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EFFECTIVE ADVOCACY 
ON THE HILL:

Planning and Scheduling 

Meetings with your Members of 

Congress
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PRO-TIPS FOR SCHEDULING

• Aim to schedule as many meetings with staffers as your schedule 
allows, but no less than 3 meetings

• Your Representative and/or Senators’ offices, and any Congressional district 
where the students you are serving and their families reside

• If you need to prioritize meetings, aim to meet with:

• Members of Congress who serve on Education Appropriations and/or 
Authorizing Committees

• Members with whom you have started a relationship

• Members with whom relationships need to be created

• Reach out over email

• If meeting with the staffer, reach out to them directly. We recommend this
approach.

• If meeting with the Member, reach out to the scheduler/executive assistant

• Confirm your meeting location with the staffer

• Members’ office numbers and locations may have changed from what is on the 
contact list, or on the internet. Make sure you have the correct location 
information.
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PRO-TIPS FOR SCHEDULING (CONTINUED)

Timing
• At least 15-min "between time“ to 

allow for getting around the Hill
• Plan for 30 min meetings

Getting Around on Capitol Hill
• Capitol tunnels
• Walk – check Google maps for 

walking distance and times. The Hill 
complex is larger than it may seem!

• Taxi/Uber

Security lines
• When walking across Chambers, you 

will be asked to go through security 
lines. Make sure to allow extra travel 
time to account for this
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EMAIL TEMPLATE FOR OUTREACH TO STAFFERS
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CONGRESSIONAL EDUCATION STAFFER CONTACT LIST (118TH CONGRESS)

https://tinyurl.com/NCANHillcontacts

You can use the link above to access the 
contact information for congressional 
staffers who have education in their 
portfolios. 

If you find that listed contact information 
is out of date, please let us know, so we 
can update it. 

Remember to confirm office locations 
with staffers, as they may have changed. 
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TIMELINE FOR MEETING REQUESTS AND FOLLOW UP

• Begin requesting meetings 2-3 weeks 
before you plan to be on the Hill 

• Follow up on meeting request if you 
have not heard back in a week

• Send a reminder email on 1-2 days prior 
to your Hill visit



QUESTIONS? 
Please contact Louisa Woodhouse, NCAN Policy Associate, at 
woodhouse@ncan.org.
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