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Dear Republican Colleague: 

Communicating with constituents and gaining feedback on the important issues before Congress 
is vital to fulfilling your representational duties. With so many means of communication now 
available, from social media to traditional mailers, offices may feel uncertain about the various 
House Rules and regulations that govern them. 

As former Republican Chair of the Communication Standards Commission (formerly known as 
Franking) I want to provide you with the tools to help expedite and improve your constituent 
communications and outreach which continues to modernize in the digital age. That’s why the 
Committee on House Administration has assembled this guide which consolidates regulations 
enforced by House Administration and the regulations enforced by the Communication Standards 
Commission. The enclosed guidance is designed to help offices understand the applicable 
regulations, prepare advisory opinion requests, build distribution lists, and best utilize all 
available resources to reach your constituents.  

In addition to providing guidance on constituent communications, we have assembled some of the 
best examples we’ve seen from Republican offices to provide guidance and inspiration for those 
creating similar materials.

I hope you find the information in this guide useful, and encourage you to contact the Republican 
staff of the Committee on House Administration at (202) 225-8281 or the Republican 
Communication Standards Commission staff at (202) 226-0647 with any questions you may have.  
Additionally, our Commission staff are available to answer any in person questions in 1309 
Longworth House Office Building. 

We look forward to assisting you in what we hope will be a productive 118th Congress.

Sincerely, 

Bryan Steil
Chairman
Committee on House Administration

A Message from 
Committee Chair 
Bryan Steil 
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Official Communications

What Constitutes an Official Communication?
An official communication is any communication sent from the Congressional office where only official 
resources are used to disseminate the message.

All communications sent from a Congressional office are subject to content regulations prescribed by the 
Committee on House Administration and the Communication Standards Commission. Although the 
applicable regulations and approval requirements vary, all communications must conform to the following 
four main principles:
• Must be official and related to the Member’s representational duties
• May not be campaign related
• May not include grassroots solicitations or a call to action
• May not advertise a private or commercial product, commodity, or

service

For the comprehensive lists of content regulations, please review the Communications Standards Manual 
regulations located on the Committee’s website at www.republicans-cha.house.gov. 

Unsolicited Communications

Rules for Mass Communications 
Mass mailings and mass communications are considered unsolicited because they are disseminated to constituents 
who have not proactively requested to receive the communication in advance.  

If the communication, whether electronic or hard mail copy, is 
disseminated to 500 or more recipients, it requires an advisory 
opinion from the Commission. Likewise, if a digital 
advertisement costs $500 or more, it requires an advisory opinion 
from the Commission. 

The process for obtaining an advisory opinion is described in this 
guide.

Important Note: There is a statutory prohibition on sending 
unsolicited mass communications 60 days before any election 
where the sending Member’s name appears on a ballot for public 
office. This is also known as the “blackout period.”

Mass Mailings 
Mass mailings are substantially identical, unsolicited hard mail copy communications sent through USPS to 500 or 
more constituents in the same year. Mass mailings must be sent using the Congressional Frank. 
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Examples:
• Letter – Standard letter on official letterhead
• Postcards – Blank postcards with a masthead/photos/etc pre-printed ordered in bulk with text printed on

later
• Commonly seen sizes:

4.25 x 5.5
5.5 x 8.5
8.5 x 11

• Glossy mailer – Full mailer, usually prepared by vendor, ranging in size from postcard, to full page tri-fold

Mass Communications
Mass communications are substantially identical, unsolicited communications sent to 500 or more 
constituents in the same year. Mass communications include mail, as well as any electronic communications 
or telecommunications that cannot be sent through USPS using the Congressional Frank. Mass 
communications are also digital advertisements that are substantially identical in content which cost $500 or 
more in the same year.
Examples of Mass Communications
Emails

• Subscriber list – those who have proactively indicated they want to receive email updates from your office
• Entire list of email addresses

o Collected organically by office staff, interns, emails in to the office, etc
o Purchased from vendor

Advertisements

• Digital
o Social media – Facebook, Twitter, Google, Instagram, Snapchat,
Pandora, etc
o Online newspapers – Banner ads, etc

• Newspaper
• Radio
• TV
Robo Calls
• Telephone Town Halls
• Standard Robo Call
Text Messages
Flyers
• Posted for public view and/or distributed by hand

Tools for Mass Communications
Procurement of a Mail or Email List
A Member may procure a mail or email list of residents in his or her district through any vendor doing 
business in the marketplace, provided there is no preferential treatment offered by the vendor with regard 
to pricing or services. Lists may target any demographic except political party affiliation. 
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Lists may not contain any campaign or campaign-related political party information.

Note, Members may not purchase or acquire mailing lists from their campaign offices or campaign-related 
political party entities. Official mailing lists may not be shared with a Member’s campaign committee, any 
other campaign entity, or otherwise be used for campaign purposes.

Acceptance of a Mail or Email List
A Member may accept the contribution of a list to be used in support of the distribution/dissemination of 
official communications from: 

1. Any agency or department of federal, state or local government; or,
2. From any organization that makes their list(s) available on a pro bono basis to the community-at-large or

to a large class of entities that includes the Member (all government offices, all community organizations,
etc.).

To confirm whether the Member may accept the contribution of a list, please check with the Committee on 
Ethics at (202) 225-7103.

Compilation of a Mail or Email List
A Member may compile mail and email lists using some of the following methods:

• Requesting information with telephone contacts of constituents;
• Capturing information from incoming correspondence;
• Requesting information from constituents visiting the office or meeting with the Member and/or staff

(sign-in sheets, guest books, business cards, etc.); or,
• Requesting address information by distributing and/or providing “request for information” forms in direct

response mail, mass communications, or on the Member’s official website.

List Services
First Call is available to assist Member offices with data processing of mailing lists, voter files, and databases 
in preparation of a mass communication (newsletter, robo-calls, or e-communications) at no cost to the 
Member office. First Call provides a wide range of services to “clean up” a mail list and can result in 
significant savings with district-wide mailings. Contact First Call at 5-8000 to speak with someone about how 
your office can benefit. 

499s: Exemption from Mass Communications 
If there are less than 500 of an unsolicited communication distributed, the advisory opinion requirement does 
not apply. These are commonly referred to as “499s.”  It is important to remember that the 500 threshold can 
be reached cumulatively over one session of Congress. That is, if you send 499 of one message, it is not lawful 
to distribute another message of substantially identical content for the remainder of the legislative year without 
obtaining an advisory opinion from the Commission. Contact the Commission with questions (202) 226-0647.

Note: All of the Communications Standards Manual and Members’ Handbook regulations apply to the content 
in “499s” even though they do not require an Advisory Opinion. 
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Solicited Communications

A solicited communication is any communication where the intended recipient has contacted the office 
requesting an official response. These types of communications most commonly include direct response 
constituent correspondence and communications sent to  a “subscribed list” of constituents.

Direct Response
Direct response communications are one-time responses to a constituent’s specific question or request. They 
may also include follow-up to town hall meetings and meetings with staff or the Member.  

Rules for Direct Response Communications 
While direct response communications must comply with the prescribed content regulations, they are 
not subject to the same approval requirements and blackout restrictions as unsolicited mass mailings and 
communications.

Subscribed Communications (Opt-in) 
Subscribed communications are identical email communications to 500 or more constituents that have 
voluntarily opted to receive a communication from a Member office.  

Subscribed communications might include:
• Electronic newsletters

• Town hall email notices
The chart below depicts unsolicited vs. solicited communications:

Unsolicited Solicited 

Communications 

Mass  
Communication 

Advisory opinion required  

Mass  
Mailing 

Advisory opinion 
required 

499 Subscribed/Opt-in 
(Electronic only) 

Direct 
Response 

(One-to-One 
correspondence) 

500 or more substantially 
identical electronic 

communications 
(web/newspaper/radio ads, 
telephone communications, 
electronic newsletters, etc.) 

500 or more substantially 
identical pieces of mail sent 

using the Frank (newsletters, 
postcards, letters, etc.) 

Communications sent to a list of 
recipients who knowingly and 

proactively signed up to receive 
routine correspondence   
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Rules for Subscribed Communications 
One of the best ways to reach constituents is by maintaining a robust “subscribed” email list. Because 
subscribers voluntarily sign up for emails from the Member in an “affirmative and proactive process,” 
subscribed emails are not subject to the same approval process and blackout restrictions as unsolicited mass 
communications. 

Subscriptions can be used for digital communications like emails, text messages, and telephone town halls. 
All others types of communications require an Advisory Opinion. 

Important Note:  Subscriber lists can still be contacted during the “blackout period” before elections so it’s 
important to build up your subscriber list before the blackout in order to maximize the number of people you 
can reach during those periods.

Affirmative and Proactive Sign-up
When building a subscriber list, it is important to sign-up subscribers appropriately. Communications with the 
option to subscribe must provide a potential subscriber an opportunity to affirmatively and proactively 
request (consent to receive) a subscription to the Member’s communications. 

Here is an example of a permissible sign-up mechanism:

Member: “Click here to receive Email communications from my office.”

Respondent: (Respondent then proceeds to subscriber page where they must enter email address)

Having responded proactively and in the affirmative, the respondent may now be considered a “subscriber” to 
the Member’s email communications and his/her email address may be incorporated into the Member’s 
“subscribed” email list. 

The Member must also provide an opportunity to “unsubscribe” from the communications. For example:

Member: “Please click here to unsubscribe.”

Prohibited negative and/or passive sign-up messages and/or procedures
Members may not use passive or “opt-out” methods whereby recipients are automatically subscribed unless 
they actively unsubscribe or opt-out. 

Here is an example of a prohibited “opt-out” mechanism: 

Member: “If you do not click here, you will begin receiving my newsletter.”

Also prohibited are messages with a pre-filled affirmative response that requires the individual to proactively 
indicate that he/she does not want to subscribe:
           “Yes, please send me your email updates and newsletter.”

In this example, the individual would be required to uncheck the box in order to indicate that he or she does 
not want to receive the Member’s e-communications, which is not permissible under the applicable rules and 
regulations. However, in this example if the box was not pre-checked, this method would be permissible.
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Growing Your Subscribed Communications List
The following checklist provides effective methods for growing your “subscribed” list using your 
“unsolicited” list:

• Use surveys and survey questions. As long as a proper disclaimer is used, any respondents to surveys can
be added as a subscriber.

• Ensure that all of your communications include an opportunity to affirmatively subscribe to future email
communications.

• Target subscribers by issue or topic. [Example: “Would you like to receive future communications about
how Rep. Member Name is working to decrease your taxes?”]. In this example, the box must be
“unchecked” at the time the communication is sent so that the returned communication is considered
“consent to subscribe.”

• Always have the Commission provide an advisory opinion for unsolicited communications.
• After your communication has been sent and your constituents begin to respond with their consent to

subscribe, their contact information should be retained and incorporated into your office’s “subscribed”
email list. Each individual’s “subscribe” (or “unsubscribe”) notice should be documented and retained in
the Member’s permanent office files.

• Use social media advertisements to promote your newsletter and how to subscribe.

The chart below depicts rules and regulations for solicited vs. unsolicited communications:
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Submitting Product as an Advisory Request

In the event that your office is preparing to disseminate a mass mailer or mass communication to constituents, 
the following procedures should be followed:

Submitting Your Request
A. Prepare in as close as possible to final format an electronic draft of the material to be submitted for review.

Electronic draft file should include, as applicable:
1. Complete and formatted text in actual size and color(s);
2. All photographs (must be depicting official business)
3. All illustrations, charts, and/or other graphics;
4. The banner head (if a newsletter, news release, etc.,);
5. Mailing panel, including the MOC’s frank and the applicable USPS rate marking;
6. If a mass mailing, radio or television ad, it should include a disclaimer; and
7. Completed and formatted copy of all enclosures, attachments, etc.
8. If your mass communication links to a website outside the House.gov domain, that website’s landing

page must also be submitted for review and is subject to the same content regulations. For example, a
mass communication with a hyperlink to a campaign site or a campaign-related article would not be
permissible.

B. Submit the request electronically via the Self-Service Request portal at https://MassComms.House.Gov

The portal includes tutorial videos, found at the top of the homepage under Mass Communications User 
Videos. These videos show you how to 

1. Upload requests
2. Revise existing requests
3. Certify distribution
4. Download advisory opinions
5. Upload notices of an unsolicited mass email
6. Record the use of a template
7. View your office's communication request history

Because the Communications Standards Commission is an even bipartisan Commission consisting of 3 
Republican Members and 3 Democrat Members, all requests for Advisory Opinions from both parties are 
reviewed by staff from each party and then issued an Advisory Opinion jointly by both parties.

Upon receipt of a request to the portal, the Republican staff of the Commission review the communication 
for compliance with applicable statutes, rules, and regulations. After the Republican staff have reviewed the 
request, the Democratic staff review the communication by the same process.

Upon review of the Democratic Commission staff, the requesting office’s point of contact (POC) will 
receive an automatic email from the portal that identifies if the communication has been deemed compliant 
with applicable regulations.
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Compliant Material
If the material submitted for Commission review is deemed compliant with 
Communications Standards regulations, the office will receive an 
automatic email:

• The office POC will receive an email that he or she has received a
“preliminary authorization,” which provides authorization to print and/or
distribute the communication.  NOTE: The requesting office should NOT print
or distribute the material under review prior to having received notice of
preliminary authorization.

• The email also details the final Advisory Opinion procedure known as Certify
Distribution.

Non-Compliant Material
If, after review, the material is deemed non-compliant with regulations:

• The office will receive an email that says the request was found non-complaint, and to call the
Republican Commission staff for revisions. Commission staff will review the revisions with the office
that are required to bring the communication into full compliance with the applicable statutes, rules, and/
or regulations.

• The office should submit a revised draft to the portal that incorporate the revisions required to bring the
communication into compliance.

• Republican staff will review the revised material for compliance with applicable statute, rule, and
regulation, enter its determination regarding compliance into the request record, and forward the revised
material to the Democratic staff for review and consideration.

• After each side of the Commission staff has reviewed the revisions, either a notice of preliminary
authorization will be issued to the POC, or if necessary, more revisions will be communicated to the POC
to bring the material in to full compliance with Communications Standards regulations.

Final Advisory Opinion
Receiving an Advisory Opinion for a mass communication is required by statute. Offices should keep their 
Advisory Opinions in their records for two additional important reasons:

• Proof of compliance with the statutory requirement to receive an Advisory Opinion in case there is a need
for defense against a complaint or accusation of wrongdoing.

• The CAO Office of Financial Counseling will not release the funds to pay any invoices for mail or
communications expenses unless those invoices are accompanied by an Advisory Opinion.

In order to access the advisory opinion, the office must complete the Certify Distribution step: 

After the approved communication is distributed, the Member office will Certify Distribution of the 
communication to the Commission, confirming that the distributed communication is identical to the 
approved draft request:

To Certify Distribution, log on to https://MassComms.House.Gov
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After the office completes Certify Distribution, the advisory opinion can be downloaded. 

To Download an Advisory Opinion to Via Email, log on to https://MassComms.House.Gov

Hard copies of Advisory Opinions are not provided by the Commission. Member offices should use the above 
steps to access their Advisory Opinions

IMPORTANT NOTE: The responsibility lies with the Member office to accurately and honestly certify that 
the piece distributed is identical to the piece approved by the Commission. If for any reason they are not 
identical, please contact the Commission for further guidance.

The Final Advisory Opinion will also be retained in the following locations:

1. Retained in the permanent files of the Commission
2. Forwarded to the Legislative Resource Center to be made available for

public disclosure purposes on the Clerk of the House Public Disclosure
Website: https://MassCommsDisclosure.House.Gov

Template Approvals 
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A Template is an electronic communication that will be used to inform constituents of a recurring official 
event. A recurring official event is an event hosted by the Member multiple times over the course of a 
Congress. For example, an email listing mobile office hours or the robocall used for telephone town halls – 
any communication that the Member office plans to send out regularly where the only change to the content 
of the communication is the time, date and/or location of the event.

Whereas ordinarily a new Advisory Opinion is required for every communication sent by an office, templates 
allow for the recurring use of the communication without seeking a new Advisory Opinion each time. This 
saves both time and effort for the Member office because they don’t need to keep submitting the same request 
all year long.

The process for getting a Template approved is the same as for any Advisory Opinion. Using the online portal, 
submit the request and check the box indicating that the request is for a Template.

Once the Template has received an Advisory Opinion, then that communication may be used for the duration 
of the Congress with the time/date/location updated each time. That same original Advisory Opinion covers 
all the uses of that Template. Just be sure to log each use in the online portal by completing the step Use of 
Template.

Notice of Unsolicited Mass Email
While all mass communications require an advisory opinion by the Commission before distributing, offices are 
permitted to send mass unsolicited emails without an advisory opinion. This narrow exception was created to 
allow Members to communicate within the 24-hour news cycle and message on fast-breaking events.  

Advisory opinions will always be provided upon request. But should your office decide to send an unsolicited 
mass email without an advisory opinion, the email must be compliant with the Communications Standards 
regulations and applicable House Rules, contain an "unsubscribe" option, and be disclosed to the Self Service 
Request portal within (2) business days of distributing. 

To upload a Notice of Unsolicited Mass Email, log on to https://MassComms.House.Gov 
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Most Commonly Made Franking Mistakes 
What to Know Before You Submit to Avoid Non-Compliant Requests 

1. Comments critical of policy or legislation directed at a person or party
Critical comments may not be directed at a person or party and may not be inflammatory in nature.

NOT ALLOWED: Criticisms tied to Name and Party References
• Obama, Trump, Pelosi, McCarthy, McConnell, etc.
• Democrat, Republican, House/Senate Democrats, House/Senate Republicans, etc.

- Critical statements may not negatively address a person, party or tie a person or party to a critical
statement of policy.

- Comments may not address the motivation or intent of a person or party.

OK: Criticisms tied to Positions and Titles and Pronouns
• President, Speaker, he and she when in direct reference to a person or party
• Democratic-led Senate, Republican-led House, House Republican Leadership, Senate Democratic

Leadership, etc.

BUT:

- Critical statements must be directed to the policy rather than the position or title
- Comments may not address the motivation or intent of any of the titles or positions.

ALLOWED: Criticisms tied to Ideology/philosophy
• Liberal, conservative, leftist, etc.

Comments may be critical toward ideology or philosophy so long as they are compliant with all other 
Communications Standards regulations. 

2. Reporting on personal, family, campaign, or otherwise non-official business
All official communications, including mass mailings and mass communications, may only report on official
business. Any content related to personal activity or anything other than official business is prohibited.

For example: When talking about district evets “visiting” or “touring” or “meeting” alone is not enough to 
make a meeting official – it needs to contain an official purpose for the meeting or visit, i.e. “met with to learn 
how Congress can help” or “visited to help inform policy making”

3. Accessing the final Advisory Opinion in the online portal before a request is eligible for the Advisory
Opinion
The certification in the online portal should only be made for a request after the piece has been distributed,
not immediately after receiving the Preliminary Authorization. This is because the office needs to certify that
the piece that was distributed to constituents is the same as the piece approved by the Commission, which
definitionally cannot happen until after the piece has actually gone out.
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4. Submitting advisory requests with expectation to distribute the communication within a couple of
hours or the same day
Every request submitted to the Communications Standards Commission is manually reviewed by both the
Republican and Democratic staff. Although the Commission staff tries to accommodate emergency requests for
expedited review, a request can take up to 3 business days to process. Please be aware that there are other
Members’ requests that are waiting in line and allow a 2 to 3 day window for your request to be processed.

5. Including photos that depict unofficial business or visual misrepresentation
The Communications Standards Manual contains specific regulations for the use of photos in official
communications. Members may include any photos of themselves in the performance of official business--there
are no size or frequency restrictions. However, Members may not use official communications to provide
visual misrepresentations of other individuals, including but not limited to “deep fake” technology. Members
may also not include family photos that are unrelated to the conduct of official business.

6. Failing to source statistical information
Specific statistics, charts, or graphs must include source credit.

7. Encouraging grassroots activity or including content that directly solicits support or opposition for
legislation
Members may not include content that is intended to encourage grassroots activity or solicit support for/
against any Member’s position. Likewise, Members may not generate, circulate, solicit, or encourage
constituents to sign a petition. A Member may not instruct a constituent to “go call your Senator/state
legislator/etc. about this bill” or “tell the FCC why policy X,Y, or Z is a great/terrible idea.” Members may
direct constituents to contact their own office:“Call my office to tell me how you think I should vote on X.”

8. Making reference to campaign or campaign-related information
Official communications cannot make reference to any campaign for public office, election, or political party.
Likewise, official mail may not include any reference projecting the Member beyond the current term.

9. Failure to include disclaimers on mass mailings, radio ads, and television ads
All mass mail pieces, and radio and television advertisements must include any of the (3) "paid for by"
disclaimers in the Communication Standards Manual.

10. Submitting the final draft version of your communication
The communication submitted for approval should be what the constituent will see and receive. That means
you must include all photos, language, hyperlinks, etc for the Commission to review. The portal can accept any
file type except for zip files.

11. Not notifying the Commission after using a previously approved template
Even though offices can and should get templates pre-approved, they are still required to notify the
Commission after reusing a previously approved template.
Important Note: Following these rules is extremely important because the Member is personally liable
for any violations of Communications Standards and CHA regulations. If there are any violations, the Member
will have to personally (themselves, not from the MRA) reimburse the Treasury for the cost of the
communication, even if the violation is an innocent mistake.
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Stationery

Using Official Stationery

When sending constituent communications using official stationery, be mindful of the following: 

Official stationery MUST contain the following information:
• Member’s name;
• Member’s district and state; and,
• United States Congress, the U.S. House of Representatives, or comparable language indicating that the

document is official.

In addition, official stationery MAY contain the following:
• Committee assignments;
• Congressional Member Organizations; and,
• The Great Seal, Congressional Seal, or a state seal.

Official stationery MAY  NOT contain the following:
• Seals other than the Great Seal, Congressional Seal, or a state seal;
• Member’s political party identification;
• Slogans;
• Private entity information or endorsements; or
• Campaign contact information

Social Media

Rules Governing Social Media 
In addition to official House.gov websites, Committee on House Administration regulations permit Members 
to establish and maintain an official presence on third-party (social media) sites.   

Just like official House.gov sites, content posted to official social media sites must conform with House 
Rules, including the Communications Standards Manual.

The Communications Standards Manual states that content: 

1. Must be official and germane to the conduct of the Member’s representational duties;
2. May not include personal (outside of incidental references), political party (except for political party

affiliations), or campaign information;
3. May not include grassroots lobbying or solicit support for a Member’s position;
4. May not generate, circulate, solicit, or encourage signing petitions; and,
5. May not include any advertisement for any private individual, firm, or corporation, or commercial product,

commodity, or service.
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Campaign vs. Official Social Media Sites
Federal law and House Rules and regulations prohibit the use of official resources for campaign purposes. 
This is not limited to only your Member’s campaign, but any campaign – whether presidential, senatorial, 
state or local.  

• Keep campaign and official accounts separate.
• No campaign-related information is allowed on official Member accounts.
• Pages or profiles cannot be transferred between the campaign and official sites.
• Members may not transfer subscribers or “supporters” from a campaign site/page to an official site.
• Official content cannot directly link to or refer to sites created or operated by a campaign or a campaign-

related entity, including political parties and campaign committees.
• Campaign sites may, however, provide a hyperlink to official sites ONLY if that hyperlink is accompanied

by a disclaimer that has been approved in advance by the Committee on Ethics.

Most Commonly Made Social Media Mistakes

• Posting purely personal content with no reference to official business
Members may use their official social media platforms to make incidental personal references, but the primary
purpose of the posted content must be related to their official duties.

• Posting photos that have been used on campaign sites
Members are prohibited from using any campaign photo in a Member’s official social media page.

• Using corporate logos in a videos, tweets, or posts
Members must exercise caution when displaying any corporate logos on social media pages to avoid the
appearance of a government endorsement.

• Posting a video that contains campaign-related content
What you need to know: Official content cannot reference a campaign – period.

• Posting an online petition to a social media page
Members may not include any content that is intended to lobby, or solicit support for the Member’s position.
Likewise, Members may not generate, circulate, solicit, or encourage constituents to sign a petition.

• Linking or transferring followers, fans, users, etc. between campaign and official accounts
Members are prohibited from directly linking to a website created or operated by a campaign. However, a
Member’s campaign site may provide a hyperlink to the Member’s official site if and ONLY if that hyperlink is
accompanied by a disclaimer that has been approved in advance by the Committee on Ethics.

• Failing to update sites after leaving Congress
Members may convert their official pages to personal accounts provided the names of such accounts clearly do
not convey the impression that the former Member is still a Member of the House.  Additionally, all official
House seals and markings must be removed upon transfer.
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Social Media Best Practices

Comment Policy
The Communications Standards Commission, Committee on House Administration, and the House’s Office 
of General Counsel strongly recommend offices maintain a written social media comment policy. For any 
questions and to obtain more information on relevant federal laws, please contact the Office of General 
Counsel at 202-225-9700. Office of General Counsel can provide offices with a sample social media 
comment policy to use.

Transferring Sites from Personal to Official
Members are permitted to transform personal social media sites into official sites.  However, once official, 
all content is subject to official content regulations.  Campaign sites may not be transferred to official.  

Online Advertising 

Members may use official funds to to run digital advertisements. All advertisements must be official and 
relate to the Member's representational duties. 

All advertisements are subject to Communications Standards blackout dates EXCEPT in cases of the 
Congressional Art Competition, Officially-sanctioned Competitions, Military Academy nominations, 
employment listings, and information in the event of a disaster.

When digital advertisements require an Advisory Opinion
Over the course of a session of Congress, if you spend $500 or more on a digital advertisement which 
contains substantially identical content, it is considered a mass communication and must be submitted to 
the Communications Standards Commission for approval prior to dissemination. Advertisements, along 
with the embedded links and landing pages associated with them, are subject to review.

A digital advertisement with substantially identical content that costs $499 or less during a session of 
Congress is not considered mass communication, and does not require approval by the Commission before 
dissemination. 

Important Note: All social media advertisements must comply with House Rules, including the 
Communications Standards regulations-- regardless if the advertisements require approval from the 
Commission. Following these rules is extremely important because the Member is personally liable for any 
violations. If there are any violations, the Member will have to personally (themselves, not from the MRA) 
reimburse the Treasury for the cost of the communication, even if the violation is an innocent mistake. 

Committee on House Administration - Republican Office | 1216 LHOB | t: 202-225-8281 | http://republicans-cha.house.gov



8

 Examples 

&

Best Practices



15
Committee on House Administration - Republican Office | 1216 LHOB | t: 202-225-8281 | http://republicans-cha.house.gov

Digital Advertising with Surveys and Polls:
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Digital Advertising Like and Subscribe: 
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Digital Search and Display Advertisements:

Google: 

Instagram: 

Snapchat: 
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Text Messages:
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Radio Advertisements:

econklin
Stamp
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Tele-Town Hall and Robo-Call Scripts:

The following script is an example of an introductory message and answering 
machine message submitted by a GOP Office. While the text below is a guide, all 
tele-town hall scripts must be submitted to the Commission for approval  prior 
to holding the event.

Introductory Message:

Hello, this is Congressman 
[Member Name here]. I 
am currently conducting a live, toll-free town hall meeting over the phone 
to give my constituents an opportunity to ask me questions about issues 
in Congress and the federal government. I would be grateful if you would 
please press “1” on your phone to connect to my live, toll-free town hall 
meeting. Thank you! Now welcome to my meeting in progress.

Answering Machine Message:

Hello, this is Congressman [Member Name here]. Tonight, I was calling 
constituents in the [District Number] Congressional District to invite them 
to participate in a live town hall meeting conducted over the phone, and 
to give you an opportunity to ask me questions about what is going on in 
Congress. Sorry that I missed you. Since I am home in [State name] on 
weekends and breaks, if there is something you wish to share with me, 
you will have other opportunities in the near future. Should you have any 
questions, please contact my [District Office name] toll-free at [toll-free 
office phone number]. Thank you and have a good evening.
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Newspaper Advertisements:
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QR Codes are a great 
tool to engage your 
constituents!
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Newsletter with Subscription opportunity

The following mailer was sent by Rep. Michelle Steel. The form on the newsletter provides 
constituents with a survey to indicate their specific interests and to subscribe to her official 
communications. Every communication sent is an opportunity to grow your subscriber list and 
collect constituent data for more targeted and coordinated outreach.
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D.C. Visitor’s Guide:

This D.C. Visitor’s Guide was created by Rep. Adrian Smith for constituents visiting the 
Washington, D.C. area. The guide includes a personal letter from the Congressman, helpful 
information such as a D.C. metro map, and the Congressman’s personal “picks” of the best local 
attractions.
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Issues Mailers:

The communication below were sent by Rep. Bryan Steil and Rep. Neal Dunn to illustrate their stance 
on pro-life, disability, and second amendment issues. The mailers also include an option to subscribe to 
the Members' E-Newsletters. 
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Congratulating Recent Graduates:
Members may wish to send young men and women in their Districts a personalized note to 
mark the occasion of their graduation from high school.

It is permissible to send congratulations letters to high school seniors under the Member’s 
Frank. Many Members also enclose a certificate of Congressional Recognition (available 
for sale at the Office Supply Store), or use funds from their MRA to purchase customized 
ones.  

It is highly recommended that Members include in the same packet a voter registration card 
from their state. A sample letter appears below: 

Dear Graduate:

As your Representative in Congress, I join your family and friends in extending 
my sincere congratulations upon the occasion of your graduation, and wish you 
success in your educational and professional pursuits.  It is my wish that every 
man and woman in this country have the opportunity to achieve the American 
dream.  Enclosed is a certificate of Congressional Recognition, which serves 
as an added remembrance of this important occasion.

If you have not yet had the opportunity to register to vote, I encourage your 
participation in the political process and enclose a voter registration form for 
your convenience.  This form can be used for new voter registration or to file a 
change of address.  I hope that you will take advantage of this opportunity and 
exercise your right to vote.  The election of our government officials is a serious 
endeavor and requires individual participation to ensure a more responsive 
government. 

Again, congratulations and best wishes in the future.   

Sincerely Yours, 
[Member Name Here]
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Constituent Questionnaire Survey:
The survey below was sent by Rep. Bill Posey as an insert to mailers to collect 
data from constituents on key issues. It also includes an option to subscribe to 
the Member’s communications.
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Newsletter for New Constituents to District:

The newsletter below was sent by Rep. John Carter to new movers and 
new constituents in his district. It contains constituent service 
information that is provided by his office.     
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Tri-Fold Brochure or Palm Card Handouts for Constituents:
Rep. Kat Cammack’s offices hands out palm cards after meetings to help constituents get to know the 
Congresswoman and the services that her congressional office offers. These documents can also be effectively 
distributed at district events by staff. 



29

Mailer On A Specific Legislative Initiative (Pro or Con):

Rep. Michelle Fischbach sent the following postcard on a specific legislative 
initiative.

Committee on House Administration - Republican Office | 1216 LHOB | t: 202-225-8281 | http://republicans-cha.house.gov



30

Mailer with a Tear-Off Information Card:
Rep. TJ Cox (D-CA) created a contact card with a bookmark on the back for constituents to keep. 
Rep. Barry Loudermilk sent the mailer below with a contact information card for constituents to 
tear-off and save.     
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