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Thank you for registering to attend American Associations Day 2010.  The purpose of this guide is to help your preparation for your visit to Washington, D.C. March 23rd – 24th, 2010.  The information contained in these pages will cover everything from planning your physical trip to Washington, DC to making your Hill visit appointments to what to expect once you arrive.  

American Associations Day 2010
Please continue to visit the fly-in website www.asaecenter.org/flyin to download NEW and IMPROVED versions of this guide as the newest versions become available.  ASAE strives to ensure all participants in American Associations Day are ready to advocate on behalf of their profession before Congress.

If you have any questions about this guide, the information contained within, or the event in general, please contact Robert Hay Jr. at rhay@asaenet.org or 202.626.2788.  
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Travel to Washington, D.C.
Travel Scholarships:  If you received notification from ASAE that you received a travel scholarship, congratulations!  You are eligible for reimbursement for up to $300 in travel expenses.  The approved expenses for reimbursement include: airfare, hotel room cost, parking expenses, and mileage reimbursement for persons who drive to the event.  In order to claim your scholarship, you or your state leader must submit reports for all Hill visits conducted plus you must submit your completed expense report form with all receipts for reimbursable items.  Both Hill visit and Reimbursement forms may be found in your packet you will receive upon your registration.  For more information, please review our scholarship guidelines.
Hotel Accommodations:  The ASAE event headquarters hotel is the Hyatt Regency on Capitol Hill (400 New Jersey Avenue NW, Washington DC).  Unfortunately the ASAE room block has closed; if you need help finding accommodations please contact Robert Hay at (202) 626-2788 or rhay@asaenet.org.
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Visiting Your Members of Congress

If you will be visiting your members of Congress on March 23 or 24, here is a checklist of items to do to make your appointments - 
· Take a look at our list of state leaders and, if your state is listed, contact your state leader to let them know (a) you are making visits and (b) with what legislators you or your office has a prior working relationship.  The state leader's role is to coordinate Hill visits from their state.  If your state is not listed, contact me (202.626.2788 or rhay@asaenet.org).  The list, however, will be continuously updated.
· If you live or work in the Metropolitan DC area, please contact Robert Hay at 202.626.2788 or rhay@asaenet.org to share what state or Congressional offices you have a working relationship with or if you would like to visit offices from your original home state.
· You can find the contact information for your state delegation at http://capwiz.com/asae/dbq/officials.

· When setting up an appointment, ask for an appointment with the member of Congress.  If the office is unable to do so, set up an appointment with the chief of staff, legislative director, or relevant legislative assistant.

· Follow-up with a phone call a few days later, and continue to contact the office until you can lock down a time to meet with the office

· IMPORTANT NOTE: When making appointments, it is important to keep in mind where offices are located.  It is approximately a 20 minute walk to the Senate buildings to the House buildings.  Also, House buildings are coded by number; a meeting in a 3-digit room is in Cannon; a meeting in a 4-digit room beginning with a 1 is in Longworth; and a meeting in a 4-digit-room beginning with 2 is in Rayburn [For example, if you have a 10 AM meeting in Room 1233 and a 10:30 meeting in Room 303, your first meeting in on the second floor of Longworth followed by a meeting on the third floor of Cannon].
· If the office asks what issues you would like to discuss, tell them you would like to discuss the value of associations to the economy.  ASAE will be publishing its Hill visit materials on the fly-in website (http://www.asaecenter.org/flyin) in early February.
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Sample Meeting Request Letter
The Honorable <Member Name>
c/o <Scheduler Name>
<Number><Office Building Name>

Washington, DC <Zip>
Dear <Member Title><Member Last Name>:

I am an association executive from <your state> and a member of the American Society of Association Executives (ASAE).  My association, <association name>, represents over <number of members> members.  

I will be visiting Washington, DC, on Wednesday, March 24th, 2010, and would like to schedule an appropriate time to meet with you to discuss health care reform and the impact of reform on associations and their members. 

Specifically, I would like to discuss the role of associations in providing affordable health insurance to more Americans.  Because people and businesses join associations for the purpose of personal and professional development, associations are uniquely positioned to provide this array of benefits not only for members but for members’ organizations and business partners.  Regardless of what health care reforms are passed by Congress, associations stand ready to continue to provide affordable insurance and I would be happy to discuss how we will do so in our state.
I would like to also invite you to the American Associations Day Member of Congress Luncheon.  The lunch, which complies with all ethics requirements, will take place on March 24th from 12:00 – 2:30 PM in Rayburn B-340.  Our state delegation would be happy to talk with you then as well as well.
If you are unable to schedule a meeting, I would welcome a meeting with your legislative director, or other appropriate staff member. 

Thank you for your continued leadership in Congress.

Sincerely,

<Your Name>
American Associations Day 2010

Schedule of Events

Tuesday, March 23rd

Location: 

Hyatt Regency Capitol Room – Lobby Level




Down the main escalator, room to the right
12:00 – 1:00 PM
Registration
No lunch is provided; registrants will receive name badge, Member of Congress guide, and information folder.

1:00 – 1:10 PM
Welcome Address



John H. Graham IV, CAE

President & CEO, ASAE
1:10 – 1:20 PM
asae public policy committee report




Julian Barton, CAE




Director of Government Affairs, Home Builders Association of South Carolina




Chair, 2009-2010 ASAE Public Policy Committee

1:20 – 1:45 PM
Review of hill visit materials




Jim Clarke, CAE




Senior Vice President of Public Policy, ASAE

1:45 – 2:45 PM
Plan Your Most Successful Legislative Year Ever:  Tips for Creating the Ideal Advocacy Calendar


Part 1

Brad Fitch


Vice President, CQ-Roll Call Group


Stephanie Vance


Advocacy Associates LLC


It’s March 2010.  Congress is trying to wrap up its major bills so it can go home and campaign.  You want to make sure your issues are addressed before they split in the fall.  Or during the debate an issue that impacts your industry may come up for a vote.  Are you ready?  Will your grassroots organizations be able to respond?  


“The Advocacy Guru” Stephanie Vance and grassroots expert Brad Fitch will walk you through a month-by-month review of what you need to do to keep your grassroots network healthy, as well as guideposts to show whether your grassroots actions are effective.
2:45 – 3:00 PM
Networking Break
3:00 – 4:00 PM
Plan Your Most Successful Legislative Year Ever:  Tips for Creating the Ideal Advocacy Calendar

Part 2
Congress is adjourned and members are in their states campaigning for their jobs.  But this is not a time for you to rest!  A new Congress is around the corner, and now is the time to begin laying the groundwork for your legislative strategy.  Once again our experts will show you how to fine-tune your grassroots ahead of the major legislative calls to action, as well as laying the groundwork for your legislative agenda while Congress is out of town, and to prepare you for effective action the first months Congress is in session.
4:00 – 4:15 PM
Housekeeping Items

5:00 – 7:00 PM
the American Associations Day Reception

Hosted by the ASAE Board of Directors 

Hyatt Regency Thornton Room – Top Floor of Hotel

Take elevators next to restaurant

ASAE Sentinel Award Presentation

Join your fellow association executives from the Greater Washington area and around the country for an evening of meeting, greeting and a celebration of the association community.

Wednesday, March 24th
9:00 AM – 5:00 PM
Hill Visits
12:00 – 3:00 PM
“Meet and Greet” member of congress lunch


Rayburn Room B-340

Invite your members of Congress and their staffs to join you for an informal stand-up lunch sponsored by ASAE.  This is a good time to meet up with your group, invite your member of Congress to grab a sandwich with you, and enter your Hill visit feedback onsite!
FAQ on Visiting Washington, DC
What is the closest airport to Capitol Hill?
The closest airport to Capitol Hill is Ronald Reagan National Airport in Arlington, Virginia.  The two other DC-area airports are BWI Thurgood Marshall Airport (Baltimore, MD) and Dulles International Airport (Chantilly, VA).  Reagan National Airport is less than five miles from Capitol Hill and accessible by public transportation.  BWI and Dulles are not accessible by DC public transportation, but do have shuttle service to DC.
Where is the event taking place?
All events on March 23rd will take place at the Hyatt Regency on Capitol Hill (400 New Jersey Avenue NW).  The Congressional breakfast and lunch will take place on Capitol Hill.  
How can I get to/from the airport to the hotel?
If you take the Washington, DC Metro system (DC’s subway, www.wmata.com) the hotel is near the Union Station stop on the RED Line.  The Capitol Hill map included with this packet shows you how to walk from Union Station to the hotel, which takes about 5 minutes.  Taxis and other transportation vehicles are available from Reagan National to the hotel.

What restaurants are nearby the hotel and will ASAE feed me?

The hotel has the Article One bar and grille on the main level of the hotel for dining at any time.  A Starbucks coffee shop is located in the National Association of Realtors building across the street from the hotel.  For quick or takeout food, visit the Union Station food court.  For a more formal meal, secure a table at B. Smith’s (in Union Station), Bistro Bis (15 E Street NW), Capitol City Brewing Company (2 Massachusetts Ave NE), or Charlie Palmer’s Steak (101 Constitution Ave NW).

What is the dress for the event?
Dress for visiting a Congressional office is business attire.  Dress for the educational programs on March 23rd is business casual, although attendees’ attire ranges from business casual to business dress.
What do I need to bring with me for the event?  What will ASAE provide for me?
ASAE will provide, upon your registration, a folder with a schedule, forms, and information for the education sessions; a Capitol Advantage Congressional Directory; a name tag; and folders for your visits to your members of Congress.  ASAE recommends that you bring plenty of business cards for networking and to leave on your Hill visits.  Attendees may also bring information specific to associations from their state or their own association.  However, attendees must keep two things in mind: any “leave-behinds” must comply with Congressional ethics requirements (www.asaecenter.org/lobbyingreform) and must not prevent an attendee from leaving behind ASAE’s packet of information.
When can I plan to fly-into DC and fly out?
Depending on your schedule and assuming you are participating on both March 23rd and 24th, you can plan to arrive in DC the morning of March 23rd and check-in with the hotel and ASAE between noon and 1 PM.  Most attendees leave the afternoon of 24th but ASAE asks that if you have a larger state Congressional delegation that you try to leave later to allow for as many meetings as possible.
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