
NATIONAL PROPANE GAS ASSOCIATION 

ADVOCATING AT HOME:
A Guide to a Successful Local Visit 
with Your Member of Congress

WWW.NPGA.ORG



TABLE OF CONTENTS

Setting up Your Meeting ....................................................................................3
Sample Meeting Request Email.......................................................................... 4

Preparing for the Meeting....................................................................................5
What to Expect..................................................................................................... 7
Follow Up..............................................................................................................8

2

ADVOCATING AT HOME

A GUIDE TO A SUCCESSFUL LOCAL VISIT
WITH YOUR MEMBER OF CONGRESS

Meeting with a Member of Congress and their staff in a local office is a great 
way to build relationships between your company and federal legislators and 
increase support for a pro-propane policy agenda. Additionally, these visits 
allow legislators and their staff to hear firsthand from local businesses on the 
important role they play in the community and how policies implemented in 
Washington, DC, impact their day-to-day operations. 

This guide will help you plan, prepare for and conduct a successful district 
office visit. 



• When arranging a meeting with a state or district office, it is best to call the closest local office and speak to the staff to request a 
meeting with the Member of Congress. To find the Member of Congress that represents your facility, visit
www.house.gov/representatives/find-your-representative and enter your business address.  Typically, the office will ensure the 
appropriate staff is available to join the Member of Congress in the meeting. If the Member is unavailable, a meeting with the 
relevant staff contacts is just as important since these staffers work with the Representative or Senator to develop policy and issue 
positions.

• For scheduling, it is best to be flexible and provide multiple dates. Once a date is set, be prepared for last-minute schedule 
changes. A sample invitation can be found on the following page. The ideal time to request a district meeting is during a recess 
period. They generally occur during and around the following holidays and seasons:
The ideal time to request a tour is during a recess period. They generally occur during and around the following holidays 
and seasons:

• Martin Luther King, Jr. Day (mid-January)

• Presidents’ Day (mid-February)

• Easter/Passover (March or April)

• Memorial Day (late May)

• Juneteenth (June 19)
• Independence Day (July 4)

• Summer (August – week after Labor Day)

• Rosh Hashanah (late September or early October)

• Yom Kippur (10 days after Rosh Hashanah)

• Columbus Day (early October)

• Veterans Day (November 11)
• Thanksgiving

• Christmas/New Year’s (late December – early January)

SETTING UP YOUR MEETING
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https://www.house.gov/representatives/find-your-representative


Most Members of Congress will want you to email your request to the staff (most likely a scheduler) or use 
an online request form on their website.  When scheduling a meeting with a Member of Congress, make 
sure to coordinate with NPGA’s federal legislative staff.  NPGA can provide the appropriate contact for a 
specific legislator and can help identify one or two policy issues to cover during your meeting. Attach the 
policy one-pagers to your scheduling email to provide background information for the staff. Here’s a 
sample email you can send a scheduler or other staff member:
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SAMPLE MEETING REQUEST EMAIL

Dear FIRST NAME,

I am the [insert title] for [insert company name]. I would like to meet with [Senator/Representative XXXXX] to 
discuss our operations in the [district/state] and our position on [insert pre-assigned policy issues].

[Insert information describing your company in two/three sentences. Be sure to include the number of employees in 
the district/state and the city/state of your facilities.]

Below are a few potential meeting times and dates. If there is another time that works better for [Senator/
Representative XXXXXX], please let me know and we will do our best to accommodate. 

Thank you for your consideration of this request, and I look forward to hearing from you. If you need any additional 
information or have any questions, please do not hesitate to contact me.

Sincerely,

[Name]
[Title and Company]

DISTRICT OFFICE VISIT



• Success stories
• Jobs
• Services provided
• Community impact
• General information about the industry (how/where propane is produced, how its transported to customers, why its 
an important fuel source for American businesses and consumers, etc.)

Prepare an information package about your company and the services it provides.  Prepare material that tells your company’s 
story and highlights its accomplishments, especially in the community the legislator represents. Additionally, have information 
that shows how many jobs your company creates, the benefits it delivers to the local economy, and the quality of life it provides.
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PREPARING  FOR THE MEETING

District Impact/Business Preparation
Members of Congress are interested in district/state employers and the day-to-day operations of your business. One of the best 
ways to start a meeting with a legislator is to showcase the important role your business plays in the community. While you know 
your business best, we recommend you take some time to come up with a brief “elevator pitch” on your business and the propane 
industry. 

Craft a script. Write an outline of what you hope to cover during your meeting. Be flexible; let the meeting flow naturally. While 
your meeting may last half an hour, 10-15 minutes is common so identify a few key talking points to ensure your message can be 
delivered efficiently. Use the script more as a guide rather than a precise playbook. Your company has an important story to tell, 
so prepare answers to expected questions, especially those about the local impact your company has. 

When developing talking points, try to work in any or all of the following types of information:



Conversation Preparation   

Research the elected official’s background. Research your legislator’s biographical, political, business, social, educational and 
legislative background, and their voting record to identify areas of common interests. Relating on a personal level is a great way 
to break the ice before diving into business conversation. Be sure to check with both your state/regional propane association 
and NPGA for any materials or information they may have on your legislator.

Prepare questions for the lawmakers. Write out questions you want to ask, including ones concerning policies and legislation. 
Questions may answer themselves as the meeting progresses. And, if questions are not addressed during the meeting, you can 
hand off written questions to the elected official’s staff, or forward them to your state association and/or NPGA for follow up.

Policy Issue Preparation

NPGA Webinars. NPGA created a series of pre-recorded webinars that can be viewed on-demand to prepare you for your 
meeting. These webinars provide background information on the most important legislative issues the propane industry faces, 
reference our Advocacy Toolkit, and address how to conduct a successful Congressional visit.  Links to these webinars can be 
found on the Propane Days 365 dashboard of the NPGA website.

Targeted Advocacy Materials. Again, make sure to coordinate your visit with NPGA’s legislative staff to receive targeted 
advocacy materials for your meeting. These materials will include a list of specific legislative issues that directly correlate with a 
legislator’s geographic location and Congressional committee assignments. Additionally, NPGA will provide propane industry 
data for the relevant state or Congressional district, up-to-date issue briefs, and specific legislative talking points.
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WHAT TO EXPECT

Attire. Always remember to act and dress professionally. The goal of these visits is to leave the best impression possible of 
your business and the propane industry.  A suit and tie are not necessary, but dress respectfully. Please feel free to wear a 
polo shirt or other professional apparel with your company logo.

Last Minute Changes. Due to the Congressional schedule, legislators are sometimes called away to other meetings and, as 
a result, constituents meet with members of the staff instead. As previously mentioned, staff meetings are equally as 
important as legislators rely on their team to collect information and help develop policy positions. Even if your meeting is 
not with the legislator, the staff member will likely share their meeting notes with key decision makers in the office.

Introduce yourself to the staff on arrival and announce that you are here for a meeting with the Member of Congress 
or staff.  

Designate a note-taker. Take notes yourself or assign another member of your team to take notes on any discussion.

Discuss your daily operations of your propane business. The goal of a Congressional visit is for the elected official to get 
an understanding of what your company does on a day-to-day basis. Also, this is an ideal time to emphasize why things 
are done the way they are in relation to current government policies, or how they would be affected by proposed policies.

7



Appropriate follow-up to your meeting is a critical step to developing a relationship with your legislator’s office and making 
sure that your message resonates. 

1. Send a thank you note to the legislator or primary staff meeting participant.
Write a thank you note (handwritten preferred) to the elected official or their staff, thanking them for their time. Also 
include any key issues discussed during the meeting. Invite them to tour your facility in the future.

2. Tell NPGA about the meeting.
To help NPGA conduct necessary follow-up, tell them how the meeting went. Reach out to NPGA’s Legislative Affairs 
staff with any news or follow-up questions, and always remember to share photos.

3. Share photos.
Photos from your visit with the elected official sometimes appear in constituent newsletters, on their website or social 
media, and even their office wall. Also be sure to share any photos with NPGA's Legislative Affairs staff.

4. Use social media to highlight the visit.
Publish photos and other appropriate details of the meeting on company social media platforms. Coordinate with NPGA’s 
communications team to post on NPGA platforms.

FOLLOW UP
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