Anatomy of a Successful Meeting

Things to do before the Meeting

· Do your homework:  check the website; look for news articles; attend a public forum; attend a legislative session; ask people what they know

· Make an appointment:  contact the local aid and the scheduler as far ahead as you can

· Decide on what you want to ask- Have group make a list of possible asks (may have them work in groups): attend or host an upcoming event; provide an audience for a presentation; meet with the group on a regular basis; lend their name to a letter or an event; provide legislative or issue updates; invite the group to do a presentation to the body they represent; write an op ed; etc.

· Prepare a story and practice telling it for maximum success

· Draft a one page summary to leave behind

Things to do during the Meeting

· Make a personal connection:  Remind the person if you have met before or let them know if you attended any of their events, or have the same birthday, or appreciate something they did recently.

· Why are you here? Provide the facts: what issue concerns you? how many people do you represent; how big is the problem you are discussing, ie number of people affected; other relevant data

· Tell a story:  Story should describe the problem in human terms.

· Make a request (ask):  Be clear about what you want and when; offer to do most of the work.

· Define next steps and collect contact information:  Be sure you know who you need to follow up with.

· Offer your thanks:  You know they have a busy schedule and appreciate their time

· Leave a one page summary of your issue

Things to do after the Meeting

· E-mail a quick thank you note

· Follow up with a formal thank you letter

· Follow up with staff until your request is achieved     
Strategy Worksheet for Meeting with Elected Official

This meeting is with:
Staff member(s):

Date/time of meeting:

Location:

“We’d like to thank you….”
“We know you care about…”

“Let us tell you about our work…”

“Let us tell you a story…”

“There’s a specific way you can help us…”

Take a picture.

Leave behind:  

