
Use the resources below to identify U.S. Representative(s) for
impacted districts and both U.S. Senators from the state 
Tip: Members want to hear from constituents; reach out to your
elected officials!  

Appropriations Cheat Sheet
G R A S S R O O T S  A D V O C A T E S

How to Submit an Appropriations Request:  

Every year, the federal government decides how to spend trillions of dollars across
agencies and programs. This process, known as federal appropriations, is at the heart
of how the government functions. It determines everything from medical research
funding and public health grants to defense spending and disaster relief. 

Identify
Congressional
Offices

Locate the Form Most Member’s websites will have a form for constituents to fill out;
search for “Appropriations Requests”.  

Determine the Type
of Request

Programmatic requests related to funding for existing federal
programs.  
Community Project Funding (CPF)/earmarks requests are related
to specific, grant-eligible, localized projects (for nonprofits/local
gov only) 
Tip: Not all forms are the same - some may request more or less
information.  

Prepare Details 1.Write a justification for the appropriations request, detailing
purpose and state/district impact (typically up to 4,000
characters). Also include the agency/department name and what
subcommittee has jurisdiction over this issue/policy.  
a.For example, if you’re requesting funding for a program at SAMHSA, the

appropriate subcommittee is the Labor, Health and Human Services and
Education (LHHS) subcommittee, which oversees all HHS programs—more
information about House and Senate subcommittees.

2.Determine the appropriations request, such as additional funding
at a specific desired level (e.g., $1 million more funding),
increasing general funding, or maintaining level funding. Offices
must rank their top 10 requests; the most compelling offer the
greatest impact to their constituents. 

3.Resources:  
a.Visit Rep. Case’s site for details about what related committees and

agencies your programmatic request may fall under.  
i.https://case.house.gov/services/appropriations-requests.htm  

b.Visit Rep. Underwood’s site for a comprehensive guide to the
appropriations process  

i.https://underwood.house.gov/services/appropriations  

Review Deadlines Deadlines vary by offices but typically occur in early spring
(most likely March). 

https://appropriations.house.gov/subcommittees
https://www.appropriations.senate.gov/subcommittees
https://case.house.gov/services/appropriations-requests.htm
https://underwood.house.gov/services/appropriations


1.Visit the official House of Representatives website –
house.gov  

2.Select “Find Your Representative” 
3.Enter your ZIP code  

a. If your ZIP code spans multiple districts, you may
be asked for your full address 

4.You will be directed to your U.S. Representative’s
official website  

How to Identify Your Congressional Members and Find
Their Contact Information: 
How to Identify Your Congressional Members and Find
Their Contact Information: 

U.S.
Representative

U.S. Senate
1.Visit the official Senate website – senate.gov  
2.Select “Senators” and then choose your state from the

dropdown menu  
3. You will be directed to your Senators official websites 

Example Appropriations Request Forms:


