usng emails and faxes to
communicate their coneernsand inaeasingly elected officials offices prefer el ectronic
communicationsfor congdituent contact. Asa geneal rule, Members of Congress are far more likely to
heed your messageif you are oneof thar congituents. Thefollowingtipsaim to improvethe
effectiveness of your correspondence, regardless of the meansyou choo to ddiver your message
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Tips for Writing Congress
State your purpoge for writing in thefirst sentence of theletter. For example: Asyour condituent, | am
writing to urgeyour suppot for increased funding for health care.

If your letter pertainsto a specific piece of legidation, identify it. And make sure tha you are
referendng the correct legidation to the correct body of Congress. Hous bills are H.R. . Senate
billsare designaed as S. . It isalso important to know the status of the bill.

* Becourteous

* If appropriate, indudepersond information aboutwhy theissue matters to you to make your
point.

* Addressonly oneissuein each email.

* Closyour letter with arestatement of your purpo< and indicate theresponse tha you expect.

Addressing Your Correspondence to a Senator
The Honoralle [Jimmy Stewarf]
__(room number)__(name of) Serate Offi ce Building
United States Serate
Washington, DC 20510

Dear Serator [ Stewart]:

Addressing Your Correspondence to a Representative
The Honoralle [Jimmy Stewarf]
__(room number)__(name of) House Offi ce Building
United StatesHouse of Represnatives
Washington, DC 20515

Dear Represertative [Stewart]:

Tips For Phoning Congress

Telephonecalls are usudly taken by a staff member, notthe member of Congress. Ask to speak with
theaidewho handles theissue aboutwhich you wish to comment. After identifying yourself asa
condituent, tell theaideyouwould like to leave a brief message, such as. "Please tell
Senaor/Representative [Name] that | suppot/oppee[S.. H.R.___]" State yourreasonsfor your
suppot or oppostionto thebill. Ask for your senaors or representative's postion onthebill. You
may also request a written respong to your telephonecall.

Commonly Used Staff Titles
Each member of Congress has staff to assist him/her duringaterm in office. To bemog effectivein
communicating with Congress, it is hdpful to know thetitles and prindpd fundionsof key staff.

Administrative Assistant or Chief of Staff: The Administrative Assistant or Chief of staff reports
directly to the member of Congress. He/she usudly has the overal responsbility for evaluaing the
political outcome of variouslegidative proposls and condituent requests. TheAdmin. Asst. is
usudly the personin chargeof oveaal office opaations induding the assignment of work and the
supeavision of key staff.
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Legislative Director, Senior Legislative Assistant, or Legislative Coordinator: TheLegidative
Director isusudly thestaff person who monitors the legidative schedule and makes recommendaions
regarding the prosand consof particular issues. In some congressiond offices there are severa
Legidative Assistants and responsbilities are assigned to staff with particular expertise in specific
areas. For example, depending ontherespongbilities and interests of the member, an office may
indudeadifferent Legidative Assistant for health, issues, environmental matters, taxes, €etc.

Appointment Secretary, Personal Secretary, or Scheduler: The Appointment Secretary isusudly
responsble for allocating a member's time amongthe many demandsthat arise from congressiond
responsbilities, staff requirements, and condituent requests. The Appointment Secretary may also be
responsble for making necessary travel arrangements, arranging speaking dates, visitsto thedistrict,
etc.

Caseworker: The Caseworker isthe staff membe usudly assigned to hdp with congituent requests
by prepaing replies for the memba’'s signaure. The Caseworker's responsbilities may also indude
hdping resolve problems condituents present in relation to federal agendes, e.g., Sodal Security and
Medicare issues, veteran'sbendfits, passports, etc. There are often several Caseworkersin a
congressiond office.

The Legislative Process

Anyonemay draft abill; however, only members of Congress can introduce legidation, and by doing
so become the sponr(s). There are four basic types of legidation: bills, joint resolutions conaurrent
resolutions and ssimple resolutions Theofficial legidative process beginswhen a bill or resolutionis
numbered - H.R. signifiesaHouse bill and S. a Senae bill - referred to acommittee and printed by the
Government Printing Office.

Step 1. Referral to Committee: With few exceptions bills are referred to standing committees in the
House or Senate according to carefully ddineated rules of procedure.

Step 2. Committee Action: When a bill reaches acommittee it is placed onthe committee's calenda.
A bill can bereferred to a subcommittee or condgdered by the committee as awhole. It is at this point
tha abill is examined carefully and its chances for passage are determined. |If the committee does not
act onabill, it istheequivalent of killingit.

Step 3. Subcommittee Review: Often, bills are referred to a subcommittee for study and hearings
Hearingsprovide the oppatunity to put on therecord the views of the executive branch, experts, other
public officias, suppoters and opponats of thelegidation. Testimony can be given in person or
submitted as a written statement.

Step 4. Mark Up: When the hearingsare completed, the subcommittee may meet to "mark up” the
bill, that is, make changes and amendments prior to recommending thebill to thefull committee. If a
submmmittee votes not to report legidation to thefull committee, thebill dies.

Step 5. Committee Action to Report A Bill: After receiving asubcommittee's report onabill, thefull
committee can conduct further study and hearings or it can vote on the subcommittee's
recommendaionsand any proposd amendments. Thefull committee then votes oniits
recommendaion to theHouse or Senae. This procedureis called "ordering a bill reported.”
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Step 6. Publication of a Written Report: After acommittee votes to have abill reported, the
committee charman ingructs staff to prepare awritten report onthebill. Thisreport describesthe
intent and scopeof thelegidation, impact on existing laws and programs, postion of theexecutive
branch, and views of dissenting members of the committee.

Step 7. Scheduling Floor Action: After abill isreported back to the chamber whereit originaed, it is
placed in chronological order onthe calenda. In the House there are several different legidative
caendas, and the Speaker and majority leader largdy determineif, when, andin wha order bills
come up. In the Senae there isonly onelegidative calenda.

Step 8. Debate: When a bill reaches thefloor of the House or Senate, there are rules or procedures
goveaning thedebae onlegidation. These rules deermine the conditionsand amountof time allocated
for gened debate.

Step 9. Voting: After the debae and theapprovd of any amendments, thebill is passed or defeated by
themembers voting.

Step 10. Referral to Other Chamber: When ahill is passed by the House or the Sende it isreferred
to the other chambe where it usudly follows the same route through committee and floor action. This
chamber may approvethebill asreceived, rgect it, ignorit, or changeit.

Step 11. Conference Committee Action: If only minor changes are madeto a bill by the other
chamber, it iscommon for thelegidation to go back to thefirst chamber for conaurrence. However,
when the actionsof the other chamber significantly alter thebill, a conference committee isformed to
recondle the differences between the House and Senae versions If the conferees are unable to reach
agreement, thelegidation dies. If agreementisreached, a conference report is prepared describing the
committee members recommendaionsfor changes. Both the House and the Senate mug approve of
the conference report.

Step 12. Final Actions: After abill has been approved by both the House and Senate in identical form,
it issent to the President. If the President approves of thelegidation hesignsit and it becomes|aw. Or,
the President can take no action for ten days, while Congressisin session, and it automatically
becomes law. If the President oppo®s the bill he can veto it; or, if hetakes no action after the Congress
has adjoumed its secondsession, it isa"podket veto" and the legidation dies.

Step 13. Overriding a Veto: If the President vetoes a bill, Congress may attempt to "overridethe
veto." Thisrequires atwo thirdsroll call vote of the memberswho are present in sufficient nunbers
foraquomum.
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