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INTRODUCTION 

 

Congress is comprised of two branches, the Senate and the House of Representa-
tives.  

Two senators are elected to serve for each of the 50 states.  

Delegates to the House of Representatives are elected from districts, which are 
geographically determined by population. Each representative speaks on behalf 
of approximately 700,000 people from only one of 435 Congressional Districts.  

Members of the House serve two-year terms, which compares to the length of 
each congressional session. We are currently in the 115th session, which was 
called to order on January 3, 2017, and consists of   those elected during the 2016 
election cycle.   
As an IAM member, you are able to lobby and advocate to Congressional Mem-
bers to introduce or influence legislation on the ideals you hold true as a citizen 
and union member.  

Current U.S Senate Structure: 

 

Senate Party Standings: 

 

52         Republicans 
46         Democrats 
  2          Independents 
               (caucusing with Democrats) 
 

100     TOTAL 
 

 

Current U.S House Structure: 

 

House Party Standings: 

 

241   Republicans 
194   Democrats 

 

 

  435       TOTAL 
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THREE BRANCHES OF GOVERNMENT, DEFINED 

 

 The United States Constitution established the federal system of government and acts as 
the statute of law in our country.  A federal system of government divides the power of gov-
ernment between the national (federal) government and state and local governments.  

 

 The legislative branch (Congress) is comprised of the Senate and House of  

Representatives. 

 The Senate is comprised of 100 members.  Two senators represent 
each state.  Senate members are elected every six years. 

 The House of Representatives is comprised of 435 members.  The 
House is composed of representatives who sit in Congressional Districts, 
with each district entitled to one representative. 

 This branch of government is responsible for making and approving 
laws.  In order to make a law, a bill must be proposed.  Any person can 
write a bill; however, it must be presented by a congressman.  The bill can 
start on either side of Congress, Senate, or House of Representatives.  From 
there, it goes to a specialized committee before it is presented to the entire 
Congress.  The bill must get a majority vote from both the House and Sen-
ate before it becomes law, and at last is signed off by the President. 

 Congress assumes the responsibility to declare war by majority vote. 

 They create an annual budget and tax citizens to appropriately cover 
expenses. 

 The legislative branch oversees the judicial, executive, and govern-
ment’s spending of tax monies. 

 

 The  judicial branch resolves issues by defining the Constitution. 

 They have the power to determine if the laws that Congress passes 
are constitutional. 

 There are different court systems where cases proceed according to 
hierarchy.  The district courts are the general trial courts of the federal court 
system.  Once the federal district court has decided a case, the case can be 
appealed to a United States court of appeal. There are twelve federal circuits 
that divide the country into different regions.  The Fifth Circuit, for exam-
ple, includes the states of Texas, Louisiana, and Mississippi. Cases from the 
district courts of those states are appealed to the United States Court of Ap-
peals for the Fifth Circuit, which is headquartered in New Orleans, Louisi-
ana.  After the circuit court or state supreme court has ruled on a case, either 
party may choose to appeal to the Supreme Court. Unlike circuit court      
appeals, however, the Supreme Court is usually not required to hear the    
appeal. 
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 The executive branch is comprised of the President, Vice President, and cabinet 
members. 

 The President is the head of the executive branch.  The Vice 
President is appointed to take over in a case when the President can no 
longer serve, i.e. the President dies in office. 

  Cabinet members are heads of executive committees, and over-
see laws specific to their committee. 

  Although Congress has the power to declare war, the President 
is Commander in Chief, and has the responsibility to assign tasks to the 
Armed Forces. 

  The President is also chief of state; executive; diplomat; legis-
lator; and super-politician.  In these roles, the President’s duties are to act 
as symbolic figurehead of our country; execute laws; grant pardons and 
reprieves; negotiate with other countries; sign or veto bills; introduce 
legislation; collaborate with Congress on the budget; and help to support 
and participate in fundraising for their party’s candidates.  
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FORMS OF CONGRESSIONAL ACTION  

A motion in the form of a bill, a joint resolution, a concurrent resolution, or a sim-
ple resolution starts the legislative process of making a law or editing the constitu-
tion. 

BILLS 

The most common proposal presented to Congress is a bill. A bill that emanates in 
the House of Representatives is labeled with “H.R.,” followed by a number that 
follows the bill throughout the entire checks and balances  process.  

Likewise, a bill first emerging from the Senate, is designated with “S.” for Senate 
and a number it holds through all parliamentary stages. Bills, when they are ap-
proved from either Congressional division, are then given to the President for fur-
ther attention. 

JOINT RESOLUTIONS 

Joint resolutions are similar to bills in that they can originate in either the House 
of Representatives or the Senate, and they both are identifiable by either the 
House or Senate initials, followed by its own assigned number.  

H.J.Res” signifies a Joint Resolution beginning in the House; likewise “S.J.Res” 
is for one starting in the Senate. Additionally,  they both undergo a similar parlia-
mentary procedure. However, the process for a Joint Resolution, rather than one 
of a Bill, is a proposal to the Constitution.  

A two-thirds vote of the House and Senate  are required in order for a joint resolu-
tion to be approved. After the resolution is authorized, it is sent to the Director of 
General Services for submission to individual states for ratification. A joint reso-
lution is not sent to the President for confirmation. Otherwise, joint resolutions 
become laws in the same manner as bills. 

CONCURRENT RESOLUTIONS 

Affairs involving the House of Representatives and the Senate are usually pro-
posed in the manner of a concurrent resolution. Concurrent resolutions can be 
identified by “H.Con.Res.,”  followed by its original number, if originating in the 
House of Representatives.  

Those that start in the Senate are likewise identified by “S.Con.Res.,” followed by 
its own assigned number. After approval from both branches of Congress, they 
are then signed by the Clerk of the House and Secretary of the Senate.  

Like koint resolutions, concurrent resolutions do not  need approval from the 
President. 

SIMPLE RESOLUTIONS 

Matters concerning only the Senate or House of Representatives alone originate 
from a simple resolution. A resolution involving the House only is named 
“H.Res.” followed by its number. A resolution for the action of the Senate is des-
ignated “S.Res.” followed by its number. Simple resolutions do not go to the Pres-
ident for further action. 
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HOW BILLS BECOME LAWS 

Draft Bills 

From Members of Congress, the Administration or others: 

Introduction, House 

H.R. #### 

Sent to Committee, 

or Desk or Calendar 

Committee 

action/inaction 

 

Hearings/Markup 

Vote to Report Bill 

 

Writing Report 

Floor Activity 

Refer to Rules Committee 

Debate 

Votes 

Introduction, Senate 

S. ### 

Sent to Committee, 

or Desk or Calendar 

Committee  

action/inaction 

 

Hearings/Markup 

Vote to Report Bill 

 

Writing Report 

Floor Activity 

Debate 

Votes 

Conference-- Resolving Differences  

(If Necessary) 

Vote 

President Conference-- Resolving Differences  

Law -- Printed, Codified  

Regulatory Activity 
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 THE PATH TO A FEDERAL BUDGET 
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LOBBYING 

Lobbying is an attempt to impact legislators’ support or opposition on issues or leg-
islation. Direct lobbying refers to persuasive communication to a federal representa-
tive that influences legislation.  

A call-to-action, or grassroots lobbying, is when a person influences the public to 
communicate with a legislator, thus influencing a specific opinion on legislation.  

ADVOCACY 

Advocacy is educating the public or legislator on the issues and concerns of the 
community and making aware the importance of addressing these issues to align 
with public policy.  

To endorse or oppose specific legislation is lobbying. To create community aware-
ness of issues and concerns that need to be addressed is advocacy. 

The following activities  are considered advocacy, instead of lobbying: 

 Provide technical assistance or advice to a legislative body or committee in  re-
sponse to a written request; 

 Present nonpartisan analysis, study, or research; 

 Examine and discuss broad, social, economic, and similar problems; 

 Communicate with a legislative body regarding matters which  might affect the 
existence of the organization, its powers and duties, its tax-exempt status, or the 
deduction of contributions to the organization; and  

 Update your own organization’s members on the status of legislation, without a 
call to action. 
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 CONTACT YOUR 
FEDERAL ELECTED OFFICIALS 

 

 It is important to have an active voice  in your government. The easiest 
and most effective way to address your questions and concerns is to contact your 
federal elected officials.  

 Several ways to communicate with  Members include face-to-face, virtual 
(Skype, Face Time, etc.), emails, letters, or phone calls. Go to www.senate.gov 
and www.house.gov. to find your representatives and contact information.     

 Address the Senator or Representative in the saluta-
tion as “The Honorable [and their name].” 

 Introduce yourself and the city/town where you re-
side. State that you are a member of the IAMAW and 
your local lodge. 

 Identify the bill or issue you are addressing. 

 Acknowledge their position on the bill or issue. 

 Explain how you would like them to support or op-
pose the bill or issue. 

 Provide your contact information (telephone num-
ber, address, email). 

 Express appreciation for addressing your concerns. 

 Follow up in order to establish a professional and 
personable relationship.  
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PHONE 

 Call the U.S. Capitol Switchboard at (202) 224-3121, who will connect 
you to the appropriate office. 

 

MAIL 

 

 Below are samples of how to address the envelope, as well as the salutation.  
Please include your return address. 

COMMITTEE OR COMMITTEE CHAIR 

Name of Committee 

United States Senate 

Washington, DC 20510   

 

The Honorable (Name) 

Chairman, Committee on 
(Name) 

United States Senate 

Name of Committee 

US House of Representatives  

Washington, DC 20515   

 

The Honorable (Name) 

Chairman, Committee on  

(Name) 

US House of Representatives 

 The Honorable (Name) 

 United States Senate 

 Washington, DC 20510 

 Dear Senator (Name) 

The Honorable (Name) 

US House of Representatives 

Washington, DC 20515 

Dear Senator (Name) 

SENATOR OR REPRESENTATIVE 

EMAIL 

Please include your personal email address. 
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APPOINTMENT 

 

 A face-to-face visit with your elected official is one of the most efficient 
ways of communicating. Meeting in person allows your representative to match a 
face with your organization. If you are unable to meet with your legislators, it is 
important to still meet with their staff. Their staff are very important to the process, 
as they work on legislative, regulatory, and policy issues everyday. Congressional 
staff have the ability to influence elected Representatives. When meeting with of-
ficials in their Washington D.C. office or their local district office,  it is important 
to follow steps one through five: 

 

STEP 1: SCHEDULE YOUR APPOINTMENT. 

 

 Call:  

 Ask for the appointment scheduler. 

 Clearly state that you want to meet with the Senator or  

  Representative. 

 Offer three different dates and times to meet. 

 Know how long the meeting will last. 

 Identify attendees (IAM Members, Officers, etc.). 

 

 Write/Fax:  

 Include your name, title (if any), Local Lodge. 

 Know the Members voting record on the issue or bill  

 Submit no more than one page. 

Note: 

If you are requesting a meeting in Washington DC, keep in mind that Con-
gress is usually in session Monday evening through mid-day on Friday.  Most 
Members are able to meet with you Tuesday through Friday.  

Request the staff  person that handles a specific issue in order to contact 
them about your concerns and create a relationship before the meeting occurs. 



20 

 

STEP 2: PREPARE.  Thorough planning and understanding of the issues will 
greatly improve your presentation, and make an impact on the Member and staff. 

 

 Research the Member’s political stand and past voting 
record on the  

 issue.  

 

 Identify their committee assignments, and favored is-
sues. 

 

 Prepare talking points. 

 

 Prepare a briefing packet.  The briefing packet should be 
one page and include the bill or issue to be discussed dur-
ing your meeting, support or opposition, and three to five 
key points. Attach articles and press releases. Include the  
IAM’s position. (Contact the Legislative Department          
202- 420-5902 for more information and position papers, 
if available). 

 

 Designate a spokesperson for group meetings. 
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STEP 3: MEET. Once planning and preparation are complete, you are ready to 
meet. 

 

 

 Wear business or business casual attire. 

 Know the building and room number before your visit., and 
arrive at least 10 or 15 minutes ahead of your scheduled 
meeting time. The extra time allows you to converse with 
staff that will be attending the meeting.  

 Identify yourself and indicate with whom you have an ap-
pointment. 

 Request the staff person who handles the issue you will be 
discussing. He/she will be the one responsible for follow-
up on that issue.   

 Before your meeting begins, introduce the people present in 
your group.  

 Make a short statement (30 to 60 seconds long) explaining 
the purpose of your visit, and what issues and bills you will 
be covering in your meeting. Each person in your group 
should ask a question and respond to an answer. 

 If your meeting runs overtime and you have other sched-
uled meetings, someone in your group should contact the 
next appointment and advise that your meeting is running 
late.  

 Leave the packet with your Member or staff. 

 Contact relative Committees and Chairs (included in this 
book) after conclusion. 
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STEP 4: DEBRIEF.  While everything is fresh in your mind from the meeting, gath-
er with your group to debrief.  

 

 Review the Member’s answers to your questions. 

 Review the demeanor of the representative and staff present.  
Were they friendly or was the Member responsive or hostile to 
your point of view? 

 Report what happened to your local lodge and community . 

 Plan the next step. 

STEP 5: FOLLOW UP.  Following up from your congressional meeting is  just 
as important as the meeting itself. Following up magnifies the importance of your 
issues and concerns. It also allows you to work with your congressional district 
representative for issues that impact your community.  

 In order to create a positive relationship with your Member, be credible 
and respectful, and keep an open line of communication. 

 Send a thank you note expressing appreciation for the time 
they took to meet with you. 

 Remind them of the bills or concerns that were discussed in 
your meeting. 

 Inform them that you will observe their vote on the issue/bill 
and any comments they make on that issue. 

 Inform them of your action plan as a result of your meeting 
with them. (Letter to Editor, town hall meeting or other advo-
cacy actions.) 

 Stay in touch with the staff person that manages the issue/bill 
discussed. 
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SAMPLE MEETING REQUEST LETTER 
(On Letterhead) 

Date 

The Honorable [First name, Last name] 

U.S. House of Representatives (or U.S. Senate) 

Washington, DC 20515 (or 20510 for Senate) 

 

Dear Representative (or Senator) [Last name]:+ 

I am a constituent from (city/town). As a member of IAM Local Lodge (#), I 
would like to request an opportunity to meet briefly with you in your [location] 
local district office on [date(s)] to discuss H.R. ### (bill or issue) or S. ### (bill or 
issue). [If necessary , provide additional details about the issue here.] 

I can be reached by phone at [your phone number] or by email at [your email ad-
dress] if you or your staff have any concerns. 

Sincerely, 

[Your name and title] 

IAMAW Local Lodge Number [your local lodge number] 
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IAMAW CONGRESSIONAL VISIT FORM 

Date of visit:____________________ 

 

Name of Senator/Representative:______________________________________________ 

 

State:______   Congressional District:____________  Party  Affiliation_________ 

 

Issue or Bill:___________________________________________________________________ 

 

Are they a Sponsor/Co-Sponsor of the bill:     ______YES _______NO 

Did you meet with a Member?             ______YES _______NO 

If so, did staff join the meeting?            ______YES _______NO 

If not, did you meet with a staff member?             ______YES _______NO 

Was the staff member knowledgeable about the issue? ______YES _______NO 

What is the members position?    _______ _______ 

        Support Oppose 

Is the member’s  position in alignment with your position? ______YES _______NO 

 

How long did the meeting last?______________________________________ 

 

Meeting Summary: 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

Follow-up actions: 

____Schedule another meeting _____Write an op-ed  _____Town Hall meeting 

        

Other_________________________________________________________________________ 

 

______________________________________________________________________________ 
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