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Congressional Visit Roles Worksheet
When we advocate for policies that protect the poor and vulnerable at home and around the world, we bring the best of Catholic social tradition with us. Your voice is valuable in sharing our commitment to the common good with our elected officials and their staffs. Thank you for participating in this important work – work that lives out the Gospel call to love our neighbor. 
Use this worksheet to outline the roles and flow of your congressional meeting. Please note that the same person may fulfill multiple roles. You may also want to identify back-ups for various roles if you are participating in a virtual meeting, in case there are technical issues. 
Overarching Roles 
Facilitator: [Point Person]
Keeps the meeting moving by introducing each new speaker and facilitating conversation.
Timekeeper: [Point Person]
Ensures the group adheres to the allotted time.
Notetaker: [Point Person]
Notes any reactions, questions, and follow-up requests from the meeting. 
Zoom Host: [Point Person]
Monitors the meeting for any technology issues and addresses them as they arise.
Meeting Outline
I. Introductions 
[bookmark: _Hlk46492368][bookmark: _Hlk46492407]Someone should 
· thank the member or staff for the meeting and for something the member has done recently, 
· confirm time allotment for the meeting, and 
· 3introduce CSMG, using the theme as a way to frame all of our asks as related to one another. 
For example, “As Catholics, we are called to care very deeply about the human dignity of our sisters and brothers at home and around the world. This week we’ve been thinking about our call to greater justice for all people, which includes rebuilding our communities so that all people can thrive. We know that the issues we are here to talk about today are one piece of the work we can do together to honor human dignity.”
Then everyone with speaking roles should introduce themselves and invite the person with whom you’re meeting to introduce themselves, too. If there are additional constituents joining you, recognize that they are on the call to show their support and represent many other Catholic voices. In the introductions, each person should give their name and the city in which they live and note that he or she is a constituent. 
[Point Person]
Order of group introductions: [Insert names in order]

II. Summary of the Issue
Summarize each of the three issues at hand. See the example transition language, but make it your own.
Provide additional COVID-19 relief that meets the needs of the Poor and Vulnerable.
· Talking Points
· Transition to next ask with something like this, “Our commitment to ensure that everyone has the resources they need to live a dignified life does not end at our borders. The United States has a role to play in the international community.” 
· Point Person on this ask: 
Make Poor and Vulnerable People an International Funding Priority. 
· Talking Points
· Transition to next ask with something like this, “As we seek to bring justice to our communities at home and abroad, we must not forget our immigrant brothers and sisters who are often not treated as members of our human family, but instead made to live in fear.”
· Point Person on this ask: 
Support Immigration Reform.
· Talking Points
· Transition to sharing a personal connection or reason these issues are important to you, by saying something like, “These issues aren’t just any policy issues, but affect real people.”
· Point Person on this ask: 
III. Personal Story
Share why these issues are compelling to you, using a story to illustrate your point, but keep it short. 
· Point Person/People to share: 
IV. Discussion
Facilitate discussion with the member or staff, noting any questions you cannot answer as well as any requests for additional information. Ask:
· What are their/their boss’s policy priorities? Try to tie these into your asks. 
· Where do they/their boss stand on these issues? 
· What do they see as the challenges in making these asks a reality?
· How can you support them to make these asks a reality?
· Point Person on this discussion: 
[bookmark: _Hlk46493009]V. Wrap-up 
Reiterate your ask, establish next steps, including when you can call back to follow up, and express your gratitude for their time and attention. 
Point Person: 
VI. Follow-up 
Report back on your meeting using the Hill Report Form. Send a thank you email to the person with whom you met including any necessary follow-up information. 
Hill Report Form Point Person:
Thank You Email Point Person:
Adapted from a similar resource created by our colleagues at CRS and used with grateful permission. 
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