FARE Advocacy
Meeting Planning Checklist
1. Call the legislator’s district office closest to your home to request a meeting time
· Follow-up your call with a written request

· Follow-up periodically until the office provides a meeting time 
2. Work with the FARE GR Team to reach out to other local advocates to find meeting attendees

· The GR Team will work with you to send follow up emails, as needed, to generate as many attendees as possible
3. Review meeting materials FARE provides at http://www.foodallergy.org/couragematerials 
· Review issue talking points and the legislator leave behind
· Review the sample meeting agenda
· Prepare to deliver the information in the half the time, just in case
4. If other advocates are attending, coordinate with them via email
· Confirm date, time and location of the meeting
· One week prior to the meeting, confirm a final attendee count and report it to the legislator’s office
5. Execute your meeting

· Arrive10-15 minutes early 

· Listen to and engage the legislator or their staff in the discussion. 

· If you don’t have an answer to a question, don’t worry! Commit to following up with the answers after the meeting.
· Take a group picture
6. Follow-up on your meeting

· Send a thank you note to the legislator and any staff member in attendance
· Send your meeting feedback form to the FARE GR Team
· If there were any questions requiring follow up, reach out to the FARE GR Team to discuss and report the answer back to the legislator’s office
The FARE GR Team will provide you with all necessary documents and resources!

