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Advocacy is a powerful way to make your voice 
heard and help create change. 

Whether you have personal experience, professional insight, or care deeply about an issue, 
your perspective matters. Sharing your voice, stories, and expertise can help decision makers 
better understand the real-life impact of policies and why certain changes are needed.

Whether you are contacting your local representative, attending a legislative hearing, or 
organizing your community, each action plays a critical role in building a stronger, more 
responsive mental health system.

What This Toolkit Is
This Advocacy Toolkit is designed to equip advocates, community partners, and those with 
lived experience with practical guidance and ready-to-use tools to engage in meaningful 
action. Each section provides clear steps, helpful tips, and customizable templates for 
communicating effectively with legislators and policymakers.

How to Use This Toolkit
Use these tools as a guide to plan and carry out advocacy actions that are important to you or 
your organization. Each section walks you through a different method of engagement  
and includes:

•	 Tips to help you feel prepared and confident

•	 Templates that you can adapt to your needs and voice

•	 Best practices to ensure your outreach is respectful, effective, and strategic
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1.	 Writing an Email or Letter to a Legislator

Tips for Writing a Letter or Email to a Legislator

1.	 Introduce Yourself

•	 State your name, where you live, and any relevant background (e.g., professional 
expertise, lived experience).

•	 If applicable, mention any organizations or affiliations that support your advocacy.

2.	 Clearly Identify the Issue

•	 If addressing a specific bill, include the bill number and title (e.g., H.R. 1234, the Mental 
Health Support Act).

•	 Provide a brief summary of the issue to ensure clarity.

3.	 State Your Request

•	 Clearly outline your position on the bill and what you are asking the legislator to do—
support, oppose, or introduce legislation.

•	 If the bill is in early stages, you may request sponsorship. If it’s approaching a vote, ask 
for an action.

4.	 Support Your Ask with Facts

•	 Use credible data and research to back up your position. Ensure data is relevant and 
recent—data from within the last five years is best. 

•	 Include relevant statistics, cost implications, or impact on the community.

5.	 Share a Personal Story/Experience

•	 Explain how the issue personally affects you/your organization/people in your 
community.

•	 If advocating for a change, highlight the challenges caused by the issue.

•	 If opposing a change, discuss what is working well and could be disrupted.

6.	 Request a Response

•	 Ask for their position on the issue and whether they will take action.

•	 Indicate that you look forward to hearing from them and continuing the conversation.

7.	 Stay Engaged

•	 Monitor the legislation and follow up with calls, emails, or meetings as needed.

•	 Encourage others to reach out and advocate for the same issue.
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Template for Writing a Letter or Email to a Legislator
[Your Name]
[Your Address]
[City, State, ZIP Code]
[Your Email Address]
[Your Phone Number]
[Date]

[Legislator’s Name]
[Legislator’s Office Address]
[City, State, ZIP Code]

Subject: [Support/Opposition] for [Bill Name and Number]

Dear [Legislator’s Name],

My name is [Your Name], and I am a constituent/organization from [Your City or District, or 
how you are affiliated with an organization]. I am writing to express my [support/opposition] 
for [Bill Name and Number] because [briefly explain the issue].

As [briefly describe your background—e.g., a professional in the field, a concerned citizen, 
someone personally affected by the issue], I have seen firsthand how this issue impacts [your 
community, industry, or personal experience]. [Share a personal story or example to illustrate 
why this matter is important.]

Research from [source] shows that [include one or two key facts or statistics supporting your 
position]. By [supporting/opposing] this legislation, you can help [explain the positive impact 
or avoid negative consequences].

I respectfully urge you to [take specific action—vote yes/no, co-sponsor, advocate for the bill 
in committee, etc.]. Please let me know your position on this issue. I would appreciate the 
opportunity to discuss it further and look forward to your response.

Thank you for your time and commitment to serving our community.

Sincerely,
[Your Name]
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2.	Scheduling and Organizing an In-Person Meeting

Finding Contact Information
•	 Use the following links to locate your legislator’s contact details:

•	 Find My Legislators Tool

•	 Check the legislator’s website for district office locations and contact information.

Requesting a Meeting
•	 Call the District Office

•	 Ask to speak with the scheduler.

•	 Introduce yourself as a constituent or professional and mention any relevant 
organizational affiliations.

•	 Clearly state your request: a 30-minute meeting with the legislator in their district office.

•	 Briefly explain the purpose of the meeting and the issue you wish to discuss.

•	 Offer flexible timing options to accommodate their schedule.

•	 Follow Up in Writing

•	 Send a formal email within 24 hours reiterating your request and key discussion points.

•	 Be polite and persistent. If there’s no response in a week, follow up with another call  
or email.

•	 If a meeting with the legislator is not possible, ask to meet with an appropriate  
staff member.

•	 If you have difficulty scheduling a meeting with your legislator’s office, contact your 
local advocacy organization for help. Many organizations also have advocacy hill days 
where they work to schedule legislative meetings on your behalf.

https://publicpolicy.vibrant.org/legislation-and-regulation/
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Template for Requesting a Meeting with a Legislator
[Your Name]
[Your Address]
[City, State, ZIP Code]
[Your Email Address]
[Your Phone Number]
[Date]

[Scheduler’s Name]
[Legislator’s District Office Address]
[City, State, ZIP Code]

Subject: Meeting Request with [Legislator’s Name]

Dear [Scheduler’s Name],

I hope this message finds you well. I am writing to request a meeting with [Legislator’s Name] 
at their district office to discuss [briefly state issue or policy concern]. As a constituent/
professional, I would appreciate the opportunity to share my perspective on this important matter.

I am available on [list a few available dates and times], but I am happy to accommodate 
[Legislator’s Name]’s schedule as needed. If the legislator is unavailable, I would welcome the 
opportunity to meet with a relevant staff member.

Please let me know a convenient time for this discussion. I can be reached at [your phone 
number] or [your email address]. Thank you for your time and consideration. I look forward to 
your response.

Sincerely,
[Your Name]
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3.	Meeting Preparation and Follow-Up

1. Preparing for the Meeting
•	 Research the legislator’s past positions on the issue.

•	 Prepare talking points and gather supporting materials to leave behind.

•	 Rehearse a concise version of your key points in case the meeting is shorter than expected.

•	 Bring real-life stories/experiences and data to support your message.

2. During the Meeting
•	 Start with introductions and express appreciation for their time.

•	 Clearly state the issue, why it matters, and what action you are requesting.

•	 Keep your message clear, concise, and compelling.

•	 Listen actively and be prepared to answer questions.

•	 If you don’t have an answer to a question, offer to follow up with the answers after  
the meeting.

3. After the Meeting
•	 Promptly send a thank-you email or letter to your legislator and/or staff.

•	 Summarize what you discussed and repeat your request in your follow-up.

•	 Provide any additional information requested during the meeting.

•	 Follow up periodically to track progress and maintain engagement.

SAMPLE MEETING AGENDA WITH A LEGISLATOR

1. Welcome & Introductions (2 Minutes)
•	 Introduce yourself and others in attendance.

•	 Mention that you are a constituent/organizational affiliation and your role as an advocate.

•	 Confirm the meeting’s scheduled duration (typically 30 minutes).

2. Personal Story/Experience & Connection to the Issue (10 Minutes)
•	 Share your background and why this issue is important to you.

•	 Provide a real-life example of how the issue impacts you, your community, or your organization.
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3. Discussion of the Issue & Key Points (10 Minutes)
•	 Present key facts and data to support your position.

•	 Use prepared talking points to ensure clarity and effectiveness.

4. Call to Action – Request for Support (5 Minutes)
•	 Clearly state the action you are asking the legislator to take (e.g., co-sponsor a bill, vote  

a certain way).

•	 If the legislator is undecided, offer to provide additional information and follow up.

•	 Address any questions they have, and if unsure, commit to finding the answers.

5. Closing & Next Steps (3 Minutes)
•	 Thank the legislator and their staff for their time.

•	 Provide any informational materials for reference.

•	 Discuss how you will follow up on the issue.

4.	Providing Testimony at a Legislative Hearing

Testifying at a legislative hearing is a powerful way to influence policy, share expertise, 
and ensure lawmakers understand the real-world impact of proposed legislation. Whether 
submitting written testimony or speaking in person, careful preparation is key.

Preparing to Testify

1. Learn Your Legislature’s Testimony Guidelines
•	 Every state has specific rules and procedures for submitting testimony. Check:

•	 Submission process for written testimony, including deadlines.

•	 Time limits for verbal testimony (often 2-3 minutes).

•	 Requirements for printed copies (some legislatures require multiple copies).

•	 Registration procedures—some hearings require you to sign up in advance.

Visit your state legislature’s website or contact the committee clerk for clarification. Many 
states also provide constituent legislative services to provide guidance on how to engage in 
the legislative process.
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2. Prepare Your Testimony
Draft Your Testimony: Create both a written submission (which can be longer) and a concise 
spoken version for your presentation.

Keep It Clear and Focused: Stick to key points, use data, and incorporate personal stories.

Practice Speaking Aloud: Time yourself to ensure you stay within the time limit.

3. Check the Hearing Details
Before the hearing, confirm:

•	 Date, time, and location of the hearing.

•	 Parking and transportation options—some government buildings have limited public parking.

•	 Required materials (e.g., printed testimony, ID for security).

•	 Any special accommodations (e.g., accessibility needs).

During the Hearing

1. Arrive Early & Sign Up to Speak
•	 Check in with the committee clerk and add your name to the speaker registration list.

•	 Bring extra copies of your testimony in case lawmakers request them.

2. Follow Hearing Etiquette
•	 Be respectful and professional at all times.

•	 Listen carefully to other testimony and discussions before your turn.

•	 If there’s a long wait, stay nearby so you don’t miss your name being called.

3. Deliver Your Testimony 
•	 Speak clearly and confidently

•	 Stay within your time limit and stick to key points.

•	 Answer questions truthfully and factually. If you don’t know the answer, say:

•	 “I don’t have that information now, but I will follow up with your office.”

4. Follow Up Promptly
•	 If you promised additional information, send it to the committee as soon as possible.

•	 Thank lawmakers and staff for their time and consideration.
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Template for Written Testimony

[Your First & Last Name]
Regarding [Name of the Committee and/or Agency You Are Testifying Before]
[Date]

Paragraph 1: Introduce Yourself and the Issue
•	 Begin by greeting the committee chair by title and name. State your name, where you live, 

and your organization/expertise. Clearly state whether you support or oppose the bill, 
including its number and a brief description. 
 
“Good morning, Senator/Representative [NAME] and members of the [NAME] Committee. 
My name is [NAME], I live in [TOWN], and (if applicable) I am [YOUR TITLE AND 
ORGANIZATION].”

Paragraph 2: Share Your Personal Story/Professional Experience
•	 If you have a personal story/experience/knowledge related to the issue, share it here. 

Your testimony will be most impactful if you can illustrate how this legislation affects real 
people, including yourself, loved ones, or your community. Explain why this issue matters  
to you.

Paragraph 3: Provide Facts and Context
•	 Explain why this bill or issue is important by incorporating key statistics, talking points, or 

research that support your position. Consider using data from trusted sources to strengthen 
your argument. If relevant, highlight the broader impact this legislation could have on 
public health, safety, or well-being.

Paragraph 4: Offer Solutions and a Clear Call to Action
•	 State what you want policymakers to do. Should they vote in favor or against the bill? 

Should they amend certain provisions in the bill? Be specific about what action you believe 
is necessary and how it will improve the issue.

Paragraph 5: Express Gratitude and Close Strongly
•	 Thank the committee or council members for their time and consideration. Reaffirm your 

hope that they will consider your testimony when making their decision.


