HILL DAY – HOW TO MAKE APPOINTMENTS
Before the Visit:

1. Call your Representatives’ D.C. offices to acquire the name of the scheduler for each Senator and Congresswoman/man.
2. Prepare a list of your State’s Congressional Delegation listing date, time, member, location, scheduler and phone/fax number.  (Template A)

3. Prepare and e-mail or fax letters requesting appointments for your SAG representative(s) to meet with the Senator/Congresswoman/man on a specific date.  Let each Representative know that if they are not personally available, your SAG representative(s) would like to meet with a key member of their staff regarding specific issues.  Inform them who will be calling their office for an appointment.  (Template B)

4. Follow-up by calling schedulers referring to letter and requesting appointment.  Let them know the name(s) of the constituent(s) from their area/district who will be visiting.

5. If possible, schedule appointments within same building approximately 30 minutes apart.  If you have to go to another building, allow 45 minutes.  Schedule is more workable if appointments are scheduled back-to-back in the morning, break, and then back-to-back in the afternoon.

6. After appointments are made, prepare and e-mail or fax letters to persons with whom appointments are scheduled confirming date, time, and name(s) of your SAG representative(s) who will be visiting.  (Template C)

7. Prepare a Congressional Delegation Appointment List for your SAG representative(s) giving date, time, member (if appointment is with someone other than member, list that person), location, scheduler and phone/fax number.  (Template D)

During the Visit

8. Carry no less than two (2) sets of materials to each visit—one for your Representative and one for the staff members who works closely with the Representative on the issue.
After the Visit

9. After visits are made, prepare and e-mail or fax thank you letters to members expressing appreciation for meeting with them or a member of their staff.  If you met with a staff member, the letter should be addressed to the member with a carbon copy to the staff person you visited. (Template E)
Template A
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STATE OF TENNESSEE

TENNESSEE COMMISSION ON CHILDREN AND YOUTH

Andrew Johnson Tower, Ninth Floor

710 James Robertson Parkway

Nashville, Tennessee 37243-0800

(615) 741-2633   (FAX) 741-5956

1-800-264-0904

Tennessee Legislative Delegation Appointments

(List Representatives)

Tuesday, June 12, 2007

Time

Member

Location

Scheduler


Phone/Fax (202 Area Code)



Sen. Alexander
SH-302 Hart
Laura O’Brien


224-4944/228-3398







(Prefers fax)



Sen. Corker
B-40A Dirksen 
Ramona Lessen


224-3344/228-0566







Prefers e-mail Ramona_Lessen@corker.senate.gov)



Rep. Davis
514 Cannon
Karen Nikaumeier 

225-6356/225-5714







(E-mail Karen.Kaumeier@mail.house.gov)


Rep. Duncan
2267 Rayburn
Victoria Jansma


225-5435/225644







(E-mail Victoria.Jansma@mail.house.gov)



Rep. Wamp
1436 Longworth
Emily Hall


225-3271/225-3494







(Prefers fax)



Rep. Davis
410 Cannon
Monica Hayden


225-6831/226-5172







(Prefers e-mail Monica.Hayden@mail.house.gov)

Rep. Cooper
1536 Longworth
Ellen Miller


225-4311/226-1035







(E-mail Ellen.Miller@mail.house.gov)

Rep. Gordon
2310 Rayburn
Amy Taylor


225-4231/225-6887







(E-mail Gordonschedule@mail.house.gov)

Rep. Blackburn
509 Cannon 
Meredith Simpson

225-2811/225-3004






(E-mail Meredith.Simpson@mail.house.gov)



Rep. Tanner
1226 Longworth 
Kathy Becker


225-4714/225-1765







(Prefers fax)



Rep. Cohen
1004 Longworth 
Craig Dulniak

225-3265/225-5663







(Prefers e-mail Craig.Dulniak@mail.house.gov)
Template B
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STATE OF TENNESSEE

TENNESSEE COMMISSION ON CHILDREN AND YOUTH

Andrew Johnson Tower, Ninth Floor

710 James Robertson Parkway

Nashville, Tennessee 37243-0800

(615) 741-2633   (FAX) 741-5956

1-800-264-0904

April 25, 2007
ATTENTION:  «scheduler»
The Honorable «name»
United States «title»
«address»
Washington, DC «zip»
VIA FAX: «fax»
Dear «salut»:

The purpose of this letter is to request an appointment for representatives of the Tennessee Commission on Children and Youth to meet with you on «date».  If you are unavailable, we would like to meet with a key member of your staff who handles juvenile justice/children’s services issues.  Representatives of the Commission will be in Washington to attend the National Coalition for Juvenile Justice Annual meeting and will be attempting, as we have in previous years, to visit each of our legislators’ offices while in Washington.

As I believe you know, the Tennessee Commission on Children and Youth is a State agency with the primary mission of advocacy on behalf of children and families.  We have previously provided you some of the publications we prepare that should be beneficial in addressing children's issues and identifying their impact on Tennessee, and as we usually do, we will bring you any new ones on this visit.  Additionally, the Commission on Children and Youth is responsible for implementation of the federal Juvenile Justice and Delinquency Prevention Act in Tennessee.

We would appreciate the opportunity to meet with you or a key member of your staff to discuss the upcoming reauthorization of the Juvenile Justice and Delinquency Prevention Act, and the impact the Act has had and continues to have in [your State].  Faye Mangrum with the Commission staff will call your office to schedule an appointment.  We look forward to seeing you in May.  If we can provide you with additional information or assistance, please contact me.

Sincerely,
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[image: image3.wmf]
STATE OF TENNESSEE

TENNESSEE COMMISSION ON CHILDREN AND YOUTH

Andrew Johnson Tower, Ninth Floor

710 James Robertson Parkway

Nashville, Tennessee 37243-0800

(615) 741-2633   (FAX) 741-5956

1-800-264-0904
April 24, 2006

ATTENTION:  Scott Fischer, Sr. Legislative Assistant

The Honorable «name»
United States «title»
«address»
Washington, DC «zip»
VIA FAX:  «fax»
Dear «salut»:

The purpose of this letter is to confirm that the following four representatives of the Tennessee Commission on Children and Youth have an appointment to meet with Scott Fischer on «date»:

COMMISSION MEMBERS:

Dana Lesley, Chattanooga





Joetta Yarbro, Dyersburg
STAFF:



Linda O’Neal, Executive Director, Nashville






Debrah Stafford, Juvenile Justice Director, Nashville

Representatives of the Commission will be in Washington to attend the National Coalition for Juvenile Justice Annual meeting and may be reached by calling «phone».

As I believe you know, the Tennessee Commission on Children and Youth is a State agency with the primary mission of advocacy on behalf of children and families.  We have previously brought you some of the publications we prepare that should be beneficial in addressing children's issues and identifying their impact in Tennessee, and will bring any new ones we have to this visit.

The Commission on Children and Youth is responsible for implementation of the federal Juvenile Justice and Delinquency Prevention Act in Tennessee.  We would like to discuss the impact of this federal legislation in Tennessee, as well as the impact of other pending legislation on Tennessee children and families.  Representatives of the Commission hope to meet with all members of the Tennessee Congressional delegation.  Consequently, we had a scheduling challenge to coordinate this process.  Faye Mangrum with the Commission staff called your office to schedule this appointment, and we appreciate your staff working with us in scheduling.  We look forward to seeing Scott Fischer on «date»  If there are ways we can provide you with additional information or assistance, please contact me.

Sincerely,
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STATE OF TENNESSEE

TENNESSEE COMMISSION ON CHILDREN AND YOUTH

Andrew Johnson Tower, Ninth Floor

710 James Robertson Parkway

Nashville, Tennessee 37243-0800

(615) 741-2633   (FAX) 741-5956

1-800-264-0904

Tennessee Legislative Delegation Appointments

(Linda O’Neal, Debrah Stafford, Dana Lesley and Joetta Yarbro)

Tuesday, May 2, 2006

Time

Member

Location

Scheduler

Phone/Fax (202 Area Code)
3:00 p.m.
Sen. Alexander
SH302 Hart

Laura Marks

224-4944/228-3398



*Kelly Scott, Education Policy Advisor



224-8989/228-3398



Room 833, Hart

3:45 p.m.
Sen. Frist

SD461 Dirksen
Stephanie Schmidt
224-3344/228-1264



*Meredith Davis, Legislative Assistant



Room 509, Hart


Wednesday, May 3, 2006
Time

Member

Location

Scheduler

Phone/Fax (202 Area Code)
9:30 a.m.
Rep. Tanner

1226 Longworth
Kathy Becker

225-4714/225-1765



*Vickie Walling, Legislative Assistant




10:00 a.m.
Rep. Cooper

1536 Longworth
Tess Stovall

225-4311/226-1035

11:00 a.m.
Rep. Davis

410 Cannon House
Emily Buttrey
225-6831/226-5172



*Noel Smith, Sr. Legislative Specialist

11:50 a.m.
Rep. Wamp

1436 Longworth
Lindsey Meyer

225-3271/225-3494

  1:00 p.m.
Rep. Duncan

2267 Rayburn House
Denise Lamburt
225-5435/2256440



*Scott Fischer, Sr. Legislative Assistant

 1:30 p.m.
Rep. Gordon

2304 Rayburn House
Julie Eubank
225-4231/225-6887



*David Plunkett, Legislative Director






3:00 p.m.
Rep. Ford

325 Cannon House
Amy Mollenkamp 225-3265/225-5663



*Rep. Ford or Ellen Chude, Legislative Assistant

3:30 p.m.
Rep. Jenkins

1207 Longworth
Dennis Lenard

225-6356/225-5714



*Sammy Jordan or Megan Caldwell, Legislative Assistants

4:30 p.m.
Rep. Blackburn
509 Cannon House
Caroline Nugent

225-2811/225-3004
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STATE OF TENNESSEE

TENNESSEE COMMISSION ON CHILDREN AND YOUTH

Andrew Johnson Tower, Ninth Floor

710 James Robertson Parkway

Nashville, Tennessee 37243-0800

(615) 741-2633   (FAX) 741-5956

1-800-264-0904

May 10, 2006
The Honorable «name»
United States «title»
«address»
Washington, DC «zip»
VIA FAX:  «fax»
Dear «salut»:

We appreciate «name1» on your staff meeting with representatives of the Tennessee Commission on Children and Youth on «date» to talk about federal juvenile justice funding.  We were glad to have the opportunity to provide you with substantial amounts of information about the positive impact these funds have had in Tennessee.

As we discussed during our conversation with «name2», we are particularly concerned about the reduced appropriations for the Juvenile Accountability Block Grant (JABG).  Three-fourths of these funds are passed through to local units of government for accountability-based programs, and the remaining funds are allocated through a competitive grant process to serve areas in Tennessee that are not eligible for the pass-through funding.

We hope the final budget will include important juvenile justice funding and urge your support for these funds that make so much difference to communities across Tennessee and the nation.

If we can provide you with information or assistance, please let us know.  Tennessee critically needs federal juvenile justice funding.

Sincerely,

Linda O’Neal

Executive Director

cc: «cc»
_1032178867

