
Congressional Lookup tool 

Use this tool to find your federal elected officials: 

https://www.congress.gov/members/find-your-member 

 

Step 1: 

 

 

 

 

 

 

 

 

 

https://www.congress.gov/members/find-your-member


Step 2: 

Once you have found them, navigate to their website and the “Contact” page.  

 

Step 3: 

Once on the contact page, you may need to navigate to the “office locations”  page to locate the 
phone number for their district or state office closest to your chapter.  

 



Once you have identified the Representative and Senators who represent your base and 
surrounding areas, it is time to reach out.  

Building a strong chapter legislative program starts with engaging local elected officials. 
Whether AFSA members visit a Congressman’s district staff or host the member at an AFSA 
meeting to share a few remarks on Quality of Life for the Military, those touchpoints create the 
relationship that makes everything else possible. If your base or installation is in the 
Representative’s district, they’ll want to hear from you—and we can provide the stories and 
solutions that drive meaningful change. 

When they’re home for a district/state work period, use these templates as starting points. 
They’re suggestions and building blocks—be creative with your event and don’t limit yourselves. 

Key people:  

Scheduler - Controls the Congressman's Schedule 

District Director - Lead on district events 

You will work with one or both of these roles to coordinate meetings or events with the 
Congressman. 

Phone Script: Requesting Contact for Meeting 

Hello, my name is [Your Name], and I’m calling as your constituent and a member of the Air 
Force Sergeants Association.  

We are looking to set up a time for members of our local chapter to meet with the Congressman 
or staff regarding key policy issues impacting enlisted servicemembers, their families, and our 
veterans. 

Could you please provide the best contact information for the appropriate staff member so 
we can follow up to request a meeting? 

(If asked for more context, you can add:)​
 We’re discussing quality of life issues, military pay and benefits, concurrent receipt 
legislation, and support for VA mental health reforms. 

 Thank you very much — we appreciate your time and support for our military community 

 

 

 

 



Phone Script: Requesting Contact for Speaking Event or Engagement 

 
“Hi [Staff Name], this is [Your Name] with AFSA Chapter [#] in [City]. I just emailed an invitation 
for [Rep./Sen.] [Last Name] to offer brief remarks at our chapter meeting on [Date/Time] focused 
on military Quality of Life—pay, housing, health care, and family readiness. We’re flexible on 
timing and format and can host staff if the Member is unavailable. Could I confirm the best POC 
for scheduling and any lead times you recommend? Happy to send the run-of-show and access 
info right away.” 
 
E-MAIL Template for setting up a meeting with Staff 
 
Instructions: 
BE SURE TO MAKE IT CLEAR YOU ARE REPRESENTING YOURSELF–  
NOT IN OFFICIAL CAPACITY, AS ACTIVE DUTY PERSONNEL.  
 
To add a personal touch, start with a thank you. One way you can do this is to try and use 
congress.gov to check if the congressmember is sponsoring or co-sponsoring any 
AFSA-supported legislation or anything that we could support. (Optional) 
 
Hi [ insert staff name ], 
 
My name is [Your Full Name], and I am [briefly introduce yourself—e.g., a constituent, a veteran, 
Member of the Air Force Sergeants Association, etc.]. I first wish to extend a thank you for the 
[Representative’s/Senator’s] support on [X Bill]. I am reaching out to request a meeting with 
[Representative/Senator] [Last Name] or a member of your staff to discuss key issues affecting 
our Military and Veteran communities. 

The purpose of this meeting would be to share insights and discuss potential solutions related to 
[briefly list topics, e.g., access to VA healthcare, transition support, toxic exposure, etc.], and to 
explore opportunities for collaboration or legislative support. 

Members of our local chapter are looking to schedule meetings the week of October 13th [insert 
date] and would be happy to accommodate your schedule.  

Thank you for your time and continued support of service members, veterans, and their families. 
I look forward to the opportunity to connect. 

Warm regards, 

[insert name] 

 
E-MAIL Template for setting up an event with Member 
 

http://congress.gov


Hi [Staff Name], 

My name is [Your Full Name], and I am [one-line intro: e.g., a constituent and member of the Air 
Force Sergeants Association (AFSA) Chapter [#] in [City/Installation]]. Thank you to 
Representative/Senator [Last Name] for [brief appreciation—e.g., supporting X Bill/meeting with 
military families/visiting the base]. 

On behalf of AFSA Chapter [#], I’m writing to invite [Representative/Senator] [Last Name] (or a 
member of your team) to offer brief remarks at our upcoming chapter meeting focused on 
Quality of Life for the Military. 

Event at a glance 

●​ Event: AFSA Chapter [#] Meeting / Town Hall on Military Quality of Life​
 

●​ Date/Time: [Day, Date, Time—include time zone] (flexible per your availability)​
 

●​ Location: [Venue name + address / Installation name & access details]​
 

●​ Audience: [Estimated attendance; who’s in the room—Airmen, Guard/Reserve, 
veterans, families]​
 

●​ Role Requested: [5–10 minutes of remarks] + [5–10 minutes Q&A] (format is flexible)​
 

●​ Topics: Pay and housing stability, health care access, spouse employment, 
Guard/Reserve support​
 

●​ Press: [No press / open to press / local media invited—your preference]​
 

●​ POC on site: [Name, mobile number]​
 

We’re happy to adjust the agenda to fit [Member’s] schedule—an alternative window is 
[Alternate Date(s)/Time(s)]. If the Member is unavailable, we’d welcome a senior staff 
representative to bring greetings and engage in Q&A. 

Logistics & support 

●​ Run of show: [Attach 1-page agenda or note “attached”]​
 

●​ Base/installation access: [If applicable: lead time, visitor list process, parking]​
 

●​ Accessibility: [Any accommodations or instructions]​
 



●​ Materials: We can provide a one-pager in advance with concise district-level 
perspectives.​
 

Thank you for your continued support of our service members, veterans, and their families. We 
would be honored to host [Representative/Senator] [Last Name]. I’m glad to coordinate details 
at your convenience. 

Warm regards,​
 [Your Full Name]​
 [Title/Role, AFSA Chapter #]​
 [Phone] | [Email]​
 [Optional: Chapter website/social] 

 


