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The National Bike Summit 
State Coordinator Frequently Asked Questions 

 
National Bike Summit is the Bicycling Community’s best opportunity to show Congress 
members, the National breadth of bicycling interests as well as the depth of interest in each 
state and district. Each year the Summit brings more than 700 people to Capitol Hill, and has 
been described as the ‘kick off to the transportation season’ by Congressional offices.  
 
For our Congressional and Administration allies, the Bike Summit offers an opportunity to hear 
from and be thanked by the bicycling community as a national leader. The size and 
professionalism of the Summit is a promise of political backing that buoys them to continue 
leading, and inspires them to do more.  
 
For individual law makers, the National Bike Summit 
lobby visits are an opportunity to hear from constituents 
who care about bicycling and how it effects their home 
community.  The power of an in-person visit and a story 
about how bicycling is or can help their district can not be 
understated.  
 
To deliver these powerful messages to Congress we need your help. Thank you for considering 
being your State’s National Bike Summit Coordinator. State Coordinators help by scheduling 
meetings with Senators and Representatives from their states, and then working with Summit 
participants to prepare them for the lobby visits on the last day of the summit. This work is 
critical in making the Summit a success!   
 
In order to help you prepare for the Summit, we’ve created these frequently asked questions, 
and the League will set up a State Coordinator only website with more resources as we move 
forward. If you have any questions about this FAQ, or if you have ideas for needed resources or 
other FAQs- please contact Caron Whitaker at caron@bikeleague.org 
 
  

“We look forward to the National 
Bike Summit and it makes a huge 
difference, really helping to 
change the debate.” 
- Senator Ben Cardin (D-MD) 



2 
 

Frequently Asked Questions 
 
Topics are broken down into 

Ø State Coordinator Responsibilities 
Ø Setting Meetings 
Ø Prepping your delegation for the Summit 
Ø State Meetings at the Summit 
Ø Congressional Meetings 
Ø Post-Summit 

 
  
STATE COORDINATOR RESPONSIBILITIES 
  
What is a State Coordinator responsible for? 
  
The State Coordinator is responsible for: 
  
1.     Setting up meetings with Senators and Representatives offices for the National Bike 
Summit. 
2.     Reporting back to Advocacy Associates (or the League) once the meetings are scheduled, 
and for letting us know when you are having a particularly difficult time getting a meeting. 
3.     Helping to organizing and lead your state delegation meetings.  Assigning leaders for each 
meeting in your state. 
4.     Making the League aware of any questions or concerns before your meetings. 
  
The League will: 
  
1.     Host webinars on how to schedule meetings, and how to record them in the Summit 
system (run by Advocacy Associates). 
2.     Provide template letters to send to Congressional offices. 
3.     Keep you abreast on who from your state has registered for the Summit to help you 
schedule meetings. 
4.     Answer questions or concerns you have while setting up meetings. 
5.     Host a webinar on the “asks” for the meetings, and provide talking points and background 
information as soon as it is available. 
  
I’ve never been a State Coordinator, will there be someone to help me? 
  
Of course!  The League and Advocacy Associates (or consultant for lobby day) will have people 
available to help you navigate setting up meetings. 
  
The League will also hold 1-2 webinars for State Coordinators to answer questions, and explain 
the process for setting up Congressional visits. 
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Feel free to contact Caron Whitaker (caron@bikeleague.org for questions about being a state 
coordinator and Kaytee Lozier (klozier@advocacyassociates.com) for questions on setting up 
congressional meetings or using the master database. 
  
  
Is it possible to have more than one State Coordinator? 
  
Yes, definitely.  Please let us know if you would like to split the duties of being the State 
Coordinator.  If you have someone in mind, that’s great.  If you’d like us to help find you help 
we’d be willing to do that too! 
  
I’ve been doing this for years.  I’m happy to do it again, but would also be happy giving 
someone else the opportunity. Is there someone else in my State that is interested in 
helping? 
  
We really appreciate all the State Coordinators, especially those of you who do this year after 
year.  Sometimes we hear from someone who has a busy year and would like some help or 
would like to pass the reigns onto someone new. 
  
Let us know if you fall into this category and we’ll do our best to find someone to take over—or 
maybe to help you this year with the goal of taking it over next year. 
  
How much time will it take? 
  
It depends on how big your state delegation is, and how many meetings you need to set up.  In 
general it usually takes 2-3 emails or calls to set up a meeting. 
  
We suggest you start reaching out to Congressional offices in late January.  For some offices it 
will only take one or two emails to confirm a meeting.  For some you may have to put in a call or 
two.  If you have any offices that are particularly difficult let us know and we will help reach out 
to those offices. 
  
If you have a newly elected Senator or Representative taking office for the first time, it may take 
a little longer.  They may not have hired staff yet and may  need more time to get situated 
before confirming meetings. 
  
What are my responsibilities at the Summit? 
  
We ask State Coordinators to meet with their Summit delegations on Tuesday and Wednesday 
evenings at the Summit.  At this meeting we’d like you to pass out meeting schedules, assign 
roles for the meetings, and make sure everyone feels prepared for the meeting. 
  
The League will send out this information ahead of time, and we’ll have staff in the room to 
answer questions during the State meetings.  
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SETTING MEETINGS 
  
What happens if I can’t set a meeting or someone from my state registers last minute? 
  
The League contracts with Advocacy Associates, a firm that specializes in lobby day events, to 
help set up last minute meetings. They will be at the Summit all day on March 11th to help with 
these cases. 
  
However, don’t wait until the Summit to tell us your having trouble!  If you have tried 3 or more 
times to set a meeting and haven’t gotten a response, let us know. 
  
Should I only set meetings for Representatives when I have a constituent in their 
district? 
  
You should definitely set meetings for Representatives when you know there is a constituent 
coming to the Summit Lobby Day. 
  
If you represent a State Advocacy group, you can set up meetings for all the Representative 
offices in your state. Before doing so though make sure you don’t stretch yourself or your state 
delegation too thin.   
  
If you have a small Summit delegation it may be better not to try and cover every office- but 
rather to focus on the number of offices you can effectively cover.  If you are unsure how to 
prioritize offices contact Caron at caron@bikeleague.org or 202-215-3908. 
  
If you represent a local or regional organization- only schedule events within the jurisdiction you 
cover and/or you have a constituent with. 
  
BEST PRACTICE- for state-wide advocacy organizations 
Bike Texas visits all of its 36 Representatives’ offices.  They do this by dividing up their state 
lobby delegation into several teams of 2-4 people, and each lobby team visits multiple offices 
(usually organized by House office building) Each team has an experienced leader and keeps 
the team on time and on message. 
  
  
What if we scheduled a meeting with a Congressional office, but the participants from 
that district aren’t at the Summit? 
  
If you represent a state organization, you can send another delegation to the office. Be honest 
with the staffer and say the constituent had a change of plans but you represent biking interests 
for the state.  Keep the meeting short and if possible, cc the constituent on emails with the 
office. 
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If you don’t have the capacity to cover the meeting, then please let Advocacy Associates know. 
They will cancel the meeting.  In that case, you can still drop off the lobby packet at the meeting. 
  
  
What if the office won’t commit to having a meeting unless we have a constituent? 
  
Some offices will only meet with you if you have a constituent- even if your organization is 
statewide.  In that case the best thing to do is recruit someone from their district to come to the 
Summit! 
  
If that doesn’t work, see if you can have constituents from their district support the Summit by 
calling in and voicing their support for the Summit during lobby day. 
  
What if I (or someone in my delegation) split my time between two states- can I visit the 
Senators and Representatives from both states? 
  
Sadly, no.  Only visit the state and district where you are registered to vote. 
  
But we appreciate the enthusiasm! 
  
  
PREPPING FOR THE SUMMIT 
  
When will I know what the “ask” for the meeting will be? 
I wish I could tell you an exact date- it really depends on what the next Congress looks like – 
and what issues are gaining traction. 
  
Because 2014 is an election year, we won’t even know Committee assignments and until well 
into January.  That means that introducing legislation may not happen until February.  The 
League will let you know as soon as possible! 
  
How can I prepare my state delegation beforehand? 
  
That’s a great question! 
  
First, remind your delegation of the webinars about the Summit.  They can participate during the 
scheduled time, or watch a video of it at a later date. 
  
Information on their Representative 

Ø You can point them to League information about their representative here.  Look under 
factsheets and scroll down to read the background sheets. 

Ø If your Member was elected in November 2014, we don’t have a background sheet yet 
but will have them available as soon as possible. 
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You can also bring examples of successes in your community and evidence of support from 
local elected officials and community leaders. 

Ø Are there any new bike friendly businesses in your district? 
Ø Has the Mayor, councilmembers or business or Community leaders been quoted 

supporting new bike infrastructure in your community? 
Ø Have you had any really successful events in your district you want to share? 

  
  

BEST PRACTICE 
Some states will create a listserve for their state delegation to share information, or hold a 
conference call before the Summit.  You can use either forum to answer questions, send out 
information or introduce yourself and delegation members to each other. 
  
Can I bring my own materials with local information? 
  
We encourage you to come prepared with local examples, stories, media articles, etc. that 
support the Summit ask.  If you are going to ask for something other than the official Summit 
ask, please talk with Caron at the League first. 
  
Can I make additional asks of my Senators and Representatives? 
  
You should not make any asks that do not directly relate to biking.  When a visitor asks for too 
many things it weakens the ask you are making. 
  
If you would like to talk about something else other than the official ask, please talk with Caron 
at the League first. 
  
  
STATE MEETINGS AT THE SUMMIT 
  
What should I cover at the State Delegation meetings at the Summit? 
  
During the Summit we will have a couple times set aside for you to get together with all the 
Summit attendees from your state who will be attending the Summit. 
  
The first meeting is an opportunity for everyone to meet each other, pass out their schedules 
and ask any questions they may have.  Its also a good time to ask folks to prepare a 1-2 
sentence introduction for themselves in the meeting, and make sure everyone understands 
what you will be asking the member or staff person for in the meeting. 
  
The second meeting is a good time to assign roles for each meeting- and potentially role play 
lobby meetings.  For each delegation you should assign a team leader to facilitate the meeting.  
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That person should make sure everyone gets a chance to give a SHORT introduction, that you 
make the ‘ask’ and that you get a response to your ask from the staff or Congress member. 
  
For a large group it can be helpful to assign specific roles, for instance: 

Ø Assign a specific person to make each ask,  
Ø Assign another to discuss the fact sheet/ leave behind 
Ø Assign one person to listen and act as note taker. 

  
If you have a meeting where there is only one constituent make sure they are comfortable going 
alone or see if they would like someone else from the delegation can accompany them. 
  
  
CONGRESSIONAL MEETINGS 
  
  
What are my responsibilities at the Congressional meetings? 
  
1.     Be a resource to your state delegates. Make sure they know where they are going and 
what the talking points are. 
2.     Make sure to assign someone to take notes, and to fill out the feedback form for the 
League. 
3.     Assign someone to send a thank you email to the staff. The Leauge will supply a template 
email, which should should : 

a.     Be addressed to the staffer(s) you met. 
b.     cc all the constituents in the meeting 
c.      Recount your ask and talking points. 
d.     State that you will be following up in a week. 

  
Remember- you don’t have to do every thank you and feed back form yourself… feel free to 
delegate! 
  
What is the most important thing I need to tell my delegation? 
  
The most important part of lobbying is showing up. Just by being at the meeting to talk about 
better biking, your member of Congress knows you care enough about bicycling to come all the 
way to Washington to talk about it. 
  
The second most important part is being able to articulate why biking is important to your 
community.  Being able to succinctly say why biking is important to your community in one or 
two sentences brings the issue home for the member of Congress or their staffer. If you work in 
a business that benefits from biking make sure to mention that.  If you are at the meeting 
representing an organization, club or other group of constituents make sure to mention that as 
well. 
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The third most important part is making an ask.  Before going into the meeting you will want to 
know what we are asking the Congress member to do and why. The preparatory webinars will 
cover “the ask”, as will the meetings with your state delegation at the Summit. 
  
  
 
AFTER THE SUMMIT 
  
What are my responsibilities after the Summit? 
  
We hope you will help by assigning someone in your delegation to (for each meeting): 

Ø Send a thank you note to the staff you met with 
Ø Follow up with offices that did not give you a yes/no answer. 
Ø Fill out the lobby form 

  
What if one of the meetings went badly? What do  I do now? 
 
How you follow up depends on why it was horrible.  Please contact Caron at 
caron@bikeleague.org and let her know what happened and we’ll figure out next steps. 
 
There’s often a way to use this to your advantage 
  
What if I want to do more? How can I use the work at the Summit to further the work of 
my own organization? 
  
There are really two steps to this- 
  
What are the basic things you do with all/ most of the offices in your area and some more 
advanced steps to what you can do to develop a stronger relationship with key members. 
  
For all of the offices- 
The first step is to maintain regular contact with the office.  The simplest option is to add the 
staffers to a once a month e- newsletter from your organization, and an occasional update on 
exciting developments in your community. 
  
Picking Specific Offices- 
Building strong relationships with one or two offices in your region can pay dividens in your local 
work. Members of Congress can be influential voices in your local community by helping to 
convince other elected officials, or in supporting applications for projects or funding.  (Such as 
TIGER funding, grants for local infrastructure, etc.) 
  
Focus on picking offices that are already friendly to the issue, and play a role in Congress that 
could help you. For instance, picking a member who is in party leadership, on the transportation 
committee, or on the Finance Committee can help 
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Be a resource 

Ø Go beyond the regular newsletter to send a customized once a month email that 
highlights top events in your community 

Ø Include their office on tweets and other social media outreach. 
Ø Follow them on social media and make sure to publicly thank them when applicable 
Ø Respond to any requests quickly and succinctly. 

  
Keep them informed on what is happening in the state/ district.  Keep them up to date on: 

Ø Your goals- whether they be specific infrastructure projects or changes in local/state and 
federal policy. 

Ø Wins/ changes in state and local policy 
Ø Including your policy positions on those issues 
Ø Statements by other local officials or community leaders (including other local 

Representatives) 
Ø Events in the community- including major conferences, ribbon cutting, ciclovia and other 

rides. 
  
   
Make regular/ increasing asks and publicize their help: 

Ø Make 2-3 asks a year and publicize their support to your members. 
Ø Start with easy asks 

o An ask for a quote for a publication or a local news item. 
o An appearance at a local event. 

Ø Then move to a show of support 
o Public support for a local project 
o A letter in support of a TIGER grant or other funding decision 

Ø Think about how their National role can help 
o For instance, can they write a policy request that could benefit your district etc. 

  
These are just a few generic ideas, but if you are interested in developing a plan for any specific 
office please contact Caron Whitaker at caron@bikeleague.org and we can work out some 
options that fit your circumstances! 
 


