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Congratulations on your election
and welcome to the U.S. House of Representatives!

To assist you in preparing for the 112th Congress, | would like to share this guide called Hit the Ground
Running. The goal of this document is to provide you with information that will help you become

an effective member from day one. When | came to Congress, | found this guide, which was first
prepared by former Majority Leader Dick Armey, to be an invaluable resource full of local knowledge.
Rep. Roy Blunt took over developing this guide when he assumed the Majority Whip post in 2003 and
has added years of valuable insight to it. | am delighted to continue Rep. Dick Armey’s and Rep. Roy
Blunt’s tradition of providing this to our newest colleagues.

Hit the Ground Running offers insight into virtually every aspect of your congressional office. It
provides you with the basics on the transition from candidate to member, how to hire your staff, set up
your Washington and district offices, undertake legislative projects, manage press, move office mail,
and most importantly—set and attain your goals. It offers valuable suggestions that have worked well
in my own office as well as in the offices of other successful Republican members.

A new member’s first term is critically important, especially for those whom have just won with a
narrow margin. This manual is designed to get you on the right track right off the bat and will help
you avoid common early mistakes and pitfalls. This will translate into your becoming an effective
member of Congress quickly and your constituents, and the country as a whole, will benefit.

During the next few weeks, you will be inundated with packets of information from think tanks, special
interest groups and grassroots organizations. Before delving into that material, you may want to first
take some time to thoroughly read this document. We also suggest that you keep this book in your
office. Many members continue to reference this document throughout their time in Congress.

Most importantly, please contact me or a member of my staff with any questions you may have at
(202) 225-0197. We are here to help you. Please remember that no matter how big or small an issue,
we are always here to help.

Again, congratulations on your well-earned election victory. | look forward to working with you on
behalf of the American people and helping you become an effective freshman member of Congress.

Sincerely,

(2=

Eric Cantor
House Republican Whip
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Hit the Ground Running Explained:
How to Read and Use this Guide

Hit the Ground Running is not designed to be read just once. We encourage you to continually reference
this document and its contents throughout your time as a member of Congress.

THE MEMBER BOOK

The first book of Hit the Ground Running is designed specifically for you, the member. You should start
and end here. To help you tackle your upcoming challenges in the order they will present themselves, the
Member Book has been divided into three chronological parts:

A. Election Day to Orientation
B. Orientation to Swearing-In, and
C. Swearing-In to the End of Your First Year

We recommend that you read through these sections in the order they are presented. These chronological
sections are designed to help you prioritize your time effectively from now until the end of 2011.

THE STAFF BOOK

The second book of Hit the Ground Running, and the larger of the two, is a detailed compilation of best
practices geared towards helping your chief of staff build a congressional office that accomplishes your
goals and operates efficiently and effectively. We recommend that you hand this book to your new chief of
staff as soon as he or she is hired.

If you are interested in exploring any of the information contained in the member book in more detail, the
staff book can act as an in-depth reference guide for you. In order to best maximize your time, however,
thorough studying of the staff book should be left to your new chief of staff and the remaining staff you hire.
This strategy will keep you focused on the big picture and your staff focused on implementing your goals.



Member Book
Executive Summary

SECTION A: ELECTION DAY TO ORIENTATION

This section will help you begin the transition from citizen to member of Congress, taking you from
the early days following your election to the eve of new member orientation, beginning Sunday,
November 14th. In these five chapters, we will cover what to expect at the upcoming freshman
orientation, how to determine your initial goals as a member-elect, preview the House Republican
organizational conference and leadership elections, provide you with key first steps towards hiring
your chief of staff, and finish with “Do’s and Don’ts” that you should utilize as a checklist for the next
two weeks.

SECTION B: ORIENTATION TO SWEARING-IN

The lengthiest section of the Member Book covers arguably the most critical time period for ensuring
that you hit the ground running. These eleven chapters provide an in-depth look at setting up your
office and preparing for day one as a newly sworn-in member of Congress.

We begin with an outline of the House Republican organizational conference and leadership
elections. Next, we turn back to the process of hiring your chief of staff—what questions to ask of him
or her, key characteristics to look for, and accountability measures to employ. Once you have a chief
in place, begin looking at the committee assignment process and what your legislative focus will be
and the operations of your congressional office.

Lastly, we pivot to matters dealing with family dynamics and offer information on helping them with
the transition. We also offer advice on where to live, how to plan a swearing-in party, and finish with
another “Do’s and Don’ts” checklist. This can be an overwhelming section if read at all once, so take
your time moving through it.

SECTION C: ORIENTATION TO SWEARING-IN

This section is written for when you’ve shed the title of member-elect and are an official member of
the 112th Congress. This material covers the period of time from swearing-in until the end of 2011.

We provide substantive information on mastering the basic responsibilities of a member of
Congress. Specifically, we highlight key dates to keep in mind during the calendar year and walk
you through what to expect during the hectic week of swearing-in, making it more manageable and
less overwhelming. Then, we introduce procedures that will teach you how to become an effective
member on the floor, and key tips towards maximizing your role on a committee.
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Election Day to Orientation

(November 2 — November 14)

INTRODUCTION

You’ve just won your election... Now what?

This section will help you begin the transition from citizen to member of
Congress, taking you from the early days following your election to the
eve of new member orientation, beginning Sunday, November 14th.

In the five chapters ahead, we will cover what to expect at the
upcoming freshman orientation, how to determine your initial goals

as a member-elect, preview the House Republican organizational
conference and leadership elections, provide you with key first steps
towards hiring your chief of staff, and finish with “Do’s and Don’ts” that
you should utilize as a checklist for the next two weeks.

As a member-elect, remember that the staff of Rep. Eric Cantor’s
leadership office is here to help you. It’s the leadership office’s job to
ensure that you hit the ground running so that you are equipped to
execute the job your constituents elected you to do.



ELECTION TO ORIENTATION

Insider Tip

As a member-elect, there are
specific rules as it relates to
private plane travel, cab rides,
gifts, etc and while you are not
yet a member, and most rules
that apply to members do not
yet apply to you, you should
make every effort to stay within
the ethical guidelines.

Insider Tip

It's a good idea to schedule your
flights for freshman orientation
to arrive into D.C. early to mid-
afternoon on Sunday and depart
no earlier than Friday evening.

CHAPTER 1

What to Expect

First of all, enjoy your victory. You are about to become one of just
over 11,000 Americans in our great nation’s history to become an
elected member of the United State House of Representatives. The
next few months will be some of the most rewarding and stressful
of your life, and you will begin receiving countless amounts of
information from various sources.

Only a few of the many information packets that you receive are
critically important for you to read thoroughly.

PLANNING FOR FRESHMAN ORIENTATION

Freshman orientation will commence on Sunday, November 14, and
conclude Friday, November 19. Once you have finalized your travel
plans, please convey that information to the Committee on House
Administration at (202) 225-8281. They will arrange for you to be
picked up at the airport upon arrival.

During the next two weeks will be determining who you wish to bring
with you to orientation. The Committee on House Administration will
pay airfare and hotel expenses for you and one “designated aide.”

Spouses are also welcome to join you for orientation. It's a great way
for your spouse to acclimate to D.C., build relationships with other
spouses, and set expectations. There will be a special program
specifically for spouses at the orientation, and they are welcome to
attend all official and most political events. However, the Committee
on House Administration does not pay for your spouse’s airfare or
travel-related expenses. Per Federal Election rules, it is within the
rules on ethics for your campaign to pay for your spouse’s travel.

Finally, you will be staying at the LUEnfant Plaza Hotel in the heart of
LEnfant Plaza. The area is convenient to the D.C. Metro (subway
system), and taxi cabs are always available. In other words, there
is no need for you to rent a car; transportation will be provided to
official activities.

What to Expect



Freshman Orientation Week

DRAFT SCHEDULE

The timeline below is meant to give you a brief snapshot of what to
expect during orientation week. During the next few days, you will
receive a comprehensive packet of information from the Committee
on House Administration outlining orientation week. As one former
freshman once said, “Orientation kind of feels like two-a-day football
practices in the middle of August in West Texas.” So, brace yourself
for a taxing week, with a lot of information coming at you. At the same
time, this will be an exciting week for you and your spouse.

SUNDAY, NOVEMBER 14

Once your escort delivers you to the hotel, you will be checked in,
given your official BlackBerry, and handed the official schedule of the
week’s activities.

Hopefully you will have a little down time before a bipartisan welcome
reception, followed by a Republican member-elect dinner with the 111"
Congress House Republican Leader, John Boehner.

MONDAY, NOVEMBER 15

Monday’s bipartisan program is run by the Committee on House
Administration. Weather permitting, you will have your class photo
taken on the House steps. Next, you will learn about the nuts and
bolts of the House: computer systems for your new office, health
care plans, member pay and benefits, your office budget, how to set
up your congressional offices, ethics, legal liabilities, and more. In
addition, you will learn about a variety of departments and services
available to new members from the Chief Administrative Officer (CAO).
Monday evening is reserved for a bipartisan dinner with the 111%"
Congress Speaker of the House, Nancy Pelosi, as well as other
potential events.

What to Expect

Insider Tip

Orientation week is extremely
busy, so get a good night’s sleep
on Sunday.



ELECTION TO ORIENTATION

TUESDAY, NOVEMBER 16

Tuesday begins with general information sessions followed by a
working lunch with the ranking member of the 111" Committee on
House Administration, Rep. Dan Lungren (R-CA). This will conclude
the Committee on House Administration’s portion of the orientation
schedule.

The afternoon will be filled with training sessions put together by the
Republican leadership. Here you will learn more about the importance
of setting your goals, hiring a competent and complementary staff,
communicating with your constituents, and learning about what a
typical member’s schedule looks like.

Tuesday evening will be a Republican member-elect dinner with the
111" Congress House Republican Whip, Eric Cantor, and Chief Deputy
Whip, Kevin McCarthy, as well as numerous other social events both
before and after dinner.

WEDNESDAY, NOVEMBER 17

Wednesday will begin with an orientation program hosted by the
National Republican Congressional Committee (NRCC). There you
will learn about what the campaign committee does, how to interact
with the committee, and some of the things that are expected of new
members of the House Republican conference.

Note: A program for spouses is currently expected to take place from
9:00 a.m. - 12:00 p.m. on Wednesday.

Wednesday afternoon will be reserved for the House Republican
organizational conference. This meeting will include GOP leadership
elections, freshman leadership elections, designations of the new
Steering Committee regions, the Steering Committee regional
representative elections, and a brief discussion of the rules for the
112" House Republican conference.

Wednesday evening will be a bipartisan reception at the U.S. Botanical
Gardens. This is a great way to build relationships with both new and
current members of Congress—on both sides of the aisle—in a casual
setting. Itis usually one of the highlights of the week.

What to Expect



THURSDAY, NOVEMBER 18

Thursday will begin with the continued organizational conference and
votes on the conference rules, and any amendments offered. Other
events are also possible throughout the day. Note: The organizational
conference could also spill into Friday, if needed, though that is
unlikely.

FRIDAY, NOVEMBER 19

Friday is the day you have been waiting for—office selection. Offices
will become available for new members to view sometime late in

the day on Thursday and the lottery, itself, will be conducted Friday
morning on a bipartisan basis. You or your representative (designated
aide, future staff member, spouse, family member, friend, etc.), will
pick a random number out of a box. The numbers will be ordered for
however many people are in your class and the numbers drawn will
determine the order you select your office. Office space is assigned
to members according to seniority by class, meaning the freshman
class is last in line for room selections.

The rest of the morning will be reserved for you to tour open offices,
followed by a selection time where you will officially pick your new
office. Please keep in mind that current members will still be in their
offices and some of them may have recently lost their re-election. So
please be mindful of this and respectful as you tour the offices.

Immediately following office selection, you will be taken to another
room to select new carpet and drapes (if applicable), determine the
set-up of your office, and sign up any vendors you may have decided
upon. Following office selection, freshman orientation week will
conclude.

OFFICE SPACE DURING ORIENTATION

While you are in Washington for orientation and the organizational
conference, each member-elect will be given a small work area in the
Rayburn House Office Building (also known as the freshman “service
center”). The service center is established by the Committee on
House Administration and is tentatively scheduled to be open from
Monday, November 15, until Friday, November 19, 2010, between the
hours of 9:00 a.m. - 5:00 p.m.

You will be able to use the service center to make and field telephone
calls and to conduct job interviews. More details about the service
center will be provided by the Committee on House Administration.
For more information, contact the committee at (202) 225-8281.

What to Expect

Insider Tip

If you are unable to attend

the office lottery, make sure
someone is there with written
permission to represent you at
the drawing to determine your
selection order. Otherwise,
your name will be placed at the
bottom of the list. A low lottery
number could make a huge
difference in the type of office
available.

Insider Tip

This area is extremely small
(about the size of a work cubicle)
so some members-elect choose
to make arrangements to work
out of the office of a retiring
member, a member of their

state delegation, or another
incumbent member.



ELECTION TO ORIENTATION

Insider Tip

Establish short term and realistic
goals prior to hiring a chief of
staff. If you start hiring before
establishing even basic goals,
you will be flying blind during the
interview process.

CHAPTER 2
Determine Your Goals

Webster’s Dictionary defines a goal as “the result or achievement
toward which effort is directed.” Your goal for the last year has
been to earn the right to represent your congressional district and
its constituents. You’ve achieved that goal. Now, in order to be
successful as their representative, you need to establish short and
long term goals as you determine what type of member of Congress
you want to be.

The House of Representatives was designed to be representative of
the popular will of the American people. It still fulfills the Founders’
original intent today as you will find a wide array of people in the
House representing vastly different congressional districts. As a
result, no one set of goals is the same for two members.

Now is the time for you to formulate your own goals, deciding on what
you want to accomplish as a member of Congress, and how best to
represent your district.

Of course, your goals will be altered and updated as your
congressional career progresses, but establishing basic goals now
will provide a clear course of action during the first few months of
your first term. We suggest putting your goals in writing. The more
tangible they are, the easier it is to review and revise your goals in the
future. Once you have your goals written down, put them in order of
priority and discuss them with a small group of people whom you trust.

The following general tools will help you determine your goals as a

member of Congress. Remember, each member-elect’s goals will be
unique to him or her.

Determine Your Goals



FACTORS TO CONSIDER WHEN SETTING YOUR GOALS

Campaign Promises

The first thing you need to do when setting your goals is to think of
any campaign promises you made. Did you promise to be a leader
on a piece of legislation or a certain issue? Did you promise to run
your district office in a certain way? Or did you promise to build
relationships with certain national leaders? Needless to say, it is
essential that you do everything in your power to fulfill your campaign
promises.

Your Management Style

Your management style will determine what goals you can realistically
set. Some members are micromanagers, wanting to know every
detail of the administrative and legislative process within their office.
Consequently, micromanagers usually have to resign themselves to
fewer bigger picture items and tend to have their goals defined by the
day-to-day work in a congressional office.

Conversely, members who delegate responsibility enable their staffs
to be active on many projects at once. These members tend to have
more time to dedicate to bigger projects such as legislation, local and
national issues of importance, committee work, and politics. Members
who delegate must have accountability mechanisms built in place
within their office structure.

Determine Your Goals
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Your Strengths and Weaknesses

Following your election, it’s a good idea to sit back, think about
your personality, and consciously understand your strengths and
weaknesses. Goals should be decided with those strengths and
weaknesses in mind.

Above all else, be realistic. You will not be able to do everything.
You should focus on how you can best utilize your time and effort in
furthering your goals. Too many goals, tasks, projects, and promises
can leave a staff exhausted and unable to complete each goal
effectively. The result could be low morale within your office and a
perception of ineffectiveness or chaos outside your office.

Your Political Security

Members-elect who have just emerged from tough elections may want
to devote more time during the first term to building their community
base. A strong constituent relations program, communications plan,
targeted mail outreach program, and community outreach effort are a
must to bolster your standing with constituents.

The District

To be an effective representative, you must thoroughly understand the
interests and concerns of your constituents. You proved you have a
good foundation in this area by your victory on election day, but now
is the time to delve deeper into what your constituents are interested
in and concerned with, and what type of representative they are
expecting you to be.

Also, different types of districts require different types of goals. A

member with a more conservative seat will have different goals and
priorities than a member with a more moderate seat.

8 Determine Your Goals



TYPES OF GOALS

Members like Rep. Shelley Moore Capito (WV-02), Rep. Peter Roskam
(IL-06), and Rep. Paul Ryan (WI-01) are all proven leaders in goal
setting and have contributed to this book. Don’t be afraid to reach out
to veteran members for their advice regarding specific types of goals.
The following list includes common types of goals. This list is by no
means exhaustive, but rather just a few examples to help get you
started.

Constituent Services Goals

Every member should strive to establish a top notch constituent
services operation. Strong constituent services are a core goal for any
successful office. This includes communicating with your constituents.

District Goals

Every member needs to establish close ties with their constituents at
home. Goals for your district may be easy to quantify, such as: visiting
every county or every community in the district “x” times during the
first six months; holding “x” number of town hall meetings or tele-town
halls during the first six months; sending constituents a questionnaire
at least once a year; and holding “x” editorial board meetings during
the first six months, to name just a few.

Legislative Goals

There are two different types of legislative goals. The first involves Insider Tip
specific pieces of legislation. Here, you will introduce specific Don’t be afraid to work on
legislation, dedicate both you and your staff’s time and resources legislation or issues that
towards getting that piece of legislation passed or heard, and are outside your committee
communicate its importance on a local, state, and national level. assignments. Committee
chairmen, ranking members, and
The second type of legislative goal involves establishing yourself staff are often helpful to those
as an expert on a certain issue or set of issues. The personal working on issues within their
experiences you bring with you to Congress can be extremely jurisdiction, even if they are not
valuable draw on those experiences to first develop a known a member of the committee.

expertise within Congress and, as time develops, expand your
expertise to a national level.

When identifying either type of legislative goal, it's a good idea to
keep in mind whether the goal addresses a real and significant
problem, whether the problem can be corrected with legislation (or
deserves some other non-legislative remedy), and whether the goal
advances the interests of your district and the nation as a whole. If
your legislation creates a new program, or increases spending, stop
and ask yourself it it’s worth borrowing 40 cents of every dollar spent.

Determine Your Goals 9



ELECTION TO ORIENTATION

Insider Tip

Make a point to meet with each
leadership office - both the
member and their senior staff.
Because House leaders are

charged with driving the agenda,

they are in a unique position to
help you elevate your profile
and realize your goals.

10

Relationship Goals

You should have a goal of building as many relationships as you can
during your first year in Congress. Relationships include those with
members of your class, senior members, leadership, and members of
the Democratic Caucus. Developing strong relationships with your
colleagues and their staffs is one of the many keys to becomin