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How to Use Form Letters and Set Response Rules to Respond to Bill Messages

Market: House, Senate
Module: LegiStats*

Purpose: This guide provides instruction on how to create and assign a Form Letter, which is used to respond
to a bill position (support the bill, opposes the bill, undecided about the bill).

* This is a new feature in 1Q that supports the management of bill-related messages. A current best practice
is to use the LegiStats module as the starting point until future enhancements with the Messages module.

Key Benefits

IQ has the capability to identify messages that refer to a congressional bill and automatically sorts these
messages into the appropriate bill recordand bill positions. By creating and assigning a Form Letter to respond
to each bill position, you canrespond to volumes of messages using the appropriate bill-position responses. By
applying rules to bill-related messages, any future messages associated with the bill and its position can be
processed automatically.

1. Navigate to LegiStats > Bills > Our Bills .

Home Contacts v Messages ¥ Outreach v Services ¥ Library v Events v LegiStats v

Bills

Our Bills

2. The results display a list of bills introduced to Congress that is specific to your office. On the selected
bill record, select the position to generate a Form Letter. For this example, select +Letter for Bill
Supporters to create and save the Form Letter that will be used to respond to messages of the bill
supporters.

Q m Analyze Change Q Report 0 Sort: Open Mess:

+LegiStats Action | +Letter for bill supporters | +Letter for bill opponents  Assign Response

@HR 1721 - Veterans Healthcare Improvement Act ~ Messages
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3. The Form Letter window opens. 1Q automatically incorporates the name of the Bill and the position
selected into the name of the Form Letter. Select the template and directory and select Add.

Add Form Letter

New Form Letter Name ’HR.1721 116 support ]

Type ‘ Form Letter V‘

Directory | -, ettersinc v m Cancel

Default Moderate Margins - 11pt .7in v.1
Default Narrow Margins - 10pt .5in v.1

Filter: l:| ” Default Template - 12pt 1in v.1

Email 499 Template v.1

Select Format to use:

e

»f
Email Text Only v.1

Email Text Only No HTML Frame v.1 Q:l]llgl’BSS of the TUnited €

Make . i . . 3 ,
Default CdldiSiationarylEaglelr] THouse of Representatives
Newsletter Template | v.1 wﬂﬁjlfllgfﬂll DE 20515
Newsletter Template w_ Sidebar v.1 ’ S
@ Email ;iew Outlook Template v.1
) Printed view ,
ies=emeiataiatl MAIL.DATE_ON LETTER FOR_PRINTIL
SD City Daily eNewsletter v.1
Staff Signature Template - 12pt 1in v.1 Dear enewsletter.salutation for merging.merge,

Jours Format v

4. Complete the process of creating a Form Letter. For instructions, referto the How to Create a Form
Letter Quick Reference Guide.

5. Go back to the bill record. Now that you have a Form Letter to use, you can include it with the
response rules for the bill position. Click Assign Response.

Q (I 48 Analyze Change Q Report o Sort: Open Mess:

+LegiStats Action  +Letter for bill supporters  +Letter for bill opponents | Assign Response
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6. Complete the appropriate fields for the Bill Response window.

Assign Bill Related Response HR.1721.116

99 open messages and all future messages related to this bill will have these settings applied.
Constituents Position Supports the legislation (0 open) Opposes the legislation (0 open) Position undetermined (99 open)

Comments

Update if empty [ |Remove Existing EAdd to existing
Issues

Assigned To

Letter Name | <.oci o jeter . - New Letter

Batch Change No Change All Active Unlocked My Active Unlocked (@) Add New Remove Current
Batch Name

m Cancel Less...

a. Position: select the position that is associated with the Form Letter.

b. Comments: If appropriate, add any comments about the campaign response:
e Update if Empty: Check this box to add additional comments.
e Remove Existing: Check this box to remove existing comments.

e Add to Existing: If there are comments, check this box and then type your new comments.
This will add your new comments to the existing comments.

c. Issues: Ifappropriate, assign the issue code(s) to the campaign. These issue code(s) will then be
automatically tied to messages currently in the campaign and all future messages that come into the
campaign.

d. Assigned To: Select a name of the person who is assigned to handle the campaign.

NOTE: If your office has assigned a staff to handle messages tied to an issue code, their
names will automatically appear in this field.

e. Letter Name: Select the Form Letter that you just created for this bill position.
f. Batch Change: 1Q will automatically default to Add New.

g. BatchName. This will automatically be populated with the title of the Form Letter selected. A best
practice is to use this name so that the batch and Form Letter and the bill position are consistent.

7. Select Save.
8. Repeat these steps for the other hill positions.
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The illustration below provides best practices on managing messages froma macro and micro level approach in 1Q.

First, manage bill-related messages as this will allow you to also manage all the campaigns associated with a bill. Thus,
you are reducing the number of campaign messages (which tend to have the highest volume of message records in 1Q) at

the same time.

Second, manage campaign messages by combining those that are similar in nature. Thus, you are reducing the number of

campaigns to manage and to respond.

Finally, manage individual messages as these are the type of messages that have a lower volume of records in 1Q.

1
Bill Related Messages

1. Sort all Bills according to how you
want to manage them (i.e. most
open messages, oldest, newest,
etc.).

Expand the information of a
specific Bill.

Create a Form Letter for each bill
position:

= Supports

= Opposes

. Undecided

Assign the Form Letter according to
the bill position. 1Q will
automatically create an active
Batch for this bill position.

Expand the information of the
Batch. Once the Form Letter for
this batch is approved, you can use
it to respond to all messages
associated with this batch or bill
position.

2
Campaign Messages

1. Modify the Campaign title and
description, as needed.

Use Analyze Text to identify
messages in the Campaign that are
unigue and address them
appropriately.

Combine *campaigns that are similar
in nature.

Set the Response Rules for the
Campaign.

Enable Auto Send to automate your
responses to all the messages in this
Campaign using the Form Letter that
you selected in your Response Rules.

*1Q can be configured to automatically
combine campaigns that share similar
text. Contact the Office 1Q Consultant for
this configuration.
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Individual Messages

Use the Text Filter to find common
information among the messages.
A Best Practice is to filter based on
Issue Code or Subject.

Assign those filtered messages to
an existing Batch. Create anew
Batch, if needed. When creating a
Batch, a Best Practice is to assign a
Form Letter to the Batch so you can
use the Form Letter to respond to
all the messages in the batch at all
once.

Note: The Campaign Finder feature can
be used identify individual messages
that can be combined into a new
campaign. This approach reduces the
volume of individual messages and
allows the ability to apply campaign
rules and responses.
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