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Hello!!

Please introduce yourself in the 
Chat Box. 

Please Raise Hand, Come off 
Mute, or Use the chat box for 
questions.

You are muted upon entry. 

During discussions …please be 
mindful and unmute/mute yourself!



Overview of the Meeting Lead Role

Meeting Lead Actions Prior to I & E Days

Meeting Lead Action During I & E Days

Meeting Lead Actions After I & E Days

Navigating the I&E Event Site 

Q&A

Agenda



Role of the 
Meeting 

Lead

ANY NEWBIES?
Please put in the chat YES or NO, if you have ever 
attended an I & E Day meeting with a legislator 
before. 

ENSURE THE SMOOTH FLOW OF THE MEETING 

Participants will join early and be ready to begin with 
the legislator enters the zoom room. Meeting Lead will 
step in to emcee if needed. 

OVERSEE FOLLOW UP AND REPORT BACK 

Meeting Lead will hold a debrief after the meeting to 
ensure that follow up items are sent and the report 
back from is submitted. 

PREPARE YOUR TEAM

Each team member will know their role, how and 
when to join the meeting, and the basic talking 
points. 



RESOURCES YOU HAVE 
TO HELP YOU



INSTRUCTIONS 
FOR MEETING 
LEADS



TIPS TO 
HAVE AN 
EFFECTIVE 
LEGISLATIVE 
MEETING 



VIDEO 
TIPS TO 
HAVE AN 
EFFECTIVE 
LEGISLATIVE 
MEETING 



Internal 
Talking Points

#VoicesAgainstTobacco #BigBadTobacco



Leave Behind 
and Ask

#VoicesAgainstTobacco #BigBadTobacco



Find a time that will work for your team to meet during the 
week of May 2nd or before. 

Send the team a zoom or Teams invite link for the 
Planning Meeting along with the Resources.

Please remind your team to attend the April 28th pre-event 
training or view the recording of the training in advance of 
your Planning Meeting.

STEPS TO 
TAKE BEFORE
I & E DAYS-

SCHEDULE A 
PLANNING 
MEETING



At the Planning Meeting, watch the 8 minute Video, then have each person practice 
their 10 second Hook, their 30 second Line, and their 10 second Sinker (Ask)  

Decide who should deliver the start off the meeting and who should deliver the 
Line – ideally a constituent. Also identify a note taker. 

Practice the Meeting – ideally no more than ten minutes.

Exchange cell numbers in case any of the team has a question or trouble 
joining the meeting during I & E Days. 

Request that the team to join the Zoom 10 minutes ahead of the scheduled 
meeting time. 

Pick a time for the team to debrief soon after I & E Days.

STEPS TO 
TAKE BEFORE
I & E DAYS –

AT THE  
PLANNING 
MEETING



During 
I&E Days

With good planning, the Meeting Lead can be just a 
regular participant in the meeting, playing the role 
decided upon in the Planning Meeting.

Be ready to jump in and emcee the meeting to help 
the flow if necessary. 

Remember that this is not a lobbying event, and if 
the Decision Maker or their staff bring up a specific 
piece of legislation, gently guide them back to our 
speaking points. 

Source: Rules of the Road https://www.tcspartners.org/Files.cfm?FilesID=6558 
https://www.youtube.com/watch?v=UnPWHjL9zGI&ab_channel=CDPHCTCP 



AFTER I & E DAYS

Send out a link for the agreed upon time for the Debrief Meeting.

At the Debrief Meeting, ensure that any required follow up and a 
thank you email are sent to the Legislator’s office.

Complete and submit the Legislative Feedback Form to 
OrganizingToEndTobacco@heart.org

Source: Rules of the Road https://www.tcspartners.org/Files.cfm?FilesID=6558 
https://www.youtube.com/watch?v=UnPWHjL9zGI&ab_channel=CDPHCTCP 

mailto:Lindsay.Rothwell@heart.org


NAVIGATING 
THE EVENT

I & E Days will be held on the Zoom 
Events 

Meeting Lead and additional 
meeting participant will be made 
Zoom hosts, to start the meeting.

Legislative Offices will have a 
couple of steps to take in order to 
join the meeting. Patience may be 
required

If Legislative Office hasn’t joined by 
10 minutes after start time, email 
organizingtoendtobacco@heart.org

mailto:organizingtoendtobacco@heart.org


What 
We Learned 

The Role of the Meeting Lead

The Meeting Lead Responsibilities 
BEFORE I & E Days

What to Accomplish at the Planning 
Meeting

The Meeting Lead Responsibilities 
DURING and AFTER I & E Days



Questions?



How Did We Do?

See Survey Link in the Chat! 
It’s Quick – It’s Easy – Do It Now!
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