
Preparing 
for a Meeting
As you prepare for meetings on Capitol Hill, a little preparation goes a long way. 
Congressional offices are busy, meetings are often brief, and making a strong, clear 
impression is critical. The following tips are designed to help you communicate 
effectively, build relationships, and maximize your impact.

N A C W A  C O N G R E S S I O N A L  T O O L B O X

Start with a Clear Plan
Before walking into any meeting, identify your three to 
four key messages and be ready to deliver each in 
under a minute.

Be Clear, Concise, and Credible
•	 Hill meetings typically last 15–20 minutes, so clarity 

and brevity are essential.

•	 Lead with who you are, what you do, and why it 
matters to their district or state.

•	 Use simple, non-technical language—staff are often 
generalists.

•	 Focus on clarity over volume of data and avoid 
jargon or overly complex explanations.

Connect to Their Priorities
•	 The most effective meetings are tailored to the office.

•	 Do your homework on the Member’s committees, 
interests, and district priorities.

•	 Tie your message directly to what matters to them—
jobs, affordability, infrastructure, public health.

•	 Emphasize local impacts whenever possible.

•	 Making the issue relevant to their role increases the 
likelihood of engagement and follow-up.

Manage Questions with Confidence
You won’t always have perfect answers—and that’s okay.

•	 Don’t repeat negative framing; respond positively.

•	 Use bridging techniques to steer back to your key 
messages:

◊	 “What’s important to keep in mind is…”

◊	  “What this really comes down to is…”

Practice Makes the Difference
Preparation is the single biggest factor in a successful 
meeting.

•	 Practice your key messages out loud.

•	 Rehearse with others and refine based on feedback.

•	 Be ready to pivot while still reinforcing your core 
points.

Post-Meeting Follow Up is Essential
•	 What happens after your meeting is just as important 

as the meeting itself. Thoughtful follow-up reinforces 
your message, builds credibility, and helps turn 
conversations into action.

•	 Send a timely thank-you: Within 24–48 hours, email 
the staffer (and scheduler if appropriate) to thank 
them for their time and briefly restate your key points 
and ask.

•	 Provide any promised materials: If you committed 
to sending additional information, data, or 
examples—do it promptly. This demonstrates 
reliability and professionalism.

•	 Reinforce your value as a resource: Offer to answer 
follow-up questions, provide local context, or connect 
them with additional experts.

Final Takeaway
•	 Effective Hill meetings are not about delivering a 

perfect pitch—they are about building relationships 
and clearly communicating your priorities.

•	 By coming prepared, staying focused, and 
connecting your message to what matters most 
to each office, you can ensure your voice—and the 
voice of the clean water sector—resonates on Capitol 
Hill.


