2013 RESULTS/RESULTS Educational Fund

International Conference Preparation Checklist

Empowering People to End Poverty

July 20-23, 2013
	 FORMCHECKBOX 

	Visit the conference webpage. Register NOW! Encourage RESULTS & non-RESULTS activists to attend. 
	Now

	 FORMCHECKBOX 

	Check out the conference agenda, updated regularly on the conference page.
	

	 FORMCHECKBOX 

	Reserve your hotel room. Look for roommates in advance. 
	

	 FORMCHECKBOX 

	Make travel arrangements. 
	ASAP

	 FORMCHECKBOX 

 FORMCHECKBOX 

         FORMCHECKBOX 

      FORMCHECKBOX 


	Request face-to-face meetings with senators and representatives in DC for July 23 (and 24, if you are staying on in DC). 
· For Senate meetings, remember to coordinate with other groups in your state. 
· Use this advice from our Activist Milestones to guide you in making meeting requests. The guide has sample meeting request letters and other great tips. Remain persistent until you get an answer on your meeting request. Ask help from district offices if you are not getting the clear answer you need.

· Report your meeting appointments online so we can help support you. Questions? Contact Lisa Marchal (317-529-5182). 
· Once you have a meeting, thank the scheduler, and let him/her know you will be reconfirming your meeting the week before. 
	Now–July 15. Earlier is better.

	 FORMCHECKBOX 

	Invite your reps. and senators to attend the closing reception on Tuesday July 23 with our customizable invitation.
	Sooner is better.

	 FORMCHECKBOX 

	Schedule a strategy phone meeting between your group and a legislative staff before going to Washington. This will better prepare you for your meetings and give you time to practice. Contact Crickett Nicovich to schedule a meeting.
	Now

	 FORMCHECKBOX 

	Research your members of Congress through the RESULTS website. 
	Now-July 13

	 FORMCHECKBOX 

      
	Prepare media, hand-written letters, and stories for meetings on the Hill.
· Have you gotten a piece of media published on one of your issues? If not, try now and make a copy to bring to the conference!
· Make prints of your/your group’s editorials, op-eds, articles, and letters to the editor that have appeared in your local media in the last year.

· Organize your media packet with editorials on top, followed by op-eds, articles, and letters to the editor.

· Generate hand-written letters from constituents about our issues to hand carry to your meetings. 

· Interview people in your community who are affected by our issues and take their stories/testimonies to your member meetings.

· Let your local papers know that you are going to DC to speak with your members of Congress and inspire them to write an article about your trip.
	Now–July 13

	 FORMCHECKBOX 

	Set a date and plan a post-conference outreach meeting for August to share your stories, photos, and excitement with new people. Could this meeting also become a meeting in a district office with a member of Congress while they’re home on recess? 
	Now–July 15

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Prepare for your meetings:

· Prepare and practice a 3-sentence laser talk on what RESULTS is all about.
· Identify stories and videos that illustrate our requests. 
· Use our Activist Milestone on meeting with a member of Congress - and use our Lobby Planning Sheet and Report Form, included on the milestone page - to prepare your agenda.
	Now–July 15

	 FORMCHECKBOX 

        
	Review the IC web page, which is being continually updated on the website, and coordinate your workshop attendance with partners you might know who are attending.
	Now until the conference

	 FORMCHECKBOX 

	Get ready to come! 

· Pack comfortable shoes, fancy duds for the reception, camera, and earplugs (in case your roommates snore). 

· Do a final run through of the karaoke song you might want to perform on Karaoke Night.
	Now

	 FORMCHECKBOX 

	Reconfirm your lobby meetings while you are in Washington, DC.
	July 22
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