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Scheduling the Tour 
Your legislator (Senator or Representative) is often in their district office when they are not meeting for the 
interim committee meetings or legislative session. These are especially good times to schedule a facility 
tour. Work with your government relations representatives to determine and appropriate time. 
 

Planning the Tour 
Visits by legislators to your company's facilities are an effective way for grassroots participants to build in-
district relationships with legislators. Facility tours illustrate first-hand how processes relate to legislative 
issues and are an excellent tool for grassroots advocacy. Tours showcase your facilities' financial, 
environmental, health and safety standards and also introduce the legislator to their constituents. The 
following guidelines will help you plan a successful facility tour: 
 

1) Determine the objectives of the visit. - Decide what issues you want to discuss and how best to link 
the issues visually with your facility’s operations. Find out if the legislator has particular interests.  
 

2) Issue the invitation in writing. - Offer a range of dates to accommodate busy legislative schedules; 
dates during times they are not meeting or not in Tallahassee are especially appropriate. 

  
3) Announce the legislator's visit to all employees. - Once the tour is confirmed, promote it 

throughout the company by distributing a brief biography of the legislator and information about the 
legislator's importance and invite key staff to participate. You also want to consider inviting a few 
top community leaders and local industry association executives. Be careful, however, to avoid a 
large tour group.  

 
4) Arrange for photographs during the tour. - Work closely with the legislator's press aide on 

publicity and news coverage. Develop your own social media strategy for disseminating photos and 
publicizing the visit. Nothing is wrong with having a key employee take photos from their phone. 

 
5) Provide the legislator with information on your company prior to the visit. - For example, 

include the total number of employees, what your company offers, the amount of revenue (if public) 
and website address. 

 
6) Choose the tour guide with care. - The tour guide should be articulate, knowledgeable about the 

facility’s operations as well as issues that concern the company and know by name everyone the 
legislator is likely to meet.  

 
7) Rehearse and map out the tour. - Develop a tour schedule and route that illustrates the objectives 

you set for the visit. Know when the legislator has to leave and allow for extra time if the legislator 
wants to remain longer in one location. It may be helpful for participants to answer possible 
questions to prepare for issues the legislator might raise. Consider walking through the facility and 
agenda. 

 
8) Prepare key equipment and safety gear ahead of time. - Ensure that everything is operating to 

provide action interest. Provide safety gear to all participants when necessary.  
  



 

 

Page 3 

 

Conducting the Tour 

A tour is an appropriate and useful way to educate legislators and help increase the 'comfort index' of 
grassroots participants. While a tour may be a familiar activity, the following tips will assist you in 
conducting a tour to meet your objectives: 
 

1) Begin the visit in your office. - Provide the legislator with an overview of important facts about 
your company's facilities and the tour, including environmental and energy problems and outlays, 
standards and advances in health and safety, and new products and equipment and any barriers or 
regulatory issues your company may be facing. 

2) Talk in quiet areas along the way. - Provide the legislator with an economic profile, including 
number of employees and amount of payroll, taxes, and local expenditures for materials and 
services. Be careful to avoid overwhelming the legislator with more technical or economic data than 
an interested layperson can absorb.  

3) Be sure to introduce employees the legislator encounters during the tour. - Remember, 
employees are the legislator's constituents. Also, be sure to introduce all those with whom the 
legislator has a personal or political relationship as well as all grassroots program participants.  

4) Conclude the tour with a meeting. - A discussion provides an opportunity to answer the legislator's 
questions and reemphasize key messages and legislative issues in detail. 

5) Photos and social media . - Be sure to take a lot of group or action photos and consider posting 
them on your facility’s social media accounts. If using Twitter, be sure to include the legislator’s 
Twitter handle in their post so your tweet will show up on their timeline. 

 
Follow-up after the Tour 
Suggestions for follow up activities to build on the relationship established by the tour: 
 

ü Send a thank you note or letter to the legislator. 
Always thank the legislator in writing. Reiterate the points discussed on the visit and offer to be a 
local resource on issues that may arise during the legislative session that would affect your business. 
 

ü Email or text photos.  
Be sure to forward photos and social media posts to the appropriate staff and be sure to identify the 
individuals listed in the photos so the legislator can utilize the photos in their social and print media. 

 
ü Keep in touch.  

Asked to be added to the legislator’s email list and email or call the legislator two to three times a 
year. Ask if they want to be added to your company’s mailing list as well. 
 

ü Election support. 
Keep in mind that these legislators are your voice in Tallahassee. Make sure to vote and to 
encourage your staff to vote in state and local elections. No matter what political party or candidate 
they support, the most important thing is to remind your employees to let their voice be heard – 
especially through the ballot box! 
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Sample Invitation Letter to Legislative Facility Tour 
 
 
Via Fax—1 page 
Fax Number: [District Office] 
 
The Honorable John Doe 
Florida Senate 
District Address 
District City, State Zip 
 
Dear Senator Doe: 
 
I am writing to invite you to participate in a tour of our facility here at [company name]. As a member of the 
Florida Senate and as one of your constituents, we encourage you to take this opportunity to see how our 
operation work and we interact with our employees, other Floridians and tourists from across the globe. 
 
[Insert information describing your company 2-3 sentences. Include the number of employees.] This tour is 
an informal opportunity for you to see our facility and speak candidly with our employees. The format 
usually calls for the tour, brief refreshments, open discussion with our employees (including a question and 
comment period) and then a photo opportunity. We expect the entire event to take no more than 90 minutes. 
Let me suggest the following dates: 
 

[Insert Day, Month, Date—suggested time frame] 
[Insert Day, Month, Date—suggested time frame] 
[Insert Day, Month, Date—suggested time frame] 

 
We sincerely hope that you will be able to accept our invitation to participate. I will call your office 
regarding the details of this event. Thank you for your consideration. 
 
 
 
Sincerely, 
 
Company President/Representative 
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Sample Press Advisory  
 
 
NEWS ALERT   [Insert company logo] 
 
[Alert Number]   NEWS CONTACTS: 
     [Company Contact] (000) 555-5555-[extension] 
 
FOR IMMEDIATE RELEASE  
 

Press Advisory 
 

[NAME OF COMPANY] TO HOST [NAME OF LEGISLATOR] 
[DATE] 

 
When:    [Name of company and city, state] will host [name of legislator] for a tour tomorrow morning as 
part of an effort to make legislators more aware of both the benefits local attractions brings to communities 
and the challenges they face in the tourism industry in Florida. 
 
[Name of legislator] will observe the facility’s operations of [give a brief description of what the legislator 
will see while on the tour] and offer brief remarks to gathering employees. 
 
[Company name] is a member of the Florida Attractions Association, representing Florida’s world-
renowned tourist attractions.  The Florida Attractions Association links the passion and creativity of 
hundreds of industry professionals who share their inspiration and best practices to ensure the Sunshine 
State’s preeminent position as the world leader in creating unique and memorable experiences for millions 
of visitors every week. 
 
The composition of our membership reflects the unique diversity of Florida’s natural and man-made 
wonders - theme parks and water parks, historic and cultural sites, botanical gardens, museums and 
galleries, zoos and aquariums, outdoor and adventure destinations, family entertainment centers, dinner 
attractions, sightseeing tours and cruises, destination retail and sports venues, and much more. 
 
Who:    [Name of legislator] 
    [Company name] 
 
Where:  [Company name] 
    [Plant address] 
    [City, State, Zip] 
 
When:    [Date and time] 
 

[Insert company address,Website and social media accounts, if applicable] 
 


