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Audio Courses

All audio courses are sold with a limited license: see TCNLicense.com.
New titles are added throughout the year. Check TCNCL.com or CapitolLearning.com for current audio course selection.
Our Capitol Learning Audio CoursesTM and publications can be customized for your organization; see TCNPubs.com.

Capitol Learning
Audio Courses™

If you don’t have the time to personally attend one of
our live courses in Washington, DC, we offer convenient
audio courses describing how Washington works.TM

Our Capitol Learning Audio Courses range in duration
between 1/2 hour and 2 hours long. We can also develop
a customized audio course for your organization.

For a complete list of Capitol Learning Audio Courses, see:

TCNCL.com or CapitolLearning.com
All audio courses are sold with a limited license: see TCNLicense.com

Convenience Learning from

Non-partisan training and publications that show how Washington works.™

Authorizations
and Appropriations

in a Nutshell

Capitol Learning Audio Course on CD
MP3

Convenience Learning from

Non-partisan training and publications that show how Washington works.™

Lobbying and
Advocacy:

A Three-Course Series

Capitol Learning Audio Course on CD
MP3

Convenience Learning from

Non-partisan training and publications that show how Washington works.™

Congress, the
Legislative Process,

and the Fundamentals
of Lawmaking:

A Nine-Course Series

Capitol Learning Audio Course on CD
MP3

Audio CD and
Print Materials
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Congressional Operations
See our web site for full descriptions and secure
online ordering: www.CapitolLearning.com.The
audio portion of all courses is in MP3 format, which
plays in all CD/DVD drives and many CD players.
All audio courses are available as audio CDs with
printed course materials and as online downloads.

Congress and Its Role in Policymaking
061X Recorded 2007 ISBN 10: 158733061X
Total run time: 84 minutes. Includes course materials. $47

Congressional Committees and
Party Leadership: Who Controls
the Congressional Agenda
0318 Recorded 2005 ISBN 10: 1587330318
Total run time: 89 minutes. Includes course materials. $47

House Floor Procedures
0377 Recorded 2006 ISBN 10: 1587330377
Total run time: 88 minutes. Includes course materials. $47

House Rules Committee:
Gatekeeper to the Floor
0423 Recorded 2006 ISBN 10: 1587330423
Total run time: 90 minutes. Includes course materials. $47

Legislating in the U.S. Senate
0776 Recorded 2008 ISBN 10: 1587330776
Total run time: 89 minutes. Includes course materials. $47

Parliamentary Procedure of the
U.S. Senate: Debate and Amendment
0768 Recorded 2008 ISBN 10: 1587330768
Total run time: 89 minutes. Includes course materials. $47

Senate Amendment Procedure
0415 Recorded 2006 ISBN 10: 1587330415
Total run time: 84 minutes. Includes course materials. $47

Senate Scheduling and Floor Procedures
0237 Recorded 2005 ISBN 10: 1587330237
Total run time: 85 minutes. Includes course materials. $47

Tracking and Monitoring Legislation
0458 Recorded 2006 ISBN 10: 1587330458
Total run time: 93 minutes. Includes course materials. $47

Authorizations and
Appropriations in a Nutshell
Would you benefit by having a working knowledge of the
federal budget process? Are you new to the federal budget
process? This audio course provides a basic overview of
authorizations and appropriations. Topics covered include:
• The budget resolution
• The relationship between authorizations and appropriations
• Types of appropriations measures
• Committee/subcommittee structure in the House and Senate
• Authorizing language
0296 Recorded 2005 ISBN 10: 1587330296
Total run time: 64 minutes. Includes course materials. $47

Conference Committees:
How the Work Gets Done
This audio course covers the role and the dynamics
of the conference committee in the legislative process.
Learn how differences between the House and Senate
are resolved through amendments between the chambers
and the advantages of using this process. Topics include:
• Explore how conference committees have changed

as Congress has changed (growth of subcommittee
power, the rise of omnibus bills, and the use of
multiple referrals)

• Pre-conference maneuvering in the House and Senate
and the key factors that determine whether a bill goes
to conference

• How the House and Senate procedures for going to
conference differ

• Learn the negotiating strategies used by the conferees
during the bargaining process and how institutional
differences impact the bargaining process

0210 Recorded 2008 ISBN 10: 1587330210
Total run time: 88 minutes. Includes course materials. $47

Congress, the Legislative Process,
and the Fundamentals of Lawmaking:
A Nine-Course Series
This nine-session course gives you a comprehensive
look at the organization and practices of the U.S.
Congress. Learn about the procedures of the U.S.
House of Representatives and the U.S. Senate from
the introduction and referral of legislation to reconciling
differences between House-passed and Senate-passed
legislation.
Buy all nine (9) Capitol Learning Audio Courses on two (2) audio CDs
and save more than $60. Total run time: 851 minutes. MP3 format.
Includes seminar materials. PLUS, receive a FREE copy of
“Congressional Operations Poster” (regularly $25) plus FREE
shipping in the US. $360
Recorded 2008 ISBN 10: 1587331241
Total run time: 851 minutes. Includes course materials.

Each of the nine courses is also
available for purchase separately.

Course 1: Introduction and Referral in the House and
Senate
1233 Course 1 Recorded 2008 ISBN 10: 1587331233
Total run time: 93 minutes. Includes course materials. $47

Course 2: Committee Action
1225 Course 2 Recorded 2008 ISBN 10: 1587331225
Total run time: 98 minutes. Includes course materials. $47

Course 3: House Floor Procedures
1217 Course 3 Recorded 2008 ISBN 10: 1587331217
Total run time: 96 minutes. Includes course materials. $47

Course 4: House Rules Committee
1209 Course 4 Recorded 2008 ISBN 10: 1587331209
Total run time: 90 minutes. Includes course materials. $47

Course 5: The Committee of the Whole
1195 Course 5 Recorded 2008 ISBN 10: 1587331195
Total run time: 93 minutes. Includes course materials. $47

Course 6: Senate Scheduling
1187 Course 6 Recorded 2008 ISBN 10: 1587331187
Total run time: 96 minutes. Includes course materials. $47

All audio courses are sold with a limited license: see TCNLicense.com.
New titles are added throughout the year. Check TCNCL.com or CapitolLearning.com for current audio course selection.
Our Capitol Learning Audio CoursesTM and publications can be customized for your organization; see TCNPubs.com.
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Course 7: Senate Floor Procedures
1179 Course 7 Recorded 2008 ISBN 10: 1587331179
Total run time: 93 minutes. Includes course materials. $47

Course 8: Amending Legislation on the Senate Floor
1160 Course 8 Recorded 2008 ISBN 10: 1587331160
Total run time: 98 minutes. Includes course materials. $47

Course 9: Reconciling Differences Between
House-Passed and Senate-Passed Legislation
1152 Course 9 Recorded 2008 ISBN 10: 1587331152
Total run time: 104 minutes. Includes course materials. $47

Understanding the Path of Legislation:
A Primer on How a Bill Becomes a Law
This audio course provides an introduction to how a bill
becomes a law. The following topics are addressed:
• Introduction and referral of legislation
• Committee action, types of hearings, committee markup,

and committee reports
• Scheduling, rules committee, the amendment process,

and floor action
• Conference committees and reconciling differences

between the houses
• Final passage and presidential passage
030X Recorded 2005 ISBN 10: 158733030X
Total run time: 89 minutes. Includes course materials. $47

Federal Budgeting
See our web site for full descriptions and secure
online ordering: www.CapitolLearning.com.The
audio portion of all courses is in MP3 format, which
plays in all CD/DVD drives and many CD players.
All audio courses are available as audio CDs with
printed course materials and as online downloads.

How to Read and Decipher the
Department of Defense (DoD) Budget
0741 Recorded 2008 ISBN 10: 1587330741
Total run time: 86 minutes. Includes course materials. $47

The Budget Execution Process
1367 Recorded 2009 ISBN 13: 978-158733-136-7
Total run time: 94 minutes. Includes course materials. $47

The Budget Resolution in a Nutshell
0857 Recorded 2008 ISBN 10: 1587330857
Total run time: 86 minutes. Includes course materials. $47

The Federal Budget Process
0830 Recorded 2008 ISBN 10: 1587330830
Total run time: 99 minutes. Includes course materials. $47

Appropriations Process in a Nutshell
Learn how Congress appropriates funding during this
audio course. The topics include:
• Types of federal spending
• Committees involved in the appropriations process
• Chronology of the process
• Types of appropriations measures: regular,

supplemental, and continuing

• The difference between 302a and 302b allocations
• Form of appropriations language
• Floor consideration in the House and the Senate

and the role of conference committees
0431 Recorded 2006 ISBN 10: 1587330431
Total run time: 87 minutes. Includes course materials. $47

Authorizations and
Appropriations in a Nutshell
Would you benefit by having a working knowledge of the
federal budget process? Are you new to the federal budget
process? This audio course provides a basic overview of
authorizations and appropriations. Topics covered include:
• The budget resolution
• The relationship between authorizations and

appropriations
• Types of appropriations measures
• Committee/subcommittee structure in the

House and Senate
• Authorizing language
0296 Recorded 2005 ISBN 10: 1587330296
Total run time: 64 minutes. Includes course materials. $47

Budget Formulation,
Justification, and Execution
The audio course gives budget analysts an overview of the
federal budget process and the procedures for formulating,
justifying, and executing agency budgets. Topics include:
• Overview of the budget process
• How to develop the unit account
• Justifying your budget requests using PART findings
• Implementing budget execution strategies

and procedures
0601 Recorded 2007 ISBN 10: 158733-0601
Total run time: 71 minutes. Includes course materials. $47

Working with Congress
and Congressional Staff
See our web site for full descriptions and secure
online ordering: www.CapitolLearning.com.The
audio portion of all courses is in MP3 format, which
plays in all CD/DVD drives and many CD players.
All audio courses are available as audio CDs with
printed course materials and as online downloads.

How Federal Agencies Can Work
Effectively with Congress and Its Staff
0474 Recorded 2006 ISBN 10: 1587330474
Total run time: 60 minutes. Includes course materials. $47

Lobbying for Foreign Agents
and Foreign Principals
0709 Recorded 2007 ISBN 10: 1587330709
Total run time: 62 minutes. Includes course materials. $47

Making the Most of a Site Visit
with a Member of Congress
0393 Recorded 2006 ISBN 10: 1587330393
Total run time: 44 minutes. Includes course materials. $47

Audio Courses

All audio courses are sold with a limited license: see TCNLicense.com.
New titles are added throughout the year. Check TCNCL.com or CapitolLearning.com for current audio course selection.
Our Capitol Learning Audio CoursesTM and publications can be customized for your organization; see TCNPubs.com.
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Preparing for Congressional
Oversight and Investigation
0644 Recorded 2007 ISBN 10: 1587330644
Total run time: 81 minutes. Includes course materials. $47

Presidential-Congressional
Relations: Rivals Sharing Power
075X Recorded 2008 ISBN 10: 158733075X
Total run time: 94 minutes. Includes course materials. $47

Strategies and Tactics
That Will Help You Impact
Congressional Action
0849 Recorded 2008 ISBN 10: 1587330849
Total run time: 90 minutes. Includes course materials. $47

Drafting Effective Federal Legislation
and Amendments in a Nutshell
For federal agency staff and those who prepare reports
and documents for colleagues who draft legislation, this
audio course discusses key drafting rules, and offers
suggestions on legislative style, grammar, and wording.
We review the basic rules of construction as outlined
in the U.S. Code, and discuss OMB’s clearance process.
0326 Recorded 2006 ISBN 10: 1587330326
Total run time: 85 minutes. Includes course materials. $47

How to Work the Hill Like a Pro
Whether you‚re participating in an organized Capitol
Hill Day or visiting the Hill on your own behalf, you need
to know how to work the Hill and advocate your message.
This audio course gives you the information necessary to
ensure your message is heard. This course provides:
• A profile of the 110th Congress
• An explanation of the new environment
• A discussion on legislative and political environments
• An overview of technology trends
• Strategies for building an annual legislative plan
0636 Recorded 2007 ISBN 10: 1587330636
Total run time: 110 minutes. Includes course materials. $47

Lobbying and Advocacy:
A Three-Course Series
This three-session course gives you an overview of
lobbying and advocacy on Capitol Hill.
1440 Recorded 2009-2010 ISBN 10: 1587331404
Includes course materials. $99

Tips, Tactics & Techniques for
Writing Congressional Testimony
Are you responsible for writing congressional testimony?
If so, this audio course provides insightful tips on research
preparation, audience analysis, and persuasion. We review
techniques for organizing written testimony in a way that
improves its oral delivery. The instructor highlights how
to write a sound argument, focusing on position, reasons,
support, and explanation.
0342 Recorded 2006 ISBN 10: 1587330342
Total run time: 66 minutes. Includes course materials. $47

Media Training
See our web site for full descriptions and secure
online ordering: www.CapitolLearning.com.The
audio portion of all courses is in MP3 format, which
plays in all CD/DVD drives and many CD players.
All audio courses are available as audio CDs with
printed course materials and as online downloads.

Creating a Message That
Resonates with Your Audience
0792 Recorded 2008 ISBN 10: 1587330792
Total run time: 72 minutes. Includes course materials. $47

Crisis Communications:
Establishing an Internal Crisis
Communications System
0520 Recorded 2008 ISBN 10: 1587330520
Total run time: 86 minutes. Includes course materials. $47

How the Media Works and
How to Work the Media
0660 Recorded 2007 ISBN 10: 1587330660
Total run time: 84 minutes. Includes course materials. $47

Maximizing the Internet for the
Public Affairs Professional
0628 Recorded 2006 ISBN 10: 1587330628
Total run time: 84 minutes. Includes course materials. $47

Media Relations: Capitalizing on Your
Resources, Your Office, and the Media
0679 Recorded 2007 ISBN 10: 1587330679
Total run time: 72 minutes. Includes course materials. $47

Media Relations: Secrets to Changing
Nattering Nabobs of Negativism into
Perky Purveyors of Positivism
0466 Recorded 2006 ISBN 10: 1587330466
Total run time: 62 minutes. Includes course materials. $47

Media Relations for the Newbie
0172 Recorded 2005 ISBN 10: 1587330172
Total run time: 61 minutes. Includes course materials. $47

Convenience Learning from

Non-partisan training and publications that show how Washington works.™

Media Relations
for the Public

Affairs Professional:
A Seven-Course Series

Capitol Learning Audio Course on CD
MP3

Convenience Learning from

Non-partisan training and publications that show how Washington works.™

How to Organize a
Capitol Hill Day:

Planning, Budgeting,
and Communicating with

Congressional Offices

Capitol Learning Audio Course on CD
MP3

All audio courses are sold with a limited license: see TCNLicense.com.
New titles are added throughout the year. Check TCNCL.com or CapitolLearning.com for current audio course selection.
Our Capitol Learning Audio CoursesTM and publications can be customized for your organization; see TCNPubs.com.
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Press Conferences and Media
Interviews for Scientists and Engineers
0571 Recorded 2007 ISBN 10: 1587330571
Total run time: 63 minutes. Includes course materials. $47

Public Affairs Primer for
Nonprofits and Associations
058X Recorded 2007 ISBN 10: 158733058X
Total run time: 74 minutes. Includes course materials. $47

Crisis Communications:
Hoping That It Will Never Happen,
But Glad You Planned For It
Learn how to formulate a strong communications plan
that will get your organization through a crisis.
• Handling systemic, adversarial, and image crises
• Streamlining media/PR operations in a crisis
• How to use the web in a crisis
• Act quickly-especially important for federal agencies
0245 Recorded 2005 ISBN 10: 1587330245
Total run time: 70 minutes. Includes course materials. $47

Media Relations: Merging Policy
and Media Strategies
How to become more effective in getting your message
heard in Washington and your community.
• Secure the support of your policy wonks
• Master the five management principles of online

communication and how to build a top-notch public
affairs web site

• How to reach out to coalitions and your grassroots
volunteers

• Off-line activities and online assets
0229 Recorded 2005 ISBN 10: 1587330229
Total run time: 68 minutes. Includes course materials. $47

Media Relations for the Public Affairs
Professional, A Seven Course Series
This seven course series gives public and governmental
affairs professionals from agencies, associations,
corporations, nonprofits, and congressional offices
an in-depth look at and review of the major aspects
of media relations. Also perfect for novices who want
a solid introduction to public affairs.
1374 Recorded 2009 ISBN 13: 978-1-58733-137-4
Total run time: 600 minutes. Includes course materials.
Save $5 per course PLUS, receive FREE shipping in the US. $294

Course 1: Essential Tools of Public Relations
1299 Recorded 2009 ISBN 13: 978-1-58733-129-9
Total run time: 80 minutes. Includes course materials. $47

Course 2: Developing a Message and Communications Plan
1305 Recorded 2009 ISBN 13: 978-1-58733-130-5
Total run time: 82 minutes. Includes course materials. $47

Course 3: Interacting with Reporters
1312 Recorded 2009 ISBN 13: 978-1-58733-131-2
Total run time: 87 minutes. Includes course materials. $47

Course 4: Overview of the Media: Print, Radio, TV,
Web-Based, and Online Communications
1329 Recorded 2009 ISBN 13: 978-1-58733-132-9
Total run time: 93 minutes. Includes course materials. $47

Course 5: Interview Preparation
1336 Recorded 2009 ISBN 13: 978-1-58733-133-6
Total run time: 92 minutes. Includes course materials. $47

Course 6: Crisis Communications
1343 Recorded 2009 ISBN 13: 978-1-58733-134-3
Total run time: 89 minutes. Includes course materials. $47

Course 7: Ethics of Public Relations
1350 Recorded 2009 ISBN 13: 978-1-58733-135-0
Total run time: 77 minutes. Includes course materials. $47

Research
See our web site for full descriptions and secure
online ordering: www.CapitolLearning.com.The
audio portion of all courses is in MP3 format, which
plays in all CD/DVD drives and many CD players.
All audio courses are available as audio CDs with
printed course materials and as online downloads.

Executive Branch Research
Course 5 in the Advanced Online Research Skills Series
1098 Recorded 2008 ISBN 10: 1587331098
Total run time: 85 minutes. Includes course materials. $47

Legislative Branch Research
Course 3 in the Advanced Online Research Skills Series
111X Recorded 2008 ISBN 10: 158733111X
Total run time: 77 minutes. Includes course materials. $47

Researching Legislative Histories:
Bills, Resolutions, Committee
Hearings, and Committee Reports
0822 Recorded 2008 ISBN 10: 1587330822
Total run time: 88 minutes. Includes course materials. $47

Researching Legislative Histories:
Statutory and Code Research
0806 Recorded 2008 ISBN 10: 1587330806
Total run time: 94 minutes. Includes course materials. $47

Researching Legislative Histories:
Finding Legislative Intent in Bills and
Committee and Conference Reports
0334 Recorded 2006 ISBN 10: 1587330334
Total run time: 94 minutes. Includes course materials. $47

Online Search Techniques:
Faster Searching, Better Results
Course 2 in the Advanced Online Research Skills Series
1128 Recorded 2008 ISBN 10: 1587331128
Total run time: 82 minutes. Includes course materials. $47

Practical Web Research in a Nutshell
0865 Recorded 2008 ISBN 10: 1587330865
Total run time: 69 minutes. Includes course materials. $47

Tracking and Monitoring Legislation
0458 Recorded 2006 ISBN 10: 1587330458
Total run time: 93 minutes. Includes course materials. $47

Audio Courses

All audio courses are sold with a limited license: see TCNLicense.com.
New titles are added throughout the year. Check TCNCL.com or CapitolLearning.com for current audio course selection.
Our Capitol Learning Audio CoursesTM and publications can be customized for your organization; see TCNPubs.com.
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Advanced Online Research Skills:
A Seven-Course Series
Are your online research skills up to par? Are you spending
too much time searching OR not finding the right results?
This seven-part series of courses teaches anyone who is
responsible for researching how to conduct advanced
searches. These seven courses focus on preparing for
your search, online search techniques, federal legislative,
executive branch, judicial branch, state and international
online research, and personal contacts and public and
private information sources.
1144 Recorded 2009 ISBN 10: 1587331144
Total run time: 559 minutes. Includes course materials.
Save $50 PLUS receive a FREE copy of Real World Research Skills,
Second Edition, by Peggy Garvin (regularly $15.95) and receive
FREE shipping in the US. $297

The Executive Branch
See our web site for full descriptions and secure
online ordering: www.CapitolLearning.com.The
audio portion of all courses is in MP3 format, which
plays in all CD/DVD drives and many CD players.
All audio courses are available as audio CDs with
printed course materials and as online downloads.

The Federal Regulatory Process:
Piecing Together the Regulatory Puzzle
0407 Recorded 2006 ISBN 10: 1587330407
Total run time: 54 minutes. Includes course materials. $47

How Federal Agencies Can Work
Effectively with Congress and Its Staff
0474 Recorded 2006 ISBN 10: 1587330474
Total run time: 60 minutes. Includes course materials. $47

The Federal Election Commission’s
Final Rules on Bundling and the
Executive Branch Rules on Gifts
1381 Recorded 2009 ISBN 13: 978-1-58733-138-1
Total run time: 85 minutes. Includes course materials. $47

Presidential-Congressional
Relations: Rivals Sharing Power
075X Recorded 2008 ISBN 10: 158733075X
Total run time: 94 minutes. Includes course materials. $47

Writing Congressional
Correspondence for Agency Staff
0598 Recorded 2007 ISBN 10: 1587330598
Total run time: 77 minutes. Includes course materials. $47

Understanding the
Regulatory Process:
A Five-Course Series
This five-session course gives you a comprehensive
look at the federal regulatory process.
1398 Recorded 2009 ISBN 13: 978-1-58733-139-8
Total run time: 319 minutes. Includes course materials.
Save 15% PLUS receive a FREE copy of the “Regulatory Process
Poster” (regularly $25) and receive FREE shipping in the US. $199

Communication and Advocacy
See our web site for full descriptions and secure
online ordering: www.CapitolLearning.com.The
audio portion of all courses is in MP3 format, which
plays in all CD/DVD drives and many CD players.
All audio courses are available as audio CDs with
printed course materials and as online downloads.

Advocacy Campaigns for Nonprofits
0563 Recorded 2007 ISBN 10: 1587330563
Total run time: 85 minutes. Includes course materials. $47

Crisis Communications:
Establishing an Internal Crisis
Communications System
0520 Recorded 2008 ISBN 10: 1587330520
Total run time: 86 minutes. Includes course materials. $47

Effectively Using Persuasion
in Your Oral Presentations:
A Trial Lawyer’s Perspective
0652 Recorded 2007 ISBN 10: 1587330652
Total run time: 82 minutes. Includes course materials. $47

The Federal Election Commission’s
Final Rules on Bundling and the
Executive Branch Rules on Gifts
1381 Recorded 2009 ISBN 13: 978-1-58733-138-1
Total run time: 85 minutes. Includes course materials. $47

Keys to Effective Presentations:
Invigorate Your Delivery and
Increase Your Confidence
0814 Recorded 2008 ISBN 10: 1587330814
Total run time: 84 minutes. Includes course materials. $47

Lobbying and Advocacy:
A Three-Course Series
1440 ISBN 13: 978-1-58733-140-4
See page 39.

Lobbying for Foreign Agents
and Foreign Principals
0709 Recorded 2007 ISBN 10: 1587330709
Total run time: 62 minutes. Includes course materials. $47

Making the Most of a Site
Visit with a Member of Congress
0393 Recorded 2006 ISBN 10: 1587330393
Total run time: 44 minutes. Includes course materials. $47

Maximizing the Internet for
the Public Affairs Professional
0628 Recorded 2006 ISBN 10: 1587330628
Total run time: 84 minutes. Includes course materials. $47

PAC Management:
Advanced PAC Strategy
1276 Recorded 2008 ISBN 10: 1587331276
Total run time: 89 minutes. Includes course materials. $47

All audio courses are sold with a limited license: see TCNLicense.com.
New titles are added throughout the year. Check TCNCL.com or CapitolLearning.com for current audio course selection.
Our Capitol Learning Audio CoursesTM and publications can be customized for your organization; see TCNPubs.com.
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Preparing for Congressional
Oversight and Investigation
0644 Recorded 2007 ISBN 10: 1587330644
Total run time: 81 minutes. Includes course materials. $47

Strategies and Tactics That Will Help
You Impact Congressional Action
0849 Recorded 2008 ISBN 10: 1587330849
Total run time: 90 minutes. Includes course materials. $47

Tips, Tactics & Techniques for
Writing Congressional Testimony
0342 Recorded 2006 ISBN 10: 1587330342
Total run time: 66 minute. Includes course materials. $47

Visiting Capitol Hill for
First-Time Grassroots Advocates:
An Introductory Course
0555 Recorded 2008 ISBN 10: 1587330555
Total run time: 85 minutes. Includes course materials. $47

527 Overview and Update
• What are 527s
• Purpose
• Differences between PACs and 527s
• How to create a 527 and what are the necessary

IRS forms to complete
• What are the tax implications and other benefits

of forming a 527?
• Periodic reporting and disclosure requirements
• Update on 527 Reform Act of 2006
0539 Recorded 2007 ISBN 10: 1587330539
Total run time: 75 minutes. Includes course materials. $47

Building and Nurturing
Your Grassroots Campaign
Even though your resources may be limited, your
organization can be effective in making its voice heard
on Capitol Hill. this audio course describes the tools to
build and maintain a successful grassroots campaign.
• Identifying and mobilizing your grassroots volunteers
• Giving volunteers the tools and training for success

on the Hill—or back home
• Setting your legislative goals and identifying

members and committees who are important to
your legislative agenda

• How to keep your grassroots volunteers informed—
newsletters, magazines, email, faxes, phone calls,
websites, and fact sheets

• Keys to effective legislative alerts
• Keeping your volunteers on message
0199 Recorded 2005 ISBN 10: 1587330199
Total run time: 79 minutes. Includes course materials. $47

Business Etiquette:
Keys to Professional Success
In just a few minutes of interaction, lasting impressions are
formed. Your attire, mannerisms and hand shake are just
some of the cues used in determining your character, ethics
and professionalism. During this course, students learn

tips and techniques for building a professional wardrobe,
working a room and networking. This course shows you:
• Strategies for professional attire
• What body language and behaviors say about you
• How to network like a pro
• Best practices for written etiquette
0385 Recorded 2006 ISBN 10: 1587330385
Total run time: 81 minutes. Includes course materials. $47

Crisis Communications:
Hoping That It Will Never Happen,
But Glad You Planned For It
In this audio course, learn how to formulate a strong
communications plan that will get your organization
through a crisis.
• Handling systemic, adversarial, and image crises
• Streamlining media/PR operations in a crisis
• How to use the web in a crisis
• Act quickly-especially important for federal agencies
0245 Recorded 2005 ISBN 10: 1587330245
Total run time: 70 minutes. Includes course materials. $47

How to Organize a Capitol Hill Day
This audio course shows anyone how to organize a
successful Capitol Hill Day. Whether you‚re starting
in DC or Omaha, we‚ll show you how to maximize your
important event by combining volunteer training with
visits to congressional delegations. Learn:
• How to devise efficient planning cycles
• Best practice strategies for effective event budgeting
• Tools helpful in planning, creating and producing an

effective training event
• Ways to train volunteers so they know what to

expect, say, and do
• How to follow-up with volunteers and keep them

motivated after they leave Washington
0164 Recorded 2005 ISBN 10: 1587330164
Total run time: 68 minutes. Includes course materials. $47

How to Work the Hill Like a Pro
Whether you’re participating in an organized Capitol Hill
Day or visiting the Hill on your own behalf, you need to
know how to work the Hill and advocate your message.
This audio course gives you the information necessary
to ensure your message is heard. This course provides:
• A profile of Congress
• An explanation of the new environment
• A discussion on legislative and political environments
• An overview of technology trends
• Strategies for building an annual legislative plan
0636 Recorded 2007 ISBN 10: 1587330636
Total run time: 110 minutes. Includes course materials. $47

Media Relations: Merging
Policy and Media Strategies
How to become more effective in getting your message
heard in Washington and your community.
• Secure the support of your policy wonks
• Master the five management principles of online

communication and how to build a top-notch
public affairs web site

Audio Courses

All audio courses are sold with a limited license: see TCNLicense.com.
New titles are added throughout the year. Check TCNCL.com or CapitolLearning.com for current audio course selection.
Our Capitol Learning Audio CoursesTM and publications can be customized for your organization; see TCNPubs.com.
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• How to reach out to coalitions and your grassroots
volunteers

• Off-line activities and online assets
0229 Recorded 2005 ISBN 10: 1587330229
Total run time: 68 minutes. Includes course materials. $47

PACS in a Nutshell
This introductory audio course gives you a basic
understanding of how to structure a Political Action
Committee (PAC).
• Structure your PAC for maximum impact
• A guide through the maze of FEC regulations and filings
• Make the most of your PAC Dollar
0695 Recorded 2007 ISBN 10: 1587330695
Total run time: 83 minutes. Includes course materials. $47

Special Programs
See our web site for full descriptions and secure
online ordering: www.CapitolLearning.com.The
audio portion of all courses is in MP3 format, which
plays in all CD/DVD drives and many CD players.
All audio courses are available as audio CDs with
printed course materials and as online downloads.

Essentials of U.S. Governance for
Foreign Diplomats and Embassy Staff
See “How American Governs,” next column.

Business Etiquette:
Keys to Professional Success
0385 Recorded 2006 ISBN 10: 1587330385
Total run time: 81 minutes. Includes course materials. $47

Congress and Its Role in Policymaking
061X Recorded 2007 ISBN 10: 158733061X
Total run time: 84 minutes. Includes course materials. $47

Congress and Its Role in Trade Policy
0717 Recorded 2007 ISBN 10: 1587330717
Total run time: 55 minutes. Includes course materials. $47

Effective Presentations:
Invigorate Your Delivery
and Increase Your Confidence
Recorded 2008 ISBN 10: 1587330814
Total run time: 84 minutes. Includes course materials. $47

How America Governs
Essentials of U.S. Governance for Foreign Diplomats
and Embassy Staff, 3 Capitol Learning Audio Courses
As a foreign diplomat or embassy staff member based in
the United States, you need a good understanding of the
U.S. government to work effectively. This three-part series
of courses introduces you to the structure of the three
branches of government, the dynamics of Congress, and
federal rulemaking and the federal regulatory process.
• Part I: The U.S. Government in a Nutshell
• Part II: The Dynamics of the Legislative Process
• Part III: The Federal Regulatory Process
089X Recorded 2008 ISBN 10: 158733089X
Total run time: 283 minutes. Includes course materials. $97

How to Find a Job
in Washington, DC
• Where to start—developing your game plan
• When to come to Washington
• How to build a Washington network
• Online web sites
• How to get a job on the Hill
• How to interview effectively—

telephone and in person
• Following up on meetings and interviews
• Reality check
0881 Recorded 2008 ISBN 10: 1587330881
Total run time: 102 minutes. Includes course materials. $47

How to Get a Job with the
U.S. Federal Government
The U.S. federal government is one of the biggest
employers in the United States. It has some of the
most interesting and unique jobs available and has
opportunities both domestically and abroad. Within
the federal government you can be anything from an
accountant, astronaut, cook, criminal investigator,
diplomat, doctor, intelligence analyst, IT specialist, to a
veterinarian. There is a government job for you. Landing
a federal job is not always an easy process. There is
a great deal of competition for many positions. So the
question is how do you get the federal job that you want?
This audio course teaches you how.
• Where to find government jobs
• Developing a government job search strategy
• Conducting a self-assessment
• Matching yourself with the right agencies/positions
• Evaluating government positions
• Conducting a qualifications analysis
• Effectively targeting positions
• Developing federal resumes and KSAs

that win interviews
• Succeeding at the federal interview
1284 Recorded 2008 ISBN 10: 1587331284
Total run time: 113 minutes. Includes course materials. $47

Convenience Learning from

Non-partisan training and publications that show how Washington works.™

How to Find
a Job in

Washington, DC

Capitol Learning Audio Course on CD
MP3

Convenience Learning from

Non-partisan training and publications that show how Washington works.™

Building and
Nurturing Your

Grassroots Campaign:
Training Volunteers, Communicating

with Your Grassroots Network,
and Sustaining Your Network

Capitol Learning Audio Course on CD
MP3

All audio courses are sold with a limited license: see TCNLicense.com.
New titles are added throughout the year. Check TCNCL.com or CapitolLearning.com for current audio course selection.
Our Capitol Learning Audio CoursesTM and publications can be customized for your organization; see TCNPubs.com.
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How to Obtain a Security Clearance
from the U.S. Federal Government
Find out everything you wanted to know about
security clearances and the adjudication process used
by the federal government and its contractors. Security
clearances are required to work for government agencies
in the national and homeland security community as well
as government contractors supporting their work. This
audio course will teach you:
• What are security clearances
• What positions require a clearance
• How to go get a security clearance
• The various types of clearances
• The Background Investigation
• The Adjudication Process
• Factors that can affect getting a clearance
• What you should know and do before applying

for a job that requires a clearance
0903 Recorded 2008 ISBN 10: 1587330903
Total run time: 126 minutes. Includes course materials. $47

How to Read and Decipher the
Department of Defense (DoD) Budget
0741 Recorded 2008 ISBN 10: 1587330741
Total run time: 86 minutes. Includes course materials. $47

Making the Most of a Site Visit
with a Member of Congress
0393 Recorded 2006 ISBN 10: 1587330393
Total run time: 44 minutes. Includes course materials. $47

Practical Web Research in a Nutshell
0865 Recorded 2008 ISBN 10: 1587330865
Total run time: 69 minutes. Includes course materials. $47

Presidential-Congressional Relations:
Rivals Sharing Power
075X Recorded 2008 ISBN 10: 158733075X
Total run time: 94 minutes. Includes course materials. $47

Researching Federal Legislative Histories:
Bills, Resolutions, Committee Hearings,
and Committee Reports
0822 Recorded 2008 ISBN 10: 1587330822
Total run time: 88 minutes. Includes course materials. $47

Researching Federal Legislative Histories:
Statutory and Code Research
0806 Recorded 2008 ISBN 10: 1587330806
Total run time: 94 minutes. Includes course materials. $47

Researching Legislative Histories
0334 Recorded 2006 ISBN 10: 1587330334
Total run time: 94 minutes. Includes course materials. $47

Statutory Construction:
A Primer on How to Read
and Understand Statutory Text
0784 Recorded 2008 ISBN 10: 1587330784
Total run time: 101 minutes. Includes course materials. $47

Tracking and Monitoring Legislation
0458 Recorded 2006 ISBN 10: 1587330458
Total run time: 93 minute. Includes course materials. $47

Writing Congressional
Correspondence for Agency Staff
0598 Recorded 2007 ISBN 10: 1587330598
Total run time: 77 minutes. Includes course materials. $47

Informed Citizen Series
See our web site for full descriptions and secure
online ordering: www.CapitolLearning.com.The
audio portion of all courses is in MP3 format, which
plays in all CD/DVD drives and many CD players.
All audio courses are available as audio CDs with
printed course materials and as online downloads.

Congressional Pay and Perks
Are you interested in learning about congressional
pay and perks? This program provides an overview
of congressional pay and pay increases; retirement
benefits, including pension plans; and perquisites.
Topics covered include:
• Current pay for Senators and Representatives and

the three basic ways members can adjust their pay
• Civil Service Retirement System (CSRS), Federal

Employees Retirement Act of 1986 (FERS), and
Social Security

• Retirement under CSRS and FERS
• House and Senate perquisites such as parking

privileges, free outpatient care at the Naval Medical
Center, and the franking privilege

• An insider’s look at the “small cities” on the House
and Senate sides of the Capitol and in the House and
Senate Office Buildings

Includes course materials. $27

C-SPAN 1 Viewer’s Guide:
Making Sense of Watching the House of
Representatives: Legislative Procedure,
Congressional Jargon, and Floor Plan
0369 Recorded 2008 ISBN 10: 1587330369
Total run time: 93 minutes. Includes course materials. $27

C-SPAN 2 Viewer’s Guide:
Making Sense of Watching the Senate:
What’s Behind the Classical Music
0547 Recorded 2008 ISBN 10: 1587330547
Total run time: 86 minutes. Includes course materials. $27

What Your Member of Congress
Can Do for You: Gallery Passes,
Flags, Presidential Greetings,
and Help with Federal Agencies
0733 Recorded 2008 ISBN 10: 1587330733
Total run time: 90 minutes. Includes course materials. $27
FREE online.

Audio Courses

All audio courses are sold with a limited license: see TCNLicense.com.
New titles are added throughout the year. Check TCNCL.com or CapitolLearning.com for current audio course selection.
Our Capitol Learning Audio CoursesTM and publications can be customized for your organization; see TCNPubs.com.



Express Registration and Order Form
Please make photocopies for additional registrations and orders.

FEIN/TIN: 54-1917701
SAN: 853-0513

Questions: 703-739-3790
Fax: 703-739-1195
Mail: PO Box 25706
Alexandria, VA 22313-5706
Secure online ordering
and registration:
www.TheCapitol.Net

Course, Publication,
or Audio Course on CD Item Code (if any) Quantity Price Each Price

$ ______________

$ ______________

$ ______________

$ ______________

$ ______________

�� On-Site Training: Please send me information about custom on-site training for my organization.

NAME TITLE

ORGANIZATION

ADDRESS

CITY/STATE/ZIP

PHONE FAX EMAIL

Method of payment 
(Registration and any applicable administrative fees must be paid in full to attend a course.)

�� Check Make checks payable to: The Capitol.Net, Inc.

�� Credit Card �� VISA   �� MasterCard   �� AMEX   �� Discover 
(The charge will appear from TheCapitol.Net.)

NAME EXACTLY AS IT APPEARS ON CREDIT CARD

CARD NUMBER EXP. DATE            SECURITY CODE

AUTHORIZATION SIGNATURE  

BILLING CONTACT AND ADDRESS IF DIFFERENT THAN ABOVE

BILLING EMAIL

�� YES Add me to your email 
course announcement list.
(I can unsubscribe at any time.)

�� NO Do not add me to 
your email list announcing 
upcoming programs.
(If both boxes are unchecked, we treat it 
as a NO. We do NOT rent, sell or share
our email list with outside parties. You 
will be sent an email message to confirm
that you want to be part of the list.)

Order Total

Shipping and handling*
(U.S. (includes APO/FPO) only: 8% of Order Total, $10 minimum)

Subtotal

5% tax for VA shipping address*
(If claiming Virginia non-taxable status, we must have a copy of your Virginia tax exempt certificate on file.)

Total* Shipping and handling and VA sales tax on Publications and Audio Courses on CD only.

Submission of course registration indicates 
your acceptance of our Payment, Cancellation,
Substitution, and Transfer policy, pages 67-68, 
and at www.AboutCancel.com. Ebooks and 
Audio Courses are sold with a limited license:
TCNLicense.com

WEB


