
 
 

 

Advocacy Materials 

 

The documents in this section are to guide 

NARFE members in reaching out to members of Congress 

and provide templates for advocacy efforts 
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In-State Congressional Visit Guide 

 
One of the most effective ways to influence the policy-making process and build a 
relationship with your legislator is to visit their local office in person. 
 
Asking for the Meeting 
 

Timeline: 3 - 6 weeks before you intend to have the meeting 
 

The first thing you should do is send a meeting request to the member of Congress’ 
scheduler. You may make this request by email or fax using the below sample meeting 
request (so that it is in writing), and then follow up the initial request shortly thereafter with 
a phone call, since schedules may be tight.  Many congressional offices now also make it 
possible to request a meeting on their website. 
 
TIPS: 
 

• Suggest specific times and dates for the meeting.  
• Let them know you'd like to discuss issues around federal budget cuts relating to 

active and retired federal employees.  
• If the lawmaker is unavailable to meet with you, ask for a meeting with the staffer 

responsible for budget or federal workforce issues, or the district director. 
• Be respectful, but be persistent! Make sure to follow up with the office if they don't 

get back to you. If they tell you they have no availability, call back in a couple of 
days and ask if there have been any cancellations.  
 
 

Preparing for Your Meeting 
 

Timeline: 1 - 2 weeks before the meeting 
 

Step #1: Where Do They Stand? 
 

The first thing you'll want to do when preparing for a meeting with your legislator or his or 
her staff is to find out where they stand on NARFE’s legislative priorities.  You can find this 
information by exploring their website or NARFE’s Legislative Action Center.  NARFE 
legislative staff can also assist you. 
 
Step #2: Print Your Talking Points and Handouts 
 

Once you're familiar with your legislator and where current legislative proposals stand, the 
next item on your agenda should be to begin to assemble the materials you will need for 
your visit. 
 

Talking points are what you will use to educate yourself to effectively communicate with 
your representative or senator. 
 

Fact Sheets are the written information that you will provide to the member or their 

staff as a leave-behind.  
 

IF ATTENDING THE MEETING WITH OTHERS 
 

Step #3: Recruiting Attendees 
 

Your legislator’s time is valuable, so you'll want to maximize your efforts by inviting others 
to attend your meeting with you. You should aim to have no more than six people at the 
meeting for the most effective outcome. These can be NARFE members, active or retired 
non-NARFE members, community leaders or members of a federal employees’ union.  If 
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your representative’s district includes several NARFE chapters, you may want to work with 
all of the chapters to send a representative. 
 

If you don't have an entourage, that's OK as well. One-on-one meetings are still extremely 
helpful! 
 
 
Step #4: Conduct an Attendees Training 
 

One of the most important pre-meeting activities you will conduct is assembling your team 
to plan out how the meeting is going to proceed. 
 

• Prioritize - With input from your team members, you should decide in what order 
you are going to present the current proposal and who will play the lead role in the 
discussion. This is very important, as you never know how long a meeting is going to 
last; some meetings last 30 minutes or more, while others last for only five. 

 

• Delegate - You should plan on assigning roles for each member of your group. One 
person should be the lead facilitator, while others speak to specific pieces of 
legislation. This is a good place to highlight a personal story. You should also make 
sure that one person takes good notes during the meeting for future reference. 

 

• Review - You should use this opportunity to review the materials you'll be giving 
your legislator and to discuss the talking points NARFE provides. This will go a long 
way in making sure that your group members are knowledgeable and consistent 
during the actual meeting. 
 

 

Confirm Your Meeting 
 

Timeline: 2 days before meeting 
 

This step may be a no-brainer, but it is critical. Make sure you confirm your meeting with 
your legislator’s scheduler a couple of days before the meeting is to occur. You may also use 
this opportunity to schedule a follow-up meeting or conversation with staff to inquire about 
additional information needed and to see if the member or staff has any feedback from your 
in-district visit. 

 
 
Following Your Meeting 
 

Timeline:  No later than a week following meeting 
 

Step #1: Send a Thank You 
 

Following your meeting, send the member of Congress and staff a thank-you note for the 
meeting.  If you promised follow-up information, this is a prime opportunity to send it.  If 
the member agreed to take action on legislation, politely remind them or thank them again 
for taking action. 
 
 

Step #2: Tell Headquarters About Your Meeting 
 

Login to the Legislative Action Center at www.capwiz.com/narfe/lrm/feedback.tt or email 
advocacyinaction@narfe.org to tell headquarters about your meeting.  This information is 
important in our continued communications with members of Congress. 
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Tips for Conducting Your In-State Congressional Visit 
 

• Acknowledge Support - Take a moment to acknowledge the member’s current support 
for any legislation he or she is already cosponsoring or any past support he or she has 
given. A thank you goes a long way. 

 

• Establish a connection - Mention a current event you have a shared interest in, or 
praise a recent vote the legislator cast you can agree on. "I was glad to see the way you 
cast your vote on the earned health and retirement benefits issue," is the sort of 
statement that will let an elected official know you are engaged in federal politics and 
care deeply about a variety of topics. 

 

• Grassroots Support - You should let those you are meeting with know what you and 
your fellow NARFE members are doing to be active in your area. Be specific and provide 
them with examples, such as letters to the editor that were printed, etc. 

 

• Paint the big picture and the small picture - For example, one person could tell his 
or her story about how the proposed cuts could affect her/him personally (the small 
picture); then someone else could flesh out current statistics and impact in the United 
States and your state. 

 

• Tell Your Story - The most effective method of communicating the importance of this 
legislation is to tell your personal story or the story of someone close to you. We have 
seen time and time again that personal stories change minds, and this is your chance to 
sell the current proposal. 

 

• Make specific, clear requests and ask for an answer - Often, the main reason 
groups have unsatisfactory meetings is that their requests were not clear and specific 
enough. Your elected officials need to know what you want them to do (what bill you 
want them to cosponsor, how you want them to vote). However, in addition to the 
specific requests you bring, don't be afraid to ask the legislator what else they think they 
could do on your issue (whether they say yes or no to your original request). 

 

• Don't be afraid to say "I don't know" - During your visit, you may encounter a 
question that you cannot answer. Fear not! It's okay to admit you don't know the 
answer. You can simply research the issue, or ask someone with NARFE to do so, and 
then get back to the legislator’s office with the information requested. Whatever you do, 
never pretend you know something if you do not. Legislators will appreciate honesty, 
your willingness to find an answer to their questions and your commitment to the issue 
at hand. 

 

• Be Assertive - During your meeting, it will be important to be assertive, but not 
aggressive. Your main goal is to convince the legislator to follow through on your 
request. 
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Sample Meeting Request for In-State Visit 
 

Date 
 
 
 
The Honorable [Insert your Representative or Senator's first and last names] 
Attn: Scheduler 
[Insert the district office address] 
[Insert the office city, state and ZIP Code] 
 
Dear [Representative [OR] Senator] [Insert your Representative or Senator's last name], 
 
I am writing to request a meeting with you at your district office in [Insert the name of the 
city where you'd like to meet].  I would like to discuss pending legislation affecting active 
and retired federal workers. 
 
As a member of the National Active and Retired Federal Employees Association (NARFE), I 
am concerned about proposed cuts in the upcoming budget negotiations that unfairly target 
current and retired federal workers. Among the top issues affecting retirees like me are cuts 
to our earned benefits and annuities. Budget cuts to either of these will have a tremendous 
impact on me, my family and my community. 
 
I will follow up in the next few days with a phone call to schedule this meeting.  If you have 
questions, please feel free to contact me at [Insert your phone number or e-mail address]. 
 
Sincerely, 
 
 
 
[Insert your first and last name] 
[Insert your address] 
[Insert your city, state and ZIP code] 
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Inviting Members of Congress to Your Chapter Meeting 
 

During recess periods, members of Congress will be in their home states to hold events, 
meet with constituents and work out of their local offices.  It is during this time that NARFE 
members will have an extraordinary opportunity to reach out to their legislators and 
educate them about federal retiree and workforce issues. 

 
A special chapter meeting is a great way to introduce legislators and/or their staff to NARFE 
members and educate them about our issues. Below are some tips on how to orchestrate a 

memorable visit.  
 

Tips for Hosting a Legislator 
 
Time Frame: The length of a recess can vary from a week to over a month.  Consult the 
2013 Congressional Recess Calendar on page 27 for exact dates. 
 
The event is simple: Work with other chapter presidents in your area to hold a joint chapter 
event and invite your representative, senators or their staff to attend. 
 
It’s as easy as 1-2-3: 
 

1. Pick a date and location and submit official scheduling requests using the sample 
chapter meeting request on page 22 to the main district office of your legislator. 
Effective scheduling is the most important aspect of your event. You can fax it 
and/or email it to the office scheduler. Be sure to call to follow up. 
 

2. You can also invite multiple congressional offices to attend your chapter meeting for 
a Q&A forum to hear each office’s different positions on the issues. Make sure to set 
aside some time for a meet-and-greet so individual NARFE members can meet the 
guests. 

 

3. If only one member of Congress or their staff attends, set aside time for them to 
speak and answer questions as well as a meet-and-greet with the NARFE members 
in attendance.  
 
 

Run of Show for Your Chapter Meeting 
 
NARFE Members Arrive 
 

• NARFE members from invited chapters arrive, mingle briefly and take their seats. 
 

• Chapter president moves to front of the room and introduces the event. 
 
Introductions 
 

• Chapter president gives brief introduction about the issues impacting NARFE 
members (referring to the Toolkit fact sheets). 

 

• Chapter president introduces the panel guests (if multiple congressional offices sent 
representatives) or the single speaker (if only one). 

 

• Chapter president describes the format of the event: [Speaker(s) introduce 
themselves and talk about issues. NARFE members then ask questions of the 
speaker(s) who answer in turn.] 
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The Speaker 
 

• Chapter president introduces each speaker and gives them several minutes for an 
introductory statement.  
 

• After all introductions are complete, NARFE members are invited to raise their hands 
to ask questions. Each speaker takes turns answering the questions. 

 

• After all questions are asked or the allotted time of the event nears its end, the 
chapter president asks each speaker to conclude with a few thoughts. 
 

• It might help to have a moderator for the meeting. 
 
Meet-and-Greet 
 

• Chapter president thanks the speaker(s) and opens up the event for individual 
NARFE members to meet and speak with them. 

 
 

Following Your Meeting 
 
Timeline:  No later than a week following meeting 
 
Send a Thank You 
 

Following your chapter meeting, send the member of Congress and staff a thank-you note 
for the meeting.  If you promised follow-up information, this is a prime opportunity to send 
it.  If the member agreed to take action on legislation, politely remind them or thank them 
again for taking action. 
 

Tell Headquarters About Your Meeting 
 

Login to the Legislative Action Center at www.capwiz.com/narfe/lrm/feedback.tt or email 
advocacyinaction@narfe.org to tell headquarters about your meeting.  This information is 
important in our continued communications with members of Congress. 
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Sample Meeting Request for Chapter Meeting 
 

Date 
 
 
 
The Honorable [Insert your Representative or Senator's first and last names] 
Attn: Scheduler 
[Insert the district office address] 
[Insert the city, state and ZIP Code] 
 
Dear [Representative [OR] Senator Insert your Representative or Senator's last name], 
 
I am writing to invite you to attend a chapter meeting of the National Active and Retired 
Federal Employees Association to discuss issues important to active and retired federal 
employees.  The meeting will be held on [Insert date] at [Insert location of meeting].  We 
will discuss issues and legislation affecting active and retired federal workers.  Members 
from several local chapters and statewide officers will be in attendance.   
 
I will follow up in the next few days with a phone call.  If you have questions, please feel 
free to contact me at [Insert your phone number or email address]. 
 
Sincerely, 
 
 
 
[Insert your first and last name] 
[Insert your address] 
[Insert your city, state and ZIP code] 
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Sample Thank You Letter to a Member of Congress 
 

    
    

MISSOURI FEDERATION MISSOURI FEDERATION MISSOURI FEDERATION MISSOURI FEDERATION     

NATIONAL ACTIVE & RETIRED FEDERAL EMPLOYEESNATIONAL ACTIVE & RETIRED FEDERAL EMPLOYEESNATIONAL ACTIVE & RETIRED FEDERAL EMPLOYEESNATIONAL ACTIVE & RETIRED FEDERAL EMPLOYEES    

    

    

    

May 12, 2011 

 

The Honorable Claire McCaskill 

915 E. Ash St. 

Columbia, MO 65201 

 

 

Dear Senator McCaskill, 

 

Thank you for making Allison Skare of your staff available to visit with us on May 10.  We appreciate the 

time given to us and the cordial exchange we had with her. 

 

NARFE members from our chapters in Columbia, Hannibal and Jefferson City participated in the visit 

and we provided signed letters from 27 of our members from the central Missouri and Kansas City areas.  

These letters expressed the deep concerns of NARFE over the issues of earned benefits of federal 

employees and retirees and the prospects for future federal employees. 

 

We understand our country’s budget and deficit problems and are already making sacrifices to assist in 

their resolution.  However, we feel it is unfair to continually single out and scapegoat federal employees 

and retirees in addressing these issues. 

 

We sincerely hope you will support our concerns as you work to address our nation’s budget and deficit 

problems. 

 

Sincerely, 

 

 

[Name] 

Missouri Federation State Legislative Liaison Officer 

2432 Country Club Dr. 

Jefferson City, MO 65109 

[Telephone and Fax] 

[E-mail]   
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Calling Your Members of Congress 
 
As the federal community continues to face unprecedented attacks on their earned 
benefits, NARFE chapters or federations can host their own call-in days.  Providing a 
simple script for your members is an easy way to remind members of Congress that 
NARFE members continue to pay attention.    
 
NARFE provides a toll-free number to Capitol Hill for NARFE members to use.  NARFE 
Headquarters can track the number of calls using the toll-free number.  However, some 
members prefer to use the direct office number.  You can locate your representative’s 
and senators’ office phone numbers at their congressional websites.   
 
Sample Call-in Script to Provide to Members 
 

Tell Your Representative and Senators to protect federal retirement and health benefits 
 
Please call 1-866-220-0044 and make sure your members of Congress know that 
federal retirees and active employees who protect America’s heartbeat won’t sit still while 
they are singled out for unfair cuts. 
 
Step #1: Dial 1-866-220-0044 for the Capitol.  
 

Ask the operator to connect you to your representative’s and/or senators’ office.  
Alternatively, you can find the direct number for your representative and senators by finding 
their personal site on www.house.gov and www.senate.gov, respectively. 
 
Step #2: Tell the staff person who answers the telephone where you live so they 

know you are a constituent, then say: 
 

“I am a retired/active federal employee and member of NARFE.” [In 1 -2 sentences, tell the 
staff person a little about your work as a federal employee.]  
 

“[Senator or Representative X] represents thousands of federal workers and retirees and their 
survivors, and we shouldn’t be unfairly singled out to bear the burden of fixing a budget 
problem we didn’t create.” 
 

“Federal workers, retirees, and survivors didn’t cause the budget crisis – and making extreme 
cuts to pay, earned health and retirement benefits, or making changes to cost-of-living 
adjustments, would unfairly single out those who protected our nation, including many now on 
a fixed income.”  
 
Step #3: Thank the staff member for listening and request a written response.  
 
Step #4: Repeat steps 1 – 3 until you have called your representative and two 
senators.  
 

Make sure to only contact your members of Congress.  Lawmakers will disregard your 
message if you are not a constituent.   
 
Step #5: Call the White House toll-free at 1-888-225-08418 and deliver the same 
message!   

 
The non-toll-free number is 1-202-456-1414.  Before you begin your message, make sure you 
are connected with the comment line. 
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Attending Congressional Town Hall Events 
 

Attending town hall or tele-town hall events held by members of Congress and posing a 
question is a great way to raise awareness of and put a local face on federal retirees and 
federal workforce issues. 

 
What Are Town Halls? 
 

Members of Congress hold town halls in their home states to connect with constituents, share 
legislative updates and take questions. 
 

Traditionally, these town halls are held in community centers, churches, libraries and other public 
spaces. However, more and more, members of Congress are relying on telephone conference 
services to hold “tele-town halls,” where constituents listen and participate from home over their 
phone.  To find out when tele-town halls are scheduled, call your senator and representative and 
request to be put on their tele-town hall list.  This will ensure you will be included each time one is 
held.    

 
When Are Town Halls Held? 
 

Typically, town halls are held during congressional recess periods.  Consult the 2013 Congressional 
Recess Calendar on page 27 for exact dates. 
 

Every member of Congress keeps his or her own schedule. You can contact the district or state office 
for your representative or senator and ask if (s)he has any town halls scheduled.  An updated list is 
also available on the Legislation Homepage at NARFE’s website but it does not always capture all 
scheduled events. 
 

What You Can Do 
 

Attend a town hall and speak up! Be sure to wear your NARFE T-shirt or button. 
 

Once a town hall or tele-town hall event is confirmed, team up with your local NARFE chapter and 
members to attend. The more NARFE members who attend, the more likely your voices will be 
heard. 
 

Come armed with facts and questions for your senators and representative. Below are some samples 
you can use. 
 

Sample Town Hall Questions 
 

• Federal employees are being asked to make sacrifices to reduce the deficit, yet they 
have already contributed $114 billion to deficit reduction.  While we are used to 
serving the public and doing our fair share, what can you do to ensure that all 
sacrifices will be shared and cuts won’t unfairly target federal employees and 
retirees? 

 

• If Congress protects Social Security, why not federal and military retirement as well? 
 

• Some in Congress are calling for drastic cuts to the federal workforce. I am a former 
[profession] in charge of [task]. How will you explain to me and your voters why 
American taxpayers are going to get less of [service]? 

 
Following the Town Hall Tell Us You Attended 
 
Login to the Legislative Action Center at www.capwiz.com/narfe/lrm/feedback.tt or email 
advocacyinaction@narfe.org to tell headquarters about your meeting.  This information is important 
in our continued communications with members of Congress. 
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Congressional Outreach at State Conventions 
 
This year, the federal community will continue to face unprecedented attacks on 
your earned benefits.  As NARFE members join together for state federation 
conventions, it is a prime opportunity to participate in the Protect America’s 
Heartbeat campaign.  State federations can provide opportunities for NARFE 
members to contact their elected leaders in DC. 

 
Letters 
 

Print out letters for NARFE members to sign and mail to their members of Congress.  The 
most recent action letter is available on the Legislative Action Center at 
www.capwiz.com/narfe, or by requesting one from NARFE’s Legislative Department.   
 

For members who want to personalize or write their own letters, provide a notepad and 
sample letters.  Make sure to provide the correct addresses for headings and envelopes.  
 

You can collect all of the letters and mail them together to your member of Congress’ local 
office or provide individual envelopes for people to use.  You can also collect the letters and 
present them to the elected official or a representative if they will be attending your 
convention.  Finally, you can also take the collected letters to your member’s local office 
following the convention. E-mail is the fastest way to get your view points across to your 
member of Congress. 
 

If you have internet access at the convention venue, you can provide the opportunity for 
NARFE members to send emails.  In the back of the main convention room, have a laptop 
(or a few) setup to the NARFE Legislative Action Center (www.capwiz.com/narfe).  Members 
can complete the form and send an email to their congressional representatives in a few 
minutes. 
 

Phone Calls  
 

During breaks in the activity or if the convention is ahead of schedule, you can have your 
members call their elected officials from cell phones.  Prior to breaks, have somebody 
announce the phone numbers.  If you provide scripts for your members, include the phone 
number(s) on the top of the script. 
 

NARFE provides a toll-free number to the Capitol Switchboard: 866-220-0044.  NARFE is 
able to track the number of callers using this number and can provide results to chapter or 
federation leaders.  You can also provide your members the direct phone number to their 
representative’s or senators’ offices, but NARFE is not able to track those calls. 
 

You can also provide a phone script for your members, a sample of which is available in the 
Toolkit or by requesting the most up-to-date one from NARFE Headquarters.  Have copies of 
the script at the registration table or at tables in the convention meeting space.   
 

Not Hosting a Convention in 2013?  
 
You can still get involved! 
 
You can pick a date and have your own statewide call-in day.  Or email your members with 
a link to the email on the Legislative Action Center or a sample letter for them to mail to 
members of Congress.   
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2013 Congressional Recess Calendar 
 
House 
 
February 19 – 22 
March 25 – 29 
April 1 – 5 
April 29 – May 3 
May 28 – 31 
July 1 – 5 
August 5 – 30 
September 3- 6 
September 23 – 27 
October 15 – 18 
November 4 – 8 
November 25 – 29 
 
 
Senate 
 
February 18 – February 22 
March 25 – April 5 
April 29 – May 3 
May 27 – May 31 
July 1 – July 5 
August 5 – September 6 
October 14 – October 18 
 
Disclosure: These dates were accurate as of January 2013 and congressional 
calendars change regularly.  Check with your member’s office or website to 
determine exactly when he/she will be in the District.  
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Protect America’s Heartbeat Facebook Advocacy Guide 

 

What is Facebook and why are we 

using it? 

• Facebook is a social networking website that 

allows users to stay connected with friends 

and family, to discover what’s going on in 

the world, and to share and express what 

matters to them. 

• The NARFE Headquarters Facebook page is a 

place where you can get up-to-date 

information on NARFE’s activities and the 

Protect America’s Heartbeat campaign. 

• Through Facebook, we can promote our 

advocacy activities and spread our message to 

elected officials. 

• It’s easy and quick to post about your advocacy efforts on Facebook.  Use the ideas below to post 

about events and meetings with elected officials on your own Facebook page. 
 

Follow NARFE on Facebook 
• Go to www.facebook.com/NARFEHQ and click “Like” to follow NARFE on Facebook.   
• Don’t forget to like and share our posts on your Facebook page to help spread our message. 
 

Sharing your story  

• Sharing your story about the importance of active and retired federal workers is a great way to show 

the public all the ways federal employees protect America’s heartbeat every day. 

• Remember to post a photo along with your story and go to www.facebook.com/NARFEHQ for 

examples. 

• To submit your story: 

o First, find the post box on your Facebook page and select which type of post you are submitting 

(text, photo, or video).  In the post box, type your story of how you protect America’s heartbeat. 

o When you are happy with your story, remember to tag the NARFE Headquarters Facebook page in 

the post so we can see your story. 

� To tag the NARFE Headquarters Facebook page in your post, simply add “@NARFEHQ” to 

the end of your post and select the NARFE Headquarters Facebook page. 

o When you have completed your post, click “Share” and your post will be added to your Facebook 

timeline. 
 

Posting about meetings  

• Are you attending a meeting with an elected official?  Before you get there, decide who will take 

photos during the event and post on Facebook after the event.   

• Find your elected official’s Facebook page so you can mention and tag them in your posts about the 

event or meeting. 

• In your post, report back about your favorite moment from the event or meeting. Below is a sample 

post that you can customize: 

o Last week we attended [elected official’s name] town hall event and shared our stories about all 

the ways federal employees Protect America’s Heartbeat. [Insert your favorite part of the event 

here]! 

• Remember to also thank the elected officials you met with by posting a thank you on their Facebook 

wall. 


