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Decade of Behavior Policy Seminars

The Decade of Behavior Policy Seminars program translates research into action by educating policy and opinion makers about the importance of the behavioral and social sciences.  Public policy decisions have widespread impact on the lives of our nation’s citizens.  Holding Congressional Briefings is one effective way to inform the public policy process of how research findings can be applied to solving societal issues.

Decade of Behavior Participating Organizations are encouraged to take part in the Policy Seminars program by planning briefings for federal policymakers in co-sponsorship with the Decade and one or more additional Participating Organizations.  

The Decade will contribute up to $1000-$1500 to co-sponsor briefings that sufficiently meet the guidelines below (as determined via an application process).  The Decade office will also facilitate the partnering of organizations that wish to plan briefings on similar topics.  

Guidelines for Topics and Speakers

· Briefings should be co-sponsored by two or more organizations that endorse/ participate in the Decade initiative.

· Perspectives from two or more behavioral or social science disciplines should be represented in the topics and/or speakers.

· Topics should center on one or more Decade themes (safety, health, education, prosperity, or democracy).

· Topics should be relevant to a current policy issue.

· Presenters should have good public speaking skills.

· Briefings are intended to be informative/ educational and are not meant for lobbying purposes.

Examples of Past DoB Briefing Topics (see www.decadeofbehavior.org for details)
· Behavior and Health: New Research, New Hope

· Reactions to Terrorism: Attitudes and Anxieties

· Children and Welfare Reform: The Role of Marriage in Childhood Outcomes

· The Human Response to Disaster

· The Mechanics of Election Reform: From Registration to Results

 Also available in this document

· Application

· How to Organize a Briefing Step-by-Step

· Suggested Co-Sponsors (DoB organizations experienced in planning briefings) 
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Decade of Behavior Policy Seminars
Application
Applications are accepted on an ongoing/ rolling basis; there is no deadline for submission.

Please return completed applications to: Decade of Behavior; 750 First Street NE; Washington DC 20002 

____________________________________________________________________________________
Sponsoring Societies

1. Society Names (Please list two or more)

a)


b)


c)

2. Disciplines Encompassed (Please list two or more)

a)

b)

c)

3. Contact Name 

4. Contact Details (email, address, phone, fax)                 

____________________________________________________________________________________
Briefing Topic and Speakers
5. Proposed briefing topic 

6. Decade theme(s) that would be addressed at the briefing (please circle)

Health

Safety

 Education

Prosperity

Democracy

7. Proposed Speakers (Two or more speakers):  Name, Title/ Position, Institution, and Discipline

Speaker 1)

Speaker 2)

Speaker 3)

Speaker 4)

8. Please elaborate on your reasons for proposing these speakers (i.e. address both their research and public speaking skills)


9. Are there any follow-up materials that you might be able to provide to maximize the impact of the briefing? (e.g. Could you provide a lecture transcript or audiotape to post on the Decade website or in your society journal?)
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Decade of Behavior Policy Seminars

How to Organize a Congressional Briefing

(Some parts of this document are from an APA Psychology in the Public Interest document)
Congressional Briefings can be a good way to communicate information to policy-makers.  Briefings are a little bit like a mini-lecture on a specific topic...you can have one, two, or three experts presenting information in a style understandable to a lay audience.  It helps to have handouts and/or a PowerPoint presentation in addition to the talk so that attendees have some written information to take with them.  While it’s unusual to get the Senators and Representatives to attend briefings, they regularly send staffers who then communicate important information to the office.  You can increase briefing attendance by holding them on Mondays and Fridays (when Members of Congress are out of the office, leaving their staffers with time to attend) and serving either breakfast, lunch, or snacks.

1-2 MONTHS PRIOR TO BRIEFING (if possible)

· Get Congressional co-sponsor.  Only groups with Congressional sponsors may hold events in Congressional buildings. When looking for a sponsor, keep in mind that the congressperson’s agenda should mesh with the agenda of your briefing.  A good way to do this is to examine membership on various Congressional committees and caucuses.  For example, if you wanted to host a briefing on ways to improve communication of health information to the public, you would find that there are over a dozen committee and caucuses with health interests.  Contacting the offices of these health committee members should lead to a sponsor.  

· Reserve room through Congressional office.  Use a resource such as the Congressional Yellowbook or www.thomas.loc.gov to see which individual in the office you want to work with is responsible for issues similar to your briefing topic.  There are usually legislative assistants responsible for issues such as health, welfare, education, science, agriculture, immigration, etc.  Ask to speak with the relevant Legislative Assistant.  You will probably need to send them a description of the event, the expected date of the event, the number of people you expect to attend, and how you would like the room to be arranged (this sounds like an odd question, but the number of people you can fit into the room is dependent upon how you want the seating arranged.  If you will be serving food, it’s best to request round tables so that people aren’t eating with their food in their laps.)

· Invite your speakers either by email or phone.  Make sure to mention:

· Brief explanation of what to expect, including mention of congressional staff's limited familiarity with research, research methods, and statistical techniques.

· Time limits for their talk

· Request for information regarding handouts, special A/V or other equipment needs. 

· Encourage hand-outs.  If PowerPoint is used, hand-outs should also be distributed.  Once the speaker sends you their PowerPoint Presentation, you can make handouts of their slides.

· Request that they include contact information, including Web sites, on their materials.

· Travel and accommodations.  Depending on your organization’s preference, make travel and hotel arrangements for your speaker or have them make their own plans. 

· Start advertising.  Send announcements out through any applicable listservs that you have, post on your organization’s website and/or messageboard.  Design a flyer describing the event that can be faxed to congressional offices (see below for more info on faxing).  Email Washington publications that list daily news events.  We always post our events in the Congressional Quarterly Today publication.  Send a one-sentence description of the event, along with date, time, location, and contact person to bhealy@cq.com.  Try to get your event listed about two weeks prior to actual date of event.
2-4 WEEKS PRIOR TO BRIEFING
· Arrange for room features (Microphone, podium, screen, registration table, buffet table, extension cords, etc.)  See list of phone numbers below

· Arrange for caterers.  It’s cheapest and easiest to use the House and Senate caterers.  They don’t need a final head count until 24 hours before the briefing.  See list of phone numbers below

· Arrange for "Dear Colleague" letter.  If your congressional sponsor is particularly interested in your event/issue, they may be willing to circulate a “Dear Colleague” letter describing the issue and the breifing to all of the Congressional offices.  This letter will look like it’s coming from your sponsor’s office, but in reality, you will have written it.  Before this letter can be circulated, you need to fax the invitational flyer to all congressional offices (this is a Congressional rule).
2 WEEKS PRIOR TO BRIEFING

· Make initial contact with key congressional staff.  Although you will have already sent faxes to congressional offices, it’s a good idea to send your invite directly to relevant congressional committees, either via fax or email.

· Keep track of RSVPs as they come in.  This list will be used to make nametags for attendees.

· Schedule hill visits, if desired.  You may want your speakers to meet with their state officials.  For example, if one of your speakers is from a state university, they may want to speak to their elected officials about university funding.  

DURING WEEK PRIOR TO BRIEFING

· Have speakers send you their PowerPoint presentations so you can load them onto your laptop and print out handouts.

· Make name tent cards for speakers
PREPARE PACKETS OR HAND-OUTS

· Make copies of presented materials (i.e., overheads, PowerPoint slides).

· Put contact information in folder 

· Make sure you thank congressional sponsor somewhere in the materials you’re handing out.

· Include flyer, speaker list, and information about your organization and the Decade of Behavior.

DAY BEFORE BRIEFING

· Confirm room, equipment and food

· Create nametags for attendees and speakers. 

· Blank nametags for walk-ins

· Create sign-in sheets for advance registration.  

· Create blank sign-in sheet for walk-ins 

· Decade of Behavior publications and info to display on sign-in tables and Decade banners for podium

· Pens, magic markers, tape, extension cords, PowerPoint projector (if needed), other supplies

· Designate timekeeper to use flash cards
DAY OF BRIEFING

· Tell the speakers more about their audience:  

· Congressional staff have little understanding of science or research.  

· Audience members may come and go during the presentation

· Warn the speaker that there will be a time-keeper in the front row 

· Key staff of Sponsor introduced in the beginning, thank office and Decade of Behavior for sponsoring event 

· Keep someone manning the sign-in table until the briefing is 30 minutes underway – lots of people come in late, and it’s good to keep someone out there to help them

AFTER BRIEFING
· Write sponsor a thank-you note 

· Follow up emails, if necessary.  We always post event summaries and PowerPoint presentations on our website and then email attendees and those who RSVP’d but couldn’t attend to let them know they can review the materials on our site.

· Send thank-you notes to each of the presenters 

Important Phone Numbers

Food

House:

Haute on the Hill (by Ridgewells)

Contact Cheryl Hartwell at chartwell@ridgewells.com.  She’ll fax catering menus to you.

Senate:

Senate Restaurant

202-224-3146

Room set-up (podiums, screens, etc.)

House:

202-225-8000

Senate:

202-224-2363
CQ Monitor (to announce a briefing in the CQ Monitor Daily events listing)

(202) 887-8686

Attn: Bob Healey

Fax: (202) 835-1635

bhealy@cq.com
Reuter’s Daybook


Tim Ryan


Tim.Ryan@reuters.com
Faxing 

There are programs that allow you to send faxes to congressional offices through Microsoft Outlook.  We use CongressPlus, which allowed us to download congressional fax numbers to our Outlook address books.  This program is expensive and isn’t worth purchasing if you don’t plan on hosting numerous briefings.  You may want to contact one of the larger Decade organizations (such as APA or ASA) to discuss the ways they extend invitations to Congress.
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Decade of Behavior Policy Seminars

Suggested Co-Sponsors

(DoB organizations experienced in planning briefings)
· American Anthropological Association

· American Educational Research Association

· American Political Science Association

· American Psychological Association

· American Sociological Association

· Association of American Geographers

· Center for the Advancement of Health

· Consortium of Social Science Associations 

· Federation of Behavioral, Psychological, and Cognitive Sciences 

· Society for Applied Anthropology

· Society for Research in Child Development

