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The Colorado Coalition Against Domestic Violence (CCADV) is a 

nonprofit statewide membership organization founded in 1978 by twelve local 
domestic violence programs. CCADV is dedicated to the elimination of 
domestic violence in all of its forms. An integral part of that effort is CCADV’s 
Public Policy Program (PPP), which strives to affect public policy for the 
benefit of victims and survivors of domestic violence and their families. The 
purpose of the PPP is to ensure that law and public policy in the state of 
Colorado are supportive to, and enhance the safety of, victims and survivors 
of domestic violence and their children, as well as to influence public decision 
making on the national level. The PPP advocates with the Colorado legislature 
and various organizations, and solicits ideas from membership for how the 
law could respond more effectively to address systemic problems facing 
domestic violence victims in the state, advance the rights of and increase the 
safety of victims, and enhance offender accountability.  

The PPP gives CCADV member programs a voice at the Colorado 
General Assembly, responding to legislation and educating legislators on the 
consequences, both intended and unintended, of legislative initiatives. The 
PPP researches and analyzes possible legislative initiatives, examines 
practices and policies being used across Colorado, and how issues have been 
addressed in other states. It aims to maintain a diverse network of rural and 
urban service providers and practitioners to provide a unified, statewide 
environment that will cultivate CCADV members’ local, community-based 
efforts and responses to stop violence against women. Crucial to the work, 
PPP strives to include and involve the voices of victims of domestic violence 
of all racial, social, ethnic, religious, economic groups, abilities, ages and 
lifestyles in its efforts.  

 
In the arena of public policy, CCADV has addressed a multitude of 

issues, including, but not limited to the following: 
 

 Facilitating the ability of victims of domestic violence to obtain 
protection orders and enhancing protection order violation laws; 

 Working with landowners/landlords to provide accessible, available, 
and affordable housing for victims and their families as they try to 
escape from their abuser; 

 Ensuring that victims of domestic violence are not evicted from their 
homes because they are victims of domestic violence, or because of a 
law enforcement presence at their home, and that victims are able to 
break their lease and only owe a month’s rent; 

 Strengthening the social safety net to help promote the independence 
of survivors through clarification of the courts authority to order 
financial protections for victims within civil protection orders, actively 
supporting increases to the TANF asset limits, and ensuring eligibility 
for unemployment benefits if forced to leave their place of employment 
because of imminent fear for their safety and the safety of others. 
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          An Introduction to CCADV’s 
Public Policy Program 
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A Message from the Public Policy Directo
                                                                                
gislators rely upon your input to know what you want… 

 
Legislative action is one of the best tools we have available in 

r domestic violence advocacy toolkits! When we share our 
owledge and perspectives with legislators and encourage them to do 
e right thing, we are helping to make certain that the voice of 
mestic violence survivors is frequently and consistently represented 
 the public policy table. Our participation in the legislative process is 
itical to helping the bills that CCADV proposes to pass and ensuring 
at victim impact is considered during the creation of other laws and 
blic policy.  

The purpose of this toolkit is to enhance the statewide efforts of 
ADV’s Public Policy Program through coordinated grassroots 
vocacy by member programs at the legislative level. My hope is that 
is guide will serve as a valuable resource in demystifying and 
mplifying the different ways that you can effectively influence 
gislation that impacts victims. Although this manual is primarily 
ared towards advocacy at a local and state level, much of it also 
plies to taking action on a national level.  

The toolkit is divided into various segments to make it easier to 
e as a reference tool. Included are sections ranging from an 
erview of civics and the legislative process to guidance on how to 
t involved through actions as simple as voicemails to in-person visits 

ith your legislator to providing public testimony. 
We all understand the importance of keeping up with legislation 

d public policy decisions that affect the victims we serve, but I want 
 also encourage you to translate that knowledge into action. The 
gislative advocacy tools in this kit will not only assist you in carrying 
t your advocacy, but will also help you to increase the success of 
ur hard work. Your efforts to join in the larger struggle to create 
stems change alongside CCADV will be rewarded through increased 
fety and options for victims and enhancement of perpetrator 
countability. 

The creation of this toolkit was not intended as a substitute for 
rsonal assistance and support, so please feel free to contact me at 
y time! 

 
Sincerely,  
 
 
Amy Miller 
Public Policy Director 
CCADV, 1120 Lincoln St., Ste. 900, Denver, CO 80203  (888) 778-7091 or (303) 831-9632 
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The CCADV Legislative Committee directly reviews, discusses, and 
takes action on legislative and social policy issues that affect battered 
women and their children and the services that assist them.  This 
committee also directs and monitors the work of the CCADV lobbyist.  
In addition, the Legislative Committee will work with government 
agencies and other non-profit organizations on social policy and 
legislative issues.  The legislative committee provides guidance and 
support to the Public Policy Director regarding: 

 Influencing public policy and decision-making regarding domestic 
violence on the state and federal level; 

 

 Address systemic problems facing abused women and children in 
Colorado;  

 

 Determining how systems can better protect women and their 
children; 

 

 Strategize ways to collaborate with the legislative, executive and 
judicial branches of government and with various agencies to 
make change;  

 

 Help devise a response to legislation that impacts women and 
children; 

 

 Discuss possible legislation, including how other states have 
addressed similar issues. 

We invite all individuals interested in ending domestic violence to 
participate with this committee. The committee meets on the 4th 
Wednesday of each month at noon.  For more information contact the 
Public Policy Director.  
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The Legislative Committee collects ideas for possible legislation to pursue or 
to amend from CCADV membership.  This occurs through town hall meetings, 
CCADV regional and membership meetings, CCADV Committees (i.e. 
Advocacy Team, Rural Issues Committee, etc), outside entities, and 
Legislative Committee Members.  The Legislative Committee relies heavily on 
the voice of CCADV membership.  It is your voice that shapes the public 
policy agenda. In order to prioritize and decide what bills we are able to run 
the committee processes through the following considerations: 
 
Priority Consideration: 

1. Fits Mission 
Assessment: 
 Is the bill congruent with, or in opposition to, our mission? 
 Is the bill congruent with or in opposition to the missions of our 

members? 
 

2. Has Impact 
Assessment: 
 What is the issue or problem this bill is correcting? 
 How big of an impact would this bill have on the problem? 
 How big of an impact will this bill have on survivors’ lives? 
 Is this issue best addressed through legislation, or through 

training, implementation advocacy or public awareness? 
 What are the intended consequences of this legislation? 
 What are the possible unintended consequences? 
 Are these consequences the same for all victims of intimate 

partner violence? 
 Will this legislation increase safety and expand opportunity for 

all victims of intimate partner violence; or will it compromise 
safety and limit opportunity? 

 Are there are any missing pieces in the implementation of this 
policy? 

 
3. Resource Availability 

Assessment: 
 Would this bill pass or fail regardless of what we do? Or could 

our involvement make a real difference? 
 Is this winnable? 
 If it is not winnable would bringing the issue forward create 

positive change? 
 What organizational resources would be needed and are they 

available? 
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Tip: If you ever want to look up the actual language of a bill, this next section will 
explain the strange format. You may find this section to contain more detailed 
information than you will need, but for those of us who really like this stuff, this is a 
good and thorough explanation.  

The form of all bills is similar. While the content of bills is very different, the form 
is similar. Bills are written so that changes to the law can be readily identified.  
This is accomplished through the use of capitalization and strike type (dashes 
through words). Capitalization shows new language; strike type indicates 
deletions from the existing law. When amendments are extensive, existing law is 
repealed and reenacted or entire new sections are added in capitalized letters. 

The usual arrangement of the provisions of a bill are as follows: title, bill 
summary, enacting clause, new provisions of law, amendments to existing law, 
repeal of existing law, an appropriation, effective date, and safety clause. New 
provisions of law, amendments to existing law, and repeal of existing law are the 
major portions of a bill and are identified by an amending clause. The amending 
clause cites the statute to be added, amended, or repealed and describes the action 
to be taken in the following portion of the bill. 

 Bill title.  Each bill contains a brief but comprehensive title. The state 
constitution requires that a bill contain only one subject, which is to be clearly 
expressed in its title.  A bill title can be amended (or changed) as the bill 
progresses, as long as any amendment does not broaden the title.  

 Bill summary. The title is followed by a brief summary of the bill written by 
the legislative staff attorney who drafted or reviewed the proposal. Although 
the bill may be amended as it travels through the legislative process, the bill 
summary is not changed to reflect these amendments. The summary has no 
legal effect.  

 Enacting clause.  Below the bill summary, there is an enacting clause. The 
state constitution provides that the style of the laws of this state shall be "Be 
it enacted by the General Assembly of the State of Colorado." This clause 
must be included in all bills; failure to do so will invalidate the entire bill. 
Sometimes legislators will strike the enacting clause, thereby invalidating or 
"killing" the bill.  

 Substantive provisions.  The sections that follow the enacting clause vary 
according to the purpose of the bill. The provisions of a bill are so diverse that 
no definite rules are laid down for their order. For example, when a new 
government agency or program is established, a bill frequently contains a 
short title, a legislative declaration explaining the intent of the new law, 
definitions of terms used in the proposed law, sections covering the main 
purpose of the proposed law and how the agency or program is to be 
administered, and penalties for noncompliance with the law.  

 Severability clause.  A severability clause is found toward the end of many 
bills. This clause provides that if any part of an act is held unconstitutional, 
the remaining sections of the act are not affected. It is, in effect, a saving 
clause because it "saves" parts of a law if any other parts of the law are 
declared unconstitutional through court action.  
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 Safety clause.  Another common clause found at the end of bills is a safety 
clause. This clause originates in the initiative and referendum provisions of 
the state constitution. The state constitution provides that a law may be 
referred by petition to the people for approval "except as to laws necessary 
for the immediate preservation of the public peace, health or safety." To 
avoid this procedure, the safety clause is incorporated in a bill. The General 
Assembly can still refer any act to the people by substituting a referendum 
clause in place of the safety clause.  Or, the General Assembly can elect not 
to include a safety clause, which allows the voters to petition the measure 
onto the ballot.  

 Effective date. The constitution states that "an act of the General Assembly 
shall take effect on the date stated in the act, or, if no date is stated in the 
act, then on its passage," meaning the date on which the governor either 
approves the bill or allows it to become law without his/her signature.  

The "version" of a bill indicates where it is in the process.  Bills have different 
names, or versions, depending on where they are in the legislative process.  Each 
bill must be considered by both the House and Senate, and the version of a 
bill changes as it progresses through each official step:  introduction, passage 
on second reading, and final passage in the first house, and introduction, second 
reading, and final passage in the second house.  The different versions of a bill are 
as follows: 

(1)  Printed bill - the bill as introduced before any amendments are added. 

(2)  Engrossed bill - the bill as passed on second reading in the house of 
introduction. It includes any amendments adopted by that house on second 
reading. 

(3)  Reengrossed bill - the bill as passed on third reading in the house of 
introduction.  It includes all amendments adopted by that house. The 
reengrossed bill is the version sent to the second house for introduction and 
consideration by a committee of reference. 

(4)  Revised bill - the bill passed on second reading in the second house. It 
includes any amendments made to the bill on second reading by the second 
house. 

(5)  Rerevised bill - the bill as passed on third reading in the second house. 
The rerevised bill is then transmitted back to the house of origin for 
enrollment and transmittal to the governor for his action. 

(6)  Enrolled bill - after passage of a bill by both houses, the bill is printed 
in the form in which it will appear in the session laws.  This enrolled bill is the 
version signed by the President of the Senate, the Speaker of the House, and 
the Governor. 
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Tip: The General Assembly has a very definite timeline in which bills are to be 
drafted and introduced.  Therefore we as advocates need to be very active in 
educating our elected officials about what we need and want from them in the 
late summer and early fall.  The following passage explains why.  

The number of bills a member may introduce is limited.  The General Assembly 
limits, by rule, the number of bills a member may introduce during a legislative 
session.  The rule provides that individual members may introduce no more 
than five bills, excluding measures that make appropriations and bills that are 
recommended by committees that meet between legislative sessions. With regard to 
the bills subject to the five-bill limit, if a legislator waits until after December 1 to ask 
that bills be drafted, the legislator may request only two bills. Legislators elected at 
the general election who did not serve in the General Assembly during the past 
session have until December 15 to make requests under the five-bill limit.  
Exemptions from the bill limitations are granted during the legislative sessions but 
only by special committees on delayed bills in both houses. 

Limitations have also been imposed on the number of bills that may be 
recommended as a result of interim committee deliberations. The number of bills an 
interim committee may recommend is limited to the number of members on the 
committee or eight bills, whichever is greater. Most bills recommended by interim 
committees must be approved by the Legislative Council, comprised of 18 legislators. 
Bills or other measures recommended by an interim committee need not be 
sponsored by a member of the committee making the recommendation. 

Tip: Committees are often regarded as the workshops of the General Assembly. 
This is the time when you would go testify as to why we as advocates are supporting 
or opposing a bill. 

Each Bill is Considered by a Committee  

All bills are sent to a committee -- referred to as a committee of reference -- 
immediately following introduction (first reading by title). The Speaker assigns bills 
to committees in the House; the Senate President makes the assignments in the 
Senate.  The details of bills and resolutions are carefully analyzed at committee 
meetings. It is at these meetings, which are open to the public, that 
interested citizens express their views through testimony. After study, 
hearings, research and discussion, a bill may be amended, recommended for 
passage, referred to another committee, postponed indefinitely, or tabled for 
consideration later in the legislative session. Because of the careful scrutiny given to 
a bill by committees of reference, the debate on the floor of the respective houses is 
often brief.  In addition to their deliberations on bills and resolutions introduced 
during the legislative session, the committees of reference keep advised of the 
activities, functions, needs and budgets of the principal departments of the executive 
branch of state government. 

The House of Representatives has 10 committees of reference, and the Senate has 
12 committees of reference.  Morning meetings are usually held from 9:30 to 
noon and afternoon meetings are held from 1:30 until the committee's 
agenda is finished.  The start of a committee meeting can be delayed when the 
House or Senate work on the floor. 
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Bills Referred Out of Committee Are Debated by the Entire Body 

The entire membership of the House or the Senate becomes a committee (the so-
called "Committee of the Whole") for the purpose of debating bills on its calendar for 
second reading. Before second reading of a bill, the President or the Speaker steps 
down as presiding officer and another member of the body assumes the duties of 
chairman of the committee. This is the time that the entire house considers a bill, 
the action taken by a committee of reference on a bill, and any other amendments to 
the bill.  Occasionally a bill is sent back to the committee to which it was originally 
referred or to a different committee.  Second reading is usually referred to as 
General Orders.  It can also be referred to as Special Orders if it is scheduled at a 
different time than it would normally be scheduled.  Typically, voice votes are 
taken during second reading, but roll call votes can be requested.  

After the Committee of the Whole has completed its calendar of second reading bills 
it reports to the Speaker of the House or the President of the Senate. The report is 
an itemization of the bills considered and action taken on each measure, i.e., 
whether the bill was passed, amended, defeated, laid over until another day, or 
referred back to committee. The membership of the body votes on acceptance of the 
report. Often members attempt to reverse action taken during second reading by 
offering amendments to the report of the Committee of the Whole. Roll call votes are 
recorded on amendments to the report. 

Final Action on a Bill is Taken on Third Reading in Each House 

Third reading is when a final vote is taken on a bill in each chamber. Commonly, less 
time is given to debate on third reading; amendments are generally not made at this 
time. This is, however, the time that a recorded vote is made on a bill. 

The House and Senate May Disagree on a Bill 

There are occasions when the version of a bill adopted by one house differs from that 
adopted by the other house. When this happens, three options are available: 

(1)  The prime sponsor of the bill may request that his or her chamber recede 
from its position and adopt the bill version of the other house; 

(2)  The prime sponsor of the bill may request that his or her chamber 
adhere to its position (effectively killing the bill unless the other house 
recedes from its version); or 

(3)  The prime sponsor of the bill may request that a conference committee 
be appointed to reconcile the differences between the two versions of the bill. 

Each of these requests must be approved by the full chamber. If the prime sponsor 
requests a conference committee, three members are appointed from each house, 
two from the majority party and one from the minority party. The committee's 
Senate members are appointed by the President of the Senate and House members 
by the Speaker of the House. 
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Final Steps 

Once a bill has passed (an enrolled bill from your new vocabulary) it is signed by the 
Speaker of the House and the President of the Senate.  From there it goes to the 
Governor for his/her review. 

Once the Governor has reviewed the bill, he/she can sign the bill and it becomes a 
law.  If the Governor does not agree with the bill, then he/she can veto the bill, 
essentially killing it.  

The Veto is sent back to the General Assembly where they may choose to organize 
and override the veto.  To override a veto the General Assembly must pass the bill 
with nothing less than a 2/3 vote.  

A third option the Governor has is to not sign the bill. If the Governor does not sign 
the bill within the time frame allotted for doing so it will become law. 

 

Hopefully this was a helpful review that will have you well on 
your way to becoming a grassroots legislative advocate! 
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August:  Many legislators and CCADV have town-hall meetings, where you have an 
opportunity to share information on your issues and ideas for change, so watch for 
dates and locations.  
 
September:  Town-hall meetings are ongoing, but if one has not been offered in 
your area, you may contact your legislator and/or the Public Policy Director or 
members of CCADV’s Legislative Committee to share ideas for bills, changes to 
existing laws, or public policy needs. 
 
October:  Legislators and CCADV’s Legislative Committee finalize their agendas for 
the upcoming legislative session. 
 
November: Legislative Committee reviews bills it will be proposing, finalizes bill 
sponsors, and shares information from members, partners, and allied coalitions 
regarding bills of interest for upcoming session. 
 
December: This is the initial deadline for members of the General Assembly and 
CCADV to request bills, so generally legislation that CCADV will be proposing has 
been finalized. Legislative Committee works on fact sheets for bills CCADV will 
actively support during the upcoming session. Also, tasks are assigned for January 
and February session activities.   
 
January:  The General Assembly convenes.  More deadlines for introduction of bills. 
Legislative Committee organizes and submits testimony, and analyzes, determines 
position on, takes action on or monitors legislation. 
 
February:  Deadlines for introduction of bills. Legislative Committee continues to 
organize and submit testimony, and analyze, determine position on, take action on 
or monitor legislation. 
 
March:  Deadline for committees of reference to report bills originating in the other 
houses. Legislative Committee continues to organize and submit testimony, and 
analyze, determine position on, take action on or monitor legislation. 
 
April:  Deadline for final passage in the Senate for House bills and in the House for 
Senate bills. 
 
May:  Adjournment of General Assembly. Legislative Committee focus is a legislative 
wrap-up of the session. 
 
June:  Most representatives take vacation.  Good time to write thank you notes for 
what he/she did well. Legislative Committee continues wrap-up or works on projects. 
 
July:  Summer through fall is a strategic time to call or write the in-district offices of 
your U.S. Senators and Representatives to schedule a meeting, invite them to your 
event or to take a tour of your shelter or program. It is also a good time to build or 
maintain relationships with your state legislators while they are considering what 
bills to sponsor for the next session, but before they become too busy. 
 
*For a detailed schedule go to the Colorado General Assembly website: www.state.co.us/gov. 
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Domestic violence programs can lobby under federal law and it is 
imperative that they get involved in the political process as it affects 
government funding for their programs and policies that impact their 
ability to carry out their charitable missions. Federal laws allow for 
nonprofit organizations to lobby as long as their activities stay within the 
generous lobbying limits. However, it is important to understand the 
allowable activities and the prohibitions on using federal funding to lobby.  
 
What is lobbying? Lobbying is a specific type of advocacy which includes 
both direct and grassroots lobbying. Direct lobbying is defined as: 
Communication with a legislator that expresses a view about specific 
legislation. Examples of direct lobbying include visiting a legislator to discuss 
a particular bill or contacting a legislator to ask them to support a bill. The 
key element of lobbying is mentioning or discussing specific bills or pieces of 
legislation. If you are not talking about specific legislation, you are not 
lobbying. Grassroots lobbying is defined as Communication with the public 
that expresses a view about specific legislation and includes a call to action.  
Examples of grassroots lobbying include requesting in a newsletter that 
readers contact their legislator to ask for more funding for domestic violence 
programs or giving a television interview and stating your organization’s 
support for a particular bill. In order for an action to be considered direct 
lobbying or grassroots lobbying under the federal lobbying limitations, it 
must contain all of the above elements. It is not lobbying if one or more of 
the required elements is missing. 

 
Lobbying NOT Lobbying 

* Sending a letter to your local or 
state Senators and Representatives 
asking them to support or oppose a 
bill. 
* Calling you local or state Senators 
and Representatives asking them to 
vote a specific way on a specific bill. 
* Testifying in front of a legislative 
committee. 
* A Call to action: Requesting that 
members of the community contact 
their legislator in support or 
opposition to a bill. 
 

* Giving a tour of your agency or 
shelter to a legislator, member of 
Congress or one of their staff 
members. 
* Sending your agency newsletter to 
Senators or Representatives. 
* Mentioning who has been 
supportive of your cause or agency at 
a fundraiser.  
* When you, your family and friends 
engage with your own time and 
resources, Examples: using your 
personal phone to call legislators 
during non-work hours, or using your 
personal email to send messages. 

 
How much can my program lobby? The internal revenue service sets 
generous limits on the amount of lobbying that a 501(c)(3) organizations can 
engage in depending on which two sets of rules the organization chooses to fall 
under. For more information, see www.aalianceforjustice.org or www.irs.gov.  
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10. Prioritize:  Determine which legislators are likely to listen to 

you, and then develop no more than three talking points to 
share with them. 

 
9. Be Prepared:  Do your research and know the issue(s).  

Practice discussing what you want to say until you feel 
comfortable. 

 
8. Be Clear and Specific: Make sure the legislator knows what 

you want. 
 
7. Do Not Get Angry:  Be firm, but friendly in your discussion.  

Today’s opponent may be tomorrow’s ally. 
   
6. Humanize and Localize the Issue:  Describe how the issue 

will impact constituents. 
 
5. Listen:  If you know what the concerns and arguments of the 

legislator are, you will better be able to address them. 
 
4. Do Not Be Intimidated:  Remember that legislators work for 

all of us and want to hear from their constituents. 
 
3. Be Honest and Be Yourself:  Your word is your bond to your 

legislator.  If you do not know the answer to a question, say so 
and then get back to her/him with the answer. 

 
2. Thank:  Send a thank you letter (in addition to any materials or 

information you promised to follow-up with) that recaps the 
discussion and reminds the legislator what you would like 
her/him to do for you. 

 
1. Give Yourself A Pat On the Back:  You are making a 

difference by being a part of the legislative process.  Allow 
yourself to feel empowered by the experience! 
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The confusion between lobbying and election activities often results because 
charitable nonprofits (designated as 501(c)(3) organizations) are prohibited 
from participating in partisan politics – working for a political party or 
candidate. Although there are rules governing what charitable nonprofit 
organizations can and cannot do leading up to and during an election, the 
most important thing to remember is that a nonprofit must remain 
nonpartisan at all times. An organization may support or challenge a piece of 
legislation, a ballot initiative, or an issue, but may not support or criticize an 
elected official or candidate for office. If a particular issue is a hot partisan 
item and each candidate has a clear and opposing view on the issue, 
nonprofits should exercise caution in how outspoken they are about that 
issue so that they do not appear to be supporting one candidate. 
 

Voter and Election Activities All Nonprofits  
Can Do on a Non-Partisan Basis 

Voter Registration* 

Voter Education on the Process of Voting - where to vote, etc. 
Nonpartisan Voter Guides on Candidates and Ballot Measures 

Candidate Forums 
Educate the Candidates 

Encourage Voter Participation. Get Out the Vote. 
Voting Rights and Election Reform 

Help On Election Day: Volunteer poll workers, election monitors, etc. 
Issue Advocacy During an Election 

Support or Oppose Ballot Questions – subject to normal lobbying limits 
* Subject to restrictions of funding sources. For example, the federal government sometimes prohibits use 

of federal funds for voter registration 
 

A Nonprofit organization may not support or oppose 
any candidate for public office, including -  

 
 Endorse candidates for office  
 Make a campaign contribution or expenditure for a candidate  
 Let candidates use its facilities, resources or mailing lists, unless it is 

equally available to all candidates  
 Use an election communication explicitly designed to favor or oppose a 

candidate – such as using a single issue to compare the candidates 
during an election. 

 Ask candidates to sign pledges on any issue (tacit endorsement) 
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On whatever level you choose to participate you are to be commended 
for your efforts! There are many way to get involved and lobby for 
change through the legislative process.  This piece of the toolkit will 
explore the various ways that you can motivate volunteers, survivors, 
communities and even yourself to call for change and action from our 
elected officials. 
 
It is not complicated or difficult… 
 
A couple dozen calls or letters an outcry doth make…  Once a legislator 
hears the same concern several times from a number of constituents 
(that’s you), the legislator must decide what action to take. Letters, 
emails, and phone calls to legislators do not need to be elaborate or 
even be well written to get a response. They just have to get there for 
your voice to be heard. 
  
There are several example letters included in this toolkit to use as a 
guideline.  Avoid sending a form letter or email.  They are easily 
dismissed and will not receive the same attention a personal letter 
would gain. So be original, but don’t let it scare you out of writing. So 
many people assume someone else will do it. The point is to write and 
be heard. 
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A creative way to get a few dozen (or hundred) letters or calls done is to 
organize a letter writing or phone bank event.  This does not need to be 
formal.  At your next volunteer meeting or even dinner party, use the time to 
talk about a pending piece of legislation or an issue that you mean to support 
or oppose.  Have available for the group sample phone scripts or letter 
writing supplies: stationary (agency letterhead if appropriate), pens, 
envelopes and stamps.  Talk about the issue and help the group clarify their 
thoughts about and put down on paper what they want to say. Then have 
them make calls right away or write a letter and mail the letters right then 
and there so they are sent off immediately.  Make sure that the calls and 
letters are personalized and that they include their own address and whether 
or not they are a constituent.  Have a district map available so you can look 
this up together or use a web search to decide. This is a great way to 
energize a volunteer base or group of friends who are ready to take action.  
Then show the group an online bill tracking system like 
www.leg.state.co.us so that they can stay up to date on the legislative 
issue.  
 
A formal letter or an email is a great place to start as it requires no personal 
interaction and is a comfortable way to be heard without any questions.  
Another excellent, yet easy way to participate is to call your legislator. When 
the Colorado General Assembly is in session (January – May), you may call 
your legislators at the Capitol at 303-866-5000. At other times you can find 
contact information in the Legislative Directory (www.leg.state.co.us). To 
make advocacy calls regarding Federal legislation, you may dial the Federal 
Capitol switchboard at 888-256-7413 when congress is in session and go to 
www.vote-smart.org for in-district office information.  You will speak either 
with the representative, a staffer or be prompted to leave a message.   
 
This sample phone script illustrates how easy and quick this option is:  
 
“Hello, my name is_______, and my address is________.  I am a 
constituent, and I work at________.  I am calling to urge [Senator’s or 
Representative’s name] to support __________.  I feel this legislation is 
important because________. 
 
If you have any questions or if I can be a resource for you regarding this 
matter, please feel free to contact me at [phone number]. Thank you.”  
         
Useful tips: 

 If you are a constituent, be sure to identify yourself as one. 
 Offer to send information on the subject so the legislator can be better 

informed about the impact of the issue on his/her community. 
 Phone calls should be courteous, brief and to the point! 
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Note: Put on your agency letterhead 
 
 
Today’s Date 
  
The Honorable [Full Name], Colorado State Senate or House of Representatives 
200 E. Colfax Ave. 
Denver, CO 80203 
 
Dear Senator [Last Name]:  or   Dear Representative [Last Name]: 
 
In the Body of the Letter:  
 

 Tell who you are:  I am a constituent in your district. I am an 
Advocate at _____. 

 Explain why you are writing:  I am writing in 
support/opposition of [Bill# and title]. This bill impacts the 
women/ children/ community we serve by______. This section 
can include personal experiences or statistics to provide 
supporting evidence. 

 Ask your legislator to please take action:  I urge you to 
consider the effects that this legislation has on women like _____.  
Tell a brief story of a victim/survivor.  

 Offer to provide further information:  If you have any 
questions or need additional information, please contact [your 
name and number].  

 Always thank the legislator for considering your views: 
Thank you for your consideration and time, I hope we can work 
together on this issue. 

 Ask for follow-up:  I would appreciate if you would inform me of 
your position on _________.  I look forward to hearing from you 
soon. 

 
Sincerely, 
 
Jane Q. Public, Title 
123 Any Street 
Anytown, CO 12345 
(000) 555-1234 
 
 

 22

Sample Action Letter 

CCADV, 1120 Lincoln St., Ste. 900, Denver, CO 80203  (888) 778-7091 or (303) 831-9632 



 

        Another way to lobby that is perhaps the most successful 
method and has a profound impact is a personal visit.  This is not as 
terrifying as you may think.  Remember that we elect them into office 
and we pay their salaries. You may either visit them in their local 
district office where you generally have more time to speak with them 
or you can visit them at the Colorado State Capitol during session.  
 
The In-District Office Visit 
If you choose to visit at their office, be sure to call ahead of time and 
make an appointment.  The staff may ask you the topic of your visit so 
that the representative may prepare for your visit as well. You may go 
as group but limit the size to no more than four or five people so that 
there is space and the Representative does not feel overwhelmed.  
Each of you should have something unique to say about the issue (see 
the three minute speech section). Feel free to bring them a position 
statement or fact sheet on your agency’s letter head.   
 
The Capitol Visit 
If you choose to visit your Representative at the Capitol then you are 
in for some real fun!  All Representatives have an office there and you 
can schedule an appointment or stop by at the office, OR you can pull 
them off the floor and grab their immediate and spontaneous 
attention.   
 
When you go to the Capitol and the legislature is in session, the 
chamber doors will be closed and a sergeant-at-arms will be posted 
outside of the door.  There is a simple, yet formal procedure to follow.  
You write on the back of your business card the following phrase:   
 
Representative/Senator_________, (their name), Ms./Mr.__________ 
(your name) is here and humbly requests a moment of your time. 
 
The sergeant-at-arms will then send a runner inside the chambers, 
who hand delivers your card to the Legislator.  Then most of the time 
they will come out and meet with you.  The only time the sergeant-at-
arms will deny taking your message is if the Chamber is in 3rd reading 
of a bill or motion.  (See how a bill becomes a law)  It is immediately 
following the third reading that the bill will be voted on.  So the 
expectation is that they can not step out and miss a vote.  
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So what are you going to say? The 3 Minute Speech 
 
You will have a very brief amount of time to deliver your message. You 
must know the key FACTS about the pending legislation or issue 
before you go.  Be prepared to explain your position within three 
minutes.  Reference the bill number, and tell them why you feel this 
bill will help your work.  Tell them how this impacts survivors in their 
community, be clear and concise.  Think of it as writing that 5 
paragraph high school essay.  Tell them why you are there and tell 
them what you want them to hear. In other words, stay on point. Tell 
them. Tell them. Tell them. (3 main points) Then, tell them what you 
just told them.  
 
You must be ready for their feedback both positive and negative. Do 
know where the opposition or downfalls to the bill are. Be prepared to 
answer some basic questions. How much will this cost to implement? 
Is there opposition and why? Why do we need this bill?  Who will it 
help?  How will it help victims? Why should I support/oppose it?  
Anticipate these questions and have a brief response prepared.  If you 
do not know the answer to a question, do not try to invent something 
or stall, simply say “Sir/Madam I do not know but I will find out and 
get back to you.” If you offer that response, you must follow through! 
 
You may ask them point blank if you can count on their 
support/opposition of the legislation.  No matter what reply you get, 
thank them for their time.  If you do not get a “yes”, do not get 
discouraged; that just means you may need to follow up with letters 
and work on different Representatives.  No matter what, do not 
threaten, get angry, or argue.  Maintaining the integrity of the 
relationship may prove invaluable for future legislation.  
 
Once you have finished speaking to the Representative follow up 
immediately with a thank you note or letter.  Be sure to thank them 
for meeting with you, and thank them for their support/opposition of 
the legislation (include bill numbers when possible).  You can 
absolutely carry notes with you, and fill them out so that you can drop 
them off before you leave the Capitol. That way nothing is overlooked.  
Be sure to include your return address, name, and the date you met 
on the envelope. 
 
You are allowed to give agency promotional items to Representatives. 
It helps to keep your cause on their mind if they use one of your 
coffee mugs, pens, notepads etc.  Total costs of gifts must be under 
$50 dollars, under Colorado Amendment 41, which limits gifts and 
incentives in lobbying.  This includes event tickets.   
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Note: Put on your agency letterhead 
 
 
Today’s Date 
 
The Honorable [Full Name], Colorado State Senate or House of Representatives 
200 E. Colfax Ave. 
Denver, CO 80203 
 
Dear Senator [Last Name]:  or   Dear Representative [Last Name]: 
 
Thank you for taking the time to meet with me/respond to my 
correspondence/vote in favor of or opposition to___________. 
 
As a constituent, I realize that you are facing some difficult decisions 
and are extremely busy. I appreciate your support/opposition of [Bill # 
and title].  Your efforts will help promote the safety and health of 
victims of domestic violence and our community.   
 
We look forward to your ongoing recognition of domestic violence as 
an important issue worthy of remedying and to working with you in the 
future.  I hope you will consider visiting our organization, to see where 
hundreds of women and children come each year to be safe and to 
receive the resources they need to live a life free from domestic 
violence. 
 
Again, thank you for your leadership and action! 
 
 
Sincerely, 
 
Jane Q. Public, Title 
123 Any Street 
Anytown, CO 12345 
(000) 555-1234 
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One more way to engage policymakers through direct contact is to 
invite them to visit your program or to attend an event. Legislators 
and other elected officials want to meet and hear from their 
constituents, and learn about organizations that help their 
constituents. In-person visits can help forge strong relationships with 
your program and build their understanding of victim services. The 
best time to schedule a legislative visit or invite them to an event is 
during the summer and fall, when the General Assembly is not in 
session and when U.S. Senators and Representatives are also on 
break.  
 
However, they are very busy people, so it is crucial to make the most 
of the time you have with them. The following guidelines will help you 
do just that: 
 
Step 1:  Pick a Date 

 Begin your planning at least three months in advance.   
 Choose a date that does not conflict with the schedules of 

persons to be invited.  For instance, if state legislators are the 
target audience, do not schedule your event from January to 
May when the Colorado General Assembly is in session.   

 Choose a time of day that is convenient and offers interesting 
interactions between guests and your facility or program.   

 Consider offering a meal or refreshments in conjunction with 
your event.  For example, early morning meetings that offer 
coffee and a light breakfast are popular and often fit into 
people’s busy schedules. 

 
Step 2:  Determine Invitation List 

 Research the people you want to invite.  Who are the state 
senator and state representative for the district in which the 
facility is located?  What audience are you seeking to educate?  
You may wish to invite an assortment of federal, state and local 
officials.  Contact information and scheduling protocols can 
usually be found on websites. 

 In addition to elected officials and policymakers, consider inviting 
opinion leaders from the community, prominent donors or board 
members for your organization, and representatives of local 
news media outlets.   
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 Create a database from which you can generate mailing labels 

and track responses.   
 
Step 3:  Plan the Program for your Tour 

 What do you want people to see?  What is it that will be 
interesting to guests? 

 Who is the best spokesperson for the programs or activities that 
participants will be shown?  Would it be appropriate for a 
customer or client to be included? 

 What preparations are required?  For instance, if guests are 
invited to observe programming or service delivery, should 
employees or clients be notified and prepared in advance?  Are 
there legal issues or privacy issues to consider? 

 Are there logistical concerns?  Do guests need to travel to 
another location, such as a separate building on a campus?  
Could inclement weather create complications?  Plan ahead to 
minimize challenges. 

 Consider the amount of time it will take to welcome guests, 
introduce staff and leaders, tour the facility and regroup for 
questions and answers, and possible refreshments.  From start 
to finish your tour should last 60-90 minutes.  Longer tours are 
possible, but create scheduling challenges for some of the 
persons you might invite. 

 
Step 4:  Create and Distribute Invitations 

 Include all pertinent information on your invitation, including 
directions and parking information.  Indicate the nature of the 
tour or the persons that will be speaking to create interest in the 
event.  Also indicate if meals or refreshments will be provided.   

 Include a rough schedule of events on the invitation so 
participants may plan to attend a portion of the event.  For 
instance, if coffee and rolls precede the tour, indicating the time 
the tour begins may encourage some guests to attend even if 
they must arrive late or leave early.  A rough schedule also 
indicates the end time of the tour so guests can see the time 
commitment involved. 

 Mail invitations to guests at least 5 or 6 weeks prior to the date. 
 Follow-up your invitation a few days later with a phone message.  

Mention the names of any confirmed attendees to create 
additional interest. 

 
Step 5:  Prepare Written Materials 

 Determine the documents and materials that will be given to 
guests.  Including copies of publications or marketing materials 
adds variety to a packet of written materials.  You may want to 
include a token gift such as a note pad.   
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 Fact sheets on issues of concern or statistics about your program 

or facility may be useful to the elected officials. 
 Collate the documents into a packet for each guest to take with 

them. 
 Include titles and contact information for the employees or 

spokespersons they met during the tour.   
 
Step 6:   Rehearse Roles of All Participants 

 You may wish to have a different person welcome the guests 
than the person that leads the tour.  Each person’s role should 
be clearly outlined and they should be aware of time constraints 
for each portion of the tour. 

 Determine the time limits for each portion of the tour.  Assign 
someone the responsibility to be timekeeper to ensure the tour 
ends on time. 

 Develop talking points or scripts for each presenter. 
 Plan in advance who will respond to anticipated questions. 

 
Step 7:  Make Reminder Calls Prior to the Date of the Tour 

 Personal calls and voice mail messages should be made about a 
week prior to the event.  Remind the invited guests that they 
indicated they would attend and you are looking forward to 
hosting them.   

 Dropping names of confirmed attendees may create additional 
interest in attending.  “Well, if Senator So-and-So is attending, I 
need to be there, too.” 

 
Step 8:  Follow-Up your Event with Thank You notes 

 Send a thank you card to each participant.  Include the business 
card of a contact person should they have any questions.   

 Send the packet of written materials to anyone that planned to 
attend but did not show up for the event.  Express understanding 
for their busy schedule and your availability to host them on 
another date or answer any questions that they have. 

 
Step 9:  Stay in Touch 

 Remind the participants in all future communications that you 
met during their tour of your facility.  This adds context and 
credibility to all future communications you have with elected 
officials that toured your facility. 

 Add participants to your mailing list for newsletters or 
publications.  They cared enough to tour your facility; keep them 
updated on your operations and issues. 

 
Adapted from “How to host a tour of your facilities” by Mendez, Steadman & Associates. 
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Note: Put on your agency letterhead 
 
Today’s Date 
 
 
The Honorable [Full Name], Colorado State Senate or House of Representatives 
200 E. Colfax Ave. 
Denver, CO 80203 
 
Dear Senator/Representative Last Name: 
 
[I/We], from [insert organization name], are writing to [request a 
meeting with you and/OR your staff in your district office OR invite you 
to (describe upcoming event), OR invite you to tour our (describe 
program)].  
 
[State availability or time of event] We would like to speak with you 
and your staff about the issues of funding for domestic violence 
programs in the FY (insert year) Congressional Budget and the 
Reauthorization of the Family Violence Prevention and Services Act, OR 
we would like to invite you to a tour of our domestic violence program 
that provides critical services to your constituents who in life 
threatening situations, OR we would like to invite you to attend the 
ribbon cutting ceremony for the new transitional housing facility we 
are adding to our cadre of life saving domestic violence services. 
 
If you have any questions or to [confirm your attendance or schedule 
an appointment], please contact me at [add your contact 
information in bold here].  We will contact your office soon to follow 
up.   
 
Thank you for your consideration of this request.   
 
Sincerely, 
 
 
Jane Q. Public, Title 
123 Any Street 
Anytown, CO 12345 
(000) 555-1234 
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Take a deep breath.  You can do this.  You will not be alone.           
You may meet with a CCADV Legislative Committee member or an 
advocate to prepare you for this moment. This may feel similar to 
testifying before court and folks getting ready to testify should prepare 
themselves in a similar fashion.  
 
For advocates: please note that although this is written from the 
survivor perspective, the same preparation and guidelines apply to you 
as you speak on behalf of survivors and your organizations. 
 
Telling your story 
 
If you have ever completed a victim impact statement, this is very 
similar. There is no testimony of greater value than the tale of first 
hand experience.  You have a unique story of survival to tell if it is 
yours, but chances are the difficulties, traps, system failures in your 
case most likely were similar to the experiences of other survivors. 
Take this moment to speak for yourself and for all the others survivors 
and victims who do not have this opportunity.  Take your time, take 
your moment, and tell your story.  Do not water it down or contrive it 
to the issues of the bill. But rather try to tell your story in three 
distinct parts.  Clearly identify yourself and give a brief history as to 
why YOU are there testifying as a survivor.  Then describe the 
outcome of your situation.  Follow this up with what you feel were the 
shortfalls of whatever system you are trying to improve. (Did the 
police not enforce your order?  Was there lack of adequate services 
etc?) Then relate this to why you feel the passing of this legislation 
would have helped/hindered your circumstance and how it will affect 
other survivors.  End with an “emotional appeal” for the support of 
your position.  
 
Outline your story well in advance; type it up so that if you get 
nervous you can read your prepared statement. We want this to be a 
proud and memorable experience for you and as a survivor this is yet 
another way you get to fight back. We do not want this to be a 
traumatic experience.  So please consider working with a CCADV team 
member or advocate ahead of time to help you prepare.  
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Adequate preparation could include the following: Helping you outline 
and write your story in a clear, concise manner, verbally practicing 
your introduction of yourself and telling your story, role playing 
questions and answers that you may be asked by the legislature, and 
time to permit a trip to the capitol to see the room you would testify in 
and a chance to watch the committee in session so that you know 
what to expect.  
 
The Night before 
 
What to wear:  Whatever you do be comfortable.  Research tells us 
that juries respond better to victims when they wear their hair back off 
their face in a simple manner.  Wear small earrings and limit yourself 
to no more than three rings and one necklace.  Wear a solid light 
colored blouse.  Wear a darker solid bottom color. You may wear a suit 
if you like.  Wear shoes with a low heel that you are comfortable 
walking in.  
 
Get a good night’s sleep.  Relax the day before as much as possible 
and go to bed early so you give yourself some extra time in the 
morning. 
 
The Day of your Testimony 
 
Eat breakfast!  Coffee and …something else. You don’t want your 
stomach growling while you’re testifying, and you don’t want to be 
uncomfortable or have difficulty concentrating. 
 
Arrange to carpool or meet your advocate at a different location so 
that you only have one car to park as parking is often difficult to find. 
Also, you will have someone to walk in with you through security and 
to help you navigate the Capitol building.  
 
Arrive early and give yourself time to sign in on the roster of people 
who are testifying and to get settled.  
 
After it is over 
 
Do something nice for yourself afterwards.  Treat yourself.  Know that 
your testimony helped survivors and advocates like you statewide.   
Whatever happens with the legislation, know that you did your part to 
the best of your ability.  You are not personally responsible for the 
outcome of the bill.  There are hundreds of known and unknown 
factors that impact legislation. You played your part, it was 
tremendous and it is over. Relax. Congratulations and thank you! 
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 My name is ____________________________________.   

 
 I represent the Colorado Coalition Against Domestic 

Violence.  
 
 The Coalition is a membership organization comprised of 

individuals and domestic violence programs across the 
state.  

 
 Our shared mission is the elimination of domestic violence 

in all its forms. 
 

 The Coalition is a strong and early supporter of the 
Address Confidentiality Program. 

 
 We supported the legislation in the past session, and 

continue to do so. 
 
 This program is an important component of the system 

which has developed to enhance victim safety.  
 
 The genesis of this program came from survivors of 

domestic violence who shared with Senator Morse and 
Speaker Romanoff why they could not become registered 
to vote. 

 
 Some of these survivors then came here and testified to 

the need for such protection in order to move on with 
their lives, and become active and engaged citizens of our 
state. 

 
 The Coalition urges passage of this bill to keep this 

important program moving forward. 
 
As a general rule you should try to limit your testimony to three 
minutes, so make sure you are well prepared and keep it brief. 
Prepared notes, such as this example, will help keep you on track, but 
are best used as an outline so you don’t read directly from them as it 
is important to engage the Committee through eye contact.  
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The formation of public policy is public business and should not be conducted 
in secret, and so the sessions of the House of Representatives and the 
Senate, and of the committees, are open to the public.  
 
Public participation in committee hearings is welcomed, however, be aware 
that space is limited. Also it should be noted that at times meetings are 
relocated at the last minute to accommodate larger attendance.  
 
Once a bill has been introduced in the House or Senate, the Speaker of the 
House or President of the Senate assigns the bill to a committee for study 
and consideration. The Chairman of the committee determines when a bill is 
to be scheduled for a hearing, and the order in which testimony, if any, will 
be taken. After a bill has been considered, any roll call votes taken in 
committee are recorded and this record is available for public inspection.  
 
The House and Senate calendars, published daily, contain a schedule of 
committee hearings and the bills to be considered by each committee, but 
there may be additions or deletions to the published calendar. Committee 
meetings and the measures to be considered will also be announced daily on 
the floor of either House. House and Senate committees normally meet in the 
meeting rooms located between the elevators in the capitol basement. 
 
Information on committee assignment and scheduling of a particular bill is 
available by calling the Information Center (303-866-3055). Copies of bills, 
calendars, and journals can be obtained from the Information Center which is 
located across from the Capitol at 14th and Sherman.  
 
All this information and more are available on the internet. A citizen can also 
listen to the Colorado legislature at work via audio broadcasts of committee 
meetings and of House or Senate Legislative proceedings. Visit the 
Legislative home page: www.leg.state.co.us 
 
Committees are governed by the rules that are adopted at the beginning of 
each General Assembly. The chairpersons of the committees must abide by 
these rules, and in order to ensure timely and orderly meetings they also are 
empowered to enforce the rules. 
 
The committee chairman has the discretion and the authority to: 
 Limit discussion on a measure and may exclude what is determined to be 
repetitious or irrelevant testimony.  

 Clear the public from any meeting in the event of a disturbance which is 
disruptive to the legislative proceedings.  
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 Ask that the sergeant-at-arms remove any one person from a committee 
hearing or meeting whom the chairman believes is disruptive to the 
legislative proceedings or the decorum of the committee.  

 Request that the sergeant-at-arms enforce any provisions of this state law 
that prohibits disruptions in public buildings.  

 
The sergeant-at-arms is empowered by the Speaker or President to enforce 
all rules. 
 
Committees: 
 Meet on a regular schedule during the session. 
 Do not meet when House or Senate is in formal session. 
 Scheduling, location, and order of bills to be heard are subject to change at 
any time. The sergeant-at-arms will have up-to-date information. 

 
The order of bills to be heard is posted outside the door of each committee 
that is meeting. The chairman will announce each bill, after which the bill's 
sponsor will address the committee. The chairman may then ask for 
testimony from proponents and opponents. 
 
Hearings are conducted using formal parliamentary procedure. Please note 
the following: 
 Hearings usually start on time. 
 Citizens testifying must sign in. 
 Name, address, reason for testifying is given after being recognized by the 
chairman. 

 Courteous language is expected, including addressing chairs as Mr. or 
Madam Chair. 

 Briefness is appreciated - no duplication of testimony. 
 Informative responses to questions are expected. 
 Written testimony may be submitted. 
 Public displays or disruptions are not allowed. 
 (No placards, applause, verbal interruptions, etc.) 
 Cell phones and pagers need to be turned off. 
 Food or beverages are not allowed in committee rooms. 
 If testimony is taken, there may be occasions when not everyone will have 
a chance to testify. 

 Usually, once a hearing is closed on a particular bill, no further testimony is 
heard. 

 Immediate committee action following a hearing should not be expected, 
action on the bill may be laid over. 

 All committee votes are public. If a vote is taken on a subsequent day that 
information will be available. 

 After testifying on a particular bill, all are invited to stay and listen until the 
end of the committee meeting. 

 
 

Thank you for your interest in Colorado's political process! 
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(If you are advocate and have a survivor that would like to testify before a General 
Assembly Committee about pending legislation we have prepared this letter as a 
means of encouraging them to do so and applauding them for their efforts. 
Testimony from a survivor is incredibly compelling for legislators to hear.  Please feel 
free to duplicate and distribute this letter as needed.) 
 
Dear [Survivor], 
 
I first want to thank you for considering your involvement with the law 
making process.  On whatever level you choose to participate you are 
already making a difference and helping to speak up for other peoples who 
have lived with domestic violence.  You are lending your voice to the 
thousands of other women, children and men who are not able to be heard 
for themselves.  There is both courage and great compassion in that decision 
alone.  
 
There are many ways that you can choose to get involved. Your advocate can 
walk through the process and give you any specific information you need to 
call a Representative or Senator, or write letters supporting pending bills.   
 
If you are deciding whether or not to testify or tell your unique story in 
person please let me not only encourage you to do so but offer the support 
and preparation you may need to be able to do successfully.  There are 
members of the Colorado Coalition Against Domestic Violence Legislative 
Committee that are willing to meet with you and your advocate to help 
prepare you to give testimony.  You will not have to go through this alone.  
You will have the support of others who believe as you do that no one 
deserves to suffer through domestic violence and that the laws can and 
should protect the most vulnerable members of our community.  
 
Your story is unique and is your own private story.  However you may find 
that your story contains similar pitfalls that many survivors experience.  It is 
these similarities that may be able to be addressed by making laws to help 
people experiencing domestic violence avoid the same snares; because you 
lived to tell your story other people including our lawmakers may be able to 
learn new ways of helping.  You have so much to contribute and once again I 
thank you for even considering the possibility of your involvement.  When 
you have questions we are here to help you.   
 
Sincerely, 
 
 
The CCADV Legislative Committee 
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Sample Letter to Engage Survivor



                                  
 
 
U.S. Capitol Switchboard: (202) 456-1414 
 
Colorado Capitol Switchboard: (303) 866-3055 or 1-800-811-7647 (Toll 
Free for outside Denver) 
 
To find your elected officials and information about their voting records: 
www.vote-smart.org (Project Vote Smart) or www.congress.org 
 
To follow national bills: 
http://www.gpoaccess.gov/crecord/index.html or http://www.thomas.gov 
 
To follow State bills or for more information about the legislative process: 
Colorado General Assembly http://www.leg.state.co.us/  
 
To view existing laws-Colorado Revised Statutes (C.R.S.): 
www.courts.state.co.us 
 
To find additional lobbying guidelines: 
 
CNA: www.coloradononprofits.org/lobbying%20toolkit.pdf 
 
Alliance for Justice: www.allianceforjustice.org 
 
Nonprofit Advocacy Resources: 
 
Colorado Secretary of State: www.sos.state.co.us 
 
Advocacy Institute: www.advocacy.org   
 
Center for Lobbying in the Public Interest: www.clpi.org 
 
Independent Sector: www.independentsector.org 
 
OMB Watch: www.ombwatch.org 
 
Helpful fact sheets and other information can be found at: 
 
www.nnedv.org The National Network to End Domestic Violence website provides 
fact sheets, which can be distributed to your legislators and congress person or used 
to create your own fact sheet, as well as a wealth of public policy information on a 
national level. 
www.ncadv.org The National Coalition Against Domestic Violence provides similar 
fact sheets on a variety of issues and populations affected by domestic violence.  
www.ncvc.org National Center for Victims of Crime, Public Policy Department 
www.ccadv.org The Colorado Coalition Against Domestic Violence website provides 
factual and public policy information on a local level. 
www.legalmomemtum.com Legal Momentum works to advance the rights of 
women and girls by using the power of the law and creating innovative public policy 
www.WomensLaw.org This website provides information on state laws, legal 
remedies and resources and they respond to hotline emails with local information. 
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Legislative bodies seem to have their own language. It's a vocabulary 
of words and phrases, abbreviations, chamber talk and corridor clamor in a 
world of its own. What follows is a listing of many of those elements of 
legislative speech. This list is some of the most important and useful words 
and phases you may hear or use. For a full list visit the Colorado General 
Assembly Home page at www.leg.state.co.us. 
 
ACT -A bill which has been approved or "enacted" by both houses of the 
General Assembly and has become a law either with or without the 
Governor's signature. The acts adopted in each session of the legislature are 
published annually in bound volumes, called the Session Laws of Colorado. 
Acts are also compiled, edited and published in Colorado Revised Statutes.  
 
ADHERE -A parliamentary procedure whereby, in response to some 
conflicting action by the other house, one house votes to stand by its 
previous action.  
 
ADJOURNMENT -A legislative house either ends its business day by 
adjourning until a stated time or day or until the time fixed by its rules for 
reconvening. Neither house may adjourn for longer than 72 hours without 
the consent of the other. Sine die ("without day") adjournment is the final 
action of a legislative session. 
 
AMENDMENT -Changes in a bill or other proposed legislation that may be 
offered either by a committee or an individual legislator in the form of an 
amendment. 
 
APPROPRIATIONS BILL -A bill authorizing the spending of public money. 
 
BILL -A proposed law to amend or repeal an existing law or create a new 
law. 
 
CALENDAR -A listing of the bills (and other proposed legislative matters) 
reported from committees and ready for consideration by the entire 
membership of the House or Senate. The calendar also lists meetings of 
committees scheduled for that day or for the next several days. Like the 
Journal, the calendars are available to the public each day the legislature 
meets. 
 
CALL OF THE HOUSE OR CALL OF THE SENATE -A motion supported by 
ten Representatives or five Senators to cause absent members to be 
compelled to return to the floor of their respective chambers to consider and 
vote upon important legislative matters. During the call, chamber doors are 
locked and legislators are not permitted to leave the chambers. 
 
 

 37
CCADV, 1120 Lincoln St., Ste. 900, Denver, CO 80203  (888) 778-7091 or (303) 831-9632 

Glossary 



 
 
 
CALL, THE -The proclamation of the Governor or of a two-thirds vote of the 
members elected to each house convening the General Assembly in special 
session and stating the necessity for the session. The legislature is restricted 
to considering only matters pertaining directly to the call. 
 
CARRIED -"Carried" like "adopted", means to consent or accept. 
 
CHAIR -The chair is a term used to describe the presiding officer. For 
example, a member inquires, "How did the chair rule on the point of order?" 
or, responding, "The chair rules the amendment out of order." 
 
CITATION -A specific reference to a section, subsection or paragraph of law 
or to a portion of a bill. 
 
CLERK OF THE HOUSE -Chief administrative officer of the House of 
Representatives. 
 
COMMITTEE -A committee is a group delegated to perform specific 
functions. Legislatures use a number of different committee formats: 
A conference committee is appointed by the House Speaker and the Senate 
President to see what can be done when the houses have agreed in principle 
but differ in detail on a specific piece of legislation. 
When either house meets to debate bills calendared for general orders they 
are referred to as a committee of the whole.  
Joint committees are composed of House and Senate members, or 
sometimes non-legislators, and generally meet during the period between 
legislative sessions the interim. 
 
CONCURRENCE -When one house agrees to an amendment adopted by the 
other house, the action is known as concurrence. 
 
CONCURRENT RESOLUTION -Proposes amendments to the state 
constitution, or recommends the holding of a constitutional convention, or 
ratifies proposed amendments to the federal constitution. Concurrent 
resolutions are treated as bills, except that they do not have the same limits 
on the time of introduction and rate of dispatch through the legislative 
process. 
 
CONFERENCE COMMITTEE -Actually two committees, one from each 
house, meeting together to attempt to work out language acceptable to the 
Senate and House on some measure upon which agreement could not be 
reached through committee or floor amendments. A majority of the members 
of the committee must agree before the conference committee report may be 
submitted to the Senate and House. Nether house is obligated to accept the 
report but usually they do since the alternative could be the failure of the 
legislation. 
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CO-SPONSOR -The legislator introducing a bill is known as the prime 
sponsor and his name appears first on the bill jacket, on the first page of the 
bill, and in the journal. Those who "sign on" after third reading with their 
endorsement of the bill are known as co-sponsors. 
 
C.R.S. -Colorado Revised Statutes, the compilation of Colorado laws. 
 
DIVISION -A vote, whereby the number of proponents and opponents are 
counted. It differs from a roll call vote in that a division does not attribute a 
particular vote to a certain person. 
 
EFFECTIVE DATES -A law generally becomes effective, or binding, either 
upon a date specified in the law, or in the absence of such date, upon 
signature of the governor. 
 
ENACTING CLAUSE -The Constitution requires that each law be prefaced by 
the phrase "Be it Enacted by the General Assembly of the State of Colorado." 
An amendment to strike the enacting clause "kills" a proposed law. 
 
ENGROSSED BILL -When a bill has been amended in the house in which it 
was first introduced, it is written to show the amendments adopted. This 
version is known as the engrossed bill. 
 
ENROLLED BILL -After both houses have agreed upon the language of a 
bill, it is called an enrolled bill. This is then signed by officers of the House 
and Senate and sent to the Governor for signature. 
 
FIRST READING -This occurs when a bill is officially introduced into one of 
the houses of the legislature, read by title by the reading clerk, and noted in 
the journal. 
 
FISCAL NOTE -A fiscal note states the estimated amount of increase or 
decrease in revenue or expenditures for the present and future of a bill. Each 
bill with fiscal implications must have a fiscal note before being acted upon 
by a committee of reference. 
 
FLOOR, THE -This is synonymous with the House or Senate chamber, as 
when a Senator or Representative says, "I'm going to the floor." Or, in 
stating an intention to speak at a floor session, "I'm going to take the floor." 
A member is declared to have the floor when the presiding officer recognizes 
him for the purpose of speaking. 
 
GRANDFATHER CLAUSE -A provision in a bill which exempts a person from 
a proposal's coverage based on the person's present status. 
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HB - House Bill. 
 
HCR -House Concurrent Resolution. 
 
HJR -House Joint Resolution. 
 
HM -House Memorial. 
 
HR –House Resolution. 
 
INITIATIVE -Procedure used by citizens to originate a change to the law or 
state constitution. 
 
ITEM VETO -The Governor has the power to selectively veto items in 
appropriations bills. Usually, this means items in the Long Bill, which is the 
major funding bill for the operations of state government for a fiscal year. 
 
JOINT RESOLUTIONS  
Joint Resolutions pertain to the transaction of the business of both houses, 
establish investigating committees composed of members of both houses, or 
express the will or sentiment of both houses on any matter. 
 
LAW -The final product of the legislative process. It is the end result of the 
introduction of a bill, its passage by both houses, and its approval by the 
Governor (or the overriding by the Legislature of his veto), and its recording 
by the Secretary of State. A statute is a law after it has been organized, by 
topic, into the compiled body of laws known as Colorado Revised Statutes. 
 
LINE-ITEM -An item which appears in an appropriations bill on a separate 
line. 
 
OUT OF ORDER -A departure from parliamentary procedure, or a violation 
of rules. 
 
POINT OF ORDER -An objection raised by a legislator that one of the rules 
is being or has been violated. 
 
POSTPONE INDEFINITELY -A motion to postpone indefinitely (PI) a bill 
has the same effect as moving to kill a measure. 
 
PRIME SPONSOR -The first legislator to sign a bill for introduction is known 
as the "prime sponsor." The rime sponsor's name appears first not only on 
the original bill but on the printed act. 
 
RECALL -When a house of the General Assembly seeks return of a bill from 
the other house or from the Office of the Governor. 
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RECESS -Recess is the period of time that the General Assembly or either of 
its houses are not in session after once having been convened. Recess 
includes stated periods, such as those for lunch, and informal periods, when 
the members await the presiding officer's call to return. An informal recess 
may be necessitated by a caucus, or while the House awaits the arrival of the 
Senate for a joint session. 
 
REENGROSSED BILL -The bill as passed on third reading in the house of 
introduction and including all amendments adopted by that house. The 
reengrossed bill is transmitted to the second house. 
 
REVISED BILL -The bill passed on second reading in the second house. It 
includes any amendments made to the bill on second reading by the second 
house. 
 
REREVISED BILL -Includes amendments made by the second house on 
third reading. The rerevised bill is transmitted back to the house of origin for 
any action that it may have to take on the bill or for enrollment and 
transmittal to the Governor for his action. 
 
SECOND READING -The stage where initial floor debate occurs. 
 
SESSION -This term has two meanings. A session may be the daily meeting 
of the senate or house. It may also be the regular, special, or organization 
session, meaning the whole period for which the legislature has been called 
together. Two annual or "regular" sessions make up a General Assembly. 
Thus the 57th General Assembly included the 1989 regular session and the 
1990 regular session. 
 
SJR -Senate Joint Resolution. 
 
SPEAKER -The presiding officer of the House of Representatives. He is 
designated as speaker by the majority party in caucus and then elected by 
the full membership of the House for a term of two years. He may be 
reelected. The Speaker appoints the members of all committees and 
designates the chairman and vice chairman of each. He assigns bills and 
other legislation to committees. He presides over the meetings of the house, 
recognizes those members who wish to speak, accepts motions at his 
pleasure, and signs all legislative acts and vouchers for payment from house 
funds. He also designates temporary presiding officers who serve in his 
absence. 
 
SPECIAL SESSION -A session f both houses, called by the Governor or on 
its own initiative, where the General Assembly meets to carry out legislative 
business. 
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SPONSOR -A bill's sponsor is understood to be the legislator who introduced 
it, although he may have done so at the request of someone who is not a 
member of the General Assembly. There is always one House and one Senate 
sponsor for each bill. The Governor may recommend the passage of a bill, 
but only a member of the legislature may introduce a bill. 
 
SUNRISE -This describes the legislative procedure for evaluating the 
requests of organized professional or occupational groups to be regulated by 
the state of Colorado. 
 
SUNSET -"Sunset" involves the periodic review of state agencies that 
exercise the state's regulatory authority over occupations. Agencies are 
terminated by specified dates unless their life is extended by legislative 
action. See Title 2, Article 3, part 12, C.R.S., 1983. 
 
TITLE -The Colorado constitution states that no bill, except general 
appropriation bills, shall pass containing more than one subject, which must 
be clearly expressed in its title. 
 
VETO -After both houses have passed a bill, and it becomes an act, the 
Governor has the constitutional right to veto the measure. If he receives the 
act during a legislative session, the Governor has ten days to make his 
decision. The vetoed bill, with a statement by the Governor of his objections, 
is returned to the legislative house in which the bill originated. If readopted 
by a two-thirds vote of the members present in each house, the act becomes 
law despite the Governor's objections. If he receives the bill after the 
legislature has adjourned for the year, the Governor has 30 consecutive days 
to act. 
 
VETO MESSAGE -The letter the Governor sends to the legislature giving his 
reasons for rejecting (vetoing) a bill after it has passed the House and 
Senate. 
 
VOTE -The Colorado constitution requires the recorded yeas and nays of 
individual members on the final passage of all legislation. A voice vote is 
sufficient for adoption of amendments and some other matters, although a 
roll call can be demanded.  
 
List adopted from the Colorado General Assembly glossary of terms. 
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