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PBA District Events Tool Kit 

Invite Your Member of Congress to Visit Your Company 

 

Frequently Asked Questions About  

District Events & In-District Meetings 

 

 

Q:  What is a District Event? 

A: A district event is when a Member of Congress visits your salon or 

distribution/manufacturing company.  A typical district event will include a “town 

meeting” type setting where all employees will gather to hear the Member speak and 

then have a question and answer discussion. This can be followed by a facility tour, if 

the location lends itself to a tour.  A district event is a great opportunity for a 

policymaker from Washington to see firsthand the importance of your company to the 

local community.  It also helps you to begin forming a relationship with your Member 

of Congress that can be important to the long-term political interest of your company.   

 

Q: How do I plan a District Event? 

A: These are the basic steps: 

1. Draft an invitation letter (a sample is included in this tool kit) to ask your Member of 
Congress to visit your company.  If you have a specific occasion that you would like to 
invite them to attend, please note that date in the letter.  Otherwise, it is preferable to 
make the letter an open invitation. If you are unclear who your Member of Congress is, 
you can go to www.house.gov or www.senate.gov to find your Representative (by 
entering the zipcode of your location) or Senator (two per state).  If you have questions 
about whom to invite, or which of your facilities might be the best location for a visit, 
please contact PBA for guidance (Myra Irizarry, myra@probeauty.org).  
 

2. Now send the letter:  To do so, call the Member‟s local office (available through 
www.house.gov for a Representative or www.senate.gov) and ask where an “in-district 
scheduling request” letter should be sent.  They may have you send it to their scheduler 

http://www.house.gov/
http://www.senate.gov/
mailto:myra@probeauty.org
http://www.house.gov/
http://www.senate.gov/
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in Washington, D.C. or directly to a local staff member who arranges visits back home.  
Get the name, email and fax number of the individual you need to contact, if available.  
It is best to send the letter by FAX and E-MAIL. 
 

3. Next, please send PBA a copy of your scheduling request (attn: Myra 
myra@probeauty.org) so that we can help follow up as necessary. 

 

4. It is also helpful to call the scheduler to confirm they‟ve gotten your letter and get their 
input on timing for a possible visit. 
 

5. If the Member‟s office calls with a time and date, please try to accommodate them as 
these visits are often scheduled with little notice.  We can help you prepare to ensure 
you are ready for the visit. You‟ll want to make sure that you have a “critical mass” of 
people at your company that day. 

 

Q: What do we do once a site visit is scheduled? 

A: Call or email Myra Irizarry (myra@probeauty.org) at (480) 455-3451 to begin making 

plans and arranging the event schedule.   

 

Q: How does PBA help? 

A: PBA staff and Washington. D.C. consultants are available to advise you on all aspects of 

arranging a district event or in-district meeting.  Among other things: 

 We can help you identify good locations and key Members of Congress to invite. 

 We‟ll help flag your invitation to staff in the Member‟s office to increase the prospects 
of the visit. 

 If an invitation is accepted, we‟ll work with you to determine the best press options and 
logistics; help you prepare documents to familiarize your internal personnel and prepare 
your remarks; work directly with the Representative or Senator‟s Washington office to 
brief them on key issues; and in some cases, send someone from our staff to help support 
the event. 
 

Q: What is an “In-District Meeting”? 

A: An in-district meeting is a meeting in the Member of Congress‟ hometown, or “district” 

office. It is similar to a meeting on Capitol Hill, but because it is not so far away, it can be an 

opportunity for your company to bring more employees to the meeting to tell your story and 

ask for your Senator or Representative‟s assistance/support.  In-district meetings may involve 

representatives from multiple PBA companies in the area, which makes these meetings a great 

opportunity to impress upon your legislator that there are a significant number of salons and 

employees interested in the federal issues that affect them, such as the tip-tax credit issue.      

 

mailto:myra@probeauty.org
mailto:myra@probeauty.org
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Q: Is an “In-District Meeting” better than a District Event? 

A: If time and schedules permit, it‟s always better to have your Member of Congress visit 

your company and get the „big picture‟ perspective on how salons and other PBA companies 

contribute to their local economy and discuss how what Congress does at the federal level 

affects you and your employees.  Sometimes, however, Congressional schedules are so busy 

that they don‟t allow much time for these types of visits.  If you invite your Member of 

Congress to your company and they are unable to visit due to a hectic schedule, please ask 

their scheduler whether you can come to see them in their district office instead for an „in-

district meeting‟.  If you‟re flexible enough with dates and times, chances are a meeting like 

that can get arranged.  If you hear from the office of your Senator or Representative that they 

would be willing to see you for a meeting in their home or district office, you should: 

 

 Let the scheduler know that you‟d like to bring some of your employees with you to the 
meeting 

 Advise PBA (myra@probeauty.org) immediately so that we can help make the meeting 
as positive as possible.  We can tell you whether there are other salons in your area that 
would be good to bring along, to reinforce with the Member of Congress that there is 
broad support for your issues in their district or state.  We can also help to arrange for 
PBA staff to participate as necessary.  

 

Helpful Hints for a Great Event 
 

 Remember it‟s about the people and the culture in your company – what makes your company 
unique, and how your company contributes to the economy – all of that is important for the 
Representative or Senator to see.  
 

 Make sure your employees know in advance about why the Member of Congress is coming 
to visit you.  Share with them – 

 

o Who the Member of Congress is (a little background; we can help you with this!) 
o The advantages to your salon of congressional support for FICA tip-tax relief 
o That they are there to speak up directly about the importance of being salon 

employees, rather than independent contractors.  
 

 A few employees should be prepared to ask some questions of the Member of Congress during 
the question and answer portion of the discussion.  It‟s important to keep the exchange lively 
and the conversation two-way.  Questions or comments shouldn‟t just be questions about the 
tip-tax credit or other PBA issues, but about any current event, policy issue (healthcare, 
retirement savings, education, trade, etc.),  or political issue. 
 

 Have nametags for senior management that will be spending the most time with the 
Member. 

mailto:myra@probeauty.org
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 Have a banner or sign with the company name in the room where the main gathering is taking 
place. 

 

 Take pictures – we‟ll share them with the Member to remind them of their visit and the stories 
they heard. 
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DRAFT LETTER TO PERSONALIZE AND PRINT ON COMPANY 

LETTERHEAD FOR HOUSE WAYS AND MEANS OR SENATE FINANCE 

COMMITTEE MEMBER 

, 2011 

 

Hon. ____________    OR Hon.___________ 

________House Office Building   ._______Senate Office Building 

Washington, DC  20515    Washington, DC 20510 

 

Dear Congressman/Senator ______: 

 

On behalf of ____, a salon/distributor/manufacturer located in _______ ,  I am writing to 

invite you to visit our _____(specific facility) and meet with myself and my employees.  Our 

salon/distributor/manufacturer has locations in ____(if appropriate), with approximately____ 

employees.   

 

As a member of the tax-writing House Ways and Means Committee/Senate Finance 

committee, you play an important role in ensuring a successful future for our company and 

other salons that employ salon professionals.  We look forward to the opportunity to introduce 

you to our employees in ____, and talk with you about what we can do to make sure the 

interests of our employees are protected and promoted going forward in any bills that would 

come before the Ways and Means/Finance Committee. In particular, we ask for/appreciate 

your support of the Small Business Tax Equalization and Compliance Act (H.R.1957/S. 974) 

which would extend the FICA tip tax credit to our industry.  We hope you will visit us and 

meet the employees who are affected by the decisions made in Congress, especially as they 

relate to the salon industry.   

 

We would be honored to host you at ____ as your schedule permits, and hope you can make 

time to meet with us sometime in the near future.  In the alternative, should a meeting in your 

state or district office work better for your schedule, we are happy to bring a group of 

employees to an in-district meeting. 

 

We will follow up with your office to see whether we can arrange a mutually convenient time.  

Thank you in advance. 

 

Sincerely, 
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DRAFT LETTER TO PERSONALIZE AND PRINT ON COMPANY 

LETTERHEAD FOR MEMBERS NOT ON TAX COMMITTEE 
 

, 2011 

 

Hon. ____________    OR Hon.___________ 

________House Office Building   ._______Senate Office Building 

Washington, DC  20515    Washington, DC 20510 

 

Dear Congressman/Senator ______: 

 

On behalf of ____, a salon/distributor/manufacturer located in _______ ,  I am writing to 

invite you to visit our _____(specific facility) and meet with myself and my employees.  Our 

salon/distributor/manufacturer has locations in ____(if appropriate), with approximately____ 

employees.   

 

As a member of the House/Senate, you play an important role in ensuring a successful future 

for our company and other salons that employ salon professionals.  We look forward to the 

opportunity to introduce you to our employees in ____, and talk with you about what we can 

do to make sure the interests of our employees are protected and promoted going forward.  

In particular, we ask for/appreciate your support of the Small Business Tax Equalization and 

Compliance Act (H.R.1957/S. 974) which would extend the FICA tip tax credit to our 

industry.  We hope you will visit us and meet the employees who are affected by the decisions 

made in Congress, especially as they relate to the salon industry.   

 

We would be honored to host you at ____ as your schedule permits, and hope you can make 

time to meet with us sometime in the near future.  In the alternative, should a meeting in your 

state or district office work better for your schedule, we are happy to bring a group of 

employees to an in-district meeting. 

 

We will follow up with your office to see whether we can arrange a mutually convenient time.  

Thank you in advance. 

 

Sincerely, 
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EXAMPLE OF A DISTRICT EVENT SCHEDULE  

This Document is Prepared for the Senator or Representative’s Staff to Brief them for the Event 

 

PBA DISTRICT EVENT WITH 

Congresswoman Shelley Berkley 

Hosted by: _______  

 

 

Event Details 

 

WHERE:  Provide full address 

Driving directions below. 

 

      

WHEN:   Monday, July    , 2011 

     10:00 AM 

 

EVENT CONTACTS:  

 

John Doe, Owner,  ________ Salon 

Phone:   

Cell:    

 

Jane Doe, Manager, _______ Salon 

Phone:   

Cell:  

 

Myra Irizarry, PBA 

Cell:   
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SCHEDULE OF EVENTS: 

 

9:30 am:  Employees gather at salon for event briefing by PBA staff and Joe Doe, Owner of 

_____ Salon. 

 

10:00 AM:  John Doe will greet Congresswoman Berkley and her staff when they arrive and 

walk her around for quick introductions. 

 

10:10– 10:40 AM:  Jane Doe formally introduces and welcomes Congresswoman Berkley to 

the salon.  Congresswoman Berkley will speak and take questions.  Two or three employees 

will speak about their experiences being employees of a salon, rather than an independent 

contractor and what it means to them. 

 
 

 

DIRECTIONS TO _______ SALON 

 

BACKGROUND ON SALON 

  
 

 

 

 


