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Meeting Agenda Template 
Plan for your meeting with legislative staff to last 10-15 minutes. With that short amount of time, you need to have an organized agenda to make sure you achieve all your goals. Try to keep to this format while realizing you may need to be flexible. Below are a 15-minute agenda and a shortened 10-minute agenda.
Time (15 Minutes) 	Topic
2 Minutes 	Introductions of each person in the meeting from your group 
2 Minutes 	Explain why you are in D.C. for legislative meetings and state your ask.
6 Minutes 	Tell 1-2 stories to illustrate the challenge faced that would be addressed by the legislation (2-3 minutes each)  
First story: NAME  
Second story: NAME 
4 Minutes 	Questions from the legislator or staff 

1 Minute 	Thank you + photo

If you have less time, here is a suggested timeline for a shorter meeting
Time (10 Minutes) 	Topic
2 Minutes 	Introductions of each person in the meeting from your group 
2 Minutes 1 Minute 	This can be cut to one minute if your leave-behind is clear and succinct. Tell the staffer you’d like to prioritize sharing stories about how the policy impacts their constituents, but they can read more about the policy in the leave-behind. Explain the ask: What is the bill or budget request you’re discussing and why are you asking for co-sponsorship?
6 Minutes 4 Minutes 	Constituent stories from attendees (2-3 minutes each) • First story:  NAME
Second story: NAME
As much as possible you want to keep this section intact. The stories are what they will remember. 
4 Minutes 2 Minutes 	Questions from the legislator or staff 
If you have to cut this section short, make sure to encourage them to follow up with HPNA with any questions, and flag in your post-meeting survey that additional follow-up with the office is needed. 
1 Minute 	Thank you + photo 
Do whatever possible to keep the photo in the agenda as it creates an opportunity to re-engage the office and be top of mind again when you share the photo on social and tag the office.

Meeting Roles 
Group lead 	This is the person who will kick off the meeting, most likely is a constituent, has been on the confirmation e-mails from the legislative staff, and will make sure the group moves through the agenda on time. 
Storytellers 	Two advocates who have compelling stories on the impact of the challenge on the work they do. This is the most important part of the meeting—stories and personal connections are what legislators and staff will remember. 

Notetaker/social media 	This person will take notes on the meeting, send them to HPNA and be responsible for taking a group photo and posting on social media and uploading to HPNA’s platform. 
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