
 
Meeting Roles & Outline  
Roles in a Lobby Meeting  

Leader: empowers everyone to share and participate, especially the constituents, facilitates 
the transitions in the agenda. If the leader is not the Liaison, the leader is responsible for 
briefing the Liaison after the meeting. Assigns roles before a meeting.  

Appreciator: shows appreciation for something the member of Congress has recently 
accomplished. If possible, this should be a constituent.  

Timekeeper: asks what time is available for the meeting, signals when a few minutes remain.  

Notetaker: takes notes. If possible, the note taker should be an experienced volunteer. This 
person should be able to follow the thread of the conversation, specifically capturing what’s 
said by the member of Congress or staffer. Reviews notes with others immediately after the 
meeting to capture anything that he/she missed. Same Day: types those notes into the online 
form. Shares final notes with others once entered.  

Discussion: all lobby team members are encouraged to participate in the discussion, most 
especially the constituents.  

Asker: presents CCL’s purpose and ask, leaves the 1-page primary ask behind. If possible, this 
should be a constituent with a strong grasp of our policy and its wider implications. 

Deliverer: responsible for bringing constituent letters, postcards, or endorsements letters 
from community leaders to the meeting.  

Follow-up: sends follow-up meeting materials and a Thank You card. If the person doing the 
follow-up is not the Liaison, he/she should coordinate on the follow-up items with the Liaison 
soon after the meeting.   

 

The following is an outline for an initial meeting with a Congressional office. If you’ve met 
with the member of Congress or a staffer already, then you may want to use the sample 
agenda for a follow-up meeting.  

 



 
Sample Meeting Agenda  

It might be the case that not all of these steps make sense for your meeting, so feel free to 
modify it as necessary. However, we strongly encourage you to include an appreciation, CCL’s 
primary ask, and, a supporting ask.  

1. Thank them for meeting with us. 
2. Ask how much time they have for the meeting. 
3. Introductions (name, town, why you are involved, personal story if appropriate). 4. Have 
staffer introduce himself/herself (if meeting for first time). 
5. Show appreciation. 
6. State our purpose. 
7. If available, deliver cards, letters and endorsements. 
8. Transition into the meeting plan, agenda or questions you’ve prepared:  

1. “Based on your group’s research of local climate impacts, what can you ask the office 
about climate impacts, renewable energy jobs, business or faith-based leaders in the 
community?”  

2. “Do you think our current air & water policies reflect good stewardship?  
3. “What do you think would be the fastest way for the United States to lead the world in 

the clean-energy economy?”  
4. “What are [MOC’s Name]’s thoughts on the Energy Innovation Act? What might be 

preventing him/her from supporting our legislation?”  
5. “Who in our district would we need to convince about the merits of this proposal to 

win your support?”  
6. “We have some recent polling data estimates indicating Americans favor action to 

limit CO2 emissions. Would you like to see what that looks like for our district/state?”  

9. Deliver the ask: ask them to support the Energy Innovation Act legislation. Hand them a 
copy of our primary ask.  
10. If it becomes clear they cannot commit to your ask, then make sure you clearly 
understand why not and offer them a supporting ask. 
11. "What could we be doing more of in the district to make it easier for you to support the 
Energy Innovation Act?” 
12. “Who do you work with across the aisle?” 
13. Timekeeper signals the team when there are five minutes le2 in the meeting. 
14. Determine how they would like you to follow up. 
15. Thank them for their time. Take a photo of your meeting together before leaving.  

All materials found in your folder, laser talks, bios, asks, and any other preparation you need 
for your meeting can be found on CCL Community on our “Prepare for Lobby Day” Toolkit 
page: http://cclusa.org/lobbytoolkit.  

http://cclusa.org/lobbytoolkit

