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The National Club Association’s (NCA) advocacy efforts fights for the interests of private clubs at the federal 
level. However, there is an increasing need for a broader base of grass roots support from the private club 
community—especially at the state level.

During the last two decades, there has been a trend toward devolution of power from the federal 
government to the states. This can be attributed to several causes. Chief among them is the fact that 
it is becoming increasingly difficult to enact significant legislation at the federal level. As such, state 
legislatures and interest groups have taken on substantive issues relating to the business sector. NCA sees 
states asserting more authority ranging from labor-related items to tax policy that affect the private club 
community.

Organizing a grass roots response is extremely effective at the state level and has become critical in not 
only elections, but also around legislative or regulatory actions proposed at the state level. Developing 
relationships with state and local officials has never been more important for club leadership, including 
active participation by club membership when warranted. Used effectively, grass roots action allows the 
private club community to appropriately convey the impact state and local policies can have on the public 
officials’ communities—this could include intended as well as unintended consequences. As a voting bloc, 
and especially as employers, private clubs can have a powerful voice in shaping the outcome of future 
legislation and regulation. NCA is committed to working with clubs to provide the tools, information and 
confidence to accomplish the goal of affecting change in policymaking.

How NCA Can Assist in State Lobbying Efforts

NCA’s government relations program provides private clubs with comprehensive legislative and regulatory 
advocacy on issues and policies at the federal level—including political involvement in the form of ClubPAC, 
NCA’s political action committee. NCA also monitors and tracks legislation at the state level as issues arise. 
NCA provides authoritative analysis and guidance on key state issues and the range of issues affecting 
private clubs at the federal level. In addition, NCA takes positions on legislative and regulatory initiatives that 
reflect the principles contained in the board-approved NCA Policy Agenda.

 

 

Introduction
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Grass Roots Contact

Legislators want to know their constituents and 
the issues they care about most. Club officials 
should have little difficulty getting acquainted with 
legislators if they take advantage of opportunities 
to meet them through office visits, club tours, 
community activities, town meetings and other 
events. Both patience and persistence are required 
when developing meaningful relationships 
with policymakers. Opportunities may present 
themselves through local or state business 
associations, civic or charitable organizations, or 

Participating in the State Legislative or Regulatory Process

Grass Roots Organizing and Activities

When faced with legislation or regulatory actions 
the private club community either supports or 
opposes, one of the most effective methods 
of influencing policymaking at all levels of 
government is grass roots activity. The grass roots of 
an organization or business sector is that segment 
which is educated about issues and is prepared 
to convey its support or opposition to the issue 
through phone calls, letters, emails, visits with 
legislators, and to some degree, political support. 
According to lawmakers, constituent or grass roots 
mobilization is one of the most effective ways to 
accomplish policy goals.

State legislators and policymakers are responsive 
to grass roots action and clubs in every state can 
influence the policymaking process. The political 
strength of the club community begins when it 
combines its policy analysis and empirical data with 
grass roots activity. Club leaders understand the 
issues affecting them better than lawmakers and 
can personalize the issues for their legislators.

When lawmakers consider a policy issue, what often 
matters is whether there is a mobilized, identifiable 
group of constituents that care about the issue and 
are likely to act on their views of the legislation or 
regulation. Appropriately, a high priority is placed 
on the needs of constituents and their support or 
opposition to proposals before the policymaker.

GRASS ROOTS EFFORTS

One of the most effective ways of influencing 
policymaking at any level of government is 
grassroots activity.

According to lawmakers, constituent or grass 
roots mobilization is one of the most effective 
ways to accomplish your policy goals. 

When lawmakers consider a policy issue, what 
often matters is whether there is a mobilized, 
identifiable group of constituents that care 
about the issues and are likely to act on their 
views of the legislation or regulation. 

QUICK TIPS

Build grass roots support by reaching out to:
• Local or state business associations
• Civic or charitable organizations
• Political functions

Lawmakers are MOST likely to engage with 
communications via:

• Letters
• Phone calls
• Emails
• Personal visits

Lawmakers are LEAST likely to engage with 
communications via:

• Mass email
• Postcards
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political functions. Initiating contact through such meetings can often evolve into discussions about club 
concerns and efforts should be taken to follow up with the legislator or their staff to remind them of the key 
points of the conversation.

Lawmakers prefer constituent contact such as letters, phone calls, emails and personal visits. It is common 
practice for incoming mail (physical or email) to be sorted into several categories. Often, contacts from 
business and community leaders in the district or state are placed in front of the legislator to ensure they 
are aware of the contact and issues affecting prominent leaders in their communities. Thoughtful and 
well-written letters from constituents receive appropriate attention but may not be raised directly to the 
policymaker’s attention. Mass email and postcards that are identical in verbiage are lowest on the priority 
list, though they are tracked to ensure the policymaker is aware of the number of constituents expressing 
support and opposition to the issue—these tend to be controversial, high-profile issues with significant 
public engagement.

The following are activities that can be used in communicating private club issues to legislators and 
regulators. Tips on the most effective use of these methods are found in the communications section in this 
manual (pp. 14-18).

• Spontaneous letters to government officials
• Phone calls to a state legislator or government official
• Office visits of constituent delegations to legislators or government agencies
• Office visits to legislators on an individual basis

Other activities to consider are:

• Inviting lawmakers/regulators to your club to learn about how various proposals affect the club
• Sponsoring a fundraiser for a candidate in your area
• Volunteering in the district office
• Working on campaigns

Through effective grass roots organizing clubs can:

• Educate policymakers to help them better understand issues of concern to the private club 
community before legislative matters arise

• Establish relationships with policymakers so they recognize clubs in their districts as constituents
• Help policymakers understand the impact of proposed legislation and regulation on the private club 

community
• Establish club leadership as a go-to source of information for the policymaker
• Inform club leadership about the legislative and political process and the issues affecting their club.
• Increase the influence of the private club community as a voting bloc

Organizing at the State Level
 
Legislative success at the state level requires organization and coordination with allied partners whether 
through a state chapter, a coalition or special issue-oriented group formed to address a specific, one-time 
problem or opportunity. Organizational commitment requires the skills and time of grass roots participants 
to be successful. 
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Defining Your Issue

At first glance, identifying relevant issues may seem a simple task. However, it is important to examine the 
issue carefully to determine how it may affect area clubs and factor this information into your lobbying plan.

If possible, present your issue in a positive way. By focusing on the positive outcome of addressing 
your issue helps to shift the focus toward change. Presenting issues in a positive manner can also lead to 
discussion about alternatives that might be suitable to all parties.

Participate in coalitions. To keep 
on top of legislative or regulatory 
activity at the state or local level, 
clubs can participate in myriad 
coalitions and join with other al-
lied groups that may share similar 
views on a topic. Joining forces 
with coalitions or issue-based 
groups provides greater strength, 
wider reach, cost efficiencies and 
broad talent in specific areas. 
Make alliances to further goals 
whenever the opportunity arises. 

Analyze and know the issues. To be effective, you must know your issue inside and out and be able to com-
municate the impact it will have on your club. Identify key advisors, including legal and financial counsel, if 
the issue is technical or complicated. Determine the exact nature of the information and its importance to 
the clubs in your area. 

Get involved in pre-session committee meetings. State legislatures often hold pre-session committee 
meetings or field hearings in order to inform the process of developing legislation prior to the session of 
the legislature beginning. You also do not need to wait until the legislature is in session at the state capitol 
before contacting legislators. You can call, write, email or meet with legislators before or after the legislature 
has met or adjourned for the year. This helps build the relationship with the lawmaker and sets the ground-
work for the year ahead. 

Develop an effective communications program. Keep other clubs informed through special bulletins or 
email lists about the group’s activities and the status of legislation. To be effective and provide support, clubs 
need to receive regular, informative and timely reminders about activities. Club officials that are not fully 
informed will rarely get involved. 

Follow up. In most instances, one call, email or letter will not make the difference on an issue, but cumula-
tive and sustained effort can have demonstrable results. For this reason, vigilant follow up is a key ingredient 
to success. 

Let legislators know when you are pleased with a decision and thank them for their support. You should 
also be comfortable expressing your disappointment with the position a legislator has taken on your issue–
but be sure to do so respectfully. 



Determine whether the issue has been addressed in previous years. If legislation has been considered in 
years past, it is important to identify what position your legislator had taken on it.

Contact other groups that have engaged on the issue. Consider any arguments they used that are both 
persuasive and applicable to private clubs. Determine whether any strategies employed by those groups 
were successful and can be replicated.

Identify opposition. Identify and evaluate the strengths and weaknesses of the opposition’s arguments. Be 
able to understand their position well enough to counter it in the most effective way.

Develop facts and statistics to support your issue. If necessary, survey other clubs in the area to obtain 
the information and data you need to support your position. Develop accurate statistics that clearly 
demonstrate the problem you are trying to solve, the extent of that problem and whether or not your 
proposal offers a solution.

Obtain anecdotal information from other clubs. Anecdotal information will illustrate the problem and add 
a personal dimension to your issue.

Lobbying State Legislatures

Personal contact through a meeting with a legislator in 
which you are able to inform and educate them on an issue 
affecting private clubs is the most effective way to lobby 
an issue. It is particularly effective to meet with legislators 
before an issue arises and you need to ask for help. Below 
are several helpful tips to ensure a meeting with your 
legislator is a successful one.

Schedule meetings in advance. Unless you have a close 
relationship with a legislator you should not drop-in 
unannounced. If possible, schedule a group meeting that 
includes other clubs. This also improves your chances 
of securing an appointment with the legislator directly 
instead of staff.

Arrive on time. Confirm all travel logistics before your visit. 
Of course, situations could arise when you will unavoidably be late. Be sure to have the contact information 
for the legislator’s office with you and let them know as immediately if you will be late and what time you 
expect to arrive.

Know your position before you arrive. Explain how a change in the law will affect your club. Be specific 
and provide examples. Do not inflate the potential impact of the legislation or provide statistics that are 
unsubstantiatable.

Legislative staff are good contacts. A staff person who is familiar with the issue will usually be present 
during your meeting with the legislator. Staff are good points of contact when you want to check on the 
status of legislation or need guidance on tactics that may be effective.
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QUICK TIP                    

Provide Collateral Material: Arrive with at 

least 2 briefing documents outlining the 

issue. Give one to the legislator and one to 

present staff. Keep the document pithy and 

easy to read.  



Provide collateral material. Arrive with at least two briefing documents outlining the issue. Give one to the 
legislator and the other to any staff present. Keep the document pithy and easy to read.

Consider legislative alternatives. Be prepared to consider legislative alternatives offered during the 
meeting. Make note of any commitments made during the meeting.

Remember acknowledgements are important and appreciated. Thank the legislator for his or her time at 
the start of the meeting and when you leave.

Follow up after the meeting. Following up with the legislator and staff after the meeting is an important 
part of making sure they understand your issue and/or can use you as a resource on matters of importance 
to the private club community. If any commitments were made during the meeting, be sure to state your 
understanding of the commitment and offer your assistance to work together to ensure a positive outcome.

Lobbying the Executive Branch

Typically, the governor’s office is only contacted when the state legislature or an agency will not help or 
is not supportive. Lobbying the executive branch is similar to lobbying state legislators except that those 
advising the executive on policy issues are generally not elected officials but are appointed by the executive. 
Other points to consider:

Understand the process. The governor’s office functions differently than the legislature and even regulatory 
agencies. It is important to know how it operates and who makes decisions, prepares briefing papers, and 
offers recommendations.

Build a relationship. If possible, extend offers of assistance to the governor’s office as a resource on issues 
affecting the private club community.

Relate your issue. Whenever possible, find a way to relate your issue or objective to the governor’s programs 
or philosophy. Try to find common ground on other issues as well. Take caution when presenting an issue 
that is inconsistent with his/her current policy.

Lobbying State or Local Agencies

Lobbying is not limited to the legislature and executive branch. It includes influencing the course of 
government policy and regulations. While the legislature passes laws, it typically leaves many of the details 
up to government agencies to engage in the regulatory process in order to operationalize the statute. 
Lobbying a government agency involves getting to know the key players in the process and staying up to 
date on what stage the regulation is in the process.

Stay current. Obtaining information from a government agency is not overly difficult. Anyone can access 
official records of public hearings and public notices published by the agency as well as schedules issued for 
the proposed rulemakings. Most agencies have searchable websites that provide background information, 
the proposed rule and comments received in what’s called “the docket.”

Know the players. Personal contact is important and usually the best way to communicate with regulators 
and gain insight into the process and an agency’s priorities. However, building relationships takes time and 
it may be more expeditious to identify someone who has contacts in the agency.
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Ensure a good relationship with the staff. Make the initial contact with the staff. They are usually 
responsible for drafting proposed regulations and reviewing written comments from the public. With a good 
relationship, staff can be helpful allies during the rulemaking process.

Meet with agency heads. Formal and informal meetings with agency heads are important. Meetings with 
senior officials are not always automatic and should be considered as part of your overall strategy. If seeking 
a commitment on an issue, remember that a negative response from the top official can be fatal.

Attend agency hearing and proceedings and submit public comments. Agencies often rely on the 
information provided by industry experts and other informed individuals or groups. Take advantage of 
opportunities to appear at an agency hearing or submit comments for the public record. It is important to 
understand that written comments are a matter of public record so be sure your comments are on point and 
substantiated.

Use caution with ex parte communications. Ex parte communications are oral or written communications 
made to influence a person involved in official government decision-making. These communications, when 
made outside the authorized process, are generally prohibited when applied to formal agency action. 
Agencies may require an ex parte memorandum that will be made part of the public record. The memo 
generally includes a list of those in attendance and the issues discussed. If in doubt, check with a lobbyist 
familiar with the rules in this area.

Lobbying Restrictions

Many states have various ethics laws concerning buying lunches, dinners or drinks as well as gift bans for 
legislators, government officials and regulators. Typically, the rules around government officials or regulators 
are more restrictive, but in this area an abundance of caution is warranted. If a dining opportunity presents 
itself, it is best to offer to “go Dutch.”

If you have retained a lobbyist, they will be able to advise you of any lobbying or gift restrictions. You may 
also call the legislature, usually the Speaker or Clerk’s office, for information about applicable rules and gift 
bans.
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Testifying

Testifying before the state legislature or regulatory agencies are excellent ways to get your message directly 
to policymakers engaged in the process. The most effective person available should deliver the testimony. 
Most witnesses will use a prepared text when testifying and submit a longer, written testimony for the record. 
Typically, there is also time allotted for policymakers to ask questions of the witnesses to provide clarification 
or further insight into the impact of proposed legislation or regulation.

Follow committee or agency guidelines. Follow guidelines concerning the amount of time witnesses are 
permitted to testify. Some committees or agencies may require testimony to be in a certain format (i.e., 
double-spaced, legal-sized paper) and will typically instruct witnesses to provide a specific number of copies.

Be informed before testifying. Prior to giving testimony, be fully briefed on the committee members that 
will be present, their constituencies and backgrounds, whether they might support or oppose your position, 
and the chairperson’s posture and reputation.
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Practice. Prepare your oral statement as far 
in advance as you can and practice. During 
your practice, time the delivery to ensure it fits 
within the time allotted to you. A colleague can 
also provide constructive comments on the 
presentation. Summarize what is in your written 
testimony and emphasize the salient points. Avoid 
off-the-cuff comments—and unless you know the 
material well—do not deviate from your prepared 
statement.

Call upon your experience. When providing 
testimony, it is important to remember that you are 
there for your expertise and experience. Legislators 
and regulators often don’t have real-world, 
hands-on experience and are viewing proposals 
in abstract. Call upon your personal experience 
to illustrate the impact of proposed laws or 
regulations on the private club community.

Take extra copies of the testimony. The committee 
usually provides a certain number of copies of 
testimony for the public. However, it is wise to 
bring additional copies in the event the testimony 
is highly sought after or the press in attendance 
would like a copy.

Arrive early. Arrive early, particularly if a large crowd is expected. Witnesses are typically provided reserved 
chairs directly behind the hearing table.

Anticipate questions you may be asked. Determine the types of questions the committee members or 
agency officials may ask you and be prepared to provide answers. One helpful way to prepare is to convene 
a group of colleagues to create a list of potential questions and think about how you will respond. Another 
helpful tactic is to ask committee members sympathetic to your position to ask questions that highlight 
your strong points. Under no circumstances should you answer a question to which you do not know 
the answer. It is better to indicate that you will follow up with the committee after having time to get the 
information needed to provide an accurate answer.

Plan logistics for visual aids in advance. If you plan to use visual aids, ensure that the necessary equipment 
is available and ready for the hearing.

Maintain a respectful, courteous and dignified demeanor while testifying. Address the committee 
members directly. Answer all questions clearly and concisely to the best of your ability. Do not try to 
argue with committee members or lecture to them. If you cannot answer a question, offer to obtain the 
information and provide it in writing later.

1.

2.

3.

4.

5.

6.

7.

8.

9.

QUICK TIPS
TESTIFYING

Follow committee or agency guidelines

Be informed before testifying

Practice

Call upon your experience

Take extra copies of the testimony

Arrive early

Anticipate questions you may be asked

Plan logistics for visual aids in advance 

Maintain a respectful, courteous and 
dignified demeanor while testifying
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Remember proper protocol. Ensure that you are familiar with committee procedure of examining 
witnesses. Always address the chair as “Mr. Chairman” or “Madam Chairwoman.”

Be appreciative. At the beginning and end of your testimony, thank the chair and committee members for 
the opportunity to be heard on a matter of importance to the private club community.

Post-hearing follow up. Once the hearing is completed, make a list of all unanswered questions that need to 
be responded to for the record. In addition, a transcript of your testimony will typically be provided to make 
grammatical changes—substantive changes should not be made to the transcript. 



State Legislative Process
 
In order to effectively communicate your views at the state level, you must understand how your state 
legislature works. Knowledge of its functions, the committee process and the names of elected officials 
and their staffs is essential. Outlined below is an organizational review of a typical state legislature, the 
committee structure and the process by which legislation is considered.

Organization of State Legislatures

Two-Chamber Structure. Most states have a bicameral 
legislature, which is similar to the United States Congress. 
Typically, this consists of a Senate and a House or Assembly. 
Only the state of Nebraska has a unicameral legislature 
made up of one legislative body.

Legislative procedures vary by state. Legislative procedure 
and organization vary from state-to-state—sometimes drastically. Some states have full-time legislators, 
large professional staffs, and meet throughout the year. Some meet every-other year, and others consider 
certain types of legislation one year and other types the second year.

Duration of legislative sessions. Some states have part-time legislators who also hold outside employment. 
Legislative sessions may last only a few months or may even be held in alternate years. Other legislatures 
meet the entire year. Some states also carry over proposed legislation to the following year.

The Legislative Process

Legislation typically moves much more quickly at the state level. The state legislative process generally 
moves more quickly than the federal process in Congress—particularly in those states with short sessions. 
Deals can be made in advance to have a bill pass in one chamber and “hop” over to the other chamber for a 
vote on the same day. This requires constant monitoring of the status of bills.

End of session bills. Some legislatures lump bills into an end-of-session package that receives little or no 
discussion prior to a vote.

Use of deadlines and other procedures. The effective use of time during a legislative session is a continuing 
preoccupation of state legislatures. A majority of state legislatures have experimented with committee and 
floor scheduling systems and the use of deadlines. Such systems provide a more even flow of work during a 
legislative session with the hope of avoiding an end-of-session logjam. The logjam is not eliminated entirely, 
but instead is spread over several deadline periods during a session.

How Legislation Originates

The principal function of state legislatures is to fund the state government and enact laws. The sources of 
ideas for legislation are varied and unlimited and can originate in diverse quarters.

Legislator sponsors a bill. Most often a bill is conceived by a member of either chamber of the legislature. 
This may emanate from the campaign during which the member promised to introduce legislation on a 
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particular subject to achieve some specified outcome. Or, 
after taking office, the member may become aware of the 
need to amend or repeal existing laws or to enact a statute 
in an entirely new field.

Constituents and coalitions present legislative proposals. 
A legislator’s constituents—either as individuals or as 
a group or coalition—may also present proposals for 
legislation. Many laws have originated this way because 
some of these groups have considerable knowledge 
regarding the laws affecting their interests. If favorably 
impressed by the idea, the legislator may introduce the 
proposal on behalf of the constituent or group.

Companion bills. The term “companion bill” is used to 
describe a bill introduced in one legislative chamber that is identical to a bill introduced later or at the same 
time in the other chamber. The practice of introducing companion legislation is common. Lawmakers from 
different chambers often coordinate their efforts.

The Role of Committees

Perhaps the most important phase of the legislative process is committee action. This is where the most 
intensive consideration is given to the proposed measure and where individuals or groups are given an 
opportunity to provide comments.

Introduction of bills. Bills are introduced by members in their respective chamber. They are assigned a 
number and referred to the office of the chair of the committee that has jurisdiction over the subject matter 
contained in the bill. Some bills are within the jurisdiction of several committees and are referred to all of the 
committees either concurrently or sequentially. This is called a joint referral.

Subcommittees. Most committees have one or more subcommittees that, in addition to having general 
jurisdiction over certain bills, also specialize in the consideration of certain issues. Subcommittees typically 
consider the bill first and then refer it to the full committee for consideration if it is favorably reported.

Committee staff. Each committee maintains a professional and clerical staff to assist with the process and 
provide legislative and subject matter expertise. Staff help with coordinating hearings, scheduling votes, 
preparing statements and questions for members for hearings and other matters.

Committee composition. Membership of committees is divided between the two major political parties. 
The respective party caucuses nominate members to be elected to each of the standing committees. 
Legislators usually seek election or appointment to the committee that has jurisdiction over a field in 
which they are the most qualified or interested. Members also consider the make-up of their districts when 
considering committee assignments. In some states, legislators may serve on more than one committee.

Committee consideration of bills. A committee may consider, reject or ignore a bill. When a committee 
decides to consider a bill, hearings are usually held before the committee votes on it. Witnesses from the 
executive branch, other concerned legislators, representatives from trade organizations, associations, issue 
experts, attorneys, academics or concerned citizens may provide testimony.

QUICK TIP                    

Presenting Proposals: A legislator’s 

constituents–either as individuals or 

as a group or coalition–may present 

proposals for legislation.  



Committee mark up of bills. After hearings are completed, the committee or subcommittee meet to 
consider a bill in a session that is called a “mark up.” The committee members typically consider amendments 
to the bill or draft an entirely new one during this stage of the process. Once amendments are considered, 
the committee then votes on whether to advance the legislation to the next step in the process.

Committee reports. Once the committee votes favorably to report a bill, a member (or staff) is designated 
to write the committee report that accompanies the bill to the floor. The report describes the purpose and 
scope of the bill. Generally, a section-by-section analysis is set forth in detail to explain what each section 
intends to accomplish.

Value of legislative histories. Committee reports are a valuable element in the legislative history of a law. 
They are used by courts and others as a source of information regarding the purpose or meaning of a specific 
law. In some states the legislative history is printed as an independent document.

Interim study committees. Many states utilize study committees during the interim period between 
legislative sessions. Hearings may be held during interim meetings, and they are generally open to the 
public. Interim reports and recommendations can be obtained by calling the state legislature and asking for 
reporting services or official documents.

Overview of the Legislative Process

The following is a general overview of the state legislative process 
broken down in stages. Keep in mind that even though the process is 
similar, each state may deviate from this model and the process may 
have nuances unique to their state.

Draft legislation. Legislation is drafted by a legislator, an executive 
agency or an interest group.

Bill sponsor. A legislator must sponsor the bill and introduce it in the 
legislature.

Introduction and first reading. A bill is filed with the Clerk of the House or Secretary of the Senate. The bill is 
assigned a number for House or Assembly (H.B. or A.B.) and for the Senate (S.B.). During the regular order of 
business, the clerk (or secretary) reads the bill by title only. This constitutes the first reading.

Reference and second reading. The bill is referred to a standing committee or committees in the event of a 
joint referral. The bill and its reference are listed for a second reading.

Committee consideration. Variation among states is the greatest in this step. Usually, a bill is considered by a 
full committee or subcommittee. Hearings are held and various individuals or industries may testify on how 
the legislation would affect them. The bill is then reported out of the committee with a recommendation.

Placing a bill on the calendar. When a bill is reported favorably out of committee, it must be scheduled for 
debate on the floor of the chamber.

QUICK TIP                    

Bill Sponsor: A legislator must 

sponsor the bill and introduce it 

in the legislature.
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Floor action and third reading. A bill reaches the Senate or House floor for consideration and enactment 
or rejection. Legislation may be considered before or after the third reading on the floor, usually with some 
time limitation on the debate.

Action in the other chamber. When a bill is considered by the second chamber, it undergoes the same 
process —first reading, committee referral, hearings, mark up and committee reports. The second chamber 
may pass the measure without change, amend it, pass a substitute, defeat it outright or not consider it at 
all. If a bill is buried or defeated, the process usually ends. If the bill is amended, it is sent back to the first 
chamber.

Reconciling differences and concurrence. If the chamber giving second consideration accepts the version 
adopted by the first chamber, it returns the bill with a message indicating agreement. If the second chamber 
has modified the bill in any way, it returns the bill to the first chamber requesting concurrence with the 
changes.

Bill enactment. If the chamber of origin concurs with the amendments adopted by the second chamber, the 
bill is enacted. If it does not concur, it notifies the second chamber, which may then do the following: recede 
from its amendments, allowing the bill to pass in its original form; adhere to its amendments, precluding 
compromise, allowing the bill to die; or insist on the amendments and ask for a conference committee to 
resolve differences between the chambers.

Approval. The governor signs the legislation and the act is filed with the Secretary of State.

Veto. The governor can veto the legislation either outright or by what is called a “pocket veto.” If vetoed 
outright, it is returned to the legislature with a message explaining the reason for the veto. A pocket veto 
occurs when the governor fails or refuses to act within a given time period.

Veto override. The chamber of origin acts first in any effort to override a veto. The bill is then sent to the 
second chamber for similar action. If both chambers vote to re-pass the bill—often a majority of two-thirds 
of each chamber is required to override a veto—the governor’s veto is overridden, and the bill becomes law 
despite the chief executive’s objection.

How to Obtain Legislative Information 

Document room. Most legislatures have a document room that 
provides copies of specific bills. Some document rooms will fax 
or email information. Enactment and slip laws typically can be 
obtained here.

Bill status and tracking services. Many state legislatures now 
provide tracking and legislative information via the internet, 
including copies of bills. Links to state legislatures is contained in 
the State Legislative Information section of this toolkit (pp. 25-26).

Legislative Summaries. Many states publish end-of-session 
summaries of all bills or major bills passed during the session. 
These can usually be obtained through the document room.
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QUICK TIP                    

Check the end-of-session summaries 

of all bills by contacting the state 

document room online or via 

telephone. To check on specific bills, 

you must have the bill number.



Communications
 
Writing to Legislators

Writing letters is one of the more effective means 
of communicating with elected officials. When a 
legislator receives multiple letters from constituents 
on an issue, they know that there are likely more 
who feel the same way about the issue and will take 
that into account when considering a position. The 
following are tips on writing to legislators.

Strike when the iron is hot. Communicate your 
interest while the bill is being considered in 
committee—if not earlier. Once a bill is before a 
committee, it can become much more difficult to 
defeat and more people will need to be contacted.

Use the proper format. Letters to legislators should 
be addressed to “The Honorable ____” or “Senator 
____.”

Write letters on your club stationery. This gives 
your message a more professional and united feel. 
It demonstrates that there are many individuals 
(voters) behind the message.

Identify the bill or legislative issue. Give the 
bill number and the popular title to which it is 
commonly referred.

Identify yourself. State your name and mention the 
state, legislative district, and the city or county in which you are a voter.

Be knowledgeable. Understand the issue if you feel strongly about a particular bill. The force of your 
feelings combined with the thorough knowledge of the issue will make your communication more 
effective.

Describe your concerns clearly. Legislators handle many issues simultaneously–make sure you 
differentiate your topic of concern so your message breaks through.

Communicate in your own words. Demonstrate how the legislation will affect your club, club 
employees, club members and your community.

Present the best argument. Try to convey your best argument early in the letter while attention of the 
reader is at its highest. End by asking for consideration of your position and an offer to speak directly 
to provide more information. A communication from a concerned constituent will always merit the 
attention of a legislator.
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Strike When the Iron is Hot

Use Proper Format

Write Letters on Your Club Stationary

Identify the Bill or Legislative Issue

Identify Yourself

Be Knowledgable

Describe Your Concerns Clearly

Present the Best Argument

Keep it Pithy

Use Email and Websites

Consider Signing a Multi-Party Letter

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

TIPS FOR WRITING TO 
LEGISLATORS



National Club Association State Legislative Response Manual 15

Keep it pithy. A letter has a higher chance of being read if the issue is stated concisely. A letter to a legislator 
should fit on one page. Quality, not quantity, will get a legislator’s attention.

Use email and websites. Almost every legislator has a portal for constituents to share their concerns. They 
also post their email address on their website. Make use of those tools and keep the communications short 
and to the point.

Consider signing a multi-party letter. Multi-party letters list a number of individuals or clubs that all 
support or oppose an issue. They can have an impact and raise the profile of the issue in the legislator’s 
mind.

Communicating by Telephone

Phone calls can be an effective means of grass roots communication. If the legislator is unable to speak with 
you, be sure to leave a message on voicemail or with the staff. Your views and opinions will be registered, 
and staff will tabulate the issue of the calls for the legislator. The number of calls for or against an issue can 
influence how a legislator views an issue.

Know what you will say. Prior to your call, prepare talking points outlining your views. Demonstrate how the 
legislation will affect your club, club employees, club members and your community.

Refer to the legislation by bill number. Legislators consider hundreds of bills each session and there may 
be multiple bills introduced on similar subjects. To avoid confusion, let them know specifically which bill you 
are calling about.

Follow up with a written letter. A written letter on club stationery should be prepared citing the day you 
called, the person with whom you spoke, and the issues/bill number discussed. It is okay to request a 
response to your letter.

Email Campaigns

As with letter writing, email campaigns can be very effective if 
coordinated with like-minded allies. If there is a coalition formed 
around an issue with multiple clubs participating, timing emails 
to arrive at the legislators’ office on the same day can bring 
needed attention to the issue. The key elements of an email 
campaign are similar to communicating via standard letter and 
the same guidelines should be employed. It should be noted 
that the emails should not contain substantially the same 
language. Each should be tailored to reflect the unique views 
and circumstances of each club, membership and community.

Legislative Alerts or Calls to Action

Legislative alerts or calls to action are generally issued by the 
groups or individual coordinating the lobbying. Calls to action 
typically direct grass roots lobbyists and interested individuals to 

QUICK TIP                    

Timing emails to arrive at the 

legislator’s office on the same 

day can bring needed attention 

to the issue.
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take immediate action on an issue and are usually timed around a hearing or vote when quick action may 
be imperative. Calls to action require a prompt response, and if you receive one, it is critical that you contact 
your lawmaker immediately. It is also helpful to enlist your board of directors and other interested club 
members to engage.

Position Papers, Issue Briefs and Talking Points

Developing a position paper to educate others on your 
issue is an important lobbying tool and should be among 
the first items to prepare when the issue or legislation 
breaks. It is an essential element to a successful grass 
roots campaign, because it helps all interested parties to 
get on the same page and convey the key points of your 
argument for or against a piece of legislation. Keep the 
position paper short—no more than two pages. Begin the 
paper with a short summary stating your position clearly 
and the action you want the reader to take. Highlight key 
points in bullet form to make it easily and quickly read.
 
Media

Selling your issue through the media is important. Before contacting the media, consider these points.

• Are you fully prepared to handle a media crisis or a simple media inquiry?
• Has a media spokesperson been designated?
• Are you prepared to diffuse a potentially negative situation?
• Are you prepared to handle multiple inquiries?
• Have you developed a clear statement defining your legislative position?
• Have you tried to view your position through the eyes of an uninterested reader/viewer?
• Are there points you plan to make that can be turned against you?

Selecting a Media Spokesperson

Choosing the right person to speak about your legislative or regulatory issue is important and can mean 
success or failure. The media spokesperson should be able to articulate your legislative position and respond 
effectively to negative queries.

Carefully select your spokesperson. The individual selected should be someone who can speak 
convincingly and knowledgeably. A backup representative should also be designated in the event the 
primary representative is unavailable.

The media spokesperson should receive all media inquiries. The media representative should be able 
to respond to the inquiries presented, speak consistently and disseminate only appropriate information 
concerning the issue.

QUICK TIP                    

Be sure to develop a position paper 
outling your position. Highlight key 

points of your arugment and keep it 
short (less than 2 pages).



Handling an Interview

A personal appearance, particularly in a question 
and answer format, is a unique situation. Whenever 
possible ask for a written outline or list of questions 
in advance. Consider the following points.

Have another club official present. This person can 
always verify what was said and may prevent you 
from being misquoted.

Record the interview. Many reporters bring digital 
recorders to conduct interviews so they can refer 
back to it and accurately quote the subject of the 
interview. Consider having your own recording 
device (could be your phone) to record the interview 
and verify what was said.

Stick to any agreements. If the interview turns into 
something totally different than what was agreed 
upon or authorized, or if it turns to subjects on 
which you said you would not comment, feel free to 
politely end the interview.

Avoid answering leading questions. Be wary of 
leading questions that force a particular response. Deflect these questions by responding with your key 
message—repeat it if you haven’t already.

Don’t let the reporter speak for you. Don’t let the reporter put words in your mouth or attempt to restate, 
out of context, something you have said. If this happens, repeat your original statement and make your 
position clear.

Get your message out. Know your position and make sure you work it into the interview. If you have an 
important and positive message to convey, make sure you convey it no matter what questions were asked.

State the most important facts first and reinforce them.

Limit your answers; keep them short and simple. Short, direct answers are much better than longer ones 
and are less likely to be misunderstood, misquoted or taken out of context.

If possible, avoid handling an inquiry with “no comment.” The reporter may infer that you are trying to hide 
something even if you’re not. If you can’t answer the inquiry because it involves information of a confidential 
nature, say so clearly.

Be nonconfrontational. Avoid getting into a debate with the reporter. If you feel like it’s sliding into that kind 
of situation, restate and reinforce your key points.
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Have Another Club President Present

Record the Interview

Stick to Any Agreements

Avoid Answering Leading Questions

Don’t Let the Reporter Speak for You

Get Your Message Out

State the Most Important Facts First and Then 
Reinforce them

Keep Answers Short and Simple
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Developing an Effective Message

Reduce the message to key points. Construct your message carefully and tie the points together to create a 
message that is convincing and on target.

Create a positive message. Avoid an aggressive or argumentative stance. A defensive posture can also 
weaken your argument.

Ensure your facts are unassailable. The credibility of your message depends on accurate facts and 
presentation.

Develop your elevator pitch. After you’ve developed your overall message, create an even shorter version. 
Think about getting on an elevator with a legislator and having one floor to tell them what they need to 
know—that’s about 15 to 20 seconds.

Assembling a Media Kit

The media kit should add credibility to your issue. A well-constructed media kit provides a message of 
consistency and professionalism that can add credibility to your issue.

Convey the message clearly. Have facts and arguments clearly laid out so it is easy to understand.

Organize the media kit carefully. The kit should include a press release, key points you want the public to 
know, position paper, fact sheets, and testimony (if any).
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Working with a Lobbyist
The Lobbyist’s Role

As with many professions, there is a broad spectrum of 
lobbyists that handle legislative and regulatory issues. 
These include former legislators, staff and public policy 
attorneys. Finding the right match and outlining the 
role you want them to play on your issue is important. 
First and foremost, the lobbyist should be an effective 
advocate for your issue and have some experience on 
your issue set. A lobbyist’s role can include the following.

Setting strategy. A lobbyist should be equipped to help 
organize, develop and implement your lobbying strategy. 
This includes defining the problem, identifying potential 
allies, outlining strategic objectives and setting a course 
of action.

Building coalitions. Include input from other groups 
that are interested in your issue. A lobbyist is trained in 
building coalitions that can effectively reinforce your lobbying efforts. Organizing and leading the coalition 
and its activities is a role for the lobbyist.

Determining timing. Timing is a key to success in legislative matters. Once the issues are defined and the 
position papers are prepared, the lobbyist can help assign specific legislators and political contacts for grass 
roots participants to visit. The lobbyist will also know when it is the best time to approach certain legislators.

Monitoring progress. A lobbyist can stay on top of the issue and monitor the legislative process. Knowing 
when hearings and mark ups will be held and other legislative action is essential for setting your strategy 
and coordinating a grass roots action plan.

Contract Considerations

When hiring a lobbyist, you should solidify your relationship in a contract or engagement letter that clearly 
spells out the scope of work, duration of the contract and fees.

Scope and duration. Outline the specific services the lobbyist will provide and the issues they will lobby 
or monitor. The duration of the contract, points of contact and scope of the contract should be clearly 
delineated.

Compensation, fees and expenses. Fee arrangements will vary depending on the extent of services 
contracted and the type of firm retained. The amount and payment schedule should be clearly stated. In 
some states, contingent-fee arrangements (payment only if successful) are prohibited. In some cases, a 
success bonus may also be involved. Expense reimbursements should also be clearly outlined.

LOBBYISTS CAN HELP WITH 

Setting a Strategy

Building Coalitions

Determining Timing

Monitoring Progress  
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Conflict of interest. Some states prohibit a lobbyist from 
representing clients with opposing interests without first 
obtaining the consent of each client. A clause concerning 
conflicts of interest may be warranted if this is a concern.

Independent contractor provisions. The contract should 
clearly specify that the lobbyist will be an independent 
contractor.

Termination of the agreement. A termination agreement 
should include provisions for termination and any notice 
that must be given. Typically, either party can terminate 
the contract with 30-days’ notice.
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NCA CAN HELP YOU FIND A LOBBYIST 

NCA Members benefit from our 

full-time lobbyist and our focus on 

Government Relations. NCA can 

help clubs rally support in your state 

through our access to a network of all 

types of clubs to help make your case. 

Contact us today to learn more.



HIRING A 
LOBBYIST
If you decide to hire a lobbyist to promote or 
lead your cause to defeat or pass legislation, 
there are a few points to consider.

BE ACCESSIBLE

There will be times when the lobbyist may need 
to negotiate compromises in a short period 
of time. Key players in your effort should be 
available at all times if questions or approvals for 
action are needed.

MANAGE THE RELATIONSHIP

Make sure the lobbyist knows your goals and set 
milestones. Discuss your goals thoroughly and be clear 
in setting expectations and timetables in writing.

OBTAIN A LOBBYIST WITH THE RIGHT 
KNOWLEDGE AND EXPERTISE

 If your issue is technical in nature, then you 
will need to hire a lobbyist who has specialized 
knowledge and expertise in that area. If the issue 
is controversial or political, contacts or public 
relations experience may be more important 
than specialized expertise. CHECK REFERENCES

Check a lobbyist’s reputation, credibility and track 
record. In addition, make sure the lobbyist has the 
time and resources to devote to your cause.

EVALUATING A FIRM
When evaluating a firm or individual for lobbying 
services, consider that a larger firm can offer 
varying capabilities and likely has former 
legislators and staff among their staff that have 
first-hand experience and valuable contacts in 
their respective fields. Fees tend to be higher for 
large firms due to the fact that they have larger 
staffs, more overhead and typically draw high-
profile talent. A small firm or solo practitioner, 
however, may offer specialized expertise in an 
issue area and have the ability to offer more 
individualized attention to a client.

INTERVIEW POTENTIAL LOBBYISTS

Interview potential lobbyists to determine what type 
of operation, background and philosophy they have. 
Always ask what other clients they have and whether 
there may be a conflict of interest. By looking at their 
background and conducting an interview, you should 
have a good window into whether you believe an 
engagement would be a good fit.

SOURCES FOR HIRING A LOBBYIST

 There are a number of sources to contact for hiring 
a contract lobbyist. These include nationwide 
government or public relations firms, law firms 
and individual lobbyists. Other  sources for 
recommendations on lobbyists are the associations to 
which you belong. Government relations professionals 
in associations often have many contacts and 
interaction with contract lobbyists and can give you 
valuable insight into their reputations within the state 
capitols.

National Club Association State Legislative Response Manual 21



Glossary of Legislative Terms
Absolute Majority. A vote that requires approval by a majority of all the members of a chamber instead of a 
majority of members present and voting.

Act. A bill passed in identical form by both chambers and signed into law by the president or governor or 
enacted over a veto.

Ad Hoc Select Committee. A temporary committee formed to address a special purpose or specific subject.

Adjourn. A formal motion ending a day’s session or meeting of a chamber or committee.

Adjournment Sine Die. The final adjournment of a legislative session.

Adoption. The term for approval of a conference report or amendment.

Amendment. Any modification made or proposed in a bill or resolution or a motion to change the text. 
Amendments may add, substitute or strike language.

Appropriation. The allocation of funds by the legislature for a specific government expenditure.

Authorization bill. A law which establishes or renews a program and outlines its funding. Following 
authorization, an appropriation approves withdrawal of funds from the state treasury. It is possible to have a 
higher authorization amount, but a lower appropriation.

Bicameral Legislature. A legislature composed of two chambers. Congress and most state legislatures are 
bicameral with both chambers having an equal role in enacting legislation.

Bill. A proposal to establish a new law, or to change or repeal an existing law. Appropriations measures are 
also called bills.

Budget. A document of proposed governmental expenditures for a given fiscal year and the proposed 
means by which it will be financed.

Calendar. Schedule of bills awaiting action by either chamber.

Caucus. A group of legislators that promote issues of a common interest. The term caucus is also used to 
describe members of a chamber in the same party. The term “conference” is also used to describe members 
of a chamber who are in the same party.

Chair. The presiding officer of a committee, subcommittee, task force or conference committee. At meetings, 
the chair preserves order, enforces the rules, recognizes members to speak or offer motions and conducts 
votes. The chair of a committee or subcommittee usually appoints the staff and sets the agenda.

Cloture. A parliamentary procedure used by some legislatures to close off debate after a certain amount of 
time.
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Companion Bill. A bill introduced in one legislative chamber that is identical to a bill introduced in the other 
chamber.

Consider. To take up or address a measure, motion or matter for the purpose of acting or voting on it.

Constituent. A resident of a legislator’s district.

Co-sponsor. A legislator that signs onto a bill or resolution introduced by the primary sponsor.

Draft. A copy of a preliminary bill that has not officially been introduced.

Earmark. Language typically in an appropriations bill that sets aside funds for a specific purpose stated in 
the language.

Executive Session. A meeting closed to the public, often because classified or other sensitive information is 
being discussed.

Ex-officio Membership. Membership on a committee or board by virtue of a particular office or position held.

Field Hearing. Committee or subcommittee meeting held off-site.

Filibuster. A strategic device by which a legislator can control the floor through extended debate on a 
measure for the purpose of either delaying or preventing passage. State legislatures have various rules on 
this device and may prohibit it entirely.

First Reading. The required reading to a chamber of a bill or resolution by title only after its introduction.

Floor. The area of the legislative chamber that is occupied by members and staff of that particular chamber. 
A legislator “has the floor” when they have been recognized by the presiding officer to address the chamber.

Gallery. Seating area for the press and public to watch action on the floor.

Germane. Relevant to pending legislation.

Hearings. Meetings by committees or subcommittees to hear testimony from witnesses in support or 
opposition to legislation. A hearing may also simply be informative on an issue rather than related to a 
specific piece of legislation.

Lame Duck. A current legislator who has either retired or lost a bid for re-election. It can also reference the 
time period after an election, but before the beginning of a new session.

Law. An act of a governing body that has been signed by the governor or passed over a veto that has been 
overridden by the legislature.

Legislature. The elected representative branch of state government established by the state constitution to 
make and revise laws, approve certain executive nominations and propose constitutional change.

Mark Up. The process in which a committee or subcommittee amends legislation for consideration.
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Petition. A formal plea from a citizen, group or organization that asks a governing body to take some 
legislative action or oppose an action.

Pocket Veto. The indirect veto of a bill that results when the governor withholds approval until after the 
legislature has adjourned.

Quorum. The minimum number of members of a chamber or committee who must be present in order for 
the body to consider business.

Recess. A temporary break or period when no legislative session is held.

Resolution. A formal expression of opinion or decision (not to be confused with a proposed law) which may 
be offered for approval.

Report. The printed record of a committee’s actions and views on a particular bill or issue.

Rider. An unrelated item that is attached to a bill so the item may “ride” to approval.

Speaker. In state legislatures, as in the U.S. House of Representatives, a member of a general assembly or 
house who is elected by the members of the house to serve as the chief presiding and organizing officer 
during session.

Sponsor. A legislator who introduces a bill or resolution.

Statutes. The laws created by acts of the legislature.

Super Majority. A term sometimes used for a vote on a matter that requires approval by more than a simple 
majority of those present and voting.

Table. To defer action on legislation or a motion.

Unicameral. A legislature composed of one chamber. For example, Nebraska has a unicameral legislature.

Veto. An official action of the chief executive (governor or president) to nullify legislation.

Voice Vote. A method of voting in which individual votes are not recorded, but instead the members 
respond yea or nay collectively as a body.

Whip. A legislator who assists the party floor leading in maintaining party discipline and ensuring 
attendance at legislative sessions and committee meetings.
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Alabama
Governor’s Office
Alabama Government
Alabama Legislature

Alaska
Governor’s Office
Alaska Government
Alaska Legislature

Arizona
Governor’s Office
Arizona Government
Arizona Legislature

Arkansas
Governor’s Office
Arkansas Government
Arkansas Legislature

California
Governor’s Office
California Government
California Legislature

Colorado
Governor’s Office
Colorado Government
Colorado Legislature

Connecticut
Governor’s Office
Connecticut Government
Connecticut Legislature

Delaware
Governor’s Office
Delaware Government
Delaware Legislature

Florida
Governor’s Office
Florida Government
Florida Legislature

Georgia
Governor’s Office
Georgia Government
Georgia Legislature

Hawaii
Governor’s Office
Hawaii Government
Hawaii Legislature

Idaho
Governor’s Office
Idaho Government
Idaho Legislature

Illinois
Governor’s Office
Illinois Government
Illinois Legislature

Indiana
Governor’s Office
Indiana Government
Indiana Legislature

Iowa
Governor’s Office
Iowa Government
Iowa Legislature

Kansas
Governor’s Office
Kansas Government
Kansas Legislature

Kentucky
Governor’s Office
Kentucky Government
Kentucky Legislature

Louisiana
Governor’s Office
Louisiana Government
Louisiana Legislature

Maine
Governor’s Office
Maine Government
Maine Legislature

Maryland
Governor’s Office
Maryland Government
Maryland Legislature

Massachusetts
Governor’s Office
Massachusetts Government
Massachusetts Legislature

Michigan
Governor’s Office
Michigan Government
Michigan Legislature

Minnesota
Governor’s Office
Minnesota Government
Minnesota Legislature

Mississippi
Governor’s Office
Mississippi Government
Mississippi Legislature

Missouri
Governor’s Office
Missouri Government
Missouri Legislature

Montana
Governor’s Office
Montana Government
Montana Legislature

Nebraska
Governor’s Office
Nebraska Government
Nebraska Legislature
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Links to State Legislative Information

https://governor.alabama.gov/
https://www.alabama.gov/
http://www.legislature.state.al.us/aliswww/default.aspx
https://gov.alaska.gov/
https://alaska.gov/
https://alaska.gov/akdir1.html#sl
https://azgovernor.gov/
https://az.gov/government
https://www.azleg.gov/
https://governor.arkansas.gov/
https://portal.arkansas.gov/
http://www.arkleg.state.ar.us/assembly/2019/2019R/Pages/Home.aspx
https://www.gov.ca.gov/
https://www.ca.gov/
http://www.legislature.ca.gov/
https://www.colorado.gov/governor/
https://colorado.gov/
https://leg.colorado.gov/
https://portal.ct.gov/governor/
https://portal.ct.gov/
https://www.cga.ct.gov/
https://governor.delaware.gov/
https://delaware.gov/
http://legis.delaware.gov/
https://www.flgov.com/
http://www.myflorida.com/
http://www.leg.state.fl.us/Welcome/index.cfm?CFID=86109506&CFTOKEN=c3347b744e83dfa6-EE244BB3-5056-B837-1A86B27AFF8557EE
https://gov.georgia.gov/
https://georgia.gov/
http://www.legis.ga.gov/en-US/default.aspx
https://governor.hawaii.gov/
https://portal.ehawaii.gov/
https://www.capitol.hawaii.gov/
https://gov.idaho.gov/
http://www.idaho.gov/
https://legislature.idaho.gov/
https://www2.illinois.gov/sites/gov/Pages/default.aspx
https://www2.illinois.gov/government
http://www.ilga.gov/
https://www.in.gov/gov/
https://www.in.gov/core/
http://iga.in.gov/
https://governor.iowa.gov/
https://www.iowa.gov/
https://www.legis.iowa.gov/
https://governor.kansas.gov/
https://portal.kansas.gov/
http://www.kslegislature.org/li/
https://governor.ky.gov/
https://kentucky.gov/Pages/home.aspx
https://legislature.ky.gov/Pages/index.aspx
https://gov.louisiana.gov/
https://www.louisiana.gov/
http://www.legis.la.gov/legis/home.aspx
https://www.maine.gov/governor/mills/home
https://www.maine.gov/portal/index.html
http://legislature.maine.gov/
https://governor.maryland.gov/
https://www.maryland.gov/Pages/default.aspx
https://msa.maryland.gov/msa/mdmanual/07leg/html/ga.html
https://www.mass.gov/orgs/office-of-the-governor
https://www.mass.gov/
https://malegislature.gov/
https://www.michigan.gov/whitmer
https://www.michigan.gov/
http://www.legislature.mi.gov/(S(b2q0xfebe1ghloejj1s1z2wl))/mileg.aspx?page=home
https://mn.gov/governor/
https://mn.gov/portal/
https://www.leg.state.mn.us/
https://www.mississippi.gov/State/Government_Branches
https://www.mississippi.gov/
https://www.mississippi.gov/State/Government_Branches
https://governor.mo.gov/
https://www.mo.gov/
https://www.mo.gov/government/legislative-branch/
https://governor.mt.gov/
https://www.mt.gov/government/
https://www.leg.mt.gov/
https://governor.nebraska.gov/
https://www.nebraska.gov/
https://www.nebraskalegislature.gov/
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Nevada
Governor’s Office
Nevada Government
Nevada Legislature

New Hampshire
Governor’s Office
New Hampshire Government
New Hampshire Legislature

New Jersey
Governor’s Office
New Jersey Government
New Jersey Legislature

New Mexico
Governor’s Office
New Mexico Government
New Mexico Legislature

New York
Governor’s Office
New York Government
New York Legislature

North Carolina
Governor’s Office
North Carolina Government
North Carolina Legislature

North Dakota
Governor’s Office
North Dakota Government
North Dakota Legislature

Ohio
Governor’s Office
Ohio Government
Ohio Legislature

Oklahoma
Governor’s Office
Oklahoma Government
Oklahoma Legislature

Oregon
Governor’s Office
Oregon Government
Oregon Legislature

Pennsylvania
Governor’s Office
Pennsylvania Government
Pennsylvania Legislature

Rhode Island
Governor’s Office
Rhode Island Government
Rhode Island Legislature

South Carolina
Governor’s Office
South Carolina Government
South Carolina Legislature

South Dakota
Governor’s Office
South Dakota Government
South Dakota Legislature

Tennessee
Governor’s Office
Tennessee Government
Tennessee Legislature

Texas
Governor’s Office
Texas Government
Texas Legislature

Utah
Governor’s Office
Utah Government
Utah Legislature

Vermont
Governor’s Office
Vermont Government
Vermont Legislature

Virginia
Governor’s Office
Virginia Government
Virginia Legislature

Washington
Governor’s Office
Washington Government
Washington Legislature

West Virginia
Governor’s Office
West Virginia Government
West Virginia Legislature

Wisconsin
Governor’s Office
Wisconsin Government
Wisconsin Legislature

Wyoming
Governor’s Office
Wyoming Government
Wyoming Legislature

http://gov.nv.gov/
http://nv.gov/government/
https://www.leg.state.nv.us/
https://www.governor.nh.gov/
https://www.nh.gov/index.htm
https://nmlegis.gov/
https://www.state.nj.us/governor/
https://www.state.nj.us/
https://www.njleg.state.nj.us/members/legsearch.asp
https://www.governor.state.nm.us/
http://www.newmexico.gov/
https://nmlegis.gov/
https://www.governor.ny.gov/
https://www.ny.gov/
https://www.nyassembly.gov/
https://governor.nc.gov
https://www.nc.gov/
https://ncleg.gov/
https://www.governor.nd.gov/
https://www.nd.gov/
https://www.legis.nd.gov/
https://governor.ohio.gov/wps/portal/gov/governor/
https://ohio.gov/wps/portal/gov/site/home
https://www.legislature.ohio.gov/
https://www.governor.ok.gov/
https://www.ok.gov/
http://oklegislature.gov/
https://www.oregon.gov/gov/pages/index.aspx
https://www.oregon.gov/Pages/index.aspx
https://www.oregonlegislature.gov/
https://www.governor.pa.gov/
https://www.pa.gov/
https://www.legis.state.pa.us/
http://www.governor.ri.gov/
https://www.ri.gov/
http://www.rilin.state.ri.us/Pages/Default.aspx
https://governor.sc.gov/
https://sc.gov/
https://www.scstatehouse.gov/
https://sd.gov/governor/
https://sd.gov/
https://sdlegislature.gov/
https://www.tn.gov/governor.html
https://www.tn.gov/
http://www.legislature.state.tn.us/
https://gov.texas.gov/
https://texas.gov/
https://capitol.texas.gov/
https://www.utah.gov/government/governor.html
https://www.utah.gov/index.html
https://le.utah.gov/
https://governor.vermont.gov/
https://www.vermont.gov/
https://legislature.vermont.gov/
https://www.governor.virginia.gov/
https://www.virginia.gov/government/
https://virginiageneralassembly.gov/
https://www.governor.wa.gov/
https://access.wa.gov/
http://leg.wa.gov/
https://governor.wv.gov/Pages/default.aspx
https://www.wv.gov/Pages/default.aspx
http://wvlegislature.gov/
https://evers.wi.gov/Pages/Home.aspx
https://www.wisconsin.gov/Pages/home.aspx
https://legis.wisconsin.gov/
https://governor.wyo.gov/
http://www.wyo.gov/
https://www.wyoleg.gov/

	Acknowledgments 
	Introduction 3
	The State Legislative Response Manual  ?
	How NCA Can Assist in State Lobbying Efforts  ?
	 
	Participating in the State Legislative or Regulatory Process 5
	Grass Roots Organizing and Activities
	Grass Roots Contact 
	Organizing at the State Level 
	Defining Your Issue 
	Lobbying State Legislatures 
	Lobbying the Executive Branch 
	Lobbying State or Local Agencies 
	Testifying 
	Lobbying Restrictions 
	 
	State Legislative Process 13
	Organization of State Legislatures 
	The Legislative Process 
	How Legislation Originates 
	The Role of Committees 
	Overview of the Legislative Process 
	How to Obtain Legislative Information 
	 
	Communications 18
	Writing to Legislators 
	Communicating Via Telephone 
	Email Campaigns 
	Legislative Alerts or Calls to Action 
	Position Papers, Issue Briefs and Talking Points 
	Media 
	Selecting a Media Spokesperson 
	Handling an Interview 
	Developing an Effective Message 
	Assembling a Media Kit 
	 
	Working with a Lobbyist 23
	The Lobbyist’s Role 
	Hiring a Lobbyist 
	Contract Considerations 
	 
	Glossary of Legislative Terms 26
	State Legislative Information Sources 29
	State legislators and policymakers are responsive to grass roots action and clubs in every state can influence the policymaking process. The political strength of the club community begins when it combines its policy analysis and empirical data with grass
	When lawmakers consider a policy issue, what often matters is whether there is a mobilized, identifiable group of constituents that care about the issue and are likely to act on their views of the legislation or regulation. Appropriately, a high priority 
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	GRASS ROOTS EFFORTS
	One of the most effective ways of influencing policymaking at any level of government is grassroots activity.
	According to lawmakers, constituent or grass roots mobilization is one of the most effective ways to accomplish your policy goals. 
	When lawmakers consider a policy issue, what often matters is whether there is a mobilized, identifiable group of constituents that care about the issues and are likely to act on their views of the legislation or regulation. 
	QUICK TIPS
	Build grass roots support by reaching out to:
	Local or state business associations
	Civic or charitable organizations
	Political functions
	Lawmakers are MOST likely to engage with communications via:
	Letters
	Phone calls
	Emails
	Personal visits
	Lawmakers are LEAST likely to engage with communications via:
	Mass email
	Postcards
	1
	Lawmakers prefer constituent contact such as letters, phone calls, emails and personal visits. It is common practice for incoming mail (physical or email) to be sorted into several categories. Often, contacts from business and community leaders in the dis
	The following are activities that can be used in communicating private club issues to legislators and regulators. Tips on the most effective use of these methods are found in the communications section in this manual (pages xx-xx).
	Spontaneous letters to government officials
	Phone calls to a state legislator or government official
	Office visits of constituent delegations to legislators or government agencies
	Office visits to legislators on an individual basis
	Other activities to consider are:
	Inviting lawmakers/regulators to your club to learn about how various proposals affect the club
	Sponsoring a fundraiser for a candidate in your area
	Volunteering in the district office
	Working on campaigns
	Through effective grass roots organizing clubs can:
	Educate policymakers to help them better understand issues of concern to the private club community before legislative matters arise
	Establish relationships with policymakers so they recognize clubs in their districts as constituents
	Help policymakers understand the impact of proposed legislation and regulation on the private club community
	Establish club leadership as a go-to source of information for the policymaker
	Inform club leadership about the legislative and political process and the issues affecting their club.
	Increase the influence of the private club community as a voting bloc
	Organizing at the State Level
	 
	Legislative success at the state level requires organization and coordination with allied partners whether through a state chapter, a coalition or special issue-oriented group formed to address a specific, one-time problem or opportunity. Organizational c
	 
	Participate in coalitions. To keep on top of legislative or regulatory activity at the state or local level, clubs can participate in myriad coalitions and join with other allied groups that may share similar views on a topic. Joining forces with coalitio
	National Club Association
	State Legislative Response Manual
	2
	Defining Your Issue
	At first glance, identifying relevant issues may seem a simple task. However, it is important to examine the issue carefully to determine how it may affect area clubs and factor this information into your lobbying plan.
	If possible, present your issue in a positive way. By focusing on the positive outcome of addressing your issue helps to shift the focus toward change. 
	Determine whether the issue has been addressed in previous years. If legislation has been considered in years past, it is important to identify what position your legislator had taken on it.
	Analyze and know the issues. To be effective, you must know your issue inside and out and be able to communicate the impact it will have on your club. Identify key advisors, including legal and financial counsel, if the issue is technical or complicated. 
	Get involved in pre-session committee meetings. State legislatures often hold pre-session committee meetings or field hearings in order to inform the process of developing legislation prior to the session of the legislature beginning. You also do not need
	Develop an effective communications program. Keep other clubs informed through special bulletins or email lists about the group’s activities and the status of legislation. To be effective and provide support, clubs need to receive regular, informative and
	Follow up. In most instances, one call, email or letter will not make the difference on an issue, but cumulative and sustained effort can have demonstrable results. For this reason, vigilant follow up is a key ingredient to success. 
	Let legislators know when you are pleased with a decision and thank them for their support. You should also be comfortable expressing your disappointment with the position a legislator has taken on your issue–but be sure to do so respectfully. 
	National Club Association
	State Legislative Response Manual
	3
	Contact other groups that have engaged on the issue. Consider any arguments they used that are both persuasive and applicable to private clubs. Determine whether any strategies employed by those groups were successful and can be replicated.
	Identify opposition. Identify and evaluate the strengths and weaknesses of the opposition’s arguments. Be able to understand their position well enough to counter it in the most effective way.
	Develop facts and statistics to support your issue. If necessary, survey other clubs in the area to obtain the information and data you need to support your position. Develop accurate statistics that clearly demonstrate the problem you are trying to solve
	Obtain anecdotal information from other clubs. Anecdotal information will illustrate the problem and add a personal dimension to your issue.
	Lobbying State Legislatures
	Personal contact through a meeting with a legislator in which you are able to inform and educate them on an issue affecting private clubs is the most effective way to lobby an issue. It is particularly effective to meet with legislators before an issue ar
	Schedule meetings in advance. Unless you have a close relationship with a legislator you should not drop-in unannounced. If possible, schedule a group meeting that includes other clubs. This also improves your chances of securing an appointment with the l
	Arrive on time. Confirm all travel logistics before your visit. Of course, situations could arise when you will unavoidably be late. Be sure to have the contact information for the legislator’s office with you and let them know as immediately if you will 
	Know your position before you arrive. Explain how a change in the law will affect your club. Be specific and provide examples. Do not inflate the potential impact of the legislation or provide statistics that are unsubstantiatable.
	Legislative staff are good contacts. A staff person who is familiar with the issue will usually be present during your meeting with the legislator. Staff are good points of contact when you want to check on the status of legislation or need guidance on ta
	Provide collateral material. Arrive with at least two briefing documents outlining the issue. Give one to the legislator and the other to any staff present. Keep the document pithy and easy to read.
	National Club Association
	QUICK TIP                    
	Provide Collateral Material: Arrive with at least 2 briefing documents outlining the issue. Give one to the legislator and one to present staff. Keep the document pithy and easy to read.  
	State Legislative Response Manual
	4
	Consider legislative alternatives. Be prepared to consider legislative alternatives offered during the meeting. Make note of any commitments made during the meeting.
	Remember acknowledgements are important and appreciated. Thank the legislator for his or her time at the start of the meeting and when you leave.
	Follow up after the meeting. Following up with the legislator and staff after the meeting is an important part of making sure they understand your issue and/or can use you as a resource on matters of importance to the private club community. If any commit
	Lobbying the Executive Branch
	Typically, the governor’s office is only contacted when the state legislature or an agency will not help or is not supportive. Lobbying the executive branch is similar to lobbying state legislators except that those advising the executive on policy issues
	Understand the process. The governor’s office functions differently than the legislature and even regulatory agencies. It is important to know how it operates and who makes decisions, prepares briefing papers, and offers recommendations.
	Build a relationship. If possible, extend offers of assistance to the governor’s office as a resource on issues affecting the private club community.
	Relate your issue. Whenever possible, find a way to relate your issue or objective to the governor’s programs or philosophy. Try to find common ground on other issues as well. Take caution when presenting an issue that is inconsistent with his/her current
	Lobbying State or Local Agencies
	Lobbying is not limited to the legislature and executive branch. It includes influencing the course of government policy and regulations. While the legislature passes laws, it typically leaves many of the details up to government agencies to engage in the
	Stay current. Obtaining information from a government agency is not overly difficult. Anyone can access official records of public hearings and public notices published by the agency as well as schedules issued for the proposed rulemakings. Most agencies 
	Know the players. Personal contact is important and usually the best way to communicate with regulators and gain insight into the process and an agency’s priorities. However, building relationships takes time and it may be more expeditious to identify som
	Ensure a good relationship with the staff. Make the initial contact with the staff. They are usually responsible for drafting proposed regulations and reviewing written comments from the public. With a good relationship, staff can be helpful allies during
	National Club Association
	State Legislative Response Manual
	5
	Meet with agency heads. Formal and informal meetings with agency heads are important. Meetings with senior officials are not always automatic and should be considered as part of your overall strategy. If seeking a commitment on an issue, remember that a n
	Attend agency hearing and proceedings and submit public comments. Agencies often rely on the information provided by industry experts and other informed individuals or groups. Take advantage of opportunities to appear at an agency hearing or submit commen
	Use caution with ex parte communications. Ex parte communications are oral or written communications made to influence a person involved in official government decision-making. These communications, when made outside the authorized process, are generally 
	Lobbying Restrictions
	Many states have various ethics laws concerning buying lunches, dinners or drinks as well as gift bans for legislators, government officials and regulators. Typically, the rules around government officials or regulators are more restrictive, but in this a
	Testifying
	Testifying before the state legislature or regulatory agencies are excellent ways to get your message directly to policymakers engaged in the process. The most effective person available should deliver the testimony. Most witnesses will use a prepared tex
	Follow committee or agency guidelines. Follow guidelines concerning the amount of time witnesses are permitted to testify. Some committees or agencies may require testimony to be in a certain format (i.e., double-spaced, legal-sized paper) and will typica
	National Club Association
	1.
	2.
	3.
	4.
	5.
	6.
	7.
	8.
	9.
	Follow committee or agency guidelines
	Be informed before testifying
	Practice
	Call upon your experience
	Take extra copies of the testimony
	Arrive early
	Anticipate questions you may be asked
	Plan logistics for visual aids in advance 
	Maintain a respectful, courteous and dignified demeanor while testifying
	State Legislative Response Manual
	QUICK TIPS
	TESTIFYING
	6
	Be informed before testifying. Prior to giving testimony, be fully briefed on the committee members that will be present, their constituencies and backgrounds, whether they might support or oppose your position, and the chairperson’s posture and reputatio
	Practice. Prepare your oral statement as far in advance as you can and practice. During your practice, time the delivery to ensure it fits within the time allotted to you. A colleague can also provide constructive comments on the presentation. Summarize w
	Call upon your experience. When providing testimony, it is important to remember that you are there for your expertise and experience. Legislators and regulators often don’t have real-world, hands-on experience and are viewing proposals in abstract. Call 
	Take extra copies of the testimony. The committee usually provides a certain number of copies of testimony for the public. However, it is wise to bring additional copies in the event the testimony is highly sought after or the press in attendance would li
	Arrive early. Arrive early, particularly if a large crowd is expected. Witnesses are typically provided reserved chairs directly behind the hearing table.
	Anticipate questions you may be asked. Determine the types of questions the committee members or agency officials may ask you and be prepared to provide answers. One helpful way to prepare is to convene a group of colleagues to create a list of potential 
	Plan logistics for visual aids in advance. If you plan to use visual aids, ensure that the necessary equipment is available and ready for the hearing.
	Maintain a respectful, courteous and dignified demeanor while testifying. Address the committee members directly. Answer all questions clearly and concisely to the best of your ability. Do not try to argue with committee members or lecture to them. If you
	Remember proper protocol. Ensure that you are familiar with committee procedure of examining witnesses. Always address the chair as “Mr. Chairman” or “Madam Chairwoman.”
	Be appreciative. At the beginning and end of your testimony, thank the chair and committee members for the opportunity to be heard on a matter of importance to the private club community.
	Post-hearing follow up. Once the hearing is completed, make a list of all unanswered questions that need to be responded to for the record. In addition, a transcript of your testimony will typically be provided to make grammatical changes—substantive chan
	National Club Association
	State Legislative Response Manual
	7
	If you have retained a lobbyist, they will be able to advise you of any lobbying or gift restrictions. You may also call the legislature, usually the Speaker or Clerk’s office, for information about applicable rules and gift bans.
	National Club Association
	State Legislative Response Manual
	8
	State Legislative Process
	 
	In order to effectively communicate your views at the state level, you must understand how your state legislature works. Knowledge of its functions, the committee process and the names of elected officials and their staffs is essential. Outlined below is 
	Organization of State Legislatures
	Two-Chamber Structure. Most states have a bicameral legislature, which is similar to the United States Congress. Typically, this consists of a Senate and a House or Assembly. Only the state of Nebraska has a unicameral legislature made up of one legislati
	Legislative procedures vary by state. Legislative procedure and organization vary from state-to-state—sometimes drastically. Some states have full-time legislators, large professional staffs, and meet throughout the year. Some meet every-other year, and o
	Duration of legislative sessions. Some states have part-time legislators who also hold outside employment. Legislative sessions may last only a few months or may even be held in alternate years. Other legislatures meet the entire year. Some states also ca
	The Legislative Process
	Legislation typically moves much more quickly at the state level. The state legislative process generally moves more quickly than the federal process in Congress—particularly in those states with short sessions. Deals can be made in advance to have a bill
	End of session bills. Some legislatures lump bills into an end-of-session package that receives little or no discussion prior to a vote.
	Use of deadlines and other procedures. The effective use of time during a legislative session is a continuing preoccupation of state legislatures. A majority of state legislatures have experimented with committee and floor scheduling systems and the use o
	How Legislation Originates
	The principal function of state legislatures is to fund the state government and enact laws. The sources of ideas for legislation are varied and unlimited and can originate in diverse quarters.
	National Club Association
	The state of Nebraska is the only state that has a unicameral legislature.
	State Legislative Response Manual
	9
	Legislator sponsors a bill. Most often a bill is conceived by a member of either chamber of the legislature. This may emanate from the campaign during which the member promised to introduce legislation on a particular subject to achieve some specified out
	Constituents and coalitions present legislative proposals. A legislator’s constituents—either as individuals or as a group or coalition—may also present proposals for legislation. Many laws have originated this way because some of these organizations or g
	Companion bills. The term “companion bill” is used to describe a bill introduced in one legislative chamber that is identical to a bill introduced later or at the same time in the other chamber. The practice of introducing companion legislation is common.
	The Role of Committees
	Perhaps the most important phase of the legislative process is committee action. This is where the most intensive consideration is given to the proposed measure and where individuals or groups are given an opportunity to provide comments.
	Introduction of bills. Bills are introduced by members in their respective chamber. They are assigned a number and referred to the office of the chair of the committee that has jurisdiction over the subject matter contained in the bill. Some bills are wit
	Subcommittees. Most committees have one or more subcommittees that, in addition to having general jurisdiction over certain bills, also specialize in the consideration of certain issues. Subcommittees typically consider the bill first and then refer it to
	Committee staff. Each committee maintains a professional and clerical staff to assist with the process and provide legislative and subject matter expertise. Staff help with coordinating hearings, scheduling votes, preparing statements and questions for me
	Committee composition. Membership of committees is divided between the two major political parties. The respective party caucuses nominate members to be elected to each of the standing committees. Legislators usually seek election or appointment to the co
	National Club Association
	QUICK TIP                    
	Provide Collateral Material: Arrive with at least 2 briefing documents outlining the issue. Give one to the legislator and one to present staff. Keep the document pithy and easy to read.  
	State Legislative Response Manual
	10
	Committee consideration of bills. A committee may consider, reject or ignore a bill. When a committee decides to consider a bill, hearings are usually held before the committee votes on it. Witnesses from the executive branch, other concerned legislators,
	Committee mark up of bills. After hearings are completed, the committee or subcommittee meet to consider a bill in a session that is called a “mark up.” The committee members typically consider amendments to the bill or draft an entirely new one during th
	Committee reports. Once the committee votes favorably to report a bill, a member (or staff) is designated to write the committee report that accompanies the bill to the floor. The report describes the purpose and scope of the bill. Generally, a section-by
	Value of legislative histories. Committee reports are a valuable element in the legislative history of a law. They are used by courts and others as a source of information regarding the purpose or meaning of a specific law. In some states the legislative 
	Interim study committees. Many states utilize study committees during the interim period between legislative sessions. Hearings may be held during interim meetings, and they are generally open to the public. Interim reports and recommendations can be obta
	Overview of the Legislative Process
	The following is a general overview of the state legislative process broken down in stages. Keep in mind that even though the process is similar, each state may deviate from this model and the process may have nuances unique to their state.
	Draft legislation. Legislation is drafted by a legislator, an executive agency or an interest group.
	Bill sponsor. A legislator must sponsor the bill and introduce it in the legislature.
	Introduction and first reading. A bill is filed with the Clerk of the House or Secretary of the Senate. The bill is assigned a number for House or Assembly (H.B. or A.B.) and for the Senate (S.B.). During the regular order of business, the clerk (or secre
	Reference and second reading. The bill is referred to a standing committee or committees in the event of a joint referral. The bill and its reference are listed for a second reading.
	Committee consideration. Variation among states is the greatest in this step. Usually, a bill is considered by a full committee or subcommittee. Hearings are held and various individuals or industries may testify on how the legislation would affect them. 
	QUICK TIP                    
	Bill Sponsor: A legislator must sponsor the bill and introduce it in the legislature.
	Placing a bill on the calendar. When a bill is reported favorably out of committee, it must be scheduled for debate on the floor of the chamber.
	Floor action and third reading. A bill reaches the Senate or House floor for consideration and enactment or rejection. Legislation may be considered before or after the third reading on the floor, usually with some time limitation on the debate.
	Action in the other chamber. When a bill is considered by the second chamber, it undergoes the same process —first reading, committee referral, hearings, mark up and committee reports. The second chamber may pass the measure without change, amend it, pass
	Reconciling differences and concurrence. If the chamber giving second consideration accepts the version adopted by the first chamber, it returns the bill with a message indicating agreement. If the second chamber has modified the bill in any way, it retur
	Bill enactment. If the chamber of origin concurs with the amendments adopted by the second chamber, the bill is enacted. If it does not concur, it notifies the second chamber, which may then do the following: recede from its amendments, allowing the bill 
	Approval. The governor signs the legislation and the act is filed with the Secretary of State.
	Veto. The governor can veto the legislation either outright or by what is called a “pocket veto.” If vetoed outright, it is returned to the legislature with a message explaining the reason for the veto. A pocket veto occurs when the governor fails or refu
	Veto override. The chamber of origin acts first in any effort to override a veto. The bill is then sent to the second chamber for similar action. If both chambers vote to re-pass the bill—often a majority of two-thirds of each chamber is required to overr
	How to Obtain Legislative Information 
	Document room. Most legislatures have a document room that provides copies of specific bills. Some document rooms will fax or email information. Enactment and slip laws typically can be obtained here.
	Bill status information service. The current status of a bill can be obtained by telephoning bill status information. You must have the bill number to obtain the information.
	Reporting and tracking services. Many state legislatures now provide tracking and legislative information via the internet. Copies of bills may also be obtained online. Links to state legislatures is contained in the State Legislative Information section 
	Legislative Summaries. Many states publish end-of-session summaries of all bills or major bills passed during the session. These can usually be obtained through the document room.
	National Club Association
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	11
	 
	Communications
	 
	Writing to Legislators
	Writing letters is one of the more effective means of communicating with elected officials. When a legislator receives multiple letters from constituents on an issue, they know that there are likely more who feel the same way about the issue and will take
	Strike when the iron is hot. Communicate your interest while the bill is being considered in committee—if not earlier. Once a bill is before a committee, it can become much more difficult to defeat and more people will need to be contacted.
	Use the proper format. Letters to legislators should be addressed to “The Honorable ____” or “Senator ____.”
	Write letters on your club stationery. This gives your message a more professional and unified feel.
	Identify the bill or legislative issue. Give the bill number and the popular title to which it is commonly referred.
	Identify yourself. State your name and mention the state, legislative district, and the city or county in which you are a voter.
	National Club Association
	State Legislative Response Manual
	QUICK TIP                    
	Check the status of your bill by calling bill status information. You must  have the bill number to obtain the information. 
	12
	Be knowledgeable. Understand the issue if you feel strongly about a particular bill. The force of your feelings combined with the thorough knowledge of the issue will make your communication more effective.
	Describe your concerns clearly. Legislators handle many issues simultaneously–make sure you differentiate your topic of concern so your message breaks through.
	Communicate in your own words. Demonstrate how the legislation will affect your club, club employees, club members and your community.
	Present the best argument. Try to convey your best argument early in the letter while attention of the reader is at its highest. End by asking for consideration of your position and an offer to speak directly to provide more information. A communication f
	Keep it pithy. A letter has a higher chance of being read if the issue is stated concisely. A letter to a legislator should fit on one page. Quality, not quantity, will get a legislator’s attention.
	Use email and websites. Almost every legislator has a portal for constituents to share their concerns. They also post their email address on their website. Make use of those tools and keep the communications short and to the point.
	Consider signing a multi-party letter. Multi-party letters list a number of individuals or clubs that all support or oppose an issue. They can have an impact and raise the profile of the issue in the legislator’s mind.
	Communicating by Telephone
	Phone calls can be an effective means of grass roots communication. If the legislator is unable to speak with you, be sure to leave a message on voicemail or with the staff. Your views and opinions will be registered, and staff will tabulate the issue of 
	Know what you will say. Prior to your call, prepare talking points outlining your views. Demonstrate how the legislation will affect your club, club employees, club members and your community.
	Refer to the legislation by bill number. Legislators consider hundreds of bills each session and there may be multiple bills introduced on similar subjects. To avoid confusion, let them know specifically which bill you are calling about.
	National Club Association
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	Use Proper Format
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	Present the Best Argument
	Keep it Pithy
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	TIPS FOR WRITING TO 
	LEGISLATORS
	13
	Follow up with a written letter. A written letter on club stationery should be prepared citing the day you called, the person with whom you spoke, and the issues/bill number discussed. It is okay to request a response to your letter.
	Email Campaigns
	As with letter writing, email campaigns can be very effective if coordinated with like-minded allies. If there is a coalition formed around an issue with multiple clubs participating, timing emails to arrive at the legislators’ office on the same day can 
	Legislative Alerts or Calls to Action
	Legislative alerts or calls to action are generally issued by the groups or individual coordinating the lobbying. Calls to action typically direct grass roots lobbyists and interested individuals to take immediate action on an issue and are usually timed 
	Position Papers, Issue Briefs and Talking Points
	Developing a position paper to educate others on your issue is an important lobbying tool and should be among the first items to prepare when the issue or legislation breaks. It is an essential element to a successful grass roots campaign, because it help
	 
	Media
	Selling your issue through the media is important. Before contacting the media, consider these points.
	Are you fully prepared to handle a media crisis or a simple media inquiry?
	Has a media spokesperson been designated?
	Are you prepared to diffuse a potentially negative situation?
	Are you prepared to handle multiple inquiries?
	Have you developed a clear statement defining your legislative position?
	National Club Association
	QUICK TIP                    
	Timing emails to arrive at the legislator’s office on the same day can bring needed attention to the issue.
	State Legislative Response Manual
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	Have you tried to view your position through the eyes of an uninterested reader/viewer?
	Are there points you plan to make that can be turned against you?
	Selecting a Media Spokesperson
	Choosing the right person to speak about your legislative or regulatory issue is important and can mean success or failure. The media spokesperson should be able to articulate your legislative position and respond effectively to negative queries.
	Carefully select your spokesperson. The individual selected should be someone who can speak convincingly and knowledgeably. A backup representative should also be designated in the event the primary representative is unavailable.
	The media spokesperson should receive all media inquiries. The media representative should be able to respond to the inquiries presented, speak consistently and disseminate only appropriate information concerning the issue.
	Handling an Interview
	A personal appearance, particularly in a question and answer format, is a unique situation. Whenever possible ask for a written outline or list of questions in advance. Consider the following points.
	Have another club official present. This person can always verify what was said and may prevent you from being misquoted.
	Record the interview. Many reporters bring digital recorders to conduct interviews so they can refer back to it and accurately quote the subject of the interview. Consider having your own recording device (could be your phone) to record the interview and 
	Stick to any agreements. If the interview turns into something totally different than what was agreed upon or authorized, or if it turns to subjects on which you said you would not comment, feel free to politely end the interview.
	Avoid answering leading questions. Be wary of leading questions that force a particular response. Deflect these questions by responding with your key message—repeat it if you haven’t already.
	Don’t let the reporter speak for you. Don’t let the reporter put words in your mouth or attempt to restate, out of context, something you have said. If this happens, repeat your original statement and make your position clear.
	Get your message out. Know your position and make sure you work it into the interview. If you have an important and positive message to convey, make sure you convey it no matter what questions were asked.
	National Club Association
	QUICK TIP                    
	Be sure to develop a position paper outling your position. Highlight key points of your arugment and keep it short (less than 2 pages).
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	State the most important facts first and reinforce them.
	Limit your answers; keep them short and simple. Short, direct answers are much better than longer ones and are less likely to be misunderstood, misquoted or taken out of context.
	If possible, avoid handling an inquiry with “no comment.” The reporter may infer that you are trying to hide something even if you’re not. If you can’t answer the inquiry because it involves information of a confidential nature, say so clearly.
	Be nonconfrontational. Avoid getting into a debate with the reporter. If you feel like it’s sliding into that kind of situation, restate and reinforce your key points.
	Developing an Effective Message
	Reduce the message to key points. Construct your message carefully and tie the points together to create a message that is convincing and on target.
	Create a positive message. Avoid an aggressive or argumentative stance. A defensive posture can also weaken your argument.
	Ensure your facts are unassailable. The credibility of your message depends on accurate facts and presentation.
	Develop your elevator pitch. After you’ve developed your overall message, create an even shorter version. Think about getting on an elevator with a legislator and having one floor to tell them what they need to know—that’s about 15 to 20 seconds.
	Assembling a Media Kit
	The media kit should add credibility to your issue. A well-constructed media kit provides a message of consistency and professionalism that can add credibility to your issue.
	Convey the message clearly. Have facts and arguments clearly laid out so it is easy to understand.
	Organize the media kit carefully. The kit should include a press release, key points you want the public to know, position paper, fact sheets, and testimony (if any).
	Working with a Lobbyist
	The Lobbyist’s Role
	National Club Association
	1.
	2.
	3.
	4.
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	6.
	7.
	8.
	Have Another Club President Present
	Record the Interview
	Stick to Any Agreements
	Avoid Answering Leading Questions
	Don’t Let the Reporter Speak for You
	Get Your Message Out
	State the Most Important Facts First and Then Reinforce them
	Keep Answers Short and Simple
	TIPS FOR HANDLING AN INTERVIEW
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	As with many professions, there is a broad spectrum of lobbyists that handle legislative and regulatory issues. These include former legislators, staff and public policy attorneys. Finding the right match and outlining the role you want them to play on yo
	Setting strategy. A lobbyist should be equipped to help organize, develop and implement your lobbying strategy. This includes defining the problem, identifying potential allies, outlining strategic objectives and setting a course of action.
	Building coalitions. Include input from other groups that are interested in your issue. A lobbyist is trained in building coalitions that can effectively reinforce your lobbying efforts. Organizing and leading the coalition and its activities is a role fo
	Determining timing. Timing is a key to success in legislative matters. Once the issues are defined and the position papers are prepared, the lobbyist can help assign specific legislators and political contacts for grass roots participants to visit. The lo
	Monitoring progress. A lobbyist can stay on top of the issue and monitor the legislative process. Knowing when hearings and mark ups will be held and other legislative action is essential for setting your strategy and coordinating a grass roots action pla
	Contract Considerations
	When hiring a lobbyist, you should solidify your relationship in a contract or engagement letter that clearly spells out the scope of work, duration of the contract and fees.
	Scope and duration. Outline the specific services the lobbyist will provide and the issues they will lobby or monitor. The duration of the contract, points of contact and scope of the contract should be clearly delineated.
	Compensation, fees and expenses. Fee arrangements will vary depending on the extent of services contracted and the type of firm retained. The amount and payment schedule should be clearly stated. In some states, contingent-fee arrangements (payment only i
	National Club Association
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	Conflict of interest. Some states prohibit a lobbyist from representing clients with opposing interests without first obtaining the consent of each client. A clause concerning conflicts of interest may be warranted if this is a concern.
	Independent contractor provisions. The contract should clearly specify that the lobbyist will be an independent contractor.
	Termination of the agreement. A termination agreement should include provisions for termination and any notice that must be given. Typically, either party can terminate the contract with 30-days’ notice.
	 
	Glossary of Legislative Terms
	Absolute Majority. A vote that requires approval by a majority of all the members of a chamber instead of a majority of members present and voting.
	Act. A bill passed in identical form by both chambers and signed into law by the president or governor or enacted over a veto.
	National Club Association
	LOBBYISTS CAN HELP WITH 
	Setting a Strategy
	Building Coalitions
	Determining Timing
	Monitoring Progress  
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	Ad Hoc Select Committee. A temporary committee formed to address a special purpose or specific subject.
	Adjourn. A formal motion ending a day’s session or meeting of a chamber or committee.
	Adjournment Sine Die. The final adjournment of a legislative session.
	Adoption. The term for approval of a conference report or amendment.
	Amendment. Any modification made or proposed in a bill or resolution or a motion to change the text. Amendments may add, substitute or strike language.
	Appropriation. The allocation of funds by the legislature for a specific government expenditure.
	Authorization bill. A law which establishes or renews a program and outlines its funding. Following authorization, an appropriation approves withdrawal of funds from the state treasury. It is possible to have a higher authorization amount, but a lower app
	Bicameral Legislature. A legislature composed of two chambers. Congress and most state legislatures are bicameral with both chambers having an equal role in enacting legislation.
	Bill. A proposal to establish a new law, or to change or repeal an existing law. Appropriations measures are also called bills.
	Budget. A document of proposed governmental expenditures for a given fiscal year and the proposed means by which it will be financed.
	Calendar. Schedule of bills awaiting action by either chamber.
	Caucus. A group of legislators that promote issues of a common interest. The term caucus is also used to describe members of a chamber in the same party. The term “conference” is also used to describe members of a chamber who are in the same party.
	Chair. The presiding officer of a committee, subcommittee, task force or conference committee. At meetings, the chair preserves order, enforces the rules, recognizes members to speak or offer motions and conducts votes. The chair of a committee or subcomm
	Cloture. A parliamentary procedure used by some legislatures to close off debate after a certain amount of time.
	Companion Bill. A bill introduced in one legislative chamber that is identical to a bill introduced in the other chamber.
	National Club Association
	NCA CAN HELP YOU FIND A LOBBYIST 
	NCA Members benefit from our full-time lobbyist and our focus on Government Relations. NCA can help clubs rally support on Capitol Hill.  Contact us today to learn more.
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	HIRING A 
	LOBBYIST
	If you decide to hire a lobbyist to promote or lead your cause to defeat or pass legislation, there are a few points to consider.
	EVALUATING A FIRM
	When evaluating a firm or individual for lobbying services, consider that a larger firm can offer varying capabilities and likely has former legislators and staff among their staff that have first-hand experience and valuable contacts in their respective 
	OBTAIN A LOBBYIST WITH THE RIGHT KNOWLEDGE AND EXPERTISE
	 If your issue is technical in nature, then you will need to hire a lobbyist who has specialized knowledge and expertise in that area. If the issue is controversial or political, contacts or public relations experience may be more important than specializ
	BE ACCESSIBLE
	There will be times when the lobbyist may need to negotiate compromises in a short period of time. Key players in your effort should be available at all times if questions or approvals for action are needed.
	National Club Association
	SOURCES FOR HIRING A LOBBYIST
	 There are a number of sources to contact for hiring a contract lobbyist. These include nationwide government or public relations firms, law firms and individual lobbyists. Other  sources for recommendations on lobbyists are the associations to which you 
	INTERVIEW POTENTIAL LOBBYISTS
	Interview potential lobbyists to determine what type of operation, background and philosophy they have. Always ask what other clients they have and whether there may be a conflict of interest. By looking at their background and conducting an interview, yo
	CHECK REFERENCES
	Check a lobbyist’s reputation, credibility and track record. In addition, make sure the lobbyist has the time and resources to devote to your cause.
	MANAGE THE RELATIONSHIP
	Make sure the lobbyist knows your goals and set milestones. Discuss your goals thoroughly and be clear in setting expectations and timetables in writing.
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	Consider. To take up or address a measure, motion or matter for the purpose of acting or voting on it.
	Constituent. A resident of a legislator’s district.
	Co-sponsor. A legislator that signs onto a bill or resolution introduced by the primary sponsor.
	Draft. A copy of a preliminary bill that has not officially been introduced.
	Earmark. Language typically in an appropriations bill that sets aside funds for a specific purpose stated in the language.
	Executive Session. A meeting closed to the public, often because classified or other sensitive information is being discussed.
	Ex-officio Membership. Membership on a committee or board by virtue of a particular office or position held.
	Field Hearing. Committee or subcommittee meeting held off-site.
	Filibuster. A strategic device by which a legislator can control the floor through extended debate on a measure for the purpose of either delaying or preventing passage. State legislatures have various rules on this device and may prohibit it entirely.
	First Reading. The required reading to a chamber of a bill or resolution by title only after its introduction.
	Floor. The area of the legislative chamber that is occupied by members and staff of that particular chamber. A legislator “has the floor” when they have been recognized by the presiding officer to address the chamber.
	Gallery. Seating area for the press and public to watch action on the floor.
	Germane. Relevant to pending legislation.
	Hearings. Meetings by committees or subcommittees to hear testimony from witnesses in support or opposition to legislation. A hearing may also simply be informative on an issue rather than related to a specific piece of legislation.
	Lame Duck. A current legislator who has either retired or lost a bid for re-election. It can also reference the time period after an election, but before the beginning of a new session.
	Law. An act of a governing body that has been signed by the governor or passed over a veto that has been overridden by the legislature.
	Legislature. The elected representative branch of state government established by the state constitution to make and revise laws, approve certain executive nominations and propose constitutional change.
	Mark Up. The process in which a committee or subcommittee amends legislation for consideration.
	Petition. A formal plea from a citizen, group or organization that asks a governing body to take some legislative action or oppose an action.
	National Club Association
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	Pocket Veto. The indirect veto of a bill that results when the governor withholds approval until after the legislature has adjourned.
	Quorum. The minimum number of members of a chamber or committee who must be present in order for the body to consider business.
	Recess. A temporary break or period when no legislative session is held.
	Resolution. A formal expression of opinion or decision (not to be confused with a proposed law) which may be offered for approval.
	Report. The printed record of a committee’s actions and views on a particular bill or issue.
	Rider. An unrelated item that is attached to a bill so the item may “ride” to approval.
	Speaker. In state legislatures, as in the U.S. House of Representatives, a member of a general assembly or house who is elected by the members of the house to serve as the chief presiding and organizing officer during session.
	Sponsor. A legislator who introduces a bill or resolution.
	Statutes. The laws created by acts of the legislature.
	Super Majority. A term sometimes used for a vote on a matter that requires approval by more than a simple majority of those present and voting.
	Table. To defer action on legislation or a motion.
	Unicameral. A legislature composed of one chamber. For example, Nebraska has a unicameral legislature.
	Veto. An official action of the chief executive (governor or president) to nullify legislation.
	Voice Vote. A method of voting in which individual votes are not recorded, but instead the members respond yea or nay collectively as a body.
	Whip. A legislator who assists the party floor leading in maintaining party discipline and ensuring attendance at legislative sessions and committee meetings.
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	If you decide to hire a lobbyist to promote or lead your cause to defeat or pass legislation, there are a few points to consider.
	Sources for hiring a lobbyist. There are a number of sources to contact for hiring a contract lobbyist. These include nationwide government or public relations firms, law firms and individual lobbyists. Other important sources for recommendations on lobby
	Evaluating a firm. When evaluating a firm or individual for lobbying services, consider that a larger firm can offer varying capabilities and likely has former legislators and staff among their staff that have first-hand experience and valuable contacts i
	Interview potential lobbyists. Interview potential lobbyists to determine what type of operation, background and philosophy they have. Always ask what other clients they have and whether there may be a conflict of interest. By looking at their background 
	Check references. Check a lobbyist’s reputation, credibility and track record. In addition, make sure the lobbyist has the time and resources to devote to your cause.
	Obtain a lobbyist with the right knowledge and expertise. If your issue is technical in nature, then you will need to hire a lobbyist who has specialized knowledge and expertise in that area. If the issue is controversial or political, contacts or public 
	Manage the relationship. Make sure the lobbyist knows your goals and set milestones. Discuss your goals thoroughly and be clear in setting expectations and timetables in writing.
	Be accessible. There will be times when the lobbyist may need to negotiate compromises in a short period of time. Key players in your effort should be available at all times if questions or approvals for action are needed.
	BE ACCESSIBLE
	There will be times when the lobbyist may need to negotiate compromises in a short period of time. Key players in your effort should be available at all times if questions or approvals for action are needed.
	MANAGE THE RELATIONSHIP
	Make sure the lobbyist knows your goals and set milestones. Discuss your goals thoroughly and be clear in setting expectations and timetables in writing.
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	If you decide to hire a lobbyist to promote or lead your cause to defeat or pass legislation, there are a few points to consider.
	EVALUATING A FIRM
	When evaluating a firm or individual for lobbying services, consider that a larger firm can offer varying capabilities and likely has former legislators and staff among their staff that have first-hand experience and valuable contacts in their respective 
	OBTAIN A LOBBYIST WITH THE RIGHT KNOWLEDGE AND EXPERTISE
	 If your issue is technical in nature, then you will need to hire a lobbyist who has specialized knowledge and expertise in that area. If the issue is controversial or political, contacts or public relations experience may be more important than specializ
	BE ACCESSIBLE
	There will be times when the lobbyist may need to negotiate compromises in a short period of time. Key players in your effort should be available at all times if questions or approvals for action are needed.
	SOURCES FOR HIRING A LOBBYIST
	 There are a number of sources to contact for hiring a contract lobbyist. These include nationwide government or public relations firms, law firms and individual lobbyists. Other important sources for recommendations on lobbyists are the associations to w
	INTERVIEW POTENTIAL LOBBYISTS
	Interview potential lobbyists to determine what type of operation, background and philosophy they have. Always ask what other clients they have and whether there may be a conflict of interest. By looking at their background and conducting an interview, yo
	CHECK REFERENCES
	Check a lobbyist’s reputation, credibility and track record. In addition, make sure the lobbyist has the time and resources to devote to your cause.
	MANAGE THE RELATIONSHIP
	Make sure the lobbyist knows your goals and set milestones. Discuss your goals thoroughly and be clear in setting expectations and timetables in writing.
	Testifying
	Testifying before the state legislature or regulatory agencies are excellent ways to get your message directly to policymakers engaged in the process. The most effective person available should deliver the testimony. Most witnesses will use a prepared tex
	Follow committee or agency guidelines. Follow guidelines concerning the amount of time witnesses are permitted to testify. Some committees or agencies may require testimony to be in a certain format (i.e., double-spaced, legal-sized paper) and will typica
	Be informed before testifying. Prior to giving testimony, be fully briefed on the committee members that will be present, their constituencies and backgrounds, whether they might support or oppose your position, and the chairperson’s posture and reputatio
	Practice. Prepare your oral statement as far in advance as you can and practice. During your practice, time the delivery to ensure it fits within the time allotted to you. A colleague can also provide constructive comments on the presentation. Summarize w
	Call upon your experience. When providing testimony, it is important to remember that you are there for your expertise and experience. Legislators and regulators often don’t have real-world, hands-on experience and are viewing proposals in abstract. Call 
	Take extra copies of the testimony. The committee usually provides a certain number of copies of testimony for the public. However, it is wise to bring additional copies in the event the testimony is highly sought after or the press in attendance would li
	Arrive early. Arrive early, particularly if a large crowd is expected. Witnesses are typically provided reserved chairs directly behind the hearing table.
	Anticipate questions you may be asked. Determine the types of questions the committee members or agency officials may ask you and be prepared to provide answers. One helpful way to prepare is to convene a group of colleagues to create a list of potential 
	Plan logistics for visual aids in advance. If you plan to use visual aids, ensure that the necessary equipment is available and ready for the hearing.
	Maintain a respectful, courteous and dignified demeanor while testifying. Address the committee members directly. Answer all questions clearly and concisely to the best of your ability. Do not try to argue with committee members or lecture to them. If you
	Remember proper protocol. Ensure that you are familiar with committee procedure of examining witnesses. Always address the chair as “Mr. Chairman” or “Madam Chairwoman.”
	Be appreciative. At the beginning and end of your testimony, thank the chair and committee members for the opportunity to be heard on a matter of importance to the private club community.
	Post-hearing follow up. Once the hearing is completed, make a list of all unanswered questions that need to be responded to for the record. In addition, a transcript of your testimony will typically be provided to make grammatical changes—substantive chan
	TESTIFYING
	Some committees or agencies may require testimony to be in a certain format (i.e., double-spaced, legal-sized paper) and will typically instruct witnesses to provide a specific number of copies.
	Prior to giving testimony, be fully briefed on the committee members that will be present, their constituencies and backgrounds, whether they might support or oppose your position, and the chairperson’s posture and reputation.
	Avoid off-the-cuff comments—and unless you know the material well—do not deviate from your prepared statement.
	Take extra copies of the testimony. The committee usually provides a certain number of copies of testimony for the public. However, it is wise to bring additional copies in the event the testimony is highly sought after or the press in attendance would li
	Arrive early. Arrive early, particularly if a large crowd is expected. Witnesses are typically provided reserved chairs directly behind the hearing table.
	Anticipate questions you may be asked. Determine the types of questions the committee members or agency officials may ask you and be prepared to provide answers. One helpful way to prepare is to convene a group of colleagues to create a list of potential 
	Plan logistics for visual aids in advance. If you plan to use visual aids, ensure that the necessary equipment is available and ready for the hearing.
	Maintain a respectful, courteous and dignified demeanor while testifying. Address the committee members directly. Answer all questions clearly and concisely to the best of your ability. Do not try to argue with committee members or lecture to them. If you
	Call upon your experience. When providing testimony, it is important to remember that you are there for your expertise and experience. Legislators and regulators often don’t have real-world, hands-on experience and are viewing proposals in abstract. Call 
	Remember proper protocol. Ensure that you are familiar with committee procedure of examining witnesses. Always address the chair as “Mr. Chairman” or “Madam Chairwoman.”
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