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This book offers you
a quick look at League:

HOW IT WORKS

COMMONLY ASKED QUESTIONS

LEAGUE-L-ESE GLOSSARY

We hope it helps you sort
through the many facets of League.

Adapted from a publication
of the LWV of St. Paul.




What is Leaque?

The League of Women Voters is a volunteer,
grassroots, nonpartisan, multiple issue
organization dedicated to promoting informed
and active participation in the political
process.

How does it work?

The basic component of the League is the UNIT,
a small group of people meeting regularly in a
convenient place to exchange opinions, to
learn in a friendly way, and to participate

in League PROGRAM through study, discussion,
and action.

What in the World is League PROGRAM?

PROGRAM consists of specific issues chosen by
members for study and support. Members in
each UNIT suggest areas for study. Then
members of the local League, or their
delegates at conventions, decide which items
to adopt for current study at each level of
League.

Once an issue has been chosen, a Resource
Committee researches the topic and helps the
members become informed enough to make
decisions at the UNIT level.

How do Members Become Informed?

The Resource Committee is a group of interested
League members who research a PROGRAM item.

All of their information is presented to the
members at the UNIT meeting where it is absorbed
and discussed.

A position of support is often formed based on
all members' input during the UNIT meetings.
(See how you will miss out if you aren't at the
UNIT meeting?)

What is CONSENSUS?

It is a process which aims at arriving at some
agreement through group discussion. CONSENSUS
is not a simple majority, nor is it unanimity,
but refers to the overall sense of the group.

With each UNIT doing this, it is possible to find
out what members think on the whole, but the
minority opinion will also surface. If the whole
state is studying the topic, then it becomes a
state CONSENSUS, and (you guessed it) a national
CONSENSUS if it is a national topic. From this
comes the statement of what the League supports
or opposes - the POSITION.




What happens to a League POSITION?

Coming to a CONSENSUS and forming a statement
of support is just the beginning of League
ACTION. (We do more than just discuss.) One
of the League's purposes is to ACT on those
governmental issues which have member agree-
ment. Informal ACTION to support our position
begins with every member spreading interest
and information to family, friends, neighbors
and other community organizations.

Another way we take ACTION is by supporting
legislation which furthers League PROGRAM in
the city council, county commission, state
legislature, or congress. We do this by
writing letters, as individuals, to our
elected officials. A League president or
Board member may speak for the League as a
whole by writing letters, testifying, or
lobbying in the hope of seeing League
positions implemented in the legislation.
The League is relatively new at taking
ACTION by litigation or going to court in
the public interest, but the League has
alw§ys formed coalitions with other organi-
zations to bring about change.

But why do officials listen to the League?

The League has clout because League members
are known to do their homework. League
publications, based on well researched studies,
are known to give the pertinent background and
pros and cons necessary for informed decision-
making. And Leaguers continue to do their
homework. All League members are encouraged
to become OBSERVERS at meetings of government
bodies, to monitor their activities, and to
update the rest of us.

What does all this have to do with Voters?

The League began in 1920 in order to help the
new women voters (19th Amendment) exercise
their new right in an informed way. Today the
League continues to help all voters register,
learn about the candidates, and vote.

Through news articles, information booths,
written candidates guides, and public candidates
forums or debates, we carry on League tradition.
To assure our objectivity at election time, we
try hard to-separate this service from our
lobbying and Action efforts.

In addition, League meetings, publications, films,
and individuals in an informal Speakers Bureau
pass on to other groups and the public the wealth
of information on issues that the League produces.
Helping the entire community become informed and
active citizens is the goal of League.

In Summary

What began innocently enough one day when you
thought you'd drop over to your neighbor's for
free coffee suddenly has turned into a world of
UNITS which use committees to provide information
so that you are able to reach CONSENSUS to
activate more PROGRAM which is acted upon and
updated and You are a part of and participating
in democracy through the League of Women Voters
and doesn't it feel GREAT? (But read on!)




COMMONLY ASKED QUESTIONS

Who is eligible?

EVERYONE is eligible to attend meetings, con-
tribute financially, use publications and
become informed. VOTING MEMBERS must be
citizens, 18 or over, who have paid their dues.
Members belong to all three levels of League,
local, state, and national.

What happens to my dues?

Dues are collected annually. The amount is
decided at the Annual Meeting when the budget
is adopted. Dues and other fund raising
support the other levels of League through
Per Member Payments (PMP) and finance publi-
cations and meetings which keep our members
and the public informed.

What do I have to do for the Leagque?

Participation in the League ranges from those
who only pay their dues to those who live and
breathe the League. Each member has to decide
how much time to give. Try to:

Attend Unit meetings. Read the background
materials. Join the discussion. Express
your views. Your opinion counts.

Call or write your elected officials as an
individual, using the facts you learned through
the League to reinforce your views.

What if I can't be active?

Some members can't be very active. The League
provides plenty of opportunities for short
term commitments. Volunteer for a job that
fits your time and capabilities. And if you
can't, just be a member. You'll learn and
grow, regardless.

What will the League do for me?

It depends on you. The League has been a training
ground for many members who have run for political
office or gone into other volunteer work or public
service jobs. The League offers you dozens of ways
to express your ideas, interests, talents. Oppor-
tunities to learn and serve include researching
and writing, monitoring or lobbying government
bodies, interviewing candidates and leaders, and
leading discussions. The League is a tool to be
used by members to further their opportunities and
causes. Make the League work for you.

How do I join a Unit?

Everyone is very welcome to attend any Unit meeting.
Members usually choose a Unit that meets at a
convenient time and place. If you can't be at your
regular Unit, please feel free to attend any other
so that you won't miss out. Check your bulletin.

How do I join a committee?

All members are more than welcome to join any
committee, anytime. Chairpersons are always looking
for interested people. Call the chairperson.

What if I don't agree with a League position?

If you disagree with a League position, you are
perfectly free to act in opposition, provided you
do so as an individual and do not identify yourself
as a League member. The League is a multiple issue
organization. Although you may not agree with a
particular stand, you may well agree with many
others.




LEAGUE-L-ESE COUNCIL OF METROPOLITAN AREA LEAGUES (CMAL) -
an inter-League organization composed of
ACTION - whatever League does, at every level of members of the 35 local Leagues in the seven
government, to implement its Program. Taking county Twin Cities Metropolitan area. Its
Action is our brand of direct citizen partici- Program deals with governmental problems of
pation in formulating government policy out- metropolitan significance, such és-land use,
side of the voting booth. transportation and fiscal disparities.

BOARD - a group of members who serve as officers EDUCATION FUND - the tax exempt, tax deductible
and directors, who are either elected or ' arm of the League established to accept con-
appointed. Each level of League has its ' tributions from industry, unio?s, foundat%o?s,
Board with members who are assigned to chair private parties to fund educational and citizen
specific committees, but who share the over- *information projecté. The 1?cal League_may
all responsibility for setting policy and seek such contribuFlons for its own projects.
organizing activities. (Regular contributions to the League.are not

tax deductible because we are an Action organi-

CALL TO ACTION - a plea to all members to zation and ask our members to influence legis-
participate in a concerted effort to im- lation.)
plement a League position. Members are asked . .
to write or call their elected officials re- FUND RAISING - the way League finances the-major
questing a specific vote on legislation. portion of its budget.. ?n your annual Finance

Campaign, you will solicit members and selected

CITIZEN INFORMATION/VOTERS SERVICE - League's community contributor§ ?y mail and follow up
continuing activity to help all citizens calls. Other fund‘rals%ng events may be used,
become informed voters and participate in according to the flnan?lal needs of the League.
government.

CONSENSUS - agreement among a substantial
number of members (not just a simple
majority). Expressed in terms of broad
objectives, Consensus is not tied to
specific legislation, but is general enough
to serve as a standard for evaluating and
monitoring legislation.




GRASSROOTS - at Unit meetings all League members
have an opportunity to decide what position
League will take on an issue (see CONSENSUS)
and can suggest Program topics and bylaw
changes for all levels of League. All members
are also encouraged to attend the Annual
Meeting to participate in the adoption of the
local Program, budget, and bylaw changes as
well as in the election of the local Board.
This Board selects delegates who make such

decisions at the state and national conventions.

LOBBYIST - a volunteer League member who pro-
motes League Positions in local, state, or
national legislature or executive departments.
Because the League tries to reflect member
agreement, League spokespersons are under
continuing supervision of the appropriate
League Board.

NONPARTISAN POLICY - League as an organization
does not support individual candidates orp
political parties. Members are encouraged
to be active in the party of their choice,
(many candidates and elected officials are
members of League), but Board members'
personal political behavior should not
endanger League's nonpartisan image.

OBSERVER - a League member who regularly
attends meetings of local government bodies
and reports on how they function and what
issues concern them.

POSITION - a statement of what League supports
on the basis of a particular Consensus. The
appropriate League Board formulates the
Position statement after careful compilation
of the Consensus results.

PROGRAM - issues chosen by members for study

and Action. At each level of League, Program
includes items adopted for current study and
carefully worded Positions. Continued support
of each issue is reaffirmed at the biennial
national, state conventions, or the local
Annual Meeting.

PUBLICATIONS - a vast array of written materials

that come from every level of League at nominal
cost. They are the basic tools to help members
study, discuss, and take action, and they help
‘all citizens to be better informed voters
through as wide a community dist?ibution netw?rk
as possible. Publications or slide ghovs, which
present factual material and do not indicate a
League position, may be financed through.ta§
deductible money to cover the cost of printing
and distribution.

RESOURCE COMMITTEE - a group of interested League

members who research or update a Program topic.
The topic is then presented to the members,.in
a publication, in a VOTER article, or at Unit
meetings for discussion and possibly a
Consensus.

UNITS - small groups in each local League that

meet monthly to participate in Leag?e Program
by study, discussion and action. DlSCUSSlO? .
Units are the heart of League where your opinion
on League issues and actions is recorded.

VOTERS - the monthly local, bi-monthly state, and
quarterly national bulletins which ?e%p keep
members informed about League activities. They
are automatically mailed to members upon payment

of dues.

This is just the beginning. Enjoy!










League of Women Voters of Minnesota, 555 Wabasha, St. Paul, Minnesota 55102
May 1971

. _ GENERAL INFORMATION FOR STATE BOARD MEMBERS

State Board members are chosen for their willingness, effectiveness and
initiative in helping with the overall League job, as well as their ability
to do their own jobs.

The Board of Directors of the League of Women Voters of Minnesota emphasizes
the role of the state Board as an overall policy determiner and points up
the importance of the committee function on the state level. The Board
approves, modifies or rejects plans, policies and programs initiated by the
several Board committees, and then delegates responsibility for implementa-
tion to the Board members and committees concerned.

The state Board member's objective is to plan for activities for the entire
membership of the state and not to represent only the interests of her own
local League or the special interests of her field. Every member of a state
Board is assigned a specific responsibility, but at all times she should
remember that the Board works as a team and is responsible for making all
decisions after full Board discussion.

The following information may be helpful to you in adjusting quickly to
your new responsibilities:

Be Informed Read the State Board Handbook and Local League Handbook.

Be familiar with all current League publications. Any
questions of general procedure should be referred to
the President and/or the Board.

Each Board member is expected to keep a file. It should
contain the State Board Handbook and Local League Hand-
book, state and national”Programs, budgets, Bylaws
(including the Standard Local League Bylaws) and any
other material or correspondence relating to the Board
member's particular assignments and matters of concern
to the whole Board. It should be kept in such a way
that it will be of help to a successor and, together
with other written or oral information, will give the
next Board member a picture of her job. Please be
responsible for throwing away material which is no
longer pertinent.

It is very valuable to the League to have the benefit
of a record of all the work you do. You give many
hours and learn a great deal by trial and error which
might help the next person who takes over your job.
Each chairman is expected to hand in a report of the
work she and her committee have done during the year
before the Council meeting or Convention. The report
will be gratefully used over and over again and make
. _ for a more efficient and effective League.

State .Board Board meetings are held monthly, except July, on the
Meetings second Tuesday of the month at the State League Office,
555 Wabasha Street, St. Paul. They start promptly at




Board Memo

Minnesota VOTER

Committees.

-

-

9:30 a.m. and usually last until 2:30 to 3:00 p.m.

You will receive a mimeographed form requesting infor-

"mation about the business you wish to bring up at the .

state Board meeting and requesting your estimate of
time required on the day’s agenda.

This form should be returned by you to the President '
ten days before the next state Board meeting. The
final agenda will be sent to you in advance of the

‘meeting. Be thoroughly prepared to present your own

reports and problems. If you need advice from the Board,
prepare material to be duplicated in the office and

sent to Board members with the agenda so they can con-
sider your problem and be prepared to discuss it. Board
meetings start on time, and Board members are expected

to stay until the end of the meeting - unless excused
ahead of time. Board members are expected to become
especially knowledgeable in their own fields and in-
formed in all of the other fields of League activity.

" The best way to become informed is to listen carefully

at Board meetings and to participate in discussions.

Please remember to call or write the President if you
must be absent from a Board meeting. You will want to
keep a file of your state Board minutes which you will
_-receive after each Board meeting. Take previous month's
‘minutes to Board meeting for possible corrections. Be
prepared to present your corrections in writing. .

We strive for no more than one mailing per month to
local Leagues. The mailing will be sent from the state

office 7-10 days after each state Board meeting. Most

material to be included in the Board Memo should be

v prepared before and brought in to the Board meeting,

and any additions decided upon at Board meeting should
be in the hands of the President no later than 3 days
after the Bon»d meeting. Each Board member is respon-
sible for the preparation of her section in the Board

Memo. ' This is her communication with her corresponding

chairman on the local League Board.

Keep a file of VOTERS. Content of the VOTER is total
Board responsibility. VOTER deadlines are announced
at Board meetings. The VOTER is the only communication

to all the members - keep this in mind when writing

“your articles.

Each Board member is assigned to a number of standing

committees of the Board to share ideas, talents and
experiences. These Board committees are useful in many
aspects of your job - advisory, planning, evaluating,
determining a position from consensus, reading resource
material, helping prepare discussion outlines, speakers.

. bureau - to name just a few.

. Each Board member is responsible for organizing her




Correspondence

Field Work

- 3.
off-Board committee as the need for such a committee
becomes apparent. Feel free to seek help from other
state Board members, staff and your predecessor in
recruiting your off-Board committee. The committee
proposes plans which are reported by the Board member
chairman to the state Board for approval, modification
or rejection. The Board chairman reports back to her
committee the Board discussion, and the plan is carried
out by the committee to implement the Board's decision.
The organization of committees accomplishes four major
objectives: 1) increases member participation on the
state level; 2) provides training for future state
leaders; 3) helps local Leagues, through their repre-
sentatives on these committees, to understand League
activities and needs on the state level; and 4) saves
precious Board time. Each Board member should report
the names of her committee personnel to the Board so
they become a matter of record. Remember, the President
is ex-officio member of all committees except the nom-

inating committee, and expects to attend as many of

these meetings as possible.

Date everything you write, even a memo (month, day and
year). Include full names of persons writing and re=-
ceiving each letter and the name of the local League if
one is involved. When you write memos to other Board
members, make three carbons - send one to the state
President, one to the office for the files, and keep
one.

In writing to local Leagues and non-Leaguers, use state
League letterhead. Make three carbons - send one to
the state President, one to the office for the files,
and keep one.

If your communication touches on the work of another
Board member, make an extra carbon copy to send to her.

In League correspondence and publications, follow
League Correspondence Rules of Punctuation from the

League of Women Voters of the U.S.

As a state Board member it is important for you to keep
in close touch with the local Leagues in order to know
what the members are doing and thinking, as well as
what they want and need from their state Board. Most
of the Board members will be responsible for several
local Leagues. This means visiting and getting to

know these Leagues, reading their minutes, their bul-
letins and giving or seeking advice and help as needed.

Reports of visits should be made on Report of Visit
forms and four copies made - send one to Field Service
chairman, one to state President, one to office for the
files, and keep one. Necessary correspondence with
local Leagues should be written promptly with four
copies distributed as above.




You each become specialists in your own field so that
you will want to refer specific local League problems
to each other. Letters written to your counterpart
chairmen in local Leagues concerning information you
may get from their consultant can bring results becaus
of the chance to tailor these letters to the individual
League. (Four copies should be distributed as above,
plus one to their consultant.)

Remember that one of your main responsibilities will
be to foster good working relationships between the
local Leagues and the state Board. This is best fos-
tered through mutual respect and understanding. Share
the fun, information and inspiration with the rest of
the state Board.

Advice on Be careful about giving advice on League policy until
Policy ¥ you are thoroughly familiar with it. When you do give

advice verbally - in person or by phone -~ write a memo
confirming the advice given. The memo will serve as
a reference for you and the one advised and will also
be a protection to you against being misquoted. Make
this report on the forms provided for this.:~ Send two
copies immediately to the state office and keep one
for your file. !

Attending ' ) Let the office and President know when you expect to
Conferences visit a local League. Check with President first for
or Meetings Board approval of expenses involved in attending

meetings related to your portfolio. Notify President .
for scheduling on master calendar of Board member
activities - even if you plan to go "on your own" with

no expenses paid by LWV. It is important to know who

is representing/speaking for the LWV - where, when, and
on what.

Public Relations Our success depends upon good public relations. We
work hard to improve these relations, but, in the long
run, it is the day-by<day impressions that add up to
our image. As a leader on the-state Board, you can
effect this image more than most members. The impatient
answer on the telephone, the squelching of an unpopular
point of view at a meeting, the League-work-is<such-a-
burden air, the superior smile at a public meeting, the
curt letter to a local League, the buttonholing of an
editor, a Congressman, or a contributor at a party when
he plainly wants to talk about something else - any of
these c¢an undo the effects of yards of press releases.

Don't be afraid of opposition. If occasionally you are
aroused by what you feel are uncalled-for attacks, sit
down and read page 5 of Tips on Reaching the Public

and reaffirm your belief in the job we have set for
ourselves, and the structure we have provided to make
it possible. Don't do or say anything in haste or und
emotional strain that you will come to regret.




5.
Time for Action The President is responsible for the official response
' to "Time for Action" - at times she may delegate this
) to other Board members. All Board members receive
. . this information and should feel a personal responsi-
bility to follow through when the request is for
general support. Get to know your Congressmen and
legislators. Assist local Leagues for whom you are
consultant to respond adequately to Time for Action.

Materials for 1. You will receive from the state office and/or your
Board Members predecessor information dealing with your respon-
' ' sibilities on the Board. Additional material and
tools you may want may be ordered through the
state oiffice.

You will receive a copy of all material sent out
by the state and national offices. The office
takes care of subscriptions. Please be prepared
to discuss these materials at the Board meeting
following your reccipt of them.

Material of which we have only one copy will be
marked for attention of certain Board members.
Please indicate 12t umou have read through the
material by crossing off your name. Pass the
material on to the next person whose name appears
or to the office for filing if you are the last
one to read it.

. Expenses Please observe the following in' reporting expenses:

Transportation: Car -
10¢ a mile for driving. This
should include parking costs on
short trips.

Bus and Train - purchase round trip
tickets when feasible.

Airplane - when cheaper or League
considerations justify expense.

Up to $4.00 for 3 meals (75¢, $1.25,
$2.00 for breakfast, lunch,
dinner).

Lodging: Actual cost of hotel room and tips.
Telephone, Telegraph, Stamps: Necessary expenses.

Travel expenses to state Board meetings are covered by
the state budget. If a Board member finds it impossible
to attend meetings without staying overnight, hotel and
meal expenses will be paid. Expense forms may be
obtained in the state office and should be submitted
after each field visit or Board meeting. Each Board
member is responsible for submitting expense vouchers

at least once a month,




6.

Inform President
of Your Plans

Master Calendar

Scheduling
Meetings

State Office

Office Files

Each Board member should keep the President and the
office informed of plans and action contemplated in
her field. In an organization as large as ours, it is
important to clear with one person in order to avoid
mistakes and confusion. If you can't reach the Presi-
dent, you may leave a message with the state office
requesting that it be given the President. Have those
who are working on your committee clear with you in’
the same way.

In order to avoid conflicts in scheduling meetings and
communications, a master calendar of Board member's
activities is kept in the office. Please turn in to
the office a calendar (form provided) for the following
month indicating the times you are NA (not available)
and League meetings you expect to attend or activities
related to your League assignments.

In order to avoid conflicts in scheduling meetings,
check with the office.

State office staff members have the responsibility for
doing the office work of the League, and they are glad
to do clerical jobs for Board members. However, they
are helping all of the Board members so it is only fair
to give material to them in a finished form. It should
be readable; there should be no telephone dictation -
unless in an emergency. The staff should not be .= ::
expected to make policy decisions, nor should they be
expected to give advice.

Any questions relating to office procedures should be
referred to the President.

Have the office staff explain the filing system to you
and show you where the files for your portfolio are
kept. Become acquainted with what is in them - a good
way to learn what has been done by your predecessors.

There is a file box in the office with folders for
each Board member. Check yours whenever you are in the
office for information especially for you.




GUIDELIIES FOR LEAGUF WORKSHOPS

Keep the cost under $3.00,

A.

P.

C.

Whenever possible, keep the cost to $1.00 or whatever is needed to cover

custodial fees, registration blanks, naretaps, other essentials.

Bag; Junches are fine! They aren't elerant, but each person can suit her

own dietarv needs.

1. Ordering box lunches for those who wish to order them is nice.

2. Coffee and something else (pop, ice water, tea) can be paid for by
participants if $1.00 won't cover tnat.

Make babvsitting available at a nominal fee on a reservations-only basis.

Meke the location accessible and appropriate to the topic.

A.

If the workshop is to cover the state, trv to hold it at least four times
in widely spread areas, such as Duluth, North Mirmeapclis suburbs, South
St. Paul suburbs, Southwestern Mimesota.

1. In each location, choose accormodetions with plenty of free parking —
a large church, with a ccrresponding parking lot, for example.

2. Ideally, locations should be accessible by public transpcrtation and
related diractions should be included in preliminary publicity.

Physical arrengenents should meke workshops accessible to all.

1. First floor accommodations, without stalrways, or with ramp entrances,
make it possible for those with walking problems or in wheelchairs to
attend.

2, Toilet facilities should be lavge enough for those in wheelchairs,
ideally, FElementary schools are difficult in this resvect for most
adulits.

Vherever possible the location should complement the tople, 1.e., the

Indian Study workshop heid at a church in an area of Minneapolis writh a

high Indian population.

Other helpful hints: At least one day ahead of time,

1. Find out ebout heat and air conditioning control and opening windows.

2. Learn locations and operation methods of lights, mikes, coffee pots,
etc.,

3. Consider providing water glasses for spealers, ashtravs (is smoking
permitted?)

Content

A.

B.

If you have a speaker, give him or her something he/she can get his/her

teeth into — male topies specific.

1. Give copies of all your instructions to all speakers, moderators, ete.,
so that everrone will know what evervone else will do.

2. Make the toplc manageable: too much is as frustrating as too little.
Sumarize elther occasionally or at the end of the meeting, so that
people go away feeling that they know both what they have accomplished
and vhat they can do next.

Metrcpolitan and out-state problems vary a great deal. It might be best to

vary the progrems plammed in specific locations to suit the needs of the

Leagves involved,

Orientation of pertfolios by respective State Board members should provide

specific "how to" informetion and provide information on things that

various Leagues have tried.

SLPLYIV 5/14/73




League of Women Voters of Minnesota, 555 Wabasha, St. Paul, Minnesota 55102

May, 1973

{EMO TO: All Boarders
QRDM: Carolyn Cushing, Field Service

-

SUGGESTIONS TO THE STATE BOARD on 1972-73 Local League Annual Reports

May 22, 1973

Here is a summary of suggestions gleaned from reading these reports. We
shall be discussing these items during our June 12-13 State Board meeting,
If you have questions, please call me - 633-0602.

GENERAL

Do not overburden yourselves: Recruit more Board members or use off-
Board chairmen or drop portfolie. (Minneapolis)

Be careful in choosing topic chairman to be sure she realizes what
direction is expected in study. (St. Louis Park)

Keep paperwork down. Keep up careful evaluation of mailing. (Worthington,
Owatonna)

Mail state calendar directly to state portfolio chairman. (Hutchinson)
Date every memo, ;

Put list of enclosures on top page of memo. (Edina)

Color code all communications by subject and purpose. (Rochester)

Use additional spacing, boxes, etc. to make reading easier. (Edina)

. Use more former presidents on State Board for better understanding of

‘local League problems. (Woodbury)

LOCAL LEAGUE ORGANIZATION, ete.

L

Provide opportunities for local League presidents to meet more often to
discuss problems. (Bloomington)

Help with program planning. (Marshall)

Urge Leagues to have both general and unit meetings each month. (Shoreview)
Provide samples toc show how to write up survey data. (Stevens County)
Provide more direction on combined state/national items. (Minnetonka-
Eden Prairie)

List membership ideas other Leagues have found helpful mid-year.
(Brooklyn Park)

Provide outline of exact duties of each League portfolio in simple terms.
(Shoreview). Provide more guidelines as to what is minimum Voters
Service program. (Roseville)

Help coordinate League action at county level.

Share what other Leagues are doing.

WORKSHOPS

{ers
2.

Make tapes of workshops available for use of out-state Leagues. (Alexandria)
Hold evening meetings so working members cam attend. (Columbia Heights,
Mahtomedi Area)

Make available Day Care facilities in connection with workshops.

(Mahtomedi Area)

Area '"get-togethers" could help do the job of workshops.

.OTERS SERVICE

l.
2,
3.

Provide organizational help with candidates' meetings. (St. Louis Park)
Provide help in attracting state carndidates to meetings. (Mounds View)
Formulate a state policy on candidates' questionnaires; uniform in-

structions as to use would allow local Leagues to publish a disclaimer--




when local Leagues make own judgements, candidates can "play one League
against another." (New Brighton)
Change state policy to allow legislative interviews to be reprinted in
local League bulletins, since such interviews are in fact given to the LWV
and not just to individuals. (New Brighton) .
Provide a '"cheap, eye-catching poster we could write in local information."
(Roseville)

6. Provide tips for successful candidates' meetings.

FINANCES

Prepare state budget before local League committees meet in Jan. or Feb.
Give consideration to area business income in figuring state formula.
(Shoreview)
Send out routine reminders for pledge support to help keep us all current.
(New Brighton)
Encourage fund-raising methods other than community solicitation. (Jackson-
Sherburn)
Establish a State Finance Committee:
to persuade state-wide business to contribute at local level (St.Louis Pk.)
to solicit funds from state-wide businesses for state budget; local
League would then give recognition to local companies that had con-
tributed at the state level (Albert Lea)
Practice more economy. (Battle Lake)

Ensure adequate support '"to have the strong League we need."” (Bloomington)
"...the State Board owes an obligation to Minnesota members to fully
fund itself from pledges and send only excess monies to National'

(Minneapolis) .

Also:
One League mentioned this year's "financial decisions" with approval
One League said suggested pledge was 'entirely unrealistic"
One League expressed specific appreciation for the Finance Workshop;
three had unfavorable comments.

COMPLIMENTS TO STATE

General appreciation from 10 Leagues - e.g. "You are merely fantastic!"
Special admiration for

material from 11 Leagues

workshops from 8 Leagues

VOTER devoted to topic from 8 Leagues

Board Memo from 3 Leagues

Capitol Letter from 1 League

Barbara Steinkamp from 3 Leagues

COMPLAINTS IN ANNUAL REPORTS

Should have fewer study items. (Bemidji)
Objected to choice of non-recommended items. (Anoka)
Objected to reports based on calendar year. (Arden Hills, Cloquet)
State VOTER should be "improved." (Northfield)
Publications come too late. (Austin, Bemidji, Bloomington, Golden Valley.
Granite Falls, Mounds View, St. Louis Park)
Workshops start too early in the morning. (Cloquet)
L are geared to metro area. (St. Peter)

s should be held out-state more often. (Owatonna, Crookston}




7. 8hould exert mana gffant 5 help struggling bezgues: (Hoplewoed)

"...more Field Service is necessary..." (West Dakota County Area)

"We just feel far away!" (Moorhead)

",..a feeling of being out of touch with the State Board." (Bloomington)

Consensus from 16 Leagues

The questions are leading - (Anoka, Chaska, Minnetonka-Eden Prairie,
Mounds View, St. Anthony, St. Croix Valley,
St. Louis Park)

The questions are too windy,-

too lengthy, too vague, too (Austin, Chaska, Crookston, Jackson-

broad, too complicated, too Sherburn, St. Anthony)

comprehensive -

The questions come too soon (Brooklyn Park, Mounds View, Silver
(more study time) Bay, St. Croix Valley)

The questions come too late (Alexandria)
(more lead time)

There are too many (Chaska, Crystal-New Hope)

Interpretation is too
broad, liberal, etec. (Richfield, Wayzata Area, Winona,
New Brighton)
New Brighton suggests using "“"mini-consensus" before lobbying.

(Some of this was directed at Natiomal but all apparently stems from lack of
understanding of consensus.)




555 WABASHA, ST.PAUL. MINNESOTA 55102 TEL (612) 224-5445

GUIDELINES FOR USE OF THE BOARD MEMO
BY LOCAL LEAGUES

The League of Women Voters of Minnesota

To: Local League Presidents ; August, 1975
From: Barbara Jones, Local Agenda Chairman

This year the Board Memo will be attempting to aid communication among local leagues.
The idea grew out of a meeting of outstate leagues at state convention who felt some-
what isolated with problems and situations they knew affected other leagues, but.
which ones?? Since League budgets won't tolerate too many long distance calls, we
thought the Memo might provide this service. Each president will want to read this
portion of the Memo carefully to see if she can be of help to other leagues or find
something of interest to her league. Then, please, please, follow through. The Memo
is only the first step.

First class copies of the Board Memo are mailed to local league presidents ten days
following the state board meeting, the second Tuesday of each month, excepting July
and December which have no meetings and no Memo's. You will need to consider that
delay, plus the time required for delivery, and an opportunity for presidents to read,
digest, and get around to responding. The Board Memo is not an effective method of
getting a quick answer. We hope it will work for you in the longer view.

Guidelines:

Deadline: received by state board meeting day, second Tuesday of each month
(except December and July).

Address: all material should be addressed to the state office: LWVMN, 555 Wabasha,
St. Paul, MN 55102; Attention: Barbara Jones.

Signature: name of local League; president and address.

Budget restrictions: no more than one page total per month can be included,
which means there may be some cutting in a busy month. Be
brief and to the point.

As with all other material appearing in the Memo, final responsibility rests with
the president. She has the final review and occasionally
edits for reasons of length, clarity, and league policy.

Suggestions for items of interest to other Leagues:

a. Requests for joint action relating to regions, counties or multi-county situa-
tiomns.

Requests for information from other leagues, especially relating to regions,
counties or multi-county problems.

Search for kindred spirits in generating support for national or state study
items.

Reports of success stories in action, VS/CI, membership, fund raising, or
anything else you'd like to share.

Brief notices or information of county or regional interest.




555 WABASHA, ST.PAUL, MINNESOTA 55102 TEL (612)224-5445

PARLIAMENTARY PROCEDURE
DEMONSTRATION

The League of Women Voters of Minnesota

TO: Local League Presidents
FROM: Jerry Jenkins, State President

June 6, 1975

The following script should be used to train your Boards.

Background - The Overall Organization has been given the responsibility of planning the
redecorating of the Community Center Living Room. This task includes deciding on the
colors, carpeting, drapes and furniture. We will step into the meeting in progress:

Member 1 "] move that the committee divide itself into task forces for each item
that we have to consider." (Pause)

Moderator - This is a general main motion, a new proposal on which no action has been
taken. All main motions (those that introduce the business or a proposal
to the assembly) are started with the words "I move that....'" All main or
principal motions must have a second before they can be discussed....this
means at least two people have to feel it's worth discussing. Without a
second, the motion dies and is not even discussed in the meeting.

Member 6 I second that.

Member 1 Starts affirmative statement in favor of his motion.
Member 5 Point of Order (Interrupt Member 1).

Chair The chair recognizes Member 5. (Pause)

Moderator - It is the right of every member, who notices a breach of a rule to insist
upon its enforcement. He may interrupt the person speaking and his point
need not be seconded. After the point of order is stated, the chair decides.
If the members do not agree with the decision of the chair, someone may
interrupt again and say "I appeal the chair's decision." To do this there
must be a second, the point may be discussed and then a majority vote carries.

Member 5 Member 1 is out of order in discussing the motion before it is open.

Chair You are correct: It has been moved and seconded that the committee divide
itself into task forces for each item that we have to consider. Discussion.
(Pause)

Moderator - Once a motion has been made and seconded, it must be repeated by the chair
before discussion can begin. This clarifies for all exactly what they will
be discussing and places the motion in possession of the assembly. Before
this is done, the maker of the motion may withdraw or modify it without
permission of the group...however, once it has been stated correctly by the
chair, he can no longer do any of these things without a majority vote.

Member Affirmative statement for motion.

Member Negative statement - color needs to be decided first.

Member Affirmative to motion.

{ember Negative - supportive of 2 - do this after we get a color scheme.

Member & T move to lay the question on the table." (Pause)




Moderator -

Member 2

Chair

Member 1

Moderator -

Chair

Membher 2

Moderator -

Member 3

Chair

Member 1

Moderator

Member
Member
Member
Member
Member
Member

Member

2.

This motion is used to temporarily lay aside a pending question. It cannot
be amended or debated and if seconded, it must be immediately put to a vote.
This business can be taken from the table by a motion, second, and majority
vote to that effect. The motion to take from the table must be made at the
same session or at the next meeting, or it lapses and the motion is dead.
When a body is meeting for one meeting (as a convention of delegates), as
they will not be called together as the same body again, a motion to table
which is not recalled at that convention is considered dead.

I second the motion.
A motion has been made and seconded to table the pending question. The

motion is not debatable. All in favor say aye (2,3,4,5), those opposed

no (1,6). The motion carries.

Division (Pause)

If any member doubts the result of a vote, he/she is entitled to call for a
"division." The chairperson immediately requests those in favor of the
motion to rise. After counting these and announcing the number, he/she

asks those opposing the motion and announces the number. The result is then
declared. A member has the right to change his/her vote before the decision
of the chair is finally announced.

A division has been requested. All those voting aye, please stand (2,3,4,5).
There are 4 in favor of the motion. All those voting no, please stand (1,6).
There are 2 against. The motion passes.

I move that we decide on the color of the walls. (Pause)

As the first motion has been laid on the table, the assembly is now open to
other motions and business,

I second the motion.

It has been moved and seconded that we decide on the color of the walls.

Is there discussion?

I object to the consideration of this question. (Pause)

Sometimes a resolution is introduced that the members of the assembly do not
wish to consider at all. In such cases, the best course of action is for
someone to "object to the consideration of the question." This objection
does not require a second, is undebatable and requires a two-thirds vote

to carry.

Will the assembly consider this question? Those in favor, raise your hand
(2,3,4,5,6); opposed (1). The motion fails. The floor is now open for
discussion on the question that we decide on the color of the walls.

I move to limit debate for each speaker to three minutes each.

I move to limit debate for each speaker to three minutes each.

Affirmative statement supporting this motion.
Negative.

Affirmative, but feels a color should be part of the motion.

Affirmative; agrees but feels white is a good color.

Affirmative to white walls.

I move to amend the motion by adding the words " white as" between the
words "on" and "the color of the walls"....making the motion read
We decide on white as the color of the walls.




Member 5 I second. (Pause)

Moderator If it is desired to modify the question in any way, the proper motion to
make is "to amend" the question in one of the following ways:

1. To "add" or insert certain words or paragraphs

2. To "strike out" certain words or paragraphs

3. To strike out certain words and insert others

4. To "substitute" another resolution or paragraph on the same subject
for the one pending

5. To "divide the question" into two or more questions as the mover
specifies, so as to get a separate vote on any particular point or
points.

The motion to amend requires a second and a majority vote. It allows debate.
If the amendment passes, the main motion then reads as amended.

Chair It has been moved and seconded that we amend the motion to read
We decide onwhite as the color of the walls. Is there discussion?

Member Affirmative
Member Agrees, but four may be too many, maybe three white and one color.
Member No, all white.

Member I move to amend the amendment by striking out the last "the" before 'walls"
and adding "three" in its place and then adding "and green for one wall"
at the end of the sentence, making it read
We decide on white as the color of three walls and green for one wall.
(Pause)

Moderator Now we've got some real work to do. First, we had to decide on the color
of the walls. But before we decided whether or not we wanted to decide on
the color of the walls at this time, a change was made...and that was that
we decide on white as the color of the walls...however, before we even
decided on whether or not to have white walls, it changed again; this time
to three white walls and one green. Now, the decision making process will
go backwards up the ladder. Remember that, while each member is voting at
each point, the matter will not finally be decided until we get back to
the original motion with all changes added in.

Member 6 I second the amendment to the amendment.

Chair It has been moved and seconded that we amend the amendment to read
We decide on white as the color of three walls and green for one wall.
Is there discussion?

Member 5 Question of Privilege. (Pause)

Moderator Questions of privilege relate to the rights and privileges of the assembly
or any of its members. If the question is one requiring immediate acticn,
it can interrupt a member's speech. When such a question is raised, the
chair decides whether it is a question of privilege, from which decision an
appeal can be taken by any two members. If it is, it must be in some way
disposed of before debate can be resumed.

Chair Member 5, what is your question?

Member 5 Because of the noise from the street, I cannot hear. May I close the window?
Chair Yes. Discussion on the amendment to the amendment.

Member 4 Affirmative to three white walls and one green.

Member 3 Negative.

Member 5 I call the previous question.




T
league of Women Voters of linnesota, 555 Wabasha, St. Paul, Minnesota 55102
March 1975

NONPARTISANSHIP, FPRINCIPLES, BYLAWS

The following information is intended to serve as a guideline for your Board as they
bring your nonpartisan policy and your statement of Principles and action on same
into line with the action taken by the 1974 Naticnal Conventione

For the Bylaws Committee we direct special attention to Article IX, Frogram. There,
in Sece 2, the action on Principles is incorporated., In Article VI, Sece, 3 we have
incorporated a statement on the per member payment., Article VII, Sec. 2, b. note
the ineclusion of chairman of the budget committee. The

proposing this change. Local Leagues may want to consider it also.

As far as changes in wording such as "she" and "her", the state Board agreed that
these are sditing changes and could wait upon national's changes that will appear

in their new lModel Local league Bylaws.

Nonpartisan Policy

The Convention agreed to a more positive, constructive approach to the explana-
tion of the leagus's nonpartisan policy, concentrating on what its political policy
enables the league to do rather than on what Board members may not doe

FBach Board rstains the responkibility to make the decision on how league policy
is applied in terms of its community. The Convention voted that

~ reference to husbands of Board members should be deleted;

- advice on resignations of Board members, when they occur, should center on
the need to see that attendant publicity does not create a partisan impres-
sions

the prohibition against contributions from office holders and candidates need
no longer apply since the strength of the league reputation removes the likew-
lihood that a gift could be construed as alreach of the League's nonpartisan
character.




The Guiding Principles

The leagus of Women Voters believes in representative government and in the
individual liberties established in the Constitution of the United States.

The League of Women Voters believes that democratic government depends upon
the informed and active participation of its citizens and requires that government
bodies protect the citizen's right to know by giving adequate notice of proposed
actions, holding open meetings and making public records available.

The league of Women Voters believes that every citizen should be protected in
his right to vote; that every person should have access to free public education
which provides equal opportunity for all; and that no person or group should suffer
legal, economic or administrative discriminstion.

The league of Women Voters believes that efficient and economical government
requires competent personnel, the clear assignment of responsidility, adequate
financing and coordination among the different agencies and levels of government.

The league of Women Voters believes that responsibla govermment should be
responsive to the will of the people; that government should maintain an equitable
and flexible system of taxation, promote the conservation and dsvelopment of natural
resources in the public interest, share in the solution of economic and social problems
which affect the general welfare, promote a stable and expanding economy and adopt do=
mestic policies which facilitate the solution of international prcblems,

The league of Women Voters belisves that cooperation with other nations is
essential in the search for solutions to world problems and that the development
of international organization and international law is imperative in the promotion
of world peace.*

Action on Princinles

*The national Board suzgests, therefore, that any action on thess three aspects of
the Principles be taken in connection with present or future League positions to
which they are appliceble and upon which member agreement and understanding are
knowne

In summary, implementation of the Convention vote to take action on League princi=-
ples will depend on authorization by the appropriate Board (i.eey local, state or

national) following their agreement that member understanding and agreement exist

and that action is appropriate as to timing, need and effectiveness.

In addition, where action re sults will have ramifications which extend beyond a
Ieague's own governmental jurisdiction, the League should consult other affected
Ileagues and agreement should be sought.

"Action to protect the right to vote of every citizen" is also part of the preamble.




BYLAWS
League of Women Voters of s Minnesota
e Standard Bylaws for a Local Lezgue)

(as revised to concur with tt

ARTICIE

Sec, 1. Name, ' is orga tion shall te
Voters of his local League is an integr
Women Voters of the Un: >tates and of the League of

ARTICIE II
Purpose and Policy

Seces 1, Purpose. The purpose of the League of Women Voters of
shall be to promote political responsibllity Lnr0u5n informed and active participa-
tion of citizens in government,

Sec, 2, Policy 'he League of Women Voters
on local rr0‘-'01'.-'7-‘ measures and policies in the
with the Principles 3 the League of Vomen Vote
not support or oppose any political party or

ARTICIE III

Membership
Sec. 1o gvax'L,’ f'o erson who subscribes to the purpese and pelicy of
the league sha 11 bve (JJ\_bJL

Sece 2. 82 f membershin, The membership of the League of Women Vote
Falcon Helghts shall W on .ed of voting membe and associate members,

Voting members sh hose tizens at least 18 years of age,

Associate members shall

Seco lo
shall consist
six appointed
at each annual me
cessors have been e
tional éirectors,
the leag The terms
expire af bh& conclusion of

L]




-2-

Sec, 3+ Vacancies, Any vacancy occurring in the board of dlre ctc"~ by reaso
of the resignatlon, ocwpn. or disqualification of an officer or elected &
be filled, until the next annuval meeting, by a majority vote of the remain lﬁg
members of the board of directors, Three consecutive absences from a btoard meeting
of any member without a valid reason shall be deemed a resignation,

Sec, 4, Powers and duties, The board of directors shall have full charge of
the property and business of the organizaticn, with full power gnd authority to
manage and conduct same, SLDI“CL to the instructions of the gener membership, It
shall plan and direct the work necessary to carry out the program as cL0f1f1 by the
national convention, tnc state cenvention, and the annual neeting. The board shall
creat and designate such special commitiees as it may deem necessary.

Sece 5. Meetinas, There shall be at least nine regular meetings of the board
of directors annually, The president may call special meetings of the board of
directors and shall call a special meeting upon the written request of five members
of the board,

Sec, 6, Quorum, A majority of the members of the board of directors shall
constitute a quaronm,

ARTICIE V
Officers
Sec, 1, Enumeration and
Women Votlers of

second vice president, a secret and a shall bte elected for terms
of two years by the general membership at an annual ::g.f;, ind take coffice immedi-

ately, The president, the first vice president, and he secr '-_‘ hall be elected
in odd numbered years., T! 2 § ! X
elected in even numbered years,

Sec, 2, The vresident, I esid 1 preside at all meetin
organization and of the bcard irectors 5he may, in the absence or dﬁﬁ—*i
of the treasurer, sign or e ‘-“s\ heck rafte nd notes, ©She shall be, ex
officio, a member of all commitiees except the :iAf”;d: committee, She shall
have such usual powers of supervision and management may -pertain to the oifice
of the president and perform such other duties as ma designated by the btoard.

Secs 3. The vice vresidents, } wo Vi sidents, in the order of
rank, shall, in the event of atsence; di :"Liu;_ ignation, or death of
president, possess all the pewers and perform all the duties of that office,
such time as the board of dirsctors shall selecct one of its members to fill
vacancye. he vice presidents shall paxrform s other duties as the president and
board may designate,

s
e

Sece 4, e secretary The secretary shall keep minut £ all meetings
the Ieague and of all eetinzs of the board of director: She/he shall notif)
officers and directors 4 & She/t i
all contracts and other instrunenis
form such other functions as may be




Secs 5e =Y
due. She/he %"1 11 e 1
upon order of the boars,
gular meetings and an

ARTICIE VI
Financial Administration

Sec, 1ls Fiscal year, The fiscal year of the

shall commence on the first day of April each
Sec, 2. Dues, Annval dues of $12,00 shall be payable April first., Any nem-
ber who fails to pay her/nis dues within six months after they become payable shall
be dropped from the membership rolls,

a) Dues for women students and wives of college students shall
$5,00 annvally,

Secs FGeul I
directly to the
payment to be determined by t"n conven tic*
voting, Additional support for : and 1
state convention or council,

Seco 4. Budss udget for the ens g year shall be submitted by the board
of directors t he annual meeting for adoptio: ‘he bu t shall include support
for the work k

SQC-; 50
appointed by
shall prepere

all

ARTICLE VII
Meetings

-t‘v £
directors,
] An annual nmeeting shall be held between March 1lst
and April 30th, the exact date to te determined by the beard of directors The
annval meeting shall

a) adopt a local progzram for the ensuing year,

elect o:fic rs and directors, chairman and two members

nominating committee, chairman of budget committee,
¢) adopt an adeqvate budeget, and
d) transact such other business as may roperly come before it,

Sec., 3. Quor f'teen members shall constit quorum at all business
meetings of the league of Wonen Voters of




ARTICIE VIII

Nominations
Sec, 1, NOWlﬂ“1 ne cnwwittee. The
five members, two of shall be
man and two membsrs, who
the annual meeting, Nominations for
nominating committee, The other membe
immediately following the annual 'ﬁct;t"
shall be filled by the board of directors.
and directors may be sent to this

Sec. 2. Report of nomirating commit

nominating ¢
memcers of

committze by P

report of the nominating cor
nembers of the succeeding ncmina
sent to all me nomth
the n0“1nat1“r committee shall bte
following the presentation this report,
any voting member provided the consent of

e
tice of

118

mters one bafore

of

Secs 3, Elections,

is but one nominee Ior each
for every nominee, A majori
tute an election,

= J.""",.'a“‘L,l(
ting committiee and the bu L¢bt chairman
' the a:iﬂ o

presented

se qualifi

Absentee or rox) voting shali not be

and Elections

ist of

1@ chair-

ted at
cur _\“11

of directors
nOIiJ”LIW" ccnmi*zca
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11ttne shall cons

" dircctors, Tt
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rade by the

by the board

thﬂ

the mﬂm.

y voting rehbbr.

1
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The report of
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d ‘ﬂ 'A‘:I’l '] ll (_

there
cast the mllot
and voting shall consti-

3

be by tallot, provided that when
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ARTICIE IX

Program

Sec, 1,
convention, an
the adoption of

Cague as

Secs 2, The

shall consist

Prorran, progyan

a)

b)

action to protect the

action

of the
action
chose
action
mentation

Sece 3
program using

Action by

the Iollowing

a) The beard
by the voting
shall formulate a
©) The
the

¢) A majority vete of

Propose
annual meeting.

d progran

covernmental prin

the

right tc vote
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meeting shall bs guired for adoption og bjects in the pro=-
posed program as presented to the annual meeting by the board o
directors,

Recommendations for program

prior to the annual neeting

directors may be considered by the annval

1) the annual meeting shall order considerati
and 2) the annual meeting sha

Changes in the program, in ti ase of altered
made provided that: 1) inf

bas been sent to all ‘

membership meeting at -

final action by the membership is

K: n, Members may act in the name of the League of Women
Voters only when authorized to do so by the proper beard of directors,

ARTICIE X
National Convention,

Sece l. Natiormal convention,

date on which the names of deleg s nust be sent ; N &)
delegates to that convention in the numter alloti he Leapue of Homen Voters

under the provisions of ) the League of Women Voters
the United States

Sece 26
on which the names or
gates to that conven !
under the provisions of

Sec, 30 ol
which the names of d
1o that council in
under the provisions

Sece 4, Inter Ieague oreanization ccnvention, The board of directors at a
meeting before the ¢ > on which mmes oI the delsgates must bs sent to the inter
league organizatior shall seiect d ates -he nvention in the nunter allotted
to the league of VWcmen Voters of 1de the provisicns of the bylaws of
the Council of Metro Area Ileague

ARTICIE XI
Parliamentary Authority

Seces 1, Farliamentary aut! ¥s The rules ccntained in Rotert's

Ordexr Newly Revised ! rn the organization in all cases to which

23 €
applicable and in which the] e not ii . with these Bylaws,

Amendments

Sece lo Amendments, Th
ANCHANENTS 4 ese Bvlaqs ma m A 3 S
voting members prosent o e bl amended by a two-thirds 3 of
werélgui:gffrg iLC;Snt and voting at the anmal meeting, provided that ;?fgdffnzhe
SUDN1LLTTe (4] e memberf'hi i PR kY i} ALE : Nes ne S
neeting, *H1P in writing at least one month in advance of the




Memo to Local League Board Members
From: Harriett Herb, Executive Director
Re: League's (and s') Nonpartisanship

Date: November 15, 1976

This year's elections are now history, thankfully. In all my five
years as a staff member for LWV-MN, I don't recall our receiving
as many complaints as we have this year about League members and
their nonpartisanship. Some of the complaints have been simple to
handle because we do encourage all our members to be politically
active, support and work for the parties and candidates of their
choice. However, they must do it as individual members, not in
the name of the League. That's a fine line, it's true, but appar-
ently some may be forgetting to speak or act only as individuals.

I ask you to review your nonpartisanship policies and to speak and
act with more discretion in future elections. Ask candidates who
are Leaguers if you may review theil

it's printed to be sure it doesn't give the impression that they're

LWV endorsed. When you have a public, League-sponsored gathering

or fundraising event at someone's house, think about those lawn

signs that might be on the lawn and ask that member to remove them
temporarily. At a public meeting, don't give the impression, through
your actions, that the League, as an organization, favors one candi-
date over another.

Now, with this election behind us and another not coming until spring,
would be a good time to make plans to assure that the League's (and s')
nonpartisanship isn't violated in the future. Those of us on the re-
ceiving end of the caller's (s') complaint(s) would surely appreciate
your cooperation.

Thank you.




LEAGUE OF WOMEN VOTERS TIPS ON LOCAL LEAGUE FILING
OF MINNESOTA

PHONE (612) 224-5445
555 WABASHA e ST PAUL, MINNESOTA 55102

Reference: Seep. 29, IN LEAGUE: guidelines for LWV Boards, for basic guidelines in
setting up a file system. Local Leagues may want two sets of files: Working Files
and Historical TFiles.

State Materials File Coding: Materials from the state office usually carry a notation,
upper right (under date), showing where to file and for how long. Three main

sections are used: Administration (A), Program (Pm), and Citizen Information/Voters
Service (V). All materials from the state office marked "T" (Temporary ) should be
kept for two years and discarded; those marked "P" (Permanent) means the material

is policy, procedures, or Program material and should be held until other policies
are adopted or Program is no longer on the agenda.

Coding Local League Materials: A local Board may choose to adopt a similar coding
for materials it develops. Since your own files are the only complete record of
your League's activities, proceed with care in decisions on "what to keep." (State
and National materials may be discarded regularly unless useful as "how to" help,
since copies are on file in their respective offices.)

Suggested Filing Outline

The following defines the LWVMN's A, Pm and V codes.

ADMINISTRATION (A)

Annual Meeting Minutes, Annual Reports to state and national Board Agendas,
Board Lists (local, state, and national), Board Minutes (by year), Bylaws (local,
state, and national), Budget (local, state, and national), Calendar, Correspondence
(folders dated by year), Finance Flyers, Finance Reports, Discussion Leader Training,
Job Descriptions (for officers, portfolios, employed personnel), Membership Records,
Nominating Committee, Observers Program, Orientaticn Outline, National Board Reports,
Publications (catalogs, order forms), Public Relations, Press Releases, Subscription
Service (local, state, and national), Treasurers Reports, Workshops, Unit Organization.

Sample File Coding: Administration- Finance - T (or P)
Administration - Membership - T {(or P)
Administration - Press Release - T
PROGRAM (Pm)
Corrections, Education, Election Laws,'Financing State Gavernment, Human Resources/
Equality of Opportunity, International Relations., Judiciary, Natural Resources,
Organization of State Government, Representative Government, Amendment Campaigns,

Capitol Letters, Congressional/Legislative Interviews, LWV-US/MN Convention and
Council Workbocks, LWV-US/MN VOTERS.




Tips on Local League Filing - 2

Sample File Coding: Program - NR - Water - T (or P)
Program: IR - UN Study - T (or P)
Program:  Corrections - Sentencing - T (or P)
Program: - Judiciary - "Day in Supreme Court" - T (or P)

Program - Equality of Opportunity - Indians - P

Local

Folders may be alphabetical by subject matter on all Local Agenda items now on
your Program. Do not destroy old local Program material; it should be placed in
Historical Files (after use in Working Files) and kept. It is the only record you
have.

Sample File Coding: Program - Local - Recreation - Go-See Tours - T (or P)
" Program - Local - Zoning - P
CITIZEN INFORMATION/VOTERS SERVICE (V)

Candidates Meetings (folders dated by year); Caucus Kits: Candidate Questionnaires;
Congressional District Maps; Election Information (municipal, state, school district);
Legislative District Maps, Know Your Town, County, School Surveys Information;

Voters Guides; Voter Registration Drives; Committee Guides (national, state).

Sample File Coding: Voters Service - 1972 Caucus Kits - T

Voters Service - School Elections Candidates Questionnaires - T ( orP)

OPTIONAL FILE: 'CURRENT FILE'%*

The local president may choose to file materials on current activities in a separate
place. Folders might be labeled:

CURRENT BOARD MEETING (Keep notes and materials for next Board meeting)
FILE (Materials you have read or looked over which need to be filed)
READ (Materials for you to read)

CORRESPONDENCE (Letters to be answered)

BOARD MEMOS (Monthly newsletters from the state Board with information of current
use to local Boards)

IDEAS (Notes on things you want to thnk about the next time you find time)

Materials in "CURRENT FILE" fclders will be filed in the Working File as needed; at
the end of president's term, she distributes contents among Working and Historical

TTT TN

Files and new president begins her own "CURRENT FILE" as needed.




Tips on Local ﬁeague Filing - 3

SUMMARY

File regularly and keep materials from accumulating into a task too awsome to face.
The State Office File Coding system will help you to file quickly and easily.

Go through the files once each year and remove all materials marked "T" that are
older than two years.

Program materials should be filed by subject matter. You may find that you need
more than one folder for an item. For example, Natural Resources could be sub-
divided into energy, water, air, solid waste, land use; Human Resources into ERA,
Housing, Welfare, cities/urban crisis. The subdivisions you select should be those
most convenient for IWV. It will help if you file all memos, publications, study
outlines, consensus questions, position statements, official testmony, Times for
Action on a particular subject in the same folder.

The Historical Files referred to should be mainly for your local League records
and local work on Program no longer active. These may be stored away and not
included in your Working Files. State and national materials may be discarded
when subject is no longer on the Program; reference copies are available in state
and national offices.

% Each Board member needs her own "mini-Working File" of correspondence, publications,
and resource material as she carries on the day-to-day work of her portfolio. At
the end of her term, these files must be turned over to the local president.

This helps maintain continuity and allows the president to pass the file along

to the next Board member as part of her orientation in that portfolio assignment.
The State Office File Coding system described above will help keep these portfolio
files in order too.
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GUIDELINES FOR STATE STUDY PROGRAMS

I. Form Committee
Criteria: geographic location (widespread participation)
available time
experience/expertise/enthusiasm

Committee Meeting #1 (may need several meetings depending on scope of subject)
A. Discuss final goal
e.g., CONSensus; information only, etc.

Discuss specific projects to fulfill goal

e.g., publications, video presentation, etc.

Project choice(s) may be determined by:

- budgetary limitations (check with office staff)

- size of committee (don't ignore non-LWV resources)

- committee commitment (involvement in this first planning process will help
assure involvement in completing project)

C. Assign any resource information needed to help determine what project will be.

Committee Meeting #2 (or more)

A. Determine Project(s)

B. Begin developing timetable
1. Start from the end -- when must project be completed?
2. See Sample Publication Timetable.

C. Begin developing project (publication) outline

D. Assign any of above tasks to subcommittee or individual for completion by next
committee meeting.

Committee Meeting #3
A. TFinalize project outline
1. Discuss possible resources
2. Assign all parts of outline to committee members by name
Finalize timetable
Allow maximum time limits to provide for later revisions due to unforeseen
circumstances and also to provide peace of mind
Plan and assign inter-LWV communications
1. State Board
Committee minutes, timetables, etc., must go to President, Development
and appropriate program people for coordinated effort
-2. Local LWVs
Monthly communications via Board Memo (check office for deadlines);
initial committee guide (including timetable of what you will be doing,
what's expected from them, and resource bibliography)
Other state LWVs ;
The state office receives VOTERS and publications from several other
state LWVs. It's always possible that someone else is, or has, done the
same thing you are.

Subsequent committee meetings
A. Monitor progress of projects
B. Collect project assignments
C. Periodically review timetable and outline for revisions
D. Plan additional or complimentary projects
e.g., writing of committee guides, consensus questions, etc.




SAMPLE PUBLICATION TIMETABLE

1. Publication outline ready and assigned to researchers/writers on committee
- Allow 4 to 6 weeks depending on scope of research and time of year (major
holidays require additional time)

First drafts due from committee

- Allow 1 week for committee editor to organize, find gaps- or inconsistencies, and
return to researchers

- Allow 1 to 2 weeks for researchers to revise material and fill in gaps

Second drafts due from committee
- Allow 1 week for revisions, retypings

Send to LWVMN Editor
- Allow 1 to 2 weeks for editorial revisions

Revise draft and send to LWVMN on-Board readers
- Allow 7 to 10 days for readers to comment and return

Revise draft and send to off-Board readers (off-Board readers must be approved by
LWVMN Board in advance)

- 'Allow 1 week for office to type, reproduce and mail to readers

- Allow 2 weeks for off-Board readers to comment and return

Revise for final printing

- Allow several days for revisions

- Allow several days for office to type final copy

- Notify printer in advance to schedule time and negotiate finished date

Deliver to printer
- Allow 2 to 3 weeks for key lining, proofreading and printing. Time depends on
size of publication and availability of committee person to proofread on demand.

Send to local LWVs
- Coordinate with time of regular Board Memo mailings

Time committee guide and consensus questions for local LWV use

- Allow 3 1/2 to 4 months for local Leagues to go through unit, consensus, Board
approval .process. Always wise to meet Minneapolis LWV deadline, since theirs
is longest and you will then meet other LWVs deadlines.

Receive consensus returns from local LWVs

- Allow 1 month for prcject committee to compile consensus returns and compose posi-
tion statement (less time for short, simple consensus)

- Allow 1 week for LWVMN Board to review and comment on position statement before
presenting for official Board approval.




GUIDELINES - (Might contain such advice as the following examples)

Review community situation carefully and honestly.

Is League nonpartisanship well understood?

Does your membership come from primarily one party and have
this association in the mind of the community? (In which
case, extra care must be observed.) :

Seek outside advice before going ahead. (state Board advisor)
Be firm about resignation well before filing for office.

Instruct nominating committee to query plans for running and
advise not to accept Board position if considering becoming
a candidate.

Keep in mind commitment to nonpartisanship and be extra careful if

you: allow some activity.

Keep in mind other Leagues and how you will appear to their communities.
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HOW TO THTNX ABOUT THE LWV NONPARTISANSHIP POLICY at PRECINCT CAUCUS TIME

WB encourage member attendance at precinet caucuses,
e encourage member vartifcivatfon 'n pol*ttcal parties,
[, BCARD MEMBERS cannot be as free *n the abovementtoned becauset

1. Board members have agreed ta full and real comm!tment to

LWV act:vittes wh'le serving on the board, LWV pets ftrst place *n your

volunteer service t'me, :
2. Board members think about the health and welfare of LWV and

to avo'd do*ng anyth*ng
try rexdexmekkimg to tarn'sh the name of LWV (local, state,

nattonal) whtle they serve on the board.
Local League boards assess the local commun®ty and *ts understand?ng
of the nonpart®sansh®p pol’cy. Local League boards know wh'ch
members carry ahe League *mage *n the commn?ty thus *dent!£§*'ng
wh! ch members have to be part!cularly careful about exh'b*t’ng
part*san behav*or,
Board members may pay party dues and g‘ve money to cand*dates,
D*sclosure prov:sions *n proposed leg*slat*on on campa‘ gn
ftnanc*ng *s supported by LWV, The poss!®*1lty of d+sclosure
should not block f*nanctal support of cand*‘dates--yours or
anyone else's,

Supgested gutdelines: page 2 of Cush'ngs memo to Luey

Rem*nders: LWV forms coal*t?ons w'th other groups on *ssues, Th*s means that we
e L H R
jo*n together on the parts of leg*slat®on where we agree w'th the

other groups., Tt does not mean we have embraced the entire pos*t*ons

of the other egroups w'th which we work,

For vour *‘nformationt Delegates élected at prec?*nct caucuses serve for two (2) years,

They are not "party off*cers".
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GENERAL INFORMATION FOR STATE BOARD MEMBERS

State Board members are chosen for their willingness, their effectiveness and initi-
ative in determining policy and helping with overall League responsibilities, especially
as a generator of ongoing leadership, and for their ability to handle their own portfolio.
The Board of Directors of the League of Women Voters of Minnesota approves, modifies or
rejects plans, policies and programs initiated by Board committees or suggested by off-
Board members, and then delegates responsibility for implementation to the Board members,
and/or committees or staff concerned.

State Board members concentrate on planning activities for all LWVMN members, rather
than for their own local League or their own fields of special interests. Every member
of the Board has specific responsibilities, but the Board works as a team, and every
Board member is responsible for full Board decisions.

Be ‘informed Read: 1IN LEAGUE - Guidelines for League Boards and
A GUIDE TO ORGANIZING LEAGUES

Board Each Board member needs certain tools. You should have the current

Materials state and national programs, budgets, Bylaws, Publications Catalogs,
and LWVMN Style Guide, as well as materials and correspondence re-
lating to your specific portfolio. These should be given to your
successor at the end of your term. Please throw away material which
is no longer pertinent.

You will receive copies of all material sent out by the state and
national offices. Additional tools or material may be ordered
through the state office. Sometimes when we have only one copy of
an interesting publication, we will mark it for attention of certain
Board members. Please indicate that you have read through the
material by checking off your name, then pass the material on to the
next person or return it to the office for filing.

It is very valuable to the LWVMN and to your successor to have a
record of all the work you have done. A log of activities covering
the issues you have addressed and the action taken is a necessary
part of your file. Keep Board Memos, Board minutes, VOTERS, and
Program materials.

State Board Board meetings are held monthly, except July and December. They are

Meetings usually on the second Tuesday of the month at the state League office,
555 Wabasha Street, St. Paul. There is a free parking lot behind
the building. Ten days before the meeting you receive a Request Form
to use if you have a matter you wish to present to the Board for
their information, for discussion or for action. Any action item
must include a written formal motion. An agenda including these
requests is sent to you prior to the meeting. Bring the previous
month's minutes to Board meeting for possible corrections; extensive
corrections should be presented in writing.

Board meetings start promptly at 9:30 a.m., and Board members are
expected to stay until the end of the meeting, which is usually about
2:30 p.m. Please call or write the president or the office if you
must be absent from a Board meeting. Three consecutive absences
without valid reason constitute a resignation.
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Board Memo

MN VOTER

Committees

Correspondence

Field Work

For economy we try to make only one mailing per month to local
Leagues. This mailing, which includes the Board Memo, is sent from
the state office within 10 working days after each state Board
meeting. Material for the Board Memo should be brought to the Board
meeting; additional material should be in the office within three
days. Board members are responsible for communicating with their
counterparts on local League Boards. The Board Memo is a good
medium for such communication.

The MN VOTER is our only direct every-member publication. Keep this
in mind when writing articles. Also remember that the VOTER is
published only six times a year. Content of the VOTER is total
Board responsibility, and Board members asked to write articles
should do so promptly. Because space is limited in the VOTER,
articles may have to be shortened. Deadlines are announced at Board
meetings.

Each Board member serves on a number of standing committees to share
ideas, talents and experiences. These committees give you a chance
to learn and practice many aspects of your job -- advising, planning,
evaluating, determining a position from consensus, reading resource
material, helping prepare discussion outlines. Committees accomplish
four major objectives:

they increase member participation on the state level

they train future state leaders

they help local Leagues, through their representatives on these
committees, to understand League activities and needs on the
state  level

they save precious Board time

Each Board member is responsible for organizing his/her own committee
of on-Board and off-Board members. Committee plans must be presented
to the state Board for approval and may be modified or rejected.
Implementation of plans is the responsibility of the chairman and
committee. Names and telephone numbers of the committee should be

on file in the state office. The president is ex-officio member of
all committees except the Nominating Committee and usually attends
committee meetings. Clear meeting times with the office so they may
be listed on the calendar. Send minutes of committee meetings to

all Board members. Committee members must submit expense vouchers.
(Vouchers are supplied by the office and allowable expenses are
explained.)

Date everything you write -- month, day and year. Include full names
of person writing and receiving each letter and the name of the local
League. Use state League letterhead and make carbons for the office

files, and for your own files; or material mey be sent to the office

for typing, duplication and distribution. Use the LWVMN Style Guide.
The national Board sends a copy of correspondence with local Leagues

to the state president.

As a state Board member, you should keep in close touch with local
Leagues to learn what their members are doing and thinking, and what
they want and need from their state Board. Each Board member serves
as consultant to three local Leagues. This means visiting and




getting to know these Leagues, reading their minutes and their
bulletins, and giving advice and help as needed. Visits and tele-
phone conversations should be recorded on Report of Visit forms,
with an original for your own file and one copy for Field Service
chairperson to read and pass on to the Field Service secretary; or
the report may be sent to the office for typing, duplication and
distribution. When local Leagues ask a question or need help,
answer promptly with copies distributed as above.

One of your main responsibilities is to foster good working relation-
ships between local Leagues and the state Board through mutual re-
spect and understanding. Share the fun, and the information and
inspiration with the rest of the state Board.

If you don't know how to answer a local League question, call the
Field Service chairperson, the president or another Board member.
When you give advice verbally, write a memo confirming the advice
given. The memo will serve as a reference for you and will be a
protection to you against being misquoted. Try to let the Field
Service chairperson know when you intend to visit a local League so
you will be aware of any necessary information.

Public Our success is enhanced by good public relations. PR is more than

Relations a flood of press releases. PR is doing good, and letting everybody
know about it*in any way possible. A positive, enthusiastic state
Board member in contact with other League members and the general
public can do more for LWV effectiveness than any amount of PR.

Time for The president is responsible for the official response to national

Action "Time for Action," but it is the portfolio chairperson who drafts
the response. All Board members receive this information and should
follow through when the request is for general support.

When you feel constituent support is needed for pending state legis-
lation, first ask the Action chairperson for approval. Information
sent to local Leagues should include the number and name of the bill,
the authors, an explanation of the intent of the bill, a statement
of League position which applies, the kind of action to be taken
(letters, personal contact) and when the vote is expected. There
should be enough information so local League members can discuss or
write intelligently on the legislation in question. A limited Time
for Action can be used when only a few legislators need to be con-
tacted, and local League leaders can be contacted by telephone if
time is limited and the issue is of great importance.

Master To avoid conflicts in scheduling state office meetings, we keep a
Calendar master calendar in the state office. The office and the president
should know when you plan a meeting, and when you will be out of town.

State State office staff does the League's office work. When you need

Office clerical work done, give the material to them in readable form. All
work should be channeled through the office manager. There should
be no telephone dictation except in an emergency.

The staff should be not expected to make policy decision, nor should
it be expected to give advice, but it is a fine source of information,
especially on recent League history. Questions about office pro-
cedures should be referred to the president and office manager.
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Office Files -
Library

Publications

Get acquainted with the permanent files for your portfolio.
Periodically check portfolio-related books, pamphlets and other
literature to make sure they are pertinent and up-to-date.

There is a folder for each Board member on the office manager's
desk; check yours whenever youare in the office. Important materials
in Board members' folders are mailed each Friday.

State Program publications shall be reviewed before printing by an
editor and by two reading committees, on-Board and off-Board, ap-
proved by the Board. (See Policy sheet for further guidance.) The
first draft is read by the editor, and modified, corrected and
clarified. Then it is read by on-Board people and modified, then
by off-Board people and "experts" before the final draft is pre-
pared for publication. Other state publications are read by the
president and/or the first vice-president before publication.
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POLICIES

Policies adopted by the League of Women Voters of Minnesota, herein after referred to as
LWVMN, will be reviewed annually by the Board of Directors.

Suggestions for policies may be made by any member of LWVMN, its staff, its officers or
Board of Directors. The Board of Directors shall adopt all policies.

Following a policy's adoption by the Board of Directors, the office manager will prepare
procedures for review by the Office Management Committee to be sure that the procedures
conform with the intent of the Board of Directors.

Nonpartisan

A Board member must consult with the president before seeking an elective office.
Consideration should be given to the necessary time commitment and to any possible conflict
of interest.

With the exception of the president, Action chairperson, and the Citizen Information/
Voters Service chairperson, Board members may be delegates to party conventions up to the
district or county level. Further involvement in party politics implies an active and
highly visible role and negates the nonpartisan policy.

Board members are encouraged to attend precinct caucuses and urge adoption of reso-

lutions compatible with League's positions.
ﬁ

Use of Membership Lists

Rosters of state League members and local League presidents are not available to any
organization or individuals outside the League unless authorized by the state Board.
Office Staff Work Outside Office

Requests for paid LWV staff to work outside the office should be cleared with the ap-
propriate portfolio chairperson and authorized by the president. (Examples: staff
member help in legislature, staff member consultation with local League, or staff member
work at conference or workshop.)

Reimbursement of Board Member Expenses

Board members must submit monthly expense vouchers whether they wish to be reimbursed
or not. Expenses should be listed for all functions state Board members are required to
attend. The voucher form.defines categories and allowable amounts. '
Nondiscrimination

No League meeting will be held in a place which is known to discriminate on the basis
of race, religion or sex.

Local League Relations
State Board members are expected to be a member of a local League and to participate
as fully as possible. A Board member should not act as consultant to her local Board.

Consensus. Questions

When a consensus is planned, the state Program Committee submits questions to the Board
well in advance of publication for comment and revision. The resource materials should
be used to pre-test the questions on a representative sample of local League members
before the questions are submitted to the Board.




Editing of Written Material

All written permanent material sent to local Leagues, with the exception of the
Board Memo, should be edited by the Editorial chairperson.

Publications
All publications are reviewed by the president.

All state Program publications are submitted to an editor and to two reading com-
mittees made up respectively of on-Board and off-Board members and outside "experts"
before the final draft is approved and prepared for publication.

The Publications chairperson computes the selling price and number of publications to
be ordered, based on the pricing policy. The Board is notified of the decisions made.

All publications should have a code and proper identification and address.

Pricing Policy
Goals:
Cost to members should be as low as possible but sufficient to allow break-even
pricing. _
Cost of League publications to members will be less than the cost to the general
public.

Some publications may need to be subsidized to assure a low enough price for

mass distribution.
4
Pricing Formula:
Prepublication expenses PLUS cost of printing, DIVIDED by quantity ordered EQUALS
official price. PLUS postage and handling charge.

Prepublication expenses should recover the following: +typing and proofing time,
copying costs and supplies, postage and stationery cost of drafts sent to readers,
travel expenses, costs of billing.

Other costs to be considered are the number of complimentary copies, promotion,
noncollectables and overhead or contingency expenses.
Billings and Returns:

* State office will bill local Leagues for price of publication plus postage
and handling. (No prepayment of orders.)

* There will be a $1.00 minimum order for state publication mail orders.
* All sales are final. There will be no returns or refunds.

Examination Copies:

Persons wishing to examine a book for text adoption may request a 30-day exami-
nation copy. If an order for at least 20 copies is received within 30 days,
there will be no charge for the examination copy. Otherwise, the book should
be returned or the person billed.

Statewide Meetings

Registration and other costs are approved by the Board. All meetings are designed to
be self-supporting. Costs of attendance by Board members, materials distributed, staff
time, etc., are figured into the registration cost.

Members-At-Large

Members who pay dues to the state office rather than to a local League or unit re-
ceive a state DPM, the Minnesota VOTER, LWVUS VOTER and one or two selected LWVUS
publications a year. (1976 LWVUS Convention voted that MAL's can be voting delegates.)




Board Member Participation at State Convention and Council

Board members are voting delegates at state Convention and Council. The elected
Nominating chairperson and Budget chairperson are also voting delegates. The League's
Articles of Incorporation state, "They (the officers and board of directors) shall hold
office until the conclusion of the next regular biennial convention, or until their
successors have been elected and qualified." Therefore, members who are up for election
to state Board and are not local League Convention or Council delegates can not vote but
may have the privilege of the floor only if granted by the chair.

Board members are encouraged to attend Convention and Council caucuses but must not
lead or dominate the discussion.

Action

League action in the legislature is authorized by a committee which includes the
president, Action chairperson, and Item chairperson, .if the need arises between Board
meetings. Such action must be reported at the next Board meeting.

Local Leagues may take action on the local level under a state Position if the member-
ship is backgrounded on the issue, LWV Position and the action being taken.

Local Leagues may take action on the state level under a local position on three con-
ditions: (1) The legislation must not be statewide in scope. (2) Every local League
must be notified of the proposed action, with no objections. (3) Approval for such
action must be granted by the state Board.

Approval of Testimony
4

Any formal statement made in the name of LWVMN must be approved by the Action chair-
person and vice president in charge of Program. Testimony must be written, with copies
for office file and Board members. No approval for testimony can be given over the
telephone.

Attending Conferences or Meetings

Board members who attend meetings or conferences related to their portfolios, should
ask Board approval for expenses beforehand.

Resignations

A Board member who wants to resign should do so by a letter to the president. The
letter will be read at the next scheduled Board meeting for acceptance by the Board.




LEAGUE OF WOMEN VOTERS
OF MINNESOTA

PHONE (612) 224-5445
555 WABASHA e ST PAUL, MINNESOTA 55102

State Program 1877-79

Memo to: Local League Presidents
From: Mary Watson, 1st Vice President, Program Action
Date: Sept. 24, 1976 : -

Now is the time to start your planning for the Program for the next biennium. This
is the opportunity for our basic grass roots participation. The chance for each
member to have a voice in the decision.

Timetable
Oct. Appoint Program planning committee
Nov.
or
Dg%. Unit meets to consider Program
Jan.
Feb. 21 First round suggestions due in State office

Hgﬁgh Board - State board proposed Program sent to local Leagues

April 25 Second round suggestions due in State Office

June 2,3 Program adopted by State Convention

Committee responsibilities:

Review Sept.-0Oct. MN Voter
MN Program for Action 1975-77

Use your bulletin to explain the importance of the process, explain how it
works from unit—> local becard—> state board—3 state League Convention

Work with Membership chairperson to inform and involve new members.

Program making meeting should have a discussion leader and a recorder; the
recorder should indicate minority choices. Program suggestions must be included
in First Round suggestions to be eligible for consideration at Convention.

The recorder's report should be submitted to the local League board.

Remember consideration of Program includes present Program; recommendations may
include dropping items if you consider them no longer relevant.

Use the State Board Memo to communicate with other Leagues and to garner support
for your Program suggestions.
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State Program Recommendations 1877-79
First Round

Recommendations must be in the state office by Feb. 21, 1877

Following is the official recommendation for the 1977-79 state Program submitted by the
League of Women Voters of :

{name of local League)

Subjects LIST ONLY THOSE SUBJECTS YOUR LEAGUE WISHES TQ SEE ON THE PROGRAM
Recommended (including new subjects, current Program subjects - or parts of -
and/or combinations of new and old subjects.

Issues and SUBJECT BY SUBJECT, indicate the issues expressed in terms of questions

Emphases and problems your League wishes to emphasize. On subjects the League
has studied and reached consensus, list the positions your League
wishes to maintain. For each subject describe how the League should
approach the issues and what action is foreseen.




Wordings OPTIONAL: If your League has developed wordings for your Program
recommendations, please state each wording here.

Program
Making

Please explain briefly the method by which your League arrived at your
recommendations. Include a description of the extent of member
participation.




LEAGUE OF WOMEN VOTERS ANNUAL MEETINGS
OF MINNESOTA

PHONE (612) 224-5445
555 WABASHA e ST PAUL, MINNESOTA 55102

League of Women Voters of Minnesota, 555 Wabasha, St. Paul, MN 55102 - February 1977

Annual Meetings are the Beginning of a new League year as well as a summing-up of
the past year. They should be lively and satisfying. This sample agenda and
"script" are designed to help ycu make them so.

THE ANNUAL MEETING

A successful Annual Meeting begins with careful planning by the Board and includes:

1. Membership involvement on various planning committees - hopefully, an off-Board
Chairman.

2. A realistically timed agenda faithfully adhered to.

3, Minimum time for routine matters, maximum time for matters such as local Program
and budget.

4. Imaginative handling of reports, budget, local Program, etc.

5. Lively and fruitful discussion of Program proposals.

6. Some fun too!

Where to begin:

1. Check your local Bylaws (Article VII, Sec. 2) for the time for the Annual Meeting
and (Sec. 3) for the number of members necessary for a quorum.

2. Check the nominating committee requirements (Article VIII). Did you appoint the
necessary complement following the last Annual Meeting? Does the nominating com-
mittee know what offices need to be filled? Are they working and meeting? The
report of the nominating committee must be sent to the membership one month before
the Annual Meeting.

Appoint the budget committee (Article VI, Sec. 4). The proposed budget must be
sent to the membership one month before the Annual Meeting. Does the budget commit-
tee have the necessary materials?

Appoint a committee to review the Bylaws. Any changes must be sent to the member-
ship at least one month before theAnnual Meeting. Send proposed Bylaw changes to
the state Board for comment and advice.

Think about your local Program! What will it be? Encourage membership participa-
tion in the recommendation procedure. Have reports of the Observer Corps or
"Lively Issues" in your bulletin. Possibly appoint a committee charged with de-
veloping and researching some "Lively Issues" on the local scene. Check Article IX
for procedures, but remember that two months before the Annual Meeting the Board
will consider all recommendations and will formulate a Proposed Program. Read IN
LEAGUE: Guidelines for League Board, beginning on page 34 for Program-making tips.
The proposed Program must be sent to the membership one month before the Annual
Meeting. Appoint an arrangements committee. This is an excellent place to use
new members. This committee can relieve you and the Board of the details of meet-
ing place, reservations, menu (if any), name tags, decorations, etc.

Some Leagues appoint a parliamentarian.

Arrange for an audit of the treasurer's books.




Anhual Meetings - February, 1977 - Page 2

On the day of the Annual Meeting:

1.

2.
30

Get there early. Check with your chairman on last-minute details (is the "mike"
on, do they know when to serve lunch, etc.?)

Have an agenda written out. Have you alerted everyone who must report?

Using the attached local League Annual Meeting guide and sample agenda may help
expedite the business of the day.

Have copies of proposed Program, budget, Bylaws changes, and slate of officers

to give members attending the meeting.

Have "Roberts Rules" or "Simplified Parliamentary Procedure" (LWVUS) available
and at your fingertips. Be familiar with it. Briefly rehearse the agenda with
appointed parliamentarian if you have one.

After the Annual Meeting:

Send to the state office:

Information for state mailings (form provided)
Local League Board List .

Budget as adopted (form provided)

Program as adopted (form provided)

Bylaws changes, if any

Minutes of the Annual Meeting

1.
2.
3.
3.
4.
S.
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SAMPLE AGENDA FOR A LOCAL LEAGUE ANNUAL MEETING

(This is based on a luncheon meeting lasting about three hours, but it can be adapted
to suit your convenience and your League. You may prefer to have the business meeting
in the morning followed by a luncheon and speaker.)

12:00 - 12:30 Social Hour (Membership committee may (Treasurer at table to collect
act as hostesses to en- dues. Door Chairman to col-
courage mingling and to lect for meal. Publications
introduce people and see display and sale. Name tags.)

that ‘everyone is iseated (Allow time for tables to be
on time.)
cleared.)

Lunch

Welcome and Introductions

Business Meeting

Call to order
Minutes - approval of the last Annual Meeting
or appointment of reading committee
Treasurer's Report - acceptance
Auditor's Report - adoption (need motion and majority vote)
President's Annual Report
Report of the Budget Committee : (presentation of the budget)
Discussion of the Budget
Adoption of the Budget (majority vote)
Presentation of Proposed Bylaws
Changes
Discussion
Adoption of Changes (requires a two-thirds majority)
Presentation of Proposed Program
Presentation and consideration
of Not-Recommended items (majority vote required for con-
Discussion and debate on sideration)
all Program items - (Be sure to allot time for each
recommended and not- item and encourage pro and con
recommended discussion. Board members should
be prepared to state why item not
recommended. Maximum member par-
ticipation should be encouraged.)
Adoption of Program (Majority vote for recommended
items, three-fifth for not-
. recommended items. Check Bylaws. )
Discussion of Adopted Program (The Board needs to know the
scope, focus, and emphasis de-
sired by the members.)
Report of the Nominating Committee (Ask nominees to rise.)
Nominations from the floor
Election
Special Reports
Thank you's and acknowledgements
(Turn the meeting over to the new President who may wish to
greet the members and make some brief announcements. )
Direction from the Floor
Adjournment
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LOCAL LEAGUE ANNUAL MEETING GUIDE

"Will the Annual Meeting of the League of Women Voters of please
come to order? In accordance with our Bylaws, there is a quorum present to conduct the
business of the meeting." (Check privately beforehand with your secretary to be sure
that a quorum is present. Otherwise the business meeting cannot go on.)

"The official recorder or secretary of this meeting is . Our parliamentarian
is

"It is customary that minutes of the Annual Meeting be approved by a special committee
as soon as possible following the Annual Meeting. Last year's Annual Meeting minutes
were so approved. If there is no objection, the Chair appoints 5 s
and to read and correct the minutes of this Annual Meeting." (If
your League has not used this system previously, then the minutes must be read aloud by
the secretary or be written out in the workbook or some other way so that they are avail-
able to all members. The Chair then follows the standard prccedure of "are there any
additions or corrections to the minutes, etc.?" A motion is then needed to approve the
minutes or the corrected minutes. Majority vote needed for approval.)

Treasurer's Report: '"We will hear the Treasurer's Report. (Call on treasurer who ex-
plains her report and answers any questions pertaining to it.) Are there any other
questions? If not, the Treasurer's Report shall be accepted and placed on file. The
treasurer's books have been audited by . May we have the report."

Auditor's Report: The secretary reads the auditor's report. (Since this is a routine
matter, the Auditor's Report is considered adopted, or the secretary may move, "Presi-
dent, I move the adoption of the auditor's report." Majority vote needed.)

Budget: (The budget is usually the next order of business, but occasionally proposed
Bylaws changes are moved up to this position if the adoption or non-adoption of the
changes would have an effect on the business to follow. For example, if there was a
Bylaw proposal to raise the dues and if the proposed budget was based on the increase
in dues, it would then be necessary to make sure that the proposed change has been
adopted before voting on the new budget.)

"Will you please refer to the proposed budget for the coming year. (Members have re-
ceived it as they entered or have found it at their seat.) , Budget Chairman,
will present the budget as proposed by the budget committee and as recommended by the
Board." (The Budget Chairman explains the budget and moves the adoption of the bpdget
as presented. Requires a second. Under discussion of that motion, the budget may be
read item-by-item, and opportunity is given for amendments. Vote on each amendment

as proposed in a motion.) '"We will not vote on the budget as presented (or amended)."
(Majority vote required.) -

Bylaws: "Will you please refer to the proposed Bylaws changes." (Members should have
a copy in front of them and should have received them in writing one month prior to the
Annual Meeting.) " , Chairman of the Bylaws Committee, will present the pro-
posed Bylaws changes.'" (The Chairman reads them and moves the adoption of the proposed
amendments. "Is there any discussion?" (The president then goes over each change
separately asking for amendments.) '"We will now vote on the motion to adopt the By-
laws changes as proposed (or amended)," (Requires a two-thirds vote.)

(When Bylaws are amended, the local Board should make sure that copies of the amended

Bylaws are made available to the members and the Board and that they bear the notation

"as adopted on and amended " - listing
mo. day year mo. day year

they have been amended. )

Program: "We will first consider the proposed local Program as recommended to you by
your Board and sent to you in the last issue of the bulletin. Adoption of the proposed
Program will require a majority vote. Non-recommended items may be introduced for
adoption, but first must be moved for consideration. If you wish to consider a not-
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recommended item, you must do so in the form of a motion. This motion needs a second,
is not debatable, and requires a majority vote. If a not-recommended item is voted
consideration, a three-fifths (check your Bylaws) vote is necessary for its adoption.
We will have the presentation and discussion of all items, both recommended and not-
recommended, before we vote on adoption so that you may hear all of the discussion
before voting.

" , Board member, will present the first recommended item." (The Board mem-
ber will move the adoption of the item, giving the exact wording. The motion requires

a second. She will then explain the item after the second. If your Board is recommend-
ing more than one item, the same procedure is gone through with each item. You do not
vote at this time; that follows introduction of all recommended and not-recommended
proposed Program. )

"If there are any not-recommended items, this is the time to present them." (Any member
wishing to present a not-recommended item may do so by moving consideration of the item,
giving the exact wording. Motion requires a second. She may present a very brief state-
ment of reasons for presenting it. No discussion at this time. The Chair calls for
the vote. Majority vote is required for consideration. If the not-recommended item
"is voted consideration, the person who proposed it then moves the adoption. Second re-
quired. It is a good idead to write all not-recommended items on a blackboard or have
them printed in advance, so that everyone can see the wording.)

"We will now have discussion and debate on all recommended and not-recommended items.
We will discuss them in the order in which they were presented.!" (Allow time for dis-
cussion for each item and get direction from the membership as to the scope of each
item. Board members should be prepared to tell why the not-recommended item was not
recommended. The Chair calls for the vote on the items after all discussion is com-
pPleted. She reads the wording of each item before the vote and after the vote declares
whether the item was adopted or not. At the conclusion of the voting, the Chair an-
nounces the final Program as adopted, or you may vote on all items at the same time by
means of a written, secret ballot. Kemember - a recommended item requires a majority
vote; a not-recommended item requires a three-fifths vote. Check your Bylaws.)

Occasionally a member who desires a one or two-item agenda may move that the local Pro-
gram be limited to one or twc items. This motion is out of order, and the Chair should
explain that all items - recommended and not-recommended - are legally before the
meeting and that each must be voted on. She may further explain that members who are
interested in limiting the Program achieve this result by voting for only the number
of items they would like to have on the Program. A motion to reconsider may be used
by a member if she feels that the adopted Program is too large. In this case, she

must have voted on the prevailing side; the person who seconds the motion does not.

The motion to reconsider requires a majority vote. If reconsideration is voted, the
original motion is then before the meeting as though no previous vote had been taken.
This same process to reconsider may be used by a member whose item has been defeated.)

"You have adopted the following as your local Program for the coming year:

Nominations: " , Chairman of the Nominating Committee, will read the report of
the committee." (Call on Chairman, who reads the slate. No action is taken on her
report.) The Chair declares' that nominations are now in order from the floor provided
the consent of the nominee has been obtained. The nominating committee has nominated

and . (Have each nominee stand as you call the office and name.
After you have run through all the offices and asked for nominations for each, again
ask for any further nominations.) If there are no further nominations, the Chair de-
clares the nominations are closed."

(Paper ballots may then be passed out and members vote. The Chair appoints an elec-
tions committee to count the Votes and report to the meeting.)

OR
"The Chair will entertain a motion that the nominating ballot become the elective
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ballot." (Must be moved and seconded from the floor; majority vote required.)

"The Chair instructs the secretary to cast a unanimous ballot. The Chair declares the
following are elected: " . , etc."

Special Reports: (Some Leagues include more than the above mentioned in the agenda
of their Annual Meeting. These may be special reports such as the President's Report,
committee reports, Program or portfolio chairpersons' reports, etc.)

(Thank you's and acknowledgements)

Should this be an election year for your League's presidency, you may turn the meeting
over to the new president who may wish to greet the members and make some brief an-
nouncements (about time of Board meeting, for example).

Direction from the Floor: (Use this time to draw out members' opinions and feelings
about how the League operates as well as on development of Program and services.)

Announcements

Adjournment: "Is there any further business to come before this meeting? If not, we
are adjourned." OR "The Chair entertains a motion that the meeting be adjourned."
(Motion is made from the floor, requires a second, and a majority vote.) :

Important Tip: Do not assume that all chairmen are aware or informed about their
responsibilities at the Annual Meeting. A phone call to each individual Board member
participating or a "dress rehearsal' at the previous Board meeting insures smooth-
ness and continuity, and is strongly recommended.

Be sure that someone is prepared to make all necessary motions and to serve as tellers,
credentials committee, etc.
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INFORMATION FOR STATE MAILINGS

Please complete and send to the state office immediately following annual
meeting.

LWV of

President:

(Last) (First) (Husband's)

Address

(Street/Box #)

(City)

Phone:

(area code)

Treasurer:

(Last) (First) (Husband's)

Address

(Street/Box #)

(City)

Phone:

(Area code)

If applicable:

Office address

Phone

I prefer mail sent to: Home ( ) Office ( )

If changes in names or addresses occur during the year, please notify the
state and national offices IMMEDIATELY.




League of Women Voters of Minnesota, 555 Wabasha, St. Paul, Minnesota 55102 - March 1975

LWV of Date
i City Zip

LOCAL LEAGUE BOARD LIST

NAME ' NO. & STREET PORTFOLIO
(Given name & husband's name)

(continue on side 2)




League of Women Voters of Minnesota, 555 Wabasha, St. Paul, Minnesota 55102 - March 1975

Léague of Women Voters of

Adopted Local Program for

(year)

(Include CMAL or county item if your League has one)
(Include-a statement of your position on each item where appropriate)




Le&gue of Women Voters of Minnesota, 555 Wabasha, St. Paul, Minnesota 55102 - March 1975
A-P
LOCAL LEAGUE BUDGET FORM

LEAGUE OF WOMEN VOTERS OF

Budget year

EXPENDITURES:

A. OPERATING COSTS
Maintenance of equipment
General supplies
Postage
Telephone and Telegraph
Insurance
Office expenses
a. rent
b. salaries
c. Payroll taxes
Bank charges
Audit
Capital expenditures
(Cost of accrued funds for new equipment)

Sub total

BOARD AND ADMINISTRATIVE COMMITTEES
1. President
2. Secretary
3. Treasurer
4. Board tools and expenses
5. Administrative Committees
Finance
Membership
Unit Organization
Public Relations
Budget
Nominating

Sub total

DELEGATES, TRAVEL AND AFFILIATIONS
. State Convention (Council)
National Convention
ILO, Council, delegate expenses
Annual meeting
Workshops
Other meetings

Sub total

FPINANCIAL SUPPORT FOR THE LEAGUE
1. River Basin Group, etc.
2. ILO (County Council) support
3. Support for state and national services
4. " Per member payment
( members @ $ )

Sub total




G.

INCOME

A
B.

BULLETIN

¥
9,
3

Supplies

Postage

Other

Sub total

EDUCATIONAL ACTIVITIES

14

Publications
a. Purchase plus distribution costs

b. Production plus distribution costs

Program committees

a. National

b. State

¢, Local

Citizen Information

(List each activity; for example, Voters Guides,
Candidates Meetings, etc.)

Sub total

POSITION SUPPORT

1.

Dues ( members @ S

Publications on League positions
a. Purchace and distribution

~b. Production and distribution

Action activities including lobbying
a. National
b. State

c. Local

Sub total

GRAND TOTAL

Contributions

1.

Member
a. cash

b. noncash

Nonmember
a. cash

b. noncash

Publications

Other sources

From reserves

From reserves deposited with Education Fund




LEAGUE OF WOMEN VOTERS PROéRAm MAKING - ROUND TWO
OF MINNESOTA

PHONE (612) 224-5445
—) 555 WABASHA e ST PAUL, MINNESOTA 55102

To: Local Leagues
From: Mary Watson, Chairman, State Program-Making Committee
Date: March 15, 1977

A disappointingly small number of Leagues - 30 - participated in the program sugges-
tions in time for them to be reviewed by the State Program-Making Committee. All but
three Leagues wanted to retain present positions; these three Leagues wanted a re-study
of the process cf amending the Constitution. Nine Leagues strongly recommended no new
program study be adopted - indicating the greatest unanimity of opinion. There was
great interest in Minnesota's energy problems and alternative sources of energy. A
study of the Human Rights Department, Library Funding, Voter Registration, Full or
-Part~time Legislature, and Consolidation of School Districts were of next greatest

interest.

The State Board recommends that no new program be adopted for 1977-79 and that present
positions be retained. Minnesota's energy needs and alternative energy sources can be
supplied as up-date material with no consensus required.

' One League has indicated that no new program has a negative sound; other LL's indica-
ted that even though they don't want a new program, they do want up-dates in many pro-
gram areas. If the program load has seemed heavy, this could be a biennium,of up-dates
and new information for lively meetings. No new program does not mean inertia and
stagnation; it does mean deeper exploration on present program and a chance to explore
the interrelationships.

Criminal Justice (includes Corrections and Judiciary)

Support of a correctional system responsive to the needs of the individual
offender and of society;

Support of a judicial system with the capacity to assure a speedy trial and
equal justice for all;

Support of sentencing decision based on circumstances in relation to the
crime, the offender and the effect on public safety. These decisions
are to be made by the judge with legislative guidelines.

Natural Resources (formerly Environmental Quality)

Support of measures to reduce generation of solid waste;

Support of an overall land use plan with maximum cooperation and implementa-
tion at the regional and local level, with state help in developing and
exercising land use management, with opportunity maximum local decision
making and with regional planning and regulation for matters of more than
local concern.

Human Resources/Equality of Opportunity
Support of policies to insure equality of opportunity in employment, housing,
public accommodations, education, and other public services for all persons.
Support o6f administrative enforcement of anti-discrimination laws. Support
of state responsibility for and responsiveness to Indian citizens.

Education

Support of increased state responsibility in creating equal public educational
opportunities for all Minnesota children through measures to correct racial

(Over)
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Program Making
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League of Women Voters of Minnesota, 555 Wabasha, St. Paul, Minnesota 55102 - March, 1977

SECOND ROUND PROGRAM MAKING °
(Return to state office by April 25, 1977)
' No. of members
League of Women Voters of participating

. We accept the March, 1977, lst round Program Recommendations without additional changes.

Yes No

. We want to change the March, 1977, lst round Program Recommendations as follows:
(See Program for Action 1975-77 for full statement of position.)

CORRECTIONS:

JUDICIARY:

ENVIRONMENTAL QUALITY:

EQUALITY OF OPPORTUNITY:

EDUCATION:

ELECTION LAWS:

ORGANIZATION OF STATE GOVERNMENT:
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FINANCING GOVERNMENT:

We propose a new study: (This must be an item(s) from the non-recommended listing on
page 2 and 3 of attached material. If it expands one of the items on the other side
of this page, it should be listed there and not under this classification.)

(If more space is needed, please attach additional sheets to this.)




This is not going on DPM
March 1977

TO: Local League Presidents

FROM: Organization Division:*

RE: Basic information for office records

We request your help and cooperation in completing the enclosed form as soon as
possible after your annual meeting so that our records may be brought up to date.

Please type or print the information requested so that it is easy to read and
attach a copy of your League's adopted budget for fiscal year 1977-78.

After National Council, a packet of materials will be sent to all Leagues containing
information on national subscriptions services, where to send bulletins and other
publications, & national board list and other useful information.

Again, thank you for taking the time to complete the enclosed form.

TO BE RETURNED:

il) Names and addresses of president and treasurer.

2) Adopted local budget for 1977-T8.




League of Women Voters of the U.S. This is not going on DPM
1730 M Street, N.W. March 1977
Washington, D.C. 20036

PLEASE SEND THE FOLLOWING INFORMATION TO THE NWATIONAL OFFICE AS SOON AS POSSIBLE.
THANK YOU.

Information for National Mailings/Adopted Budget

League of Women Voters of

(Community) (State)

Office Address:
(¢f applicable) (Street Address or Box No.)

7y . (State)

Office Telephone (Zf applicable):

(Area Code) ( Number)

Even if there are no changes in officers at this year's annual meetings please
complete this information for president and treasurer.
1) PRESIDENT: pios—
Mrs. (First Name) (Middle) (Last Name)
Mr.
Designat ion:

Spouse's Name (if applicable):

Address:

(Street Address or Box lo.)

(City) (State)

Telephone:

(Area Code) (Number)

-

Where do you want mail sent? Office 5”::] Home [—*“j

Other 1’ """""‘
M (Street addreas or Box No.)

(City) (State) (Zip)
Mat. .
TREASURER: 55 _
MEs e (First Name) (Middle) (Last Name)
No designation

Spouse's Name (Zf applicable):

(Street Address or Box No.) (City) (State) (Zip)
If changes in names and addresses of president and treasurer occur during the year,
please notify both the state board and the national office immediately.

3) BUDGET: Pleast attach a copy of your League's adopted budget for fiscal year
1977-78.




This is not going on DPM

March 1977

TO: ILO Presidents

FROM: Organization Division

RE: Basic Information for Office Records

Wle request yocur help and cooperation in compieting the enclosed form
as soon as possible after your annual meeting so that our records may
be brought up to date.

Please type or print the information requested so that it can be read
easily.

Thank you for taking the time to send us this important information.




League of Women Voters of the U.S. This is not going on DPM
1730 M Street, N.V.
Washington, D.C. 20036 March 1977

PLEASE SEND THE FOLLOWING INFORMATION TO THE NATIONAL OFFICE AS SOON AS POSSIBLE.
THANK YOU.

Information for National Mailings/Adopted Budget

League of Women Voters of

(County, Area or Region) (State/s)

Office Address:

(Street Address or Box No.)

(City) (State) (Z1p)

Office Telephone (<f applicable):

(Areq Code) ( Number)

Even if there are no changes in officers at this year's annual meeting, please
complete the information for president and treasurer.
Ms.
1) PRESIDENT: Miss
ﬁ;s'm-- (Firet Name) (Middle) (Last Name)
No Designation

Spouse's Name (Zf applicable):

Home Address:

(Street Address or Box No.)

(City) (State)

Home Telephone:

(Area Code) (Number)

Where do you want your mail sent? Office { [ Home [_{

Other]::]

(Street Address or Box No.)

(City) (State) (Zip)

AT

TREASURER: Miss
Mrs. -

Mpd i (First Neame) (Middle) (Last Name)

No Designation

Spouse's Name (Zf applicable):

(Strect Address ov Box Wo.) (City) (State) (Zip)

If changes in names and addresses of president and treasurer occur during the year
please notify both the state board and the national office immediately.

t ]

3) BUDGET: Please attach a copy of your League’s adopted budget for fiscal year
1977-78.




PROPOSED BYLAW AMENDMENTS

LEAGUE OF WOMEN VOTERS STATE CONVENTION 1977

OF MINNESOTA

PHONE (612) 224-5445
555 WABASHA e ST PAUL, MINNESOTA 55102

To: Local Leagues
From: State Bylaws Committee: Barbara Jones, Mary Watson, Laurel Mueller

Date: March 18, 1977

The following proposals are submitted to you for your consideration and approval at
convention. They were discussed and approved, with one exception, at the state Board
meeting of February 8, 1977. Most of these alterations are "housekeeping'" details
suggested by the "Revised Standard Bylaws for State Leagues," July, 1976, received
from LWVUS. This type of change is noted by an asterisk. These proposals will not
be discussed separately at convention, except as clarification is requested by dele-
gates. Those changes of a substantive nature have no asterisk and are followed by a
comment on the reasons for the desired change. One non-recommended bylaw change is
jncluded at the conclusion of this listing.

Recommended: parenthesis ( ) indicates deletions
underlining indicates amendments.

t Apticle II, Section I. Purpose. The purpose of the League of Women Voters of Minne-
sota (shall be) is to promote political responsibility through informed and active
participation of citizens in government and to act on selected governmental issues.

Article III, Section 2. How Composed. The League of Women Voters of Minnesota shall
be composed of members of the League of Women Voters of the United States who are
a) enrolled in recognized local Leagues within the state, (and of) or b) enrolled
_ as members at large of the League of Women Voters of (the United States residing
- within) Minnesota.

Section 3. Types of Membership. a). Voting members shall be those
citizens at least 18 years of age who are enrolled in recognized local Leagues or
the state League.

b) Associate members shall be all other members who are enrolled in recognized
local Leagues or the state League.

c) Members-at-large shall be members who reside outside the area of and are not
enrolled in (a recognized) any local League. They shall pay annual dues of
(%$15.00) $20.00.

d) Life membership may be granted to any votine member of the League of Women Vo-
ters who attains 50 years as a member of the LWVUS. No further dues will be col-
lected and all privileges will be retained as a voting member.

Iy -

% Article IV, Section 1. - Enumeration and Election of Officers. The officers of the

League of Women Voters of Minnesota shall be a president, a first vice-president,
a second vice-president, a secretary and a treasurer. They shall be elected by
the convention and shall hold office until the conclusion of the next regular bi-
ennial convention or until their .successors have been elected and qualified.

Section 2. The President. The president shall preside at all meetings
of the (corporation) organization and of the Board of Directors unless (she)
the president shall designate (someone) another person to preside. (in her stead.)
(She) The president may, in the absence or disability of the treasurer, sign or
endorse checks, drafts or notes. (She) The president shall be, ex officio, a mem-
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ber of all committees except the nominating committee and (She) shall have such
usual powers of supervision and management as may D@rfaln to the office of the
president and perform such other duties as may be designated by the Board.

Section 4. The Secretary. The secretary shall keep minutes of (all) con-
vention(s), (and) council(s) (of the League) and of (all) meetings of the Board of
Directors. The secretary shall notify all officers and directors of their elec-
tion and (She) shall sign with the president all contracts and other instruments
when so authorized by the Board and shall perform such other functions as may be
incident to (her) the office.

Section 5. The Treasurer. The treasurer or (her) a duly appointed assis-
tant, shall (bill) cocllect and receive monies due, and be the custodian of these
moneys, (shall deposit) depositing them in a bank designated by the board of direc-
tors, and disbursing the same upon order of the board of directors. (She) The
treasurer shall present periodic statements to the board at its regu‘av meetings
and annual report including a report of the League of Women Voters of Minnesota
Reserve Fund, to the convention or council. The books of the treasurer shall be

audited annually.

Article V, Section 1. Number, Manner of Selection and Term of 0ffice. The Board of
Directors shall consist of the officers of the Le: Women Voters of Minneso
eight elected directors and not more than eight app directors. Etec.

Section 2. Qualifications. No person shall be elected or appointed or
shall continue to serve as an officer or director of this corporation unless this
person (she) is a voting member enrolled in a local League of Women Voters in the
State of Minnesota.

Section 3. Vacancies. Any vacancy other than in the office of the presi-
dent (by reason of resignation, death or disqualification of an officer or elected
member shall) may be filled, until the next convention, by a majority vote.of the

remaining members of the Board of Directors.

Section 4. Powers and Duties. The Board of Directors shall have full charge
of the property and business of the corporation with full power and authority to
.manage and conduct the same, subject to the instructions of the convention. The
Board shall plan and direct the work necessary to carry out the program on selected
(state) governmental (matters) issues as adopted by the convention. It shall
responsibility delegated to it by the Board of Directors of the LWVUS for the or-
ganization and development of local Leagues, guidance of inter-League organizations,
for the carrying out of program, and for promotion in the local Leagues of finance
programs requisite to further the work of the League as a whole including trans-
mission of funds toward the support of ;ﬁm"wauw state and national budgets. The
Board shall create and designate such special committees as it may deem necessary.

Article VI, Sec. 1. b) (When there is, in any community in the state, a group of mem-
bers of the LWVUS which meets the recognition standards for local Leagues as adopted
at the national convention and by the Board of Directors of the LWV of Minnesota,
the Board of Directors of the LWV of Minnesota shall recommend to the national
Board that recognition be granted. When such recognition is granted, the local
League shall become an integral part of the LWVUS and the LWV. of Minnesota.)

Sec. 1. b) The Board of Directors shall recommend to the National Board
of the LWVUS that it recognize as a local League any group of members of the LWVIS
in any community within the state provided the group meets qualifying standards
for local Leagues as adopted by the national convention.

Sec. 1. c¢) (When a local League recurrently fails to live up to the recog-
nition standards, the Board of Directors shall recommend to the national Board that
recognition be withdrawn. Final action reésts with the Board of Directors of the
LWVUS. All funds held by a local League from which recognition has been withdrawn
shall be paid to the LWV of Minnesota.)
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Sec. 1. .c) In the event of recurring failure of a local League to meet
these qualifying standards, the Board of Directors af the LWV of Minnesota may
recommend to the national Board that it withdraw recognition from the local League.
All funds held by a local League from which recognition has been withdrawn shall
be paid to the LWV of Minnesota.

Sec. 2. b) .The Board of Directors of the LWV of Minnesota has responsibil-
ity for the establishment of new Leagues. -For this purpose the Board may organize
a group (of women) in a community in which no local League exists and shall (recog-
nize) recommend the group for recognition as a provisional League to the LWVUS when
it meets thke (recognition) quallfylng standards for provisional Leagues adopted by
the national convention.

Sec. 2. c¢) (The Board of Directors shall withdraw recognition from a
provisional League for recurring failure to meet the standards for recognizing a
provisional League or for failure to progress toward recognition as a local League.
All funds held by a provisionc.l League from which recognition has been withdrawn
shall be »>zid to the LWV of Minnesota.) .

Sec. 2. c¢) In the event of recurring failure of a provisional League to
meet these quilifying standards, the Board of Directors of the LWV of Minnesota
may recommend to the national Board that it withdraw recognition from the provi-
. sional League. All funds held by a provisional League shall be paid to thé LWV
of Minnesota.

Article VII, Sec. 2. Budget. The Board shall submit to the convention or council

for adoption a budget for the ensuing fiscal year. This budget shall provide for
the support of the (LWVUS as well as for the) ® state League. A copy of the pro-
posed budget shall be sent to each local League prc¢sident at least three months
in advance of the convention and two months in advance of council.

* State pledges remain in effect through fiscal 1977-78.

Sec. 3. Budget Committee. The budget shall be prepared by a committee
which shall be appointed for that purpose at least six months in advance of the
convention or council. The treasurer shall be ex officio a member of the Budget
Committee but shall not be eligible to serve as a (chairman) chairperson.

Sec: 4. Distribution of Funds on Dissolution. In the event of a disso-
lution for any cause of the LWV of Minnesota, all monies and securities which may
at the time be owned by or under the absolute control of the LWV of Minnesota
shall be paid to the LWVUS, after the board of directors has paid or made provision
for the payment of all the liabilities of the LWV of Minnesota. All other property
of whatsoever nature, whether real, personal, or mixed which may at the time be
owned by or under the control of the LWV of Minnesota shall be disposed of by
any officer or employee of the organization having possession of same to such per-
son, organization, or corporation for such public, charitable or educational uses
and purposes as may be designated by the then (Board of Directors of the) LWV of
Minnesota.

Article VII, Sec. 1. Place, Date, Call (and Notification). A convention of the LWV

of Minnesota shall be held biennially at a (The) time and place (of the convention
shall) to be determined by the Board of Directors of the LWV of Minnesota. The
president shall send a first call for the convention to the presidents of the local
Leagues not less than four months prior to the opening date of the convention

fixed in said call. Thereafter the Board of Directors may advance or postpone

the opening date of the convention by not more than two weeks. (from the date fixed
in the first call.) A final call for the convention shall be sent to the presidents
of the local Leagues at least two months before the opening date of the convention.

Sec. 4. Representation. (The members of the League of Women Voters of
the United States who are organized into recognized local Leagues in the state of
Minnesota shall be entitled to two delegates for up through the first twenty-five




b

members and one delegate for every twenty-five additional voting members or major
fraction thereof belonging to said local League on January lst of said year. The
record in the state office of paid-up voting members shall determine the official
membership count for this purpose.)

Sec. 4. Representation. The members of the LWVUS who are organized into
recognized local Leagues in the state of Minnesota shall be entitled to voting
representation in the convention as follows: Each local League shall be entitled
to—{ige delegates in addition to the president of the local League or an alternate
in the event the president is unable to attend; thi%*7additional delegatesshall be
chosen by the local League. The members in each local League having more than
twenty-five voting members shall also be entitled to one additional delegate for
each additional twenty-five members or major fraction thereof, belonging to said
local League on January lst ﬁ“ said year. The record in the state offi of paid
voting members as of January lst of said year shall determine the official member-
ship count for

Sec. 5. (Authorization for Action.) Powers. The convention shall con-
sider and authorize for action a program, shall elect officers and directors, shall
adopt a budget for the ensuing fiscal year, and shall transact such other business
as may be properly presented. '

Article IX, Sec. 1. Place, Date, and Call (and Notification) A meeting of the coun-
cil shall be held in the interim year between conventions, ro xlm@1ely twelve
months after the preceding convention at a (The) time and r e the meeting
shall) to be determined by the Board of ectors of the L}
mal call shall be sent by the president of the LWV of Mi
of the local Leagues in Niﬂq:igéi at least thirty days before e

a council meeting. Special meetings may be called in the event of extreme eme
gency.
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1 and 2.)

Artlcle XI, Section 3. Convention Action. (c) Recommendations of changes submitted
by local League Boards and received by the Board of Directors at least three weeks
before the opening of the convention ahall be considered by the Board prior to the
convention at which time the Board may change the proposed program. Such changes
may not be voted on by the convention on the same day on which they are proposed.)

Comment: This would eliminate the second-round suggestions. This second round

has not provided substantive suggestions for the past few years. Elimination of
this step would not affect first-round proposals and would put us in conformity

with national procedures for program making.

Section 3. e) Any recommendation for the program submitted to the Board
of Directors at least three months before the convention but nct (proposed)
recommended by the Board, may be adopted by the convention provided consideration
is ordered by a majority vote and on the following day the proposal for adoption
receives a (three-fifths) majority vote.

Comment: A majority vote would seem to be adequate, even for a non-recommended
item and would be in conformity with national procedures.

Section 6. Local League Action. Local Leagues and inter-League organiza-
tions may take action on state governmental issues only when authorized to do so
by the Board of Directors of the LWV of Minnesota. Local Leagues may act only in
conformity with, and not contrary to, a position taken by the League of Women Voters
of Minnesota and/or the LWVUS.

* Article XIV, Sec. 1. Amendments. (Amendments to these bylaws may be proposed by any
League Board, provided such proposed changes shall be submitted to the Board of
Directors at least three months prior to a convention. All such proposed amend-

ments shall be sent by the Board to the presidents of all local Leagues at
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least two months prior to a convention together with the recommendations of the
Board of Directors. The presidents of all local Leagues shall notify the members
of their respective Leagues of the proposed amendments. The failure of a local
League president to give such notice or failure of any members to receive such
notice shall not invalidate amendments to the bylaws. Amendments shall be adopted
by a two-thirds vote at any convention.)

Sec. 1. Amendments. These bylaws may be amended by a two-thirds vote
at any convention of the LWV of Minnesota, using the following procedures: a) Pro-
posals for changes shall be submitted by any local League board in Minnesota to
the Board of Directors of the LWV of Minnesota at least three months prior to the
opening date- of the convention. b) All such proposed amendments together with the
recommendations of the Board of D 2tors of the LWV of Minnesota shall be sent to

the presidents of local Leagues two months to the opening date of the conven-
tion. c¢) The presidents of the local Leagues shall notify the members of their
respective Leagues of the proposed amendments. Failure of a local League president

to give such notice or failure of any member to receive such notice shall not
invalidate amendments to the bylaws of the LWV of Minnesota.

Not recommended:
Article XI, Sec. 2. b) those state governmental issues chosen for concentrated study
and action with the provision that the local Leagues affected by the action must
be notified one month prior to such action.

Comment: This does not seem to be an appropriate position for this type of amend-
ment. A literal interpretation of its content would prohibit almost any action.
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LEAGUE OF WOMEN VOTERS OF MINNESOTA TO:  poarders/Energy Committee

555 WABASHA * ST. PAUL, MINNESOTA 55102
PHONE: (612) 224-5445 FROM: H.H.

SUBJECT: Accounting for Grants

M E M O DATE: October 11, 1877

Attached is the financial report form for Education Fund grants and the time sheet
we need to use to justify our reports. I am well aware of your detestation of
"keeping tpack" of time, miles, etc., but we have no choice if we are serious about
the grant business. We are a business, not a ladies club, so let's start acting
1ike one. Shed that "I'm only a volunteer, female" mentalityy: start thinking like
the people you want to get money from.

Thank you.



(Date)
LEAGUE OF WOMEN VOTERS EDUCATION FUND
1730 M STREET, N.W.
WASHINGTON, D.C. 20036

FINANCIAL REPORT FOR EDUCATION FUND GRANT

TO: League of Women Voters Education Fund

FROM: League of Women Voters of

The following is a final financial report of the grant made for expenses

incurred in connection with
(Name of Project)

Education Fund Grant . . . . . , . . $

5% Education Fund Administration Fee $

INCOME . EXPENSES

Total Income from Education Fund $ Printing

Other Income (if any) Distribution
Promotion
Other
Volunteer's

Expenses

Office

Typing & Overhead
including rent,

utilities, phone
and supplies

$

Please send this report and three copies of any material published in
connection with this project to the Education Fund not later than two

months after completion of the project for which the grant was awarded.




TIME SHEET

NAME:

Committee:

WEEK OF:

ESTIMATED TOTAL MONTHLY HOURS CONTRIBUTED




LWVUS ORG. DIV. 10/78

for state League leaders Disbandment

It is painful for all concerned to have to consider disbanding a local or
provisional League. However, when the persistent efforts of state and local
boards to strengthen a faltering League have failed, disbandment is often the
only practical alternative and should be approached without feelings of gquilt
or failure on either side.

The formal procedure for disbandment is in itself straightforward. It requires:
B A notice to the membership of a meeting to discuss and vote on disbandment.
m A vote from the membership to disband (those absent are considered to concur).

B A written request from the state board to the national board that recognition
be withdrawn. This letter should give a full account of the situation and
include not only the reasons for disbandment but a report of the state League's
efforts to save the League.

m Transfer of funds remaining in the local League treasury to the state League
(see Article VI, Section 2, National Bylaws).

mWritten notice from the LWVUS president that withdrawal of recognition has
taken place. (Allow up to four weeks for national office processing of dis-
bandment requests.)

To complete the closing-out process, the state board offers state League member-
ship-at-large to all members of the disbanded League. As a gesture of courtesy,
members of the disbanded League are sent one more issue of the National VOTER
before their names are withdrawn from the LWVUS files.

Of course, much soul searching on the part of both the local League and state
board goes on before these formalities take place. Would it be better to keep
going a little longer in the hope that new leadership might come forward? Does
the importance of having a League group in the community override the fact that
it is not doing its full job? |Is there some basis of reorganization for survival
that has been overlooked? How much time and money can the state League afford

to put into the rescue operation without endangering other projects? When honest
answers to hard questions indicate that the local League will not be able to meet
recognition standards in the foreseeable future, the local board should be asked
to call their members together to vote for disbandment. |f the local board is
unwilling to take on this responsibility, the state board should call the meeting
and so notify the local members. |In either case, the notices sent to each member
should clearly state the purpose of the meeting and include a reminder that ab-
sence constitutes a silent vote for disbandment.

The atmosphere of defeat a disbandment often leaves behind can be minimized if
everyone bears in mind that new Leagues can and do rise from the ashes of old ones.
Though the process takes time, community conditions do change; new sources of lead-
ership appear; an issue emerges and people get behind the idea that the League of
Women Voters is the organization to do something about it. For these reasons the
state board should maintain contact with former local members and watch for signs
that the moment has come to take out their copies of Grow: A Guide to Organizing
New Leagues (Pub. #263, $1.50) and rebuild.




LWVUS ORG. DIV. 10/78

for state League leaders ILOs

The ILO Defined:

The term Inter-League Organization is used exclusively to describe groups of

local Leagues that are formally recognized by the LWVUS within a county, metro-
politan area or region and that deal on a continuing basis with governmental issues
within the scope of those jurisdictions, under commonly chosen bylaws, program,
budget and officers.

A number of ILOs also service their local Leagues by coordinating public re-
lations, voters service or state and national program work. Others take on
fundraising functions. However, their unique trademarks are their direct re-
lationship with the national organization and the sustained cooperative work
they do on mutually selected program issues.

Because of the immense variation among metropolitan areas and regions, a corre-
sponding flexibility exists in ILO structures. As a rule, they are kept as
simple as possible and are guided by the same principles that apply to all other
League program work. This means that members participate directly in the selec-
tion, study and action phases, while leaders provide materials and general guid-
ance, interpret consensus and authorize action.

The Formation of an ILO Group:

This is how a group of local League leaders embarks on the launching of an inter-
League organization:

With the backing of their own local boards they

B Convene a meeting in the proposed ILO area to discuss the purposes for which
they wish to organize.

Develop a written outline of the proposed ILO structure based on guidelines
included at the end of this section and send it to the LWVUS as well as the
state board(s) concerned.

Get the preliminary approval of the national board. The state board(s) in-
volved in the proposed ILO grouping are also consulted,since they play an
advisory role in both the formation and maintenance of |LOs.

Appoint a temporary committee to keep affected local Leagues posted on the
development of the ILO and to act as liaison with state and national boards
as plans progress.

Keep in touch with their local League boards and membership to explain the
whys and wherefores of the proposed IL0O and elicit feedback.
If the preceding steps yield positive results, the local leaders then

B Form a committee to prepare a proposed set of bylaws, choose a temporary
chair and set up program, finance and nominating committees.

m Submit proposed bylaws and organization plans (including boundary definitions)
to the national board for review. Copies of these also go to state board(s) for




their information and so they may forward comments or recommendations that will
assist the national board in its review.

It should be noted that it takes 4 to 6 weeks for the LWVUS to process a request
for authorization to function as an ILO. When this authorization is received,
the temporary chair and the program, finance and nominating committees follow
the procedures outlined in the ILO's proposed bylaws to prepare for an organiz-
ing meeting with all the local Leaqgues in the new alliance.

At this meeting participants

B Adopt bylaws, program and budget.

B Elect officers.

After this meeting the new officers

® Notify the LWVUS and the state League(s) of the action taken at the organiz-
ing meeting.

® Send copies of adopted bylaws and information on officers, program and budget to
the LWVUS, the state League(s) and the local Leagues.

The ILO is now officially in business and ready to function.

Some Guidelines for |LOs:

1. The major purpose of an Inter-League Organization is to serve as a means
through which its members may select, study and take action on governmental
problems and issues that are county-wide, regional or metropolitan in scope.
Other League activities such as county, regional or metropolitan-wide voters
service, fundraising, public relations or state and national program meet-
ings, may be added to the responsibilities of the ILO. Care should be taken,
however, to include these activities only when there is a real reason for
handling them on an inter-League basis.

All Leagues in a county, region or metropolitan area are considered part of
the 1L0'where the bylaws are accepted by a majority of the Leagues and the
Leagues making up that majority also represent a majority of the members
within the ILO's proposed boundaries.

Once an ILO is fully formed, its board is chosen the same way state and local
board members are elected and appointed; this includes nominating committee
presentation of a slate at the Inter-League Organization convention or an-
nual meeting. Members of an inter-League board are selected because they
are the best qualified persons in the area to carry on the business of the
organization. They do not serve as representatives of their local Leagues.
Small boards suffice for many ILOs. |In fact, they may often have fewer

board members than local Leagues do.

Program on county, regional or metropolitan items is also selected by local
League delegates to the ILO's convention or annual meeting. The number of

delegates allowed from each League is based on the size of their membership
just as it is for state and national conventions. The usual League program
making process is followed as well.




An 1LO program item has the status of a local item and a local League may
choose it as a program priority.

The study phase of an ILO program item is carried out by a resource com-
mittee drawn from the local Leagues. This committee prepares materials
and recommends timing. Final approval is the responsibility of the ILO
board, which also receives and evaluates member agreement/consensus reports
from the local Leagues.

Position is determined by the board of the I1LO. Evaluation procedures
parallel those followed at all levels of League work. Each ILO board will
want to establish procedures for analysing member agreement/consensus that
are best suited to its situation.

Action on county, regional or metropolitan issues is taken only when author-
ized by the board of the ILO. |If state legislation is required, action is
taken only with the permission of the state board. |f national action is
required the national Action chair must be consulted (see p. 15, LWVUS
ACTION Handbook, #161, $1.00).

It is recommended that the state board(s) appoint a consultant to the ILO.
This consultant should receive copies of all ILO materials including notice
of board and other Inter-League meetings. The consultant is expected to
attend these as frequently as possible.

Each ILO reports to state and national boards following the pattern set by
the LWVUS and individual state boards. Each recognized ILO is entitled to
one free President's Mailing from the national office.

Each recognized ILO is eligible to be represented at national convention by
a voting delegate. Some states also allow an ILO voting delegate at state
conventions.

Permission for variances in ILO structure and procedures may be granted by
the national board as long as provision is made for member input and gen-
eral democratic procedures.

A Last Word - Communications:

Nothing is more important to the achievement of an ILO's goals than keeping its
constituent boards and members and the appropriate state board(s) informed about
study and action on ILO issues. There will be times when it's a real challenge
to let every League level involved know what's going on, but such efforts will
pay off in successful management of the ILO's purpose and responsibilities. Be-
cause communication is a two-way street, the state League(s) also have a respon-

sibility to make sure they know what's going on and that their reactions reach
the ILO board.
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for state League leaders ILOs

The ILO Defined:

The term Inter-League Organization is used exclusively to describe groups of

local Leagues that are formally recognized by the LWVUS within a county, metro-
politan area or region and that deal on a continuing basis with governmental issues
within the scope of those jurisdictions, under commonly chosen bylaws, program,
budget and officers.

A number of ILOs also service their local Leagues by coordinating public re-
lations, voters service or state and national program work. Others take on
fundraising functions. However, their unique trademarks are their direct re-
lationship with the national organization and the sustained cooperative work
they do on mutually selected program issues.

Because of the immense variation among metropolitan areas and regions, a corre-
sponding flexibility exists in ILO structures. As a rule, they are kept as
simple as possible and are guided by the same principles that apply to all other
League program work. This means that members participate directly in the selec-
tion, study and action phases, while leaders provide materials and general guid-
ance, interpret consensus and authorize action.

The Formation of an ILO Group:

This is how a group of local League leaders embarks on the launching of an Inter-
League organization:

With the backing of their own local boards they

B Convene a meeting in the proposed ILO area to discuss the purposes for which
they wish to organize,

m Develop a written outline of the proposed ILO structure based on gquidelines
included at the end of this section and send it to the LWVUS as well as the
state board(s) concerned.

Get the preliminary approval of the national board. The state board(s) in-
volved in the proposed ILO grouping are also consulted,since they play an
advisory role in both the formation and maintenance of ILOs.

Appoint a temporary committee to keep affected local Leagues posted on the
development of the ILO and to act as liaison with state and national boards
as plans progress.

Keep in touch with their local League boards and membership to explain the
whys and wherefores of the proposed ILO and elicit feedback.
If the preceding steps yield positive results, the local leaders then

B Form a committee to prepare a proposed set of bylaws, choose a temporary
chair and set up program, finance and nominating committees.

B Submit proposed bylaws and organization plans (including boundary definitions)
to the national board for review. Copies of these also go to state board(s) for




their information and so they may forward comments or recommendations that will
assist the national board in its review.

I't should be noted that it takes 4 to 6 weeks for the LWVUS to process a request
for authorization to function as an ILO. When this authorization is received,
the temporary chair and the program, finance and nominating committees follow
the procedures outlined in the ILO's proposed bylaws to prepare for an organiz-
ing meeting with all the local Leagues in the new alliance.

At this meeting participants

B Adopt bylaws, program and budget.

B Elect officers.

After this meeting the new officers

B Notify the LWVUS and the state League(s) of the action taken at the organiz-
ing meeting.

® Send copies of adopted bylaws and information on officers, program and budget to
the LWVUS, the state League(s) and the local Leagues.

The ILO is now officially in business and ready to function.

Some Guidelines for |LOs:

I. The major purpose of an Inter-League Organization is to serve as a means
through which its members may select, study and take action on governmental
problems and issues that are county-wide, regional or metropolitan in scope.
Other League activities such as county, regional or metropolitan-wide voters
service, fundraising, public relations or state and national program meet-
ings, may be added to the responsibilities of the ILO. Care should be taken,
however, to include these activities only when there is a real reason for
handling them on an inter-League basis.

All Leagues in a county, region or metropolitan area are considered part of
the ILO'where the bylaws are accepted by a majority of the Leagues and the
Leagues making up that majority also represent a majority of the members
within the ILO's proposed boundaries.

Once an ILO is fully formed, its board is chosen the same way state and local
board members are elected and appointed; this includes nominating committee
presentation of a slate at the Inter-League Organization convention or an-
nual meeting. Members of an inter-League board are selected because they
are the best qualified persons in the area to carry on the business of the
organization. They do not serve as representatives of their local Leagues.
Small boards suffice for many ILOs. |In fact, they may often have fewer

board members than local Leagues do.

Program on county, regional or metropolitan items is also selected by local
League delegates to the ILO's convention or annual meeting. The number of

delegates allowed from each League is based on the size of their membership
just as it is for state and national conventions. The usual League program
making process is followed as well.




An ILO program item has the status of a local item and a local League may
choose it as a program priority.

The study phase of an ILO program item is carried out by a resource com-
mittee drawn from the local Leagues. This committee prepares materials
and recommends timing. Final approval is the responsibility of the ILO
board, which also receives and evaluates member agreement/consensus reports
from the local Leagues.

Position is determined by the board of the ILO. Evaluation procedures
parallel those followed at all levels of League work. Each ILO board will
want to establish procedures for analysing member agreement/consensus that
are best suited to its situation.

Action on county, regional or metropolitan issues is taken only when author-
ized by the board of the ILO. |If state legislation is required, action is
taken only with the permission of the state board. |If national action is
required the national Action chair must be consulted (see p. 15, LWVUS
ACTION Handbook, #161, $1.00).

It is recommended that the state board(s) appoint a consultant to the ILO.
This consultant should receive copies of all ILO materials including notice
of board and other Inter-League meetings. The consultant is expected to
attend these as frequently as possible.

Each ILO reports to state and national boards following the pattern set by
the LWVUS and individual state boards. Each recognized ILO is entitled to
one free President's Mailing from the national office.

Each recognized ILO is eligible to be represented at national convention by
a voting delegate. Some states also allow an ILO voting delegate at state
conventions.

Permission for variances in ILO structure and procedures may be granted by
the national board as long as provision is made for member input and gen-
eral democratic procedures.

A Last Word - Communications:

Nothing is more important to the achievement of an ILO's goals than keeping its
constituent boards and members and the appropriate state board(s) informed about
study and action on ILO issues. There will be times when it's a real challenge
to let every League level involved know what's going on, but such efforts will
pay off in successful management of the ILO's purpose and responsibilities. Be-
cause communication is a two-way street, the state League(s) also have a respon-

sibility to make sure they know what's going on and that their reactions reach
the ILO board.
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for state League leaders MALs

Members and Units-at-Large:

Members-at-large shall be members who reside outside the area of, and are not
enrolled in, any local League. Such members shall pay annual dues to the state
League if one has been recognized in the state where they reside. Otherwise,
such members shall pay annual dues to the national treasurer.

(LWVUS Bylaws, Article 111, Sec. 2c)

Voting members shall be those citizens at least 18 years of age who are enrolled
in recognized local or state Leagues.

(LwvUS Bylaws, Article 111, Sec. 2a)

The last decade has seen rising League interest in the concept of membership-at-
large. In 1966, 526 individual MALs were on record, only a few of them organized
into state unit-at-large groups. By January 1978, the count of individuals was
1,376 and 49 units-at-large were reported by state Leagues. Originally, the MAL
was an accidental phenomenon triggered by a person's wish to retain membership

in the organization when moving to an area that had no local League, or when re-
maining in a community where one had been disbanded. Now the member-at-large

is being recruited in many states and there is even an active LWVUS unit-at-
large halfway across the world in Hong Kong.

Opportunities for involvement in carrying out League goals are more restricted
for isolated members-at-large. They can keep informed on League program issues
and the action being taken on them or respond to calls for action issued to the
general membership, but actual participation in the life of the organization is
limited. For such members and the League as a whole the unit-at-large structure
offers wider possibilities.

Let's look at how it works. One reason for the increasing popularity of the
unit-at-large is that most communities large enough readily to support a League
have already been ''colonized,' while the need for a League presence in less devel-
oped or remote areas is felt by both the communities themselves and the state League.
In such places the unit-at-large offers members a structure in which they can inter-
act as a group, while the state board gets a beachhead, operating under its

direct guidance, which could eventually become the nucleus for a provisional

local League. Since numerical, structural, programmatic and financial standards
are relatively relaxed, the state gets an excellent return for its organizational
investment. It gains time to assess whether a large enough population and in-
terest base exist to support a local League, time to identify a cadre of local
leaders able to carry out the tasks of further development, time to plan the
allocation of resources needed at both state and local levels if a provisional
League is to be launched. Even if the group never evolves further, time is not
wasted, since it will continue to perform its valuable function as an adjunct of
the state League.

A unit of MALs can also come into being as the result of the disbandment of a
local League. Such a unit can help nourish the surviving members' interest in
the League, but experience has shown it lacks the drive of an MAL group work-=

ing to full potential or one with promotion to provisional League status in mind.
Morale is low in the wake of disbandment and the dissatisfactions that contrib-
uted to its demise are likely to haunt the unit as well. In communities where
prognosis is good for renewed local League presence, the state board should con-
sider letting the ashes of the old League cool completely before laying kindlina




for a new one. Rather than encourage a unit-at-large, it is probably wiser
merely to maintain communication with individual MALs until that time arrives.

As an effort to avoid disbandment, some state boards have ''reorganized'' a found-
ering local League as a unit-at-large, but here, too, morale is likely to cause
problems. A group may think that shedding the responsibilities of a fully re-
organized local League will be restorative, forgetting the privileges it also
stands to lose. While demotion can relieve pressure it inevitably does so at

the expense of the group's sense of involvement, prestige and usefulness. State
boards choosing this kind of option must therefore exercise the greatest care both
to preserve the positive image of a member-at-large grouping and its identity as

a structure apart from that of the local League.

Because the idea of League membership=at-large has developed informally in
response to a variety of situations and needs, guidelines for the establishment
and governanceof units-at-large can only be stated in general terms. Contact be-
tween LWVUS overseas MALs, for instance, consists mainly of a written exchange
between the group and members of the Organization Committee board and staff.

In states like Alaska, New Mexico, Arizona or Texas, on the other hand, units-
at-large are important components of state League structure. Here are some ideas,
based on guidelines produced by states with the greatest number of MALs, on
organizing, servicing and utilizing members-at-large.

Starting From Scratch

Most states receive Inquiries every year from individuals interested in seeing a
League established in their communities. Maybe there is not enough tinder to
fan into a provisional League, but there could be the makings of a unit-at-large.
There are a number of ways to go about developing a unit. For instance:

B The LWV of Alaska sends information on unit structure as soon as 3 or 4 in-
dividuals in a community have joined the state League as members-at-large;
when the number grows to 5 or more, it strongly urges them to consider this
possibility. |f the group's reaction is favorable, an application is filled
out for recognition as a unit-at-large. The state board then appoints an ad-
visor to hold exploratory meetings with the group and to help it get organized.

The LWV of Texas is another state League that has actively encouraged the for-
mation of units-at-large. In 1976 a contest was held and special recognition

given at state convention to the member-at-large bringing in the most new mem-
bers.

The LWVs of Arizona and New Mexico, among others, produce special flyers to
recruit members-at-large and encourage the formation of units.

All states that deal with the at-large member in any sizeable number publish
information and guidelines on the functioning of MALs. State Leagues have

also increased efforts to keep members in areas where a League has disbanded by
designing individualized letters urging continued association with the League
through ‘the MAL connection. At a time when increasing membership is a number
one |eague priority, this source of recruitment certainly deserves serious board
consideration.

Keeping In Touch:

Because individual MALs and units-at-large are often widely scattered,_good
communication is essential. There is, of course, no replacement for in-person




contact and any state interested in active MAL involvement sees to it that units
are visited regularly and that both individual and unit members are encouraged
to attend state meetings and training sessions. As far as paper rapport is con-
cerned, every member-at-large receives the national and state Voters. A selection
of other state or national publications may also be provided by the state, as
well as guidelines describing overall League principles and procedures and

the role of the member-at-large in relation to them. Once a group of MALs has
attained the status of state unit, other written tools are supplied. A Dup-
licate President's Mailing is often ordered for the unit chair. In League

and other organizational guides, program materials, legislative newsletters,
state and national board reports are additional possibilities. Several

states distribute local League bulletins to their units-at-large to give them

a better idea of the '"big 'picture.' To assure the movement of communications

in two directions, every state having units-at-large requires written reports

on unit activities. In their simplest form, these consist of minutes from

each unit's meetings, but states have also devised specialized report forms

like the sample included here from the LWV of Washington. For members-at-
large, as for all members, a sense of being part of the whole organization's
efforts and accomplishments is a prerequisite for involvement and retention.

Nuts and Bolts--Unit Organization:

The average number of members required by a state League to set up a unit is

10 to 15. WAL and local dues patterns follow one another closely and they

are both on the way up. Whatever the amount set, it should be sufficient

to cover fully the cost of services and per member payment obligations. Mem-
bers living abroad send dues (currently $35 a year) to the LWVUS; all others
are payable to the state Leagues, who either collect them directly or empower
unit officers to forward them at specified times of year. State Leagues are
responsible for sending a per member payment for each MAL to the LWVUS. Other-
wise the financial arrangements with individual and unit members are up to

each state. Some suggest that units charge additional '""local dues'' to cover
the costs of their activities. Some return a certain dues percentage or estab-
lish petty cash funds for local use. Community fundraising under state super-
vision is encouraged and when contributors to the state League are identified
and successfully solicited with the help of the unit, a percentage of the
contribution may be returned to the unit treasury. Where a unit is particu=
larly active, the state board may help it set up an annual budget similar to
those used by local Leagues. As these examples cite, the options are varied.

The same flexibility applies to internal structure and activities. Most states
recommend that there be a chair and secretary-treasurer to direct unit affairs
and that additional portfolios be added as the need arises. All states insist

on a regular schedule of meetings and ask that a calendar be submitted once or
twice a year. Generally it is suggested that program work be limited to study-
ing the one or two state and national issues that most appeal to members. Some
form of voters service/citizen information is urged and an observer corps or a de-
tailed survey of the community may be authorized. As far as action is concerned,
individual members-at-large can only speak out on League positions as private
citizens. Units, however,are often empowered to respond as a League entity to
state action alerts and, under state guidance, some even act locally under state
and national positions. As a rule units are asked to initiate a public rela-
tions effort in their communities in order to increase League visibility and
influence and to this end may publish their own bulletins. Members-at-large
themselves serve on a number of state boards. Units are increasingly accorded
representation at conventions and councils in states where the appropriate




bylaws amendment has been made. At the discretion of the stateboard, an MAL
unit's consensus findings may also be counted in arriving at state positions.
All in all, the MAL unit's role can be as active and varied as the combined
talents and resources of its members and the state board care to make it.

The Caveats

These are few but basic. In its Guidelines for Members of State Units, the

LWV of Wisconsin summarizes the first of these clearly and forcefully:. . . A
STATE UNIT 1S NOT AN INDEPENDENT AGENT AND IT DOES NOT SPEAK FOR THE LEAGUE
UNLESS AUTHORIZED BY THE STATE BOARD. AT NO TIME MAY A STATE UNIT TAKE THE
INITIATIVE IN ITS COMMUNITY WITHOUT THE APPROVAL AND GUIDANCE OF THE STATE BOARD.

This reminder that the unit is not an independent agent emphasizes the fact that
even the best organized and well established state unit does not have the status
of a local League. Under no circumstances may a unit adopt local program. This
right belongs to the full-fledged local Leagues--a privilege earned through the
demanding apprenticeship of the provisional period and adherence to rigorous
state and national standards. The movement to increase recognition of the MAL
contribution to League work resulted in the 1976 convention decision to include
them as ''voting'' members in the National Bylaws. It is to be noted, however,
that this is only in the context of their membership in state Leagues.

The final point to keep in mind in defining the role of the member-at-large is
the directness of the relationship between this individual or group of indi-
viduals and the League level they have joined. The LWVUS has the responsibility
for servicing and guiding its overseas members, the state for its MALs and MAL
units. Though all members are equally a part of the League as a whole, it is
through the level at which they enter that their influence on the organization's

policies and philosophy is most felt.

To Sum Up

As the concept of membership-at-large has developed, the national board has
neither discouraged nor actively encouraged this alternative. Fully aware of
the special situations contributing to its growth, the LWVUS recognizes state
board authority to organize and direct MALs for maximum effectiveness so they,
too, may ''make a difference' in every community where they exist.

LWVUS Contributing Membership

Delegates to Convention '78 expanded the concept of membership-at-large
in the League through the following addition to Article Ill of the na-
tional bylaws:

e. Contributing members shall be members who join the League of Women
Voters of the United States and who are not enrolled in any local
League. Such members shall pay annual dues to the national treas-
urer. The national treasurer shall send the name, address and one-
half of dues collected to the state League recognized in the con-
tributing member's state of residence. Contributing members shall
pay annual dues to LWVUS in amount determined by the board.

The national board has set annual dues of $50 for this type of associ-
ate membership and is hopeful it will expand membership opportunities
in the League of Women Voters.




League of Women Voters of Washington

1406 18th Avenue
Seattle, Washington 98122

MONTHLY REPORT

Unit-at-large

Date of Meeting

Kind of Meeting: Unit general (public invited)

Attendance: Members Guests
(Please record new members' names and addresses on reverse side; enclose checks)

PROGRAM: Topic this month:

Presentation technique(s) employed:

Discussion Lecture and discussion

Panel and discussion Outside speaker

Go-see-tour Other (please describe)

If a state consensus or program-making was the purpose of the meeting, please attach a
copy to this report. (If national, send to 1730 M Street, N.W., Washington D.C. 20036.
Send copy to state office if convenient.)

VOTERS SERVICE/CITIZEN EDUCATION: (Your state board consultant must know what these plans
are. If you do not hear from her your plans are approved.
If she has a question of timing, subject matter, speakers,
she'll contact you. This is only meant as a check and
balance to be certain that the nonpartisan political
policy is adhered to and the credibility of the League

of Women Voters in your community preserved.)

Activities since last report:

Plans for the next two months:

Month 1

Month 2

MEMBERSHIP: What activities have you planned for new and/or prospective members?

Plans for unit and/or general meetings next month:

Comments and/or questions:

Report submitted by
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Taking the Lead

for state League leaders

In choosing topics for Taking the Lead: A Kit for State League Leaders,
we've given priority to those on which state League boards most often

ask guidance from the League of Women Voters of the United States. Grow:
A Guide to Organizing New Leagues (pub. #263, $1.50) was the first section
to be developed, followed by ILOs, MALs and Disbandment. Pieces on Non-
partisanship and State Powers and Responsibilities are among those yet to
come. In each case, sections are designed for ease of reference and re-
vision. Though written with the specific challenges of state leadership
in mind, they apply to wider audiences as well. Grow, for instance, is
meant as much for provisional local League leaders as their state advisor,
while the analysis of ILO formation and function can be a useful primer
for local Leagues considering the possibility of an inter-League alliance.

This approach recognizes the single largest responsibility of the state
board, which is to help local Leagues function as effectively as possible.
Like other national publications and field service éfforts directed toward
state Leagues, Taking the Lead carries the proviso: ''Pass the word to the
local League level.'

Recognizing the diversity among state Leagues and the variety of situations
‘they face, we've kept formulas and prohibitions to a minimum and used the
collective experience of state boards as a basis for guidelines. We hope
these opportunities to learn from the successes--and failures--of others

will save valuable time, for in a complex world where volunteer leaders

tend to be increasingly involved in numerous activities, good management
practices spell survival. |In forthcoming sections, stress will continue to
be laid on teamwork, efficient division of labor, the adoption of effective
techniques. In short, Taking the Lead, is meant to provide practical assist-
ance with organizational concerns without restricting the choice, judgement,
discretion and creativity that have long been hallmarks of League leadership.
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&ﬁmmwﬂmmwa Dear Presidents,

Yvonne . Spies

Bridgefon, Missour "The planning, recruiting, orienting, training and other essential

DIRECTORS leadership functions have to be accomplished and accomplished very
early if the administration is to have sensible direction and ex-
citing thrust."

That's how one writer described the beginning role of the president
of a citizen organization, and it is toward this end that we send
you the 1978-79 President's Packet: to help you function efficien-
tly in your role as League president. You will not find the answers
to all of your questions here, but we think that you will find some
of them. We've included, for example, many of the standard forms
that your League will need during the year -- plus a few helpful
suggestions. Please remember to make copies of any part of the
packet that other board members might find useful.

Lake City, Utah

My best wishes to you and your board for a successful and personally
satisfying League year.

Florence R. Rubin

Newton Centre, Massachusetts

. Oklahomo Sincerely,

Ruth J. H nerfeld
President

Enclosures:

""A Time and Place for Everything"

Communications Guide

Publications Update

Subscription Services Available from the National Office (Includes
Publications Order Blank and Order Form for STANDING ORDERS)

Tips on Copyrighting

National VOTER Membership Report Form

How to Use National VOTER Membership Report Forms

National Board List 1978-80

Reading Assignments 1978-79

B is for Basic

Third Class Postal Rate Change

PMP Information

Filing 990 and 990-T Forms

Voluntary Contributions to LWVEF
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A Time and Place for Everything

Whether you have begun this League year as a new or continuing president, you are well aware that giving
some attention to specific "housekeeping" duties early in the year will enable you to move your League ahead
and achieve the League goals you set for the year. When you face important leadership decisions it often
becomes difficult to keep up with these tasks. We would like to offer a few concrete suggestions that might
help you stay on top of some of these routine duties.

FILING. While each president must come to grips with a filing system that best meets her/his needs, the
LWV of New York State has provided in its state handbook the following range of filing options that might
help you organize a filing system of your own.

How to File:

Write the subject of the folder on the upper right hand corner of material to be filed. Use a cross-file
slip if you are not sure of the proper heading. An 85 x 11 colored sheet with the information as to where
the actual memo is located can be used as a cross-file slip.

Mark material to be filed "P" for permanent or "T" for temporary in the upper left hand corner. By marking
at the time of reading,a file can be cleaned out at periodic intervals. You eliminate all the "T" items.
To decide what is permanent pretent that 20 years from now you are going to write a history of your League.
Would this piece of paper be necessary to tell the story? Local bylaws, bulletins, budgets, local program
items or an action by your League on any program item or in any area should be marked with a "P"?

Save state and national program material as long as it is on the program. A good rule of thumb would be
to save most material until your term ends. When a new president takes office the outgoing and the incoming
president should clean out the files together. This enables the new president to Tearn the files and system.

Be sure to have some place to store your file folders whether it be a steel filing cabinet, a packing case
or a paper carton. Remember the most important thing is to have a SYSTEM! ! !

SYSTEM A: HANDBOOK CATEGORY METHOD SYSTEM B: TWO-CATEGORY METHOD
(May be alphabetized) (Alphabetized)

Start with one folder for each category; ADMINISTRATION :
break category into divisions as needed.

Annual Meeting (year, time, places, speakers,
Recognition Standards agendas)
Board Agendas (1ocal)
Board Lists (local, state, national--names,
By laws addresses, portfolios)
Board Board Reports (local, state, national)
Bulletins (local, state, national)
O0fficers Bylaws (lacal, state, national)
Program (all 3 levels - units) Calendar for Year local, state, national)

Nonpartisanship Policy

(
Community Effectiveness (public relations)
(

Consensus Finance finance campaigns, treasurer's
reports--local, state, nation-

V s Servic
RISES RELYIOE al--budgets, all 3 levels)

Membership

Finance
Publications

Public Relations
Bulletin
Administration

LWV Education Funds

History
League Policy

Local League Handbook
Meetings

Membership

Nominating Committee
Report Forms
Publications

(local, state, national)

(nonpartisanship, other oper-

ational procedures)

(methods, techniques, units)

(catalogs, order forms)

Voters Service (candidates questionnaires and
replies, government structure,

Overseas Education Fund =
election laws, procedures, etc.)

PROGRAM :

Program Making (mechanics of, suggestions, mod-
ification, proposed, 3 levels)

Local (break into separate items, in

State back of each item use a file

National for Action, both legislative
and community)




SYSTEM C:

LEVEL CATEGORY METHOD

Local League IIT.

Miscellaneous
Newspaper Clippings
Nominating Committee
Observer Reports
Orientation

Policies

Program (1ist by item)
Public Relations
Report Forms
Treasurer's Reports
Voters Service

Annual Meeting
Annual Report
Board Agendas
Board List
Board Minutes
Budgets
Bulletins
Bylaws
Calendar for Year
Correspondence
Finance
Handbook
Membership

State League

Board List
Bylaws
Convention and Council
Correspondence
Finance (state budgets, treasurer's reports,
finance reports, memos and aids)
Legislature (directories, letters, pro-
cedures)
Membership (memos and aids)
Nominating Committee (memos and aids)
Program (Tist by item, include resource ma-
terials, memos, Times for Action)
Publications (catalogs and order forms)
Public Relations
State Board Reports
VOTERS
Voters Service (state Who's Who, candidate
questionnaire, memos, aids)

SCHEDULING FOR WORK

National League

Board List

Board Reports

Budgets

Bylaws

Conventions and Councils

Correspondence

Membership (memos and aids)

Money Matters (finance, treasurer's reports,
memos and aids)

Program (1ist by item)

Publications (catalogs and order forms)

Public Relations

VOTER

Voters Service (memos, pamphlets, aids)

Other (illustrative only)

City Budgets

City Officials

County Officials

Human Relations Commission Minutes
School Officials

Tax Levies

Etc.

A schedule to enable you to map out your tasks for the year ahead is a valuable presidential tool.
The LWV of New Jersey has provided a useful set of guidelines for planning the League year.

DI,

PRELIMINARY BACKGROUND

A. Read In League.

This will be your most valuable reference during your tenure in office,

and you should be thoroughly familiar with all sections.

Go through your notebook and/or file.
may want to order.
one.

Check the publications catalog for material you
Set up a filing system or familiarize yourself with the established

Be knowledgeable about each portfolio by browsing through the publications in that area.

AFTER THE ANNUAL MEETING (at which you were elected)

A. Respond promptly to requests from the national and state offices for the following

information:

1. The name and address of the president and treasurer,
Your board 1ist with addresses, telephone numbers,
and portfolio assignments of all officers and board

members ,




Your adopted budget with a statement of all reserve
funds, both earmarked and unrestricted,

4. Your adopted local program,
5. Your revised bylaws.

Appoint committee to prepare local calendar to be reviewed by the board.

Make preparations for board orientation with the state organization chair. Topics to be
discussed include: goal setting, board member responsibilities, nonpartisanship, local
policies, priorities.

Have an informal meeting of newly elected and returning directors and officers to decide
portfolio assignments and receive suggestions from the nominating committee for appoint-
ments to the board for remaining portfolios and for off-board positions.

Secure appointed directors and persons for off-board assignments.

See that each board member has the necessary tools for that portfolio; the predecessor's
file, a copy of In League and whatever other materials are appropriate.

Appoint budget chair and committee.

Appoint additional members to nominating committee according to bylaws.

SOMETIME DURING THE YEAR (at a special board meeting or at regular board meetings) CONSIDER:
A. Problems of growth in size and participation of membership.
B. Financing and community support.
Community understanding and acceptance of the League.
Areas where there is the greatest need for League services and where the League can be
most effective in the community.
MONTHLY BEFORE EACH BOARD MEETING
A. Check materials which have come in during the month and which a need to be distributed
to the board or which require board decision and action. (Keep a file folder for each

board member and insert material as it arrives.) The board members receiving Duplicate
Presidents Mailing (DPM) from state and national should distribute this material

promptly.

Check local League calendar for two or three months in advance and schedule board discuss-
ion of coming activities.

Check with board members and/or vice presidents who have decisions or reports to be made
at upcoming board meeting and determine the amount of time needed.

Check with bulletin editor on material for current month's bulletin. Items to be prepared
by other board members might be added to the agenda in a section entitled "deadlines".

Schedule time for evaluating membership in terms of growth, orientation, involvement.

Prepare a written agenda and send this out with the minutes in advance.

FIVE MONTHS BEFORE YOUR ANNUAL MEETING

A. Check local bylaws for deadlines for local budget, bylaws revisions, local program re-
commendations, auditing of books, and make plans so that these deadlines can be adhered
to.




Appoint the bylaws chair and committee, if this has not already been done.

Give the nominating committee a 1ist of elected positions to be filled for next year's
board.

Arrange for board discussion and recommendation on local program and develop a plan for
eliciting suggestions from the membership.

BOARD AGENDA, CALENDAR AND MEETING PLACES

Agenda As League president, it is your task to see that board members have meeting agendas early
enough to give some thought to the issues being considered. You should also review the agendas of
your League's various committees so that you are able to keep track of activities.

Calendar One of the first items on a president's job list is the planning in broad outline of the
League year. With your board members you will want to set up a calendar of major events and make
it available to all League members.

Meeting Places Many Leagues have found it is a good idea to have a consistent pattern for board
meeting places. For example, determine with your board whether meetings will be held in various
members' homes or in one central location for the entire year.

We hope that you have found some useful information here as you handle the administrative details

of your League presidency. With these duties well in hand you should be able to fulfill your most
important role as a League leader, that well-organized person who is best able to move the League

forward toward achievement of its important goals. We would only add the following "Checklist for
Troubled Moments"; in case you at some point do feel a moment of panic.

Checklist for Troubled Moments

When the job seems to be getting too much for you, ask yourself:

1. Are you doing too much yourself?
Who else could make those phone calls?
answer those letters?
interview for a new secretary?
attend the coalition meeting?

Can you separate unfinished business into categories?
-- What I MUST DO NOW, in order to meet a deadline
or to keep a process moving
-- What I can do next week (month)
-- What I can delegate
-- What I can politely decline to do
-- What I can ignore

Are you using the outside help that's available?

-- Is there a state advisor I can turn to?

-~ Is there an experienced nearby president?

-- Can the national office advise?

-- Is there a management League program I can take part in?
-~ Have I really exploited the League's how-to publications?

August
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Communications Guide

Communication is essential to any successful relationship. The miles between the LWVUS and your own
League require a lot of paper "conversation". LWVUS and LWVEF materials covering all areas are sent
directly to League presidents in the free President's Mailing. Since it is important that the right
people on your League's leadership team get the right pieces of paper, it is up to the president to
figure out and monitor a distribution system for your League. We recommend that all Leagues sub-
scribe to at least one Duplicate President's Mailing (DPM) to facilitate this process. Ideally, all
board members should have this service to help them. Most Leagues keep the President's Mailing in-
tact for reference and assign the persons receiving DPMs to distribute materials to the peonle who
need them.

WE SEND YOU .

The President's Mailing: Presidents of all provisional, local and state Leagues and ILOS receijve
free mailings of LWVUS and LWVEF materials. Almost everything is sent third class except that first
class is used for Action Alerts, Report From the Hill and other messages requiring immediate atten-
tion. During the course of a year, a president can expect to receive:

* National Board Reports (after most national board meetings--usually January, March, June, Sep-
tember)
Every new publication
Action Alerts and Report From the Hill
Publications Catalogs and supplement.
Memoranda
National VOTER (quarterly)

National Voter Membership Directory (local presidents only) A printout of names and addresses
of members who have been sent the National VOTER (usually three times a year)

Per Member Payment Information and Report Forms (not to ILOs)

Information on Filing Forms 990 and 990T with IRS

President's Materials (Summer--that's this packet)

LWVUS/LWVEF proposed budgets (Winter)

adopted budgets (Summer)
* Forms:

Requests for names and addresses of president and treasurer, adopted budget and program
(Spring)

Annual Report Forms

Provisional,local and state Leagues-Section I, Membership, Treasurer's, Finance Reports
(Fall); Section II (Winter); ILO (Winter)

National Membership Agreement/Consensus Report Forms (as appropriate)

National Program Recommendations and National Bylaws Suggestions (Fall, prior to national
convention)

YOU SEND US .

** Three copies of bulletins, Voters and substantive publications (e.g. Know Your Town)
** One copy of your bulletin or Voter to the national board member specified on the Reading
Assignment 1list at the end of this packet.

August 1978




This is not going on DPM.

Publications Update

The following list of basic publications will help you update your reference materials. The Presi-
dent's Mailing provides single copies of all new materials free of charge and DPM subscriptions
will bring in additional copies of most of these, but for past publications you will need to check
your back files, then order to fill in the gaps.

This is also a good time to make sure you have ordered enough DPMs and Standing Orders for National
Board Reports and to assess the efficiency of your distribution system to the bnard and members.

Note: Publications are continually being revised and updated and new materials produced, 8o the
best way to keep current ie to read the latest national catalogs and National Board Reports.

Essential to all board members:

In League - Guidelines for League Boards. #275, $2.

Tmpact on Issues 1978-80 - Leader's Guide to National Program. #386, $1. Order after Sept. 1.
National Bylaws (1978 Revision). #381, 20¢. Order after Sept. 1.

Facts (1978 Revision) - a brief overview of League goals and structure. #221, 20/$2.

National Board Reports - a complete picture of what your board needs to know after national
board meetings.

Most recent national publications catalogs: Catalog for Leaders (#131) and Catalog for
Members and the Public (#126) - the ultimate reference works for ordering what you need. Free
on request. #126 appears as a VOTER insert (summer issue). Order additional copies f