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A MESSAGE FROM RANKING
REPUBLICAN MEMBER VERN EHLERS

Today, more than ever before, it is important for House Republicans to use
every available method to get our message out to our constituents. With the
myriad of communications available through technology, as well as traditional,
paper-based methods, offices may feel uncertain as to the best way to reach the
public, while adhering to House Rules and Regulations.

The enclosed materials, which have been compiled by the Republican Office of
the Committee on House Administration, are designed to help offices craft their
communications, submit their materials to the Franking Commission for review
and approval, and improve their distribution lists to increase their reach.

In addition to providing guidance on creating communications that are within
Franking guidelines, we’ve also taken some of the best examples we’ve seen of
communications from Republican offices and assembled them here to provide
guidance and inspiration for those who are creating similar materials.

I hope you find the information in this guide useful, and I encourage you to contact the staff of the Committee on
House Administration with any additional questions you may have. While we’ve included many of the basics on
Franking in this reference guide, the Republican staff of the Franking Commission are always available to provide
customized guidance and counsel.

Our Franking and Member Services staff members are available in person in Room 1216A of the Longworth
House Office Building, or by phone at (202) 226-0647, or by fax at (202) 226-0047. You can also find a wealth of
information on our web site at http://gop.cha.house.gov. Thank you for your commitment to adhering to Franking
rules and regulations, and we look forward to assisting you with all of your administrative needs.

Sincerely,

Y

Ranking Republican Member
Committee on House Administration
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ABOUT THE FRANK

WHAT IS THE FRANK?
The Congressional Frank dates back to the English House of Commons in the 17th century.

On November 8, 1775, The American Continental Congress authorized Franking privileges to its members as
a means of informing their constituents. The first U.S. Congress enacted a Franking law in 1789. The Franking
privilege has remained a necessary and valuable tool of our representative government for more than 200 years.

The “Frank” is the term applied to the use of the signature of a
Member of Congress on mail in lieu of postage.

All staff in your office should review the publication Regulations on
the Use of the Congressional Frank, published by the Commission
on Congressional Mailing Standards (Franking Commission) before
sending any mail for the Office.

The Frank is to be used only for official business. Under no
circumstances should the Frank or other official resources be used
for an employee’s personal mail. This rule applies to “inside mail” as well.

Questions regarding use of the Frank, and requests for advisory opinions on the Frankability of mail, should be
submitted to the Republican Staff of the Franking Commission at 6-0647.

ABOUT THE FRANKING COMMISSION

Pursuant to Public Law 93-191, the bipartisan Commission on Congressional Mailing Standards or the “Franking
Commission” has a three fold mandate: (1) to issue regulations governing the proper use of the Franking privilege;
(2) to provide guidance in connection with mailings; (3) to act as a quasi-judicial body for the disposition of formal
complaints against Members of Congress who have allegedly violated Franking laws or regulations.

As a result of the Legislative Branch Appropriations Act for FY 1991, Members are required to submit all
mass mailings (unsolicited mailings of 500 or more pieces of the same matter) for an advisory opinion prior to
mailing. The Committee then adopted a regulation requiring approval for all mass communications before their
dissemination.

The issuance of an advisory opinion is a process involving telephone and personal consultations with the Member’s
staff prior to issuing a written advisory. When proposed mailings are submitted to the Commission in draft form,
often changes are needed in order to comply with Franking standards. Staff routinely points out any problems

and suggests the revisions that are necessary for the issuance of a favorable opinion. All material submitted to the
Commission is reviewed by both the majority and minority staff before an advisory is issued.

FRANKING COMMISSION MEMBERSHIP FOR THE 110TH CONGRESS
In the 110th Congress, the following Members have been named to the Franking Commission:

DEMOCRAT REPUBLICAN

Rep. Mike Capuano, (MA-8), Chairman Rep. Vern Ehlers, (MI-3)

Rep. Artur Davis, (AL-7) Rep. Kevin McCarthy, (CA-22)
Rep. Brad Sherman, (CA-27) Rep. Tom Price, (GA-6)
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A FRANKING REQUEST GuiDE

In the event that your office is preparing to disseminate a “Frankable” item to a list of constituents, the following
procedures should be followed:

PREPARING YOUR REQUEST
Prepare in as close to possible final format a draft of the material to be submitted for review. Draft should include,
as applicable:

«» Complete and formatted text in actual size and color(s)

«  All photographs with captions, if applicable. (Official head shot
of Member does not require a caption; for all other photos in :
which the Member appears, the official business being conducted &
by the Member as depicted in the photo must be explained in the -
accompanying text or corresponding caption/cut line);

«»  All illustrations, charts, and/or other graphics;

<+ If'the item is a newsletter, news release, etc., include the banner
head;

“ Mailing panel, including the Member’s Frank and the applicable USPS rate marking;

« If a mass mailing, the mass mail statement (this mailing was prepared, published, and mailed at taxpayer
expense); and,

% Complete and formatted copy of all enclosures, attachments, etc.

SUBMITTING YOUR REQUEST
Once you have the necessary information assembled, submit the draft accompanied by the following forms to the
Franking Commission. You may click on the folder icons or the document names below to download the forms:

« Request for an Advisory Opinion Form .7}
% Franking Certification Form -7 [Note: This form must be signed by the Member’s staff Point of Contact
(POC)]; and,

« If a single drop mailing (500 or more unsolicited pieces of substantially identical content to be mailed on the
same day), a Single Drop Mail Obligation Form .7 (Note: This form must be signed by the Member)

FRANKING COMMISSION REVIEW
All Republican offices should submit their request to the Republican Franking Commission Staff by fax at (202)
226-0047, or in person in Room 1216A in the Longworth House Office Building.

®,

% Upon receipt of the request, the Republican staff of the Commission creates a record for the request; reviews
the material for compliance with applicable statute, rule and regulation; enter its determination regarding
compliance into the record; and forwards the material to the Democratic staff for review and consideration.

« Democratic staff reviews the material for compliance with applicable statute, rule, and regulation, enters its
determination regarding compliance into the record, and returns the material to the Republican staff.

“ Republican staff contacts the requesting office’s POC as identified on the Request for Advisory Opinion Form
to advise whether or not the material has been deemed “Frankable.”

Committee on House Administration Republican Office | 1313 LHOB | +: 202-225-8281 | f: 202-225-9957 | http://gop.cha.house.gov
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SICCRAN MISTAKES... AND HOW TO AVOID THEM

% Problem #1: Using the wrong forms.
What you need to know: The following forms and materials are required for all Franking jobs. You may click on the
folder icons or the document names below to download the forms:

Mass Mailing

» Advisory Opinion Request Form
» Member’s Franking Certification Form
» Single Drop Mass Mail Obligation Form
» PDF file of the mailer the office wishes to send
Mass Communication

» Advisory Opinion Request Form

» Member’s Franking Certification Form 7

» PDF file of the communication

i

i

« Problem #2: Forgetting the necessary staff signature on member certification, or the
Member’s signature on an obligation form.

What you need to know: Be sure to check the forms carefully for signatures before
submitting them to the Commission for review.

« Problem #3: Confusion over Postal Rate qualifications or not knowing how the job will be mailed out.
What you need to know: Request information from the vendor on the recommended postal rate for your mailing
(first class, third class or postal patron).

« Problem #4: Not putting estimated amount of the mailing in the appropriate boxes on the obligation form.

What you need to know: Check all forms carefully to ensure that the correct dollar amounts appear in the correct
location. Offices must also determine if they appropriate funds in their Member’s Representational Allowance
(MRA) to cover the cost of the mailing.

«» Problem #5: Too many “personal” references (i.e. the Congressman’s name, “I,” “Me,” “Representative,” or
“Congressman”).

What you need to know: Personal references must average eight (8) per page. In lieu of the terms above, Members
may make unlimited use of the terms “he,” “she,” or “my.”

«» Problem #6: Weak and “unofficial” captions.
What you need to know: The caption must describe the official action taking place in the photo.

« Problem #7: The picture of the Member is too large.

What you need to know: The Member’s picture can only be 6% of total page size if he or she is pictured alone.
The mailer may also include up to two additional photos of the Member appearing with other people, but those two
pictures together cannot exceed 20% of the page.

«» Problem #8: Not adding the appropriate mass mail disclaimer.
What you need to know: Include the following disclaimer on page one of the mailer, or on the mail panel: “This
mailing was prepared, published and mailed at taxpayer expense.”

«»  Problem #9: Including references to elections or political material, or party labels

What you need to know: Official mail cannot use the words elected, campaign, etc. Each mailing may only include
a total of two references each to “Democrats” and “Republicans.” They must also include only two references to
President Bush. In lieu of those terms, offices may employ unlimited use of the words “administration,” “white
house,” “majority,” or “minority.”

« Problem #10: Links embedded in an e-newsletter going to pages that are non-compliant
What you need to know: All embedded links must only direct recipients to pages that are compliant with all
Franking regulations.

Committee on House Administration Republican Office | 1313 LHOB | t: 202-225-8281 | f: 202-225-9957 | http://gop.cha.house.gov
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ADVISORY OPINIONS GUIDE

FRANKABLE MATERIAL
If the material submitted for Franking review is deemed “Frankable,” the Commission staff takes the following actions:

o,

«» Provides notice to the Point of Contact (POC) that he or she has received a “preliminary authorization,” which provides
authorization to print and/or distribute the communication (Note: Notice of the Preliminary Authorization to the POC

is by phone call or e-mail; the date on which the Preliminary Authorization is issued is noted in the Commission’s
record of the request; the requesting office should not print or distribute the material under review prior to having
received notice of the preliminary authorization);

®,

*

Reviews the procedure with the POC to obtain a written Advisory Opinion.

NON-FRANKABLE MATERIAL
If deemed non-Frankable:

o,

«» The Commission staff will review with the POC the revisions required to bring the material into
full compliance with the applicable statutes, rules, and/or regulations. Commission staff will note
the date and substance of the review in the record of the request.

% Requesting office submits a revised draft to the Republican staff of the Commission incorporating revisions required to
bring material into compliance.

« Republican staff reviews the revised material for compliance with applicable statute, rule, and regulation, enters its
determination regarding compliance into the request record, and forwards the revised material to the Democratic staff
for review and consideration.

»  Democratic staff reviews the revised material for compliance with applicable statute, rule, and regulation, enters its
determination regarding compliance into the record, and returns the revised material to the Republican staff.

« Republican staff contacts the POC to advise whether or not the material has been deemed “Frankable.”
» If the revised material is deemed “Frankable,” the Commission staff:

+ Provides notice to the POC of the “preliminary authorization,” i.e., authorization to print and/or
distribute (Note: Notice of the Preliminary Authorization to the POC is by phone call or e-mail; the date
on which the Preliminary Authorization is issued is noted in the Commission’s record of the request; the
requesting office should not print or distribute the material under review prior to having received notice
of the preliminary authorization.); and,

+ Reviews the procedure to be followed to procure the written Advisory Opinion.

¢ If the revised material is “non-Frankable,” the material should be resubmit once again as having been
deemed “non-Frankable,” and repeated until the material is deemed “Frankable.”

ADVISORY OPINIONS
To receive an Advisory Opinion, the following process must be followed:

KD

< When a final copy of the material becomes available, the requesting office submits four original copies to the Franking
Commission. If the material was distributed as a single drop mass mailing, a copy of the corresponding USPS 3600-PM
and/or 3602-R or Pitney Bowes Statement Form must be submitted with the four original copies.

< Upon receipt, Commission staff will generate and prepare for signature four copies of the written Advisory Opinion
deeming the material “Frankable.”

% Upon signature by representatives of the Republican and Democratic staff, a copy of the Advisory Opinion will be sent
to the requesting office, retained in the file maintained by the Republican and Democratic offices, and forwarded to the
Legislative Resource Center to be made available for public disclosure.
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When sending constituent communications using Official Stationery, be mindful of the following:

OFFICIAL STATIONERY MUST CONTAIN THE FOLLOWING INFORMATION:

®,

«»  Member’s name;
«»  Member’s district and state; and,
+ Congress of United States, House of Representatives, or comparable language.
IN ADDITION, OFFICIAL STATIONERY MAY CONTAIN THE FOLLOWING INFORMATION:
« Committee assignments;
+ Congressional Member Organizations; and,
« The Great Seal, Congressional Seal, or State seal.
OFFICIAL STATIONERY MUST NOT CONTAIN THE FOLLOWING INFORMATION:
+«  Seals other than the Great Seal, Congressional Seal, or State seal;
“  Member’s political party identification;
% Slogans;
« Private entity information or endorsement;
+ Campaign contact information; or,

« Personal greetings.

Committee on House Administration Republican Office | 1313 LHOB | +: 202-225-8281 | f: 202-225-9957 | http://gop.cha.house.gov
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When sending constituent communications using Campaign Stationery, be mindful of the following:

CAMPAIGN STATIONERY MAY CONTAIN THE FOLLOWING INFORMATION:
+ Personal titles such as “Member of Congress,” “Representative,” “Congressman,” or “Congresswoman;”
% One title as a Committee Chair or Ranking Member;
« If applicable, the Member’s designation in the House Leadership (i.e. Republican Leader, etc.);
¢ The District served by the Member and the Member’s Committee assignments; and,

+ A likeness of the Capitol Dome (the dome is in the public domain, and is therefore not protected in the same
manner as Official Seals).

CAMPAIGN STATIONERY MUST NOT CONTAIN THE FOLLOWING INFORMATION:

DS

» The institutional names “Congress of the United States,” “House of Representatives,” or the term “Official
Business;”

o2

» Any likeness of any official seal, including the Seal of the United States, the Seal of the House or Congress;

DS

» A facsimile of official stationery; or,

o2

» An official office phone number.

Committee on House Administration Republican Office | 1313 LHOB | +: 202-225-8281 | f: 202-225-9957 | http://gop.cha.house.gov
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E-mailed communications sent by Member offices fall into two main categories -- subscribed or non-subscribed
communications. First, we take a look at “subscribed mass e-communications”:

WHAT IS A “SUBSCRIBED MASS E-COMMUNICATION?”

A “subscribed mass e-communication” is a mass e-mail sent to individuals who have subscribed
to the Member’s e-communications program (updates, issue briefs, issue statements, newsletters,
town meeting notifications, etc.). The individual must sign-up for these communications through
an affirmative and proactive process to be considered a “subscriber.”

Because the subscriber indicated their consent to receive communications during the sign-up
process for the Member’s program, the communication is considered to be “solicited.” Different
regulations apply to unsolicited communications where Members are contacting constituents
without their expressed prior consent. In the next section, more information will be provided on
“non-subscribed” communications.

EXAMPLE OF AN AFFIRMATIVE AND PROACTIVE SIGN-UP MESSAGE:

The Member must provide a potential subscriber an opportunity to affirmatively and proactively request (consent to receive) a
subscription to the Member’s e-mail communications program.

MEMBER: “WOULD YOU LIKE TO RECEIVE E-MAIL COMMUNICATIONS FROM MY OFFICE?”
RESPONDENT: “YES" (RESPONDENT THEN PROCEEDS TO SUBSCRIBER PAGE)
Having responded proactively and in the affirmative, the respondent may now be considered a “subscriber” to the Member’s
e-mail communications program and his/her e-mail address may be incorporated into the Member’s “subscribed” e-mail list.

The Member must also provide an opportunity to “unsubscribe” from the communications. For example:

MEMBER: “PLEASE PROVIDE YOUR E-MAIL ADDRESS BELOW OR CLICK HERE TO UNSUBSCRIBE.”

EMAIL:

EXAMPLES OF A PROHIBITED NEGATIVE AND/OR PASSIVE SIGN-UP MESSAGE AND/OR PROCEDURE:

In the following example, the individual would have to “opt out” to remove themselves from the communication list, which is
prohibited:

MEMBER: “IF YOU DO NOT CLICK HERE, YOU WILL BEGIN RECEIVING MY NEWSLETTER.

Also prohibited are messages with a preprinted affirmative response, which would require the individual to proactively
indicate that he/she does not want to subscribe:

M “YES, PLEASE SEND ME YOUR E-MAIL UPDATES AND NEWSLETTER.

In this example, the individual would be required to uncheck the box in order to indicate that he or she does not want to
receive the Member’s e-communications, which is not permissible under the applicable rules and regulations. However, in this
example if the box was not checked this method would be permissible.

Committee on House Administration Republican Office | 1313 LHOB | +: 202-225-8281 | f: 202-225-9957 | http://gop.cha.house.gov
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“RULES” FOR SUBSCRIBED MASS E-COMMUNICATIONS

* The Member must notify each individual who subscribes to his/her e-mail communications
program that by subscribing to the program the individual is authorizing the Member to send
regular e-mail communication from the Member’s office to the individual’s e-mail account.
This notice may be included in the invitation to subscribe, a notice confirming receipt of the
subscription, or the “unsubscribe” notice.

% Every e-communication to an individual on a “subscribed” e-mail list must include notice of
how the individual may “unsubscribe.”

¢ Each individual’s request to subscribe and/or unsubscribe to the Member’s e-mail
communication program notice should be documented and the documentation should be
retained in the Member’s permanent files, either in hard copy or in an electronic format.

¢ The content of e-communications to be sent to individuals on a “subscribed” e-mail list must
be in compliance with the content regulations applicable to communications eligible to be
distributed under the Frank.

¢ E-communications sent to individuals on a “subscribed” e-mail communications list do not
require an Advisory Opinion from the Franking Commission. However, the Committee on
House Administration strongly encourages each office to seek guidance from the Franking
Commission for any items that are not clearly in compliance with Franking regulations.

¢ Because subscribed mass e-communications are not required to be submitted for an Advisory
Opinion, they are not filed with the Legislative Resource Center.

¢ E-communications sent to individuals on a “subscribed” e-mail list are not subject to the election
restrictions and, therefore, may be distributed within the 90-day period preceding an election in
which a Member’s name will appear on the ballot for any public office.

Committee on House Administration Republican Office | 1313 LHOB | +: 202-225-8281 | f: 202-225-9957 | http://gop.cha.house.gov
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In addition to “subscribed” communications, offices may also choose to send “non-subscribed mass e-communications.”

A “NON-SUBSCRIBED” mass e-communication is a mass e-mail communication sent to constituents who have
not “subscribed” to a Member’s e-mail list. Instead, the communication is sent to individuals listed on an email list(s) a
Member has procured, received from authorized sources, or that has been otherwise compiled by his or her office.

Offices are advised that non-subscribed mass e-communications sent to
individuals REQUIRE an Advisory Opinion from the Franking Commission.
In addition, any materials “hyperlinked” (i.e. any materials available by
clicking a “link” from the document) must also be submitted for review,

as these items are considered “attachments.” Also, every e-communication
MUST include notice of how the individual may “unsubscribe.”

The following guidelines on non-subscribed communications are designed to
assist offices in communicating with constituents:

PROCUREMENT OF AN E-MAIL LIST
A Member may procure an e-mail list of the residents of his or her district
using the following methods:

«  Alist of residents may be procured through any vendor doing business
in the marketplace, provided there is no preferential treatment offered by the vendor with regard to pricing or
services;

“  Members may not purchase or acquire e-mail lists from their campaign offices (or other campaign or political
entities) unless the lists are available on the same terms and conditions to the public; and,

< Official e-mail lists may not be shared with a Member’s campaign committee, nor be used, directly or indirectly,
for campaign or political purposes.

ACCEPTANCE OF AN E-MAIL LIST

A Member may accept the contribution of a list to be used in support of the distribution/dissemination of official
communications from 1) any agency or department of federal, state or local governments; or, 2) from any organization
that makes their list(s) available on a pro bono basis to the community-at-large or to a large class that includes the
Member (all government offices, all community organizations, etc.).

To confirm whether or not the Member may accept the contribution of a list, please check with the Committee on
Standards of Official Conduct at 5-7103.

COMPILATION OF AN E-MAIL LIST
A Member may compile e-mail lists by, but not limited to, the following methods:

< Capturing information from incoming correspondence (paper mail, e-mail, fax transmissions, etc.);
« Capturing information through telephone contacts with constituents;

< Capturing information from constituents visiting the office or meeting with the Member and/or staff (sign in
sheets, guest books, business cards, etc.); or,

« Requesting address information by distributing and/or providing “request for information” forms in direct response
mail, mass communications, or on the Member’s official Web site.
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NON-SUBSCRIBED REFERENCE
COMMUNICATIONS (CONT'D)

“RULES” FOR NON-SUBSCRIBED MASS E-COMMUNICATIONS

“ Non-subscribed e-mail list(s) may ONLY include information about individuals (and
organizations) residing or located within the Member’s district;

“ Mass e-communications to individuals on a non-subscribed e-mail list require an Advisory
Opinion from the Franking Commission prior to dissemination;

“» Mass e-communications to individuals on a non-subscribed e-mail are subject to public
disclosure;

“ Mass e-communications to individuals on a non-subscribed e-mail are subject to the election
restrictions and, therefore, may not be distributed within the 90-day period preceding an
election in which a Member’s name will appear on the ballot for any public office; and,

+» The distribution of mass e-communications to individuals on a non-subscribed e-mail is limited
to the district represented, the communications media, other Members of Congress, and
government officials.

Committee on House Administration Republican Office | 1313 LHOB | +: 202-225-8281 | f: 202-225-9957 | http://gop.cha.house.gov



2 0 0 7
REPUBLICAN
FRANKING

REFERENCE GROWING YOUR SUBSCRIBED
COMMUNICATIONS LIST

One of the best ways to reach constituents is by maintaining a robust “subscribed” e-mail list. Because subscribers are
considered to have signed up for communications from the Member in an “affirmative and proactive process,” subscribed
communications are not subject to the same Franking requirements as “non-subscribed” communications.

The chart below depicts rules and regulations for “subscribed” vs. “non-subscribed” communications:

SUBSCRIBED MON-SUBSCRIBLD
COMMUNICATIONS  COMMUNICATIONS

FRANKING REVIEW? RECOMMENDED RECULIRED
CONTENT MUST BE CONSISTENT WITH FRANKING REGULATIONST? YES YES
REQUIRES AN "ADVISORY OPIMNION" FROM FRANKING COMMISSIONT NO YES
FILED WITH THE LEGISLATIVE RESOURCE CENTER? N YES
PROHIBITED DURING 90- DAY BLACK OUT PERIOD BEFORE AN ELECTION? NO YES
LIMITED TO THE MEMBER'S DISTRICT? MO YES

The following checklist provides an effective method of growing your “subscribed” list using your “non-subscribed” list to
reach out to constituents:

% Create a communication to be sent to all the individuals on your current non-subscribed e-mail and postal mail lists;

¢ Ensure that the communication includes an opportunity to affirmatively subscribe to future e-mail
communications. This opportunity may be imbedded in the communication itself or the communication may include
a link to an opportunity to subscribe on your Web site. Offices have been successful in targeting communications by
issue or topic [Example: “Would like to receive future communications about how Rep. Member Name is working to
decrease your taxes? [1”]. In this example, the box must be “unchecked” at the time the communication is sent so that
the returned communication is considered “consent to subscribe.”

% Send your communication to the Franking Commission for an advisory opinion, and distribute.

% After your communication has been sent and your constituents begin to respond with their consent to subscribe,

their contact information should be retained and incorporated into your office’s “subscribed” e-mail list. Each
individual’s “subscribe” (or “unsubscribe”) notice should be documented and the documentation should be retained in
the Member’s permanent office files.
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EXAMPLE #1: TELE-TOWN HALL SCRIPTS

The following script is an example of an introductory message and answering machine
message submitted by a GOP Office. While the text below is a guide, all tele-town hall scripts
must be submitted to the Franking Commission for approval prior to holding the event.

Introductory Message:

Hello, this is Congressman [Member Name here]. 1 am
currently conducting a live, toll-free town hall meeting
over the phone to give my constituents an opportunity to ask
me questions about issues in Congress and the federal government. [
would be grateful if you would please press “1” on your phone to connect
to my live, toll-free town hall meeting. Thank you! Now welcome to my
meeting in progress.

Answering Machine Message:

Hello, this is Congressman /[Member Name here/. Tonight, I was calling
constituents in the [District Number] Congressional District to invite them
to participate in a live town hall meeting conducted over the phone, and

to give you an opportunity to ask me questions about what is going on in
Congress. Sorry that I missed you. Since I am home in [State name] on
weekends and breaks, if there 1s something you wish to share with me,
you will have other opportunities in the near future. Should you have any
questions, please contact my [District Office name] toll-free at [toll-free
office phone number]. Thank you and have a good evening.
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EXAMPLE #2: CONGRATULATING [EEEEE
RECENT GRADUATES

Members may wish to send young men and women in their Districts a personalized note to
mark the occasion of their graduation from high school.

It is permissible to send congratulations letters to high school seniors under the Member’s
Frank. Many Members also enclose a certificate of Congressional Recognition (available for
sale at the Office Supply Store), or use funds from their MRA to purchase customized ones.

It is highly recommended that Members include in the same packet a voter registration

card from their state (click here for an example). A sample letter with text approved by the
Franking office appears below:

Dear Graduate:

As your Representative in Congress, | join your family and friends in extending
my sincere congratulations upon the occasion of your graduation, and wish
you success in your educational and professional pursuits. It is my wish that
every man and woman in this country have the opportunity to achieve the
American dream. Enclosed is a certificate of Congressional Recognition,
which serves as an added remembrance of this important occasion.

If you have not yet had the opportunity to register to vote, | encourage your
participation in the political process and enclose a voter registration form for
your convenience. This form can be used for new voter registration or to file
a change of address. | hope that you will take advantage of this opportunity
and exercise your right to vote. The election of our government officials is

a serious endeavor and requires individual participation to ensure a more
responsive government.

Again, congratulations and best wishes in the future.

Sincerely Yours,
[Member Name Here]

Committee on House Administration Republican Office | 1313 LHOB | +: 202-225-8281 | f: 202-225-9957 | http://gop.cha.house.gov
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sl [ XAMPLE #3:
COMMEMORATIVE MAILER

The communication below was sent by Rep. Mary Fallin’s (R-Okla.) office to commemorate July
4th as our nation’s Independence Day, and to highlight the importance of securing our freedom.
Please note that while mailers may be sent in recognition of commemorative dates such as July 4th,
Memorial Day or Veteran’s Day, mailers that recognize holidays (such as Christmas, New Year’s
Day, etc.) are expressly prohibited.

Y FALLIL

Protecting Our Freed

Chi abar Wil
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EXAMPLE #4: NEWSLETTER WITH
SUBSCRIPTION OPPORTUNITY (#1)

The following mailer was sent by Rep. Robin Hayes’ (R-N.C.) office. The form on the reverse of the
newsletter provides constituents an opportunity to indicate their areas of interest, and provide their
consent to subscribe to Rep. Hayes’ communications, thereby building the Member’s subscribed
communications list.

it :Z
o " s
——— / %/

- =
CONGRESSMAN

#4 Robin Haye

Herve to ”l'.f:f" You

Wi Wwes e P TR i i i in istngion, T el s ol
gl ofics SPTEL e INY W | R

Ploase Visit Our On-Ling Offica - Dpen 24 Thil sl Wil [ T IRESTRAIER (73
Hours, Every Day Of The Weok To Assit You | AR, AR Vi o Il 5 e
My website has a wealth
of resources to help you.
Feave take & moment e vish this
aneskopanp or infemation

A %dA A a Pl id o 12 751 0 L8 2 1 A
www.hayes.house.gov \ ; FUATTIATE 1) 68 L 8 i 71 AF L
] lagiasBion, | bock e o s Srom o o

| What issues are important to you?
‘Wour npinion matten 1o me, Feae (e @ mament o 7ill on the ssreey
Bataw 3 s Badk 1o my office. Thask yau.

L Tl e vl s e e o o you
g Famly Vs oo ln.
Badgel o Visalth Carw el ety R

s Wl b e W e

ol
(eass W B N Madn D B
P
rres — -
G I ( Ourssw snd improved on-isg offics b baar & ssne you 24 hours 3
i < Pzt lake 3 moment o vsil this ene-stop shop for infarmation. wees
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SRR [ XAMPLE #5: NEWSLETTER WITH
SUBSCRIPTION OPPORTUNITY (#2)

The following mailer was sent by Rep. Candice Miller’s (R-Mich.) office. The form inside the
newsletter provides constituents an opportunity to write in their areas of interest, and provide their
consent to subscribe to Rep. Miller’s communications, thereby building the Member’s subscribed
communications list.
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EXAMPLE #6:

D.C. VISITOR'S GUIDE

This D.C. Visitor’s Guide was created by Rep. Adrian Smith’s (R-Neb.) office for constituents
visiting the Washington, D.C. area. The guide includes a personal letter from the Congressman,
helpful information such as a D.C. metro map, and the Congressman’s personal “picks” of the best

local attractions.
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Immigration Report and Survey
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I'want to know your views on these Immigration related Issues:

Please take a moment to answer a few guestions.
Should immigrants who came to America illegally be given amnesty@
Should Congress secure our borders before debating guest workier progams?
Should law enforcement crack down on employers who knowingly hire
Should illegal immigrants recefve Sodal Security bene fits?

Would you llke to recelve e-mall updates on current issues In Congress?

Should immigrans karn Emlshto earn ckizenship?
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EXAMPLE #7

border security. leam English, and pay taxes. strict fines and penalties.
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Er- hire illegal workers.

illegally should gain citizenship bekome these who waited i line
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B | mupport English as the official language of the Uniked States.
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=D Provide resources to greatly increase =P Require imnugrants io live crime fres, W Employers who knowingly hire illagl immigrants should pey i W
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From amywhere in the Sth Congressional District 866-GWAITE-5 (492-4835) = brown-walte house gov ¥

s

stance on immigration issues and to gather information from constituents on their views on the issue.

The communication below was sent by Rep. Ginny Brown-Waite’s (R-Fla.) office to illustrate her
The mailer also includes an option to subscribe to the Member’s e-mailed updates.
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EXAMPLE #8: TELE-TOWNHALL REFERENCE
NEWSPAPER ADVERTISEMENT

The clipping below advertises a tele-town hall meeting for the office of Rep. Tom Price (R-Ga.) via a
newspaper advertisement.
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EXAMPLE #9: CONSTITUENT SURVEY

The survey below was sent by Rep. Randy Neugebauer’s (R-Texas) office to collect responses from
constituents on key issues, and includes an option to subscribe to the Member’s communications,
thereby growing his subscribed communications list.
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T lhowsd i el wiwmasnts baas doscribes hiw jou woald dowl with die
InE cadeT
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___Crop Insurancs Refom
—_Nusemen Progrems
Cosgervation Pregrams

Escantves [or Yoeng and Beginniag Farmen
Dithise

9] Wesd Twss ks o Ieader bn wisd snongy production. Which
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Increase governmest spending i expand govemnmam pograns,
biald mbrastructam, and mcraas amilamens progrima
Crher

121 Who de you fink shoukd play the st significant sele in selling
eduoation stamlaids™
Thee Federsd gorvemmant
State governments
Leewl gevarnmamy
Diher

YES, please sign me sp to receive "Randy’s Rosndup”
emai:

Please remomber to tape the
survey shut before mailing.
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EXAMPLE #10: NEWSLETTER WITH FRANKING

REFERENCE

TOWN HALL INFORMATION GUlDE

The newsletter below was sent by Rep. Phil English’s (R-Pa.) office, and contains issue updates, as
well as information on in-person town hall meetings the Member will be conducting.

L5, HOUSE OF REPRESDNTATIVES A
Ecoesme M £§= v Serving You in Washington Starts by

FRSATETD

ey el i Working Hard for You at Home.

i want bo hear ahout the concerns of the local citizens. is impartant for ws to
engoge in @n open and frank of soussion on locad and actional issues so | aa ek
these conoerns back withme to Washington.

Foeting with s 45 @ fur of demacragy. | ook
forword to dizmuzsing the isues Boing us todoy whether It the soonomy, fobs,

health core o education.” ‘;{% ; ;

Congressman Phil English « 3™ District of Pennsylvania

Contacting Phik JOIN CONGRESSMAN PHIL ENGLISH AT AM
UPCOMING TO'WN HALL MEETING

ARMSTRONG COUNTY BUTLER COUNTY
Saturday, Jine 23 Saturday, June 23
10:30 AM 2:30 PM,

2022755408

T2d- 28 T
Congressman

mson Wb 0w & phil English

Congressman Phil English
WORKING FOR ARMSTRONG, BUTLER
& VEMANGO COUNTIES

Preserving Butler County's Steel Herltage c y :
Frmering Bather County™s ndustrinl haritage and enhancing Curim and job o L oughout t
e B ihe gol of leghlation recently rehunduced by Congeadman Fiel ot o N 57 ovlrt 0
Bl b AL, HA. 1081, welld elude Butler County 'n the Riven of Swel
Banioral Herage Ama, whith wa ceginally ezablihed in 8

Bt Caunty has i Dong, P Matery of stmel that has: allswaed sur mgion o ro comma . o
Mot and halp Bkl e community Wi Ve I wdiy. By ncliding Butlar County ot o cem o ol dedisci i m p a

nithe Rvers of Steel Harage Ares, we will not oy Sarther highlight our megion®
ndustial roos but cpen & new door for lecal econan'e development and Jdb
rangon.

Tha godk of M Fver of Sl MO L HeMage Aa 1 G0 aicOuTge Coimuty
evitalimaSen hrough csbtural tourim, Metoric peesenaSon, ¢oneration,
fuicnl programs and mised development.

Historic Lock 9 Open Again in Armstrong County
Aghvery River Lock and Dam 9 {AR 5] wee placet nio cperation in 1933and
SErve AL a0 Emparane fecramienal maruFoe for e legicn. L mutiude of
BArELE (P AN Gth of AR § dpend o Pver Al r s st
T B S P LS dUT ST MO LT e AR B wa faroed
thut down die i 8 mechanfoal falum in fe hydauic gping. A5 o rmuls, the
Prmburgh Dérwict ofte muld oely alvw the lock (o be vasd for emergency
camme cial lockag e

Diver the pant ywear, Congramaman Phil English has been wacking the Bae dowmiy,

warking with ool officls and ihe U5 Amy Corgs of Engineer o evdure fhe

ppaihe was Thed and that AR § could recpan and for the rec e Sional e of looal -
L Lt LS, Ay Corps of Engineas complated mpairs of AR % 5

i e Lk e i the MmOl Daly wadk . Buaine e s and e n A R
AR of AT ALY ARt Or 4 i @njoy She miny bene s of AR 9.

| www.house.gov/english - - B e <

P e s, o - e s e
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REFERENCE

Guioe EXAMPLE #11: MEETING NOTICE

The communication below was sent by Rep. Tim Johnson’s (R-I11.) office to invite constituents to a
meeting and tour related to renewal of the Farm Bill. The communication reinforces the importance
of “open communication” with constituents, and references the Member’s Web site.

s HWSEWHEFREEEN‘I’HTWES 1
; .WMINGTON bC 20515 ;

FRSR‘I' STD

c ‘As I continue to wark on the renewal of the Farm Bill. I feel

it is important to keep vou updated with current imformation. f ™
I will be holding a farm meeting on May 31, 2007 ar 10:00 Farm Meetm,g with

am at [llinois State University Farms located near Lexington. Cougresmnﬂn Tim jﬂbns@n
Open communication is an essential part of my job. I lock I
farward to sharing updated information with you and Thursda_}', Mﬂ_}' 51} 2007
hearing your thoughts and concerns about the renewal of this

legislation that will impact all of us so greatly. 10:00 a.m.

I look forward to seeing you there. , , Hlinois State U[‘[]"'JEI'SIIIQ}-r Farm I

'Qf v 25578 ISU Farm Lane
'l 5 | Lexington, L 61753

P.5. There will be a tour of the ISU farms after the meeting.
= UL B

Diivections: Interstate 55, exit 178, Lexington ext. Top of ramp tum foward
Lexingion on 2473N Road, af next stop sign turn lefi on o 2430E,

Go 1.2 miles (over interstate37). Take first vight on 2555 Road www Bl] IISrE Dm mmmn“sﬂn

and the [SU' Farms are 1.3 miles on the right.
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EXAMPLE #12: NOTICE OF CHANGE JSrNGat

REFERENCE

IN REGULATIONS GUIDE

Rep. Tom Reynolds’ (R-N.Y.) office issued the following notice in his district advising constituents
of temporary changes to passport regulations. The mailer also included information about the
Member’s views on border security, as well as contact information for the office.

Congressman Tom Reynoids urges you to leam
about the rew, temporary rules for passports,
M b il R oot sl B i ol bl I, B el

] S
[,

et b e o v o s ] o i W P o |

[ T T A ————

o p——

- g i

ju ) S R —— sl ST A

L L Y (R

I v b e e e v v T By vefl
 Clawsss g W0 401 TRT
W il o TR TR

Checking the status of your application for a passpoert.

| TR U R PR P —

3 i b vk Trpmons ks Tormr g i g, el by v s e
Wb I A
T plimes [ coptemens 1w pm vm weshs of rusond il weriuen s st s P

Impertant information
S those twelng to Canada.

Congressman Tess Roynolds has thaee oifices to serve yo Heion e Canlibean or
Dl i ki B dertrds i1 the ned. 3 et
fram Lorpresman am Peynolds

Tom Reynolds is working hard for you.

A

[P P . .
Np— o T oo Pl . ety i Whar you meed 1o know
| p—

Toom Bowmoddi

e Smer bumary 19 3007, o of che

il B, Cienlis, M, Tt =

ol s et e e et s

pasp 1 vl i cha el s o
——

N T p———
s o s v e T of
e

Thin e il
Compin Mmoo relb | etrn
4 T [ e ——
-.||I.-m':|--|cl it A S,
Elpesarnl Wl s fhon flote o e
rommadantaom | [—

btk Bk ot ts s v St il el i et s prsiress

L S A S T A

Traveling to Cansda via Car
Pt b imparig o e 1 9 o b - el
LY TSSEREFYSREEIY W || Sy —— e )
= Fn bl i b o s s o I 3 b bl s,

A Y FRSY I T Y SNST  FR D— N
(RS f S A N S S A Y
s eas ey ]l e o s ey o | o ke
L L T e L SN
e E e

Congressman Feynolds urpes you 1o

ol abead d o are traekng Sverseal the yeir
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