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We are inclebt-2.el to the AFL-CIO Department 
of Educaticm 'whose publication How To Run 
a Union Meetinf2: served as a bas is for this 
Handbook. 

Thanks are also due to thos e who were good 
enough to send us thei r suggestions for i m­
proving our last edition . 
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GROUP PARTICIPATION 

Participation is very important in seeing that meetings succeed. 
Listed below are some suggestions which will help you to get the 
most out of your groups'mectings. Before reading this Handbook, 
'ask yourself: 

Am I a good participant ... or ... a bad participant? 

Do I ... 

suggest new ideas D 
ask questions D 

tell what I know D 
about a topic 

speak up and give D· 
opinions 

-focus the group □ 

understand the goals 
of the meeting and 
direct my words D 
toward them 

question the common 
sens e nnd log ic o f 
discus sions 0 
assist in s e tting 
up for meetings D 
encoura ge the g roupJ::] · 

" 

or 

or 

or 

or 

or 

or 

or 

or 

or 

sit and listen? 

act afraid _to ask ques­
tions, fear·b~ing · 
wrong even though I 
don't understa nd? 

□· 

tJ 

never give an opinion Cl 
or contribute to dis­
cussions? 

rema in silent.? 0 

wait for others to do it, Q 
letting the group stray off 
the topic? 

constantly stray of f the 
topic and avoid r e ipon­
sibility for directing 
discussion? 

accept a nd a gree to 
everythi ng withou r 
que stion ? 

prefer to be wa i t ed 
on? 

criticize all efforts 
a nd a chieveme nt s of the 
g roup, acting like t h e 
g roup ,isn't doinc any­
thing ? 

[] 

D 

D 

D 
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Do I 

push the group to D 
work on meaningful 
issues 

act like a peace- Q 
maker, try to stop 
disagreements from 
becoming personal 

show flexibility 0 
and wil~ingness to 
compromise 

help others to 0 
par.t icipat e 

or 

or 

or 

or 

stay satisfied with 
busy-work?. 

allow friction and ill­
feeling to develop 
within the group? 

act argumentat iv e 
not giving in ev en 
for the sah.~ o :Z the 
group? 

dominate o r a llow 
others to do minate 
the group? 

Page - l.J . 
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Why Have "Rules" at Meetings? 

A. Every time people do things together they obey 

certain "rules." Most of the time these are 

unwritten rules and people go along with them 

as a matter of custom. 

B. Written or "formal" rules help people to work 

together better, when the things we have to do 

get more confusing. 

c.' Meetings are gatherings where many people come 
• 

together to learn, give, get, or share somethirg. 

We all have different thoughts, feelings, infor­

mation, and interests. If we could not agree on 

rules to guide us, it v.Uuld be very hard for 

people to work together at meetings and to bene­

fit from their differences. 

D. Rules for meetings should help the group to do 

its work well and in good time. Rules should 

· protect the rights of group members and help 

them to express thems~lves freely. 

E. Rules should not prevent the group from bringing 

out ideas and making decisions. If meeting rules 

;iold down the group, the rules should be changed. 
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F. All of ~he rules may be found in detail in Robert's 

Rules of Order, avai l able in most libraries . (Robe rt, 

Fenry Martyn, Rules of Orde r, Scott Foresman and 

Co, Glenview, Illinois 1951. 

Government section.) 

Library number 328.1 
R641.a3 

G. Ba sic Principl es 

1. One subjec t is discussed at a time. 

2. Each proposal should be freely debated with 

meaningful discussion. 

3. · "Majority opinion is sought, but the minority 

should have the right to present its case . 

4. Each me mber has e qua l r ights and responsi­

bilities . 

5. The mee ting s hould move along at a rate satis­

fying to the entire g roup. 

IL What Makes a Good Me eting? You know you are having 

_ _good meetings when :· 

A. the ·group ' s goals are advanced; 

B. attendance is r egular ; 

C. the interest s of individual membe rs are furthered ; 

D. common values and good feeling for on e a nother 

are develope d . 

III. What Of ficers Can Do to I mprove the MeetinK . 

A. Sta rt on t i me . 

B. En d on time (Committees can handle details of issues1 

Re ports should be prepared in adv2n ce . ) 

• ·, ' 1• ,· ® 

.. 
f 

l 

... 

' ' 
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C: Plan the meeting . 

D. Keep the meeting moving . After a brief discussion, 

the chairman should ask for a motion. Learn h ow to 

cut people short; be fair, be courteous, and be brief. 

E. Check with the membe rship . Ask from time to time 

whe t he r they want to change the meeting time , date, 

or place . Discuss with them what t hey want from 

their meetings. 

IV. What Members Can Do to I mprove the Meeting·. 

V. 

A. Know the rules of meeting. 

B. Debate the i ssues , not the persons who present them. 

C. Address the chairman and get recognition before talking . 

D. Ask for information if you are in doubt. 

E. Speak up if you have something to say on an is su e . 

F. Assume your share ·of responsibility for action decided 

upon by g roup . (Don't talk "action" and then do nothing~) 

G. Keep yourself informed . 

Plan the Mee ting. 

A. The agenda is the chairman' s guide for timing various 

items of business so that the really important things. 

are not crowded out. 

SAMPLE AG ENDA 

1 . Call to Order (Song or Prayer, opt i onal) 
2. Roll cal l of officers or at t endance (optiona l) 
3 . Minutes of last meeting. 
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4. Reports; 
a) Report of Executive Board or Committee 
b) Report of Financial Secretary or Treasurer 
c) Committee Reports 

5. Correspondence 
6. Old Business 
7. New Business 
8. Announcements 
9. Adjourn~ 

B. A great deal can be accomplished with' icommon consent." 

For example, in dealing with the minutes of the pre­

vious meeting, ask, "Are there any corrections? If 

no corrections minutes will stand as presented." 

Don't bother with "motions" if everyone agrees. Use 

common consent for accepting reports, writing letters, 

etc . (The purpose is to get to the main events or 

issues of the meeting.) 

VI. What Makes a Good Chairman? 

A good chairman is: 

A. aware of rules and procedures in order to meet 

p~oblems which may come up during the meeting; 

B . familiar with the constitution and by-laws of the 

group and understands the group's relationship to 

other organiza tions; 

C. fc.ir ancl. courteous. 

VII Role of the Chairman 

The Chni.rman should: 

A. k eep ~he meeti~g moving, keep speakers on the subject; 

r· 

I 
I 
I 
I· 

,--

l 
I 
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B .. see that members understand what is going on, which 

r ules apply, and why. (Ask, "Is this clear?" "Do 

we al l understand this?" etc.) 

C. a l low a full discussion so that people are clear about 

the issues. 

i s taken.) 

(Always repeat the motion before a vote 

D. protect the minority. (Allow someone to speak for 

the motion, then alternate with someone against it). 

E. serve as a moderator only taking sides to break a 

tie vote. 

1. Each group has to decide whether it wants a "neutral" 

chairman or a "leader" chairman. If a "neutral" 

chairman wants to participate in the discussion 

he should "step down from the chair,'.' letting the 

Vice Chairman "assume the chair" . When the Chairman 

is finished speaking on an issue, he should assume 

the chair again . If the group consents, the Chairman 

does not need to give up the chair when partici­

pating in debate. Whichever poiicy is agreed upon, 

it should be followed throughout . 

2. The position of chairman should not be used to 

push a particular decision against the will of 

group members. Decisions should be made aft~r 

fair and appropriate discussion. The ch~irman's 

~ job i8 to help the group reach the decision that 

is best for the group. 
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VIII. Role of the -Vice Chairman 

• The Vic e- Chairman: 

IX. 

, . 

A. substitutes for the chairman when he is absent from 

the chair ; 

B. occasional ly serves as coordinator of committee 

activities; 

C. generally assists the chairman, as directed. 

Role of the Recording Secretary 

The Recording Secretary: 

A. takes minutes of the meeting ; prepares them for 

presentation; 

B. -het-ps -The cha.1.rman follow -the-- agenda ; r ecords and 

reads the motions when needed; 

C. records a ll votes taken at the meet i ng and summarizes 

all reports in brief but exact wording. 

Guide to Writing Minutes 

1) Keep minutes i n a permanent book. 
i ) Leave enough space .on sides and b etween lines for 

correct ions. 
3) Always include: 

a. name o f group 
b. kind of meeting (regul ar, s p ecia l, . etc .) ·_ 
c. time, date, a nd place of meeting 
d~ name of presiding officer 
e. _name of secretary 
f. i f a small group, the names of those present 

4) . Record all business briefly and without personal 
comment. 

5) Record motions in f ull and include: 
a. the name of the maker of the motion 
b. the mot i on itself 
c. the action taken 

r --
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d. Example: ' 1Mr. Shriver moved that dues be 
raised from $.25 to $.SO cents per person 
per month. After a brief discussion, the 
motion was carried." 

6) Do not include. all procedural motions . 
7) Do Include motions that were defeated> points 

of order and appeals. 
8) Do not include everything that is said~ (You 

won~be able to, anyway.) 
9) Write minutes soon after the meeting at which 

you took your notes ~ 

Page - 12 

10) Read minutes from the permanent copy; read slowly 
and clearly enough fov people to listen. 

Role of the Corresponding Secretary 

The Corresponding Secretary : 

A . prepares all correspondence for the group; 

B. sees to it that all no tices of meetings and all 

appropriate messages reach members; 

C. keeps file of al l correspondence received. 

XI. Role of the Treasurer 

A. keeps accurate records; exp lains finances to members 

of the organization and, 2t l east once a year, 

pres~nts a financial statement to membership; 

B . reads the r e.cord of expenditures for approval at 

appropriate meetings; 

C. make u se of visual aids where possible. 

XII. Committees and Their Reports 

A . Types : Standing Committee - continues from year to 

year. Special Committee - appointed or elected to 

h and l e specific assignments . 

C 
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B. Most important is an Executive. Committee. w~ich is r e.spon­

_sible. for decisions be.twe.e.n me.e.tings; it helps to plan 

me.e.tings and other activitie.~. 

C. Committees may be. e.stablishe.d to de.al with special are.as 

of concern of the. organization: housing, e.mployme.nt, 

we.lf are., e.tc. 

· D. Committe.e.s at Work: 

1. Usually whe.n a committee. is se.le.cte.d, one of its me.robe.rs 

is named chairman. Whe.n this is not done., the. first 

named me.mbe.r may act as chairman, or the. committee. 

may choose. its own chairman . The. committee. should 

e.le.ct a se.cre.tary; if a large. committee., e.le.ct a 

vice-chairman. 

2. The. committee. chairman is · re.sponsible. for guiding the. 

committee. and ke.e.ping it focused. He. see.s to it that 

the.y me.et regularly, ·that me.robe.rs are. notified, and 

that re.ports are. made. on time.. 

3. The.re. i s .an advantage. to having a committee. de.al with 

specific problems . The. informality of a small com­

mittee. makes it possible. for the. issue to be. discussed 

thoroughly. 

" E. Pre.paring and Pre.se.nting Committee. Re.ports 

1. A re.port should be as short and as inte.re.sting as 

possible.; it is usua lly given by the. committ ee. chairman. 

Minutes of the. Executive. Committee. should be. submitted 

to the larger group in the form of a written report. 
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2. Outline of a short committee report: 

a) Names of members of the committee 

b) Main activities - what the committee is poing 

c) Problems and why - su~ccss es and why 

d) Specific actions recowmende.d by the committee 

e) Summary 

f. Acting on Committee Reports 

Acceptance. is usually shown by a vote which signifies 

approval of the report and also adopts±~ recommendations. 

(Unanimous consent may be use.d) 

1. If a report includes sev eral suggestions or recom­

~endations for action, acceptance o~ rejection 

should be handled -one point at a time. 

2. Specific recommendations made by a committee may 

be amended before acceptance. 

G. Minority Reports 

1. If members of a committee. disagree, a minority may 

oppose adoption of the report or may submit fl- minority 

report; usually, the membership should hear the 

minority report. 

2. The members hip should act on the report of the majority 

unless a motion is pa ssed to substitute the minority 

report. If such a motion is passed, discussion 

proce eds on the. minority report . But if the motion ii 

defeated; the membe rship __ acts on the majority report. 

r· .. 



• 

XIII.Basic Rules of Order - How Ideas and Words get Action 

A . . How Motions are Made 
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1 . Members address the chair as "Mr. Chairman" or 

" Madam Chairman". No members should speak unless 

r ecognized by the chairman . (Remember , we are 

talking about "formal" meetings!) 

2. An example of a motion: "Mr. Chairman, I move 

that we give the Mayor a copy of our re~ort on 

empl oyment in city government." 

3. The Chairman restates the motion or says , "A 

motion has been made and seconded that we give 

t he Mayor a copy of our report on employment in 

c:ity government . " 

B . Amendments or Substitute Motions 

1 . During the discussion , the motion may be unclear 

or lack general acceptance by the group. At this 

time, the group can amend the motion or offer a 

substitute motion. (Either may be offered at any 

t ime after the motion has been seconded and before 

t he vote is taken.) 

2. Am endments are made to change a motion or include 

specific information. An amendment should be stated 

clearly. The section of the motion to which it 

applies should be identified . For example: "I 

move that we. amend the motion by adding ' ·and that we. 

r 
I 

.. 
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call to his attention the recommenclations that 

all entry level jobs in the Welfare arid ·Health 

Departments should be opened to persons with ex­

perience in community action work, whether or not 

they have a high school diploma: 1
·

11 Amendments m;::i.y 

add, subs tract or sub st i tu te words. · Am~ndtl)ents 

must closely relate to the subject of the motion 

and should not introduce a new subject or be 

contrary to the motion. Amendments must be seconded. 

3. In any discussion, some people will oppose the 

amendment and the motion or just consider it 

poorly worded. It is good for a group to discuss 

its actioµs fully even if it must delay voting on 

the motion. People change their minds and questions 

get clarified during a good discussion. 

4- . The group shou,ld vote on the amendment and then 

on the main motion. For example, the chairman 

should say "All those in favor of the amendment 

which adds the words, 'and that we call to his 

attention the recommendation that all entry level 

jobs in the Weltare and Health Departments should be 

opened to persons with experience in community action 

work, whether or not they have a high school diploma', 

indicate by the. usual sign." If an amendment is 

defeated, another may be m..ide. 
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5. A substitute motion can r ep l ace the origina l motion 

if it becomes too complicated . The substitut e 

motion should include changes or suggestions brought 

out in the discussion or by amendments. A subst i tute 

motion can b e amended just as though it were the 

origina l motion . 

6. An amendment to an amendment can only b e made once 

and it requires a second. (It would be more helpful 

to offer a substitute motion when the point is r each ed 

where amendments are b eing offered to amendments.) 

After an amendment is seconded, the discussion must 

take place on the amendment to the amendment. Am end ­

ment s to amenqments, and amendments to tpe motion 

XIV. Voting : 

must be debated and voted upon step by step i n that 

order. (rhere cannot be two separate amendments 

to a motion at one . time . ) Remember, if there are 

too many issu es being discussed at one time, try 

to come up with a substitute motion that will be 

l ess confusing to the group. 

A. The chairman shoul d read the motion before the a ctua l 

vo te; h e then must say "Are you ready for the question?" 

or "I s there any oppos i tion to taking a vote?" I f 

no one speaks, a vote s h ould be taken. 

B. Voice votes. The chairman may say, "All those in 

favor of this motion say r aye'. The opposed, 'no', 11 
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If passed, the chairman may say, 11The. ayes have. 

it and it is so orde.red. 11 If the motion is voted 

down, the chairman may say, "The no's have it, 

the. motion is defeated." 
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C. Members may vote. by a show of hands or by standing 

up. This "standing-up" method i _s e.spe.cia lly appro ­

priate. if the chairman cannot be. sure whe.the.r the. 

motion was passed or not during the. voice. vote~. 

D. Vote by ballot is used for impprtant issues: 

ballot makes e.ach vote. a matter of record. 

A 

(A 

motion to have. voting by ballot is not debatable. and 

re.quires a simple majority.) 

· IV. How Action takes Plaae - Summary 

A. An issue. is brought before. the group. 

B. An individual gets recog_nition from the chairman 

and make. a motion. 

C. The. motion is seconded. 

D. The. chairman restates the. motion. 

E. There is discussion. 

F. The. chairman restates the. motion. 

G. Voting follows. 

H. The chairman announces the. result. 

I. The. group follows through. 
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XVI. Motions to Help Keep Order 

A. Members may raise a point of order to force _ the 

chairman to bring discussion back to the subject. 

A point of order may also be raised when the by-laws 

of the organization are being broken. For example, 

a member stands and S?YS, 1
.
1Point of order, Mr. Chairman," 

The chairman should say, "What is your point of orde:i;-, 

Mr. Shriver?" At this point the member may state 

his point: "Mr. Chairman, Mr. Johnson is not 

taiking about the problems of poverty as related 

to Mr. Clark's motion," or·: ':'Mr. Chairman, our by-laws 

do not permit Mr. Johnson to use our dues for the 

purposes being described." 

1. One may raise a point of order when a "privileged 

motion" is being considered (such as the time 

for . the next meeting, adjournment, recess, etc .) 

2. A member may call the chairman's attention by 

raising a point of order even though this may 

interrupt another person who has· the floor., 

3. The chairman recognizes the member and can accept 

or reject the point of order by saying, "Point of 

orde r is well taken'1 or "Point of order is not 
.., 

well taken." 

4. A pcint of order should not be raised just to: 

a. slow down the meeting 

b. interrupt a speaker 

.., 
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D. Parliamentary Inquiry 

The information the questioner is seeking may be 

related to parli~mentary procedure. For example, 

the questioner may want to know if a motion he is 

about to make is in order. "Mr. Chairma n, is it in 

order to move that we hold another meeting tomorrow?" 

The Chairman's answer can not be appealed. However, 

a decision that the chairman makes after the motion 

has been brought up would be snbject to appeal . 

For example, the chairman may say. "Yes Mr. -Mansfield, 

it is in order." This would not be subject to appeal 

unless someon~ then m6v~d to. bold another meeting 

tomor~ow . The purpose is to avoid wasting time 

appealing questions that may never come before the 

group as motions. 

--- -- -=E-. --ca.Questio.nof- Privilege 

1. A _"point of personal privilege" may be raised to 

call the attention of the chairman to something 

which affects the well-being of those present 

at the meeting , For example, to ask to have the 

windows opene d or c losed;to ask a speaker to 

speak louder, to propose an urgent motion. 

2. Questions of privilege are decitlnd by the chairman 

and are subject to appeal. 
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c. make a speech 

d. criticize the chairman 

B. Appealing a Decision of the Chairman 

1. If a point of order is not accepted or a member 

is otherwise ruled out 0f order, an appeal · to the 

chairman may be made; it requires a second and, 

after discussion, members decide by majority 

vote. For e~ample, at the meeting, Mr. Dirksen 

may say, "Mr. Chairman, I wish to appeal your 

decision calling Mr. Johnson out of order. The 

by-laws permit the treasurer to us e the dues 

as he described." 

2. On appeals, members can only speak once. The 

chairman, however, may speak and also may conclude 

the discussion. 

C. Point of Informat ion 

1. Members should not address one another during the 

meeting but should ask the chairman for a point 

of information. For example , "Point of information, 

Mr. Chairman." The chairman should ask , "What 

is your question, Mr. Kennedy?" At this point, 

the member may ask his question. 

2. Since the member is unclear, the chairman should 

ask the person holding the floor to yield, · although 
'-

this can't be forced. When he yields, t he questioner 

should address his point of information through 

the chairman and the answer should be made to the 

chairman. 
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3. Form: ''Mr. Chatrman, I rise to a question of 

privilege; I mov~ that we ask Mr. Kenn-~_dy not 

to bring his children to our meetings." If the 

chairman accepts, the motion is handled like any 

ordinary motion. Then :the meeting continues. 

Points of persona l privilege are usually accepted 

by unanimous consent, For example, the chairman 

may say, "Does anyone object to closing the window?" 

XVII. Motions for Unusual Actions 

A. Objecting to . consideration of a question. 

lf it is believed that consideration of a particular 

motion could cause a serious misunderstanding within 

the group, any member may rise immediately and say·, 

"Mr. Chairman , I object to the consideration of this 

question." The chairman may reply: "There has been 

an objection to this question," and then may call 

for a vote . (No discussion before vote ! ) If two­

thirds of the members vote against considering· ·the 

question, it cannot be raised again in that meeting. 

B. Withdrawing a Motion 

· If it is felt that it were better not 'to dis-cuss a 

motion, a member may ask the chairman to put the 

question of withdrawing his motion before the ·group·. 

If no one objects, the motion:· is withdrawn. If there 

is an objection, the motion to withdraw must be put 

to a vote. (It requires ~ second and cannot be 

• ~ • I 
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debated.) It takes a simpl e majority to approve 

withdrawing a motion. 

C. To Table: a Motion 

If the group dosen I t feel ready to make a decision 

it may table the question it's dealing with. 

1. A motion to "tabl e" postpones or de l ays action. 

(It requires only a majority vote.) 

2. While a speaker is talking about a motion, he 

cannot move to table it. Moreover, he cannot 

move to table if he has a lready spoken on the 

motion and others still desire to speak. 

3. When the motion to tabl e i s seconded , the chairman 

must act on it immediately. 

4. A motion to table cannot have a time limit. (For 

example, a motion to table until next meeting is 

a motion to postpone which is a debatable motion.) 

5. Tabled motions can be "removed from the t a ble" 

i f a member r equests , but onl y after some other 

business has been tra nsacted. This is not de­

batable and is d ecided by majority v.ote. 

D. Limit or Extend Debate 

1. Motions to limit debate are made in~the usual 

manner and require a second; members may limit 

debate by settin g a time limit for discussion . 

A motion to limit debate requires a two-thirds 

majority . (If the motion to limit debate applies 
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only to the motion being discussed on the floor, 

it is not debatable. For example, "I move that 

we spend only ten minutes on Mr . Broyhill' s 

motion ." The motion can be d e bated and amended 

if the purpos e is to establish rules a round 

discussion on all quest ions corning before the 

group - such a motion is debatable . For example, 

"I move that we spend no more than ten minutes on 

each of the points r emainin g on our agenda." 

2. I f membe r s feel debate on a question shoul d b e 

extended after it h as been limited, this may be 

done by a mo t ion to extend debate, (The motion 

must have a second; i t is not debatable.) 

Move The Previous Question 

A motion t o call for"the previous question': is a 

meth od of stopping debate and forcing a vote . For 

example: "I move the previous question," or "I move 

that we close debate and vote on the question . " 

The motion requires a second and is not debatable _; a 

member may not make such a motion while speaking on the 

question, or if he has spoken and others who have 

not, still want the floor. A two-thirds majority is 

required. If the motion passes, the chairman should 

c al l for a vote on the original question . 



• XVIII. Miscellaneous Motions 

A. Motion To Reconsider 
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1. A motion to reconsider can be made only on the same 

day that the vote on the motion to be reconsidered 

was taken or at the next meeting; it must be made 

by a person who voted with the majority in the first 

vote. 

2. Some motions cannot be reconsidered: Motions to 

adjourn, recess, table, suspend rules, or a previous 

move to reconsider an action that has been partially 

acted upon. 

3. A motion to reconsider is a privileged motion; the 

maker can interrupt a speaker and make the motion 

while other business is on the floor . D.ebate does 

not start, however, until work that was on the floor 

has be.en comp le te.d. For examp:-..e, nMr. Chairman I 

move that we re.conside.r the vote on Mr. Goldwater's 

motion. ' 1 If sec.:onded and passed, the chairman then 

puts the matter to be reconsidered before the group. 

A motion to reconsider is debatable and rc:qui.res a 

majority vote. (No question can be reconsidered 

twice.) If the motion to reconsider passes, the 

original question is brought before the group for 

discussion and action. 



B. A Motion to Rescind - a motion to rescind may be. made 

to t a ke ba~k a previou s action. Any members may make. it•. 

It r equires a two - thirds vote . 

C. A Motion to Sus_Ee.nd the Rules - a motion to suspend the. 

rules changes the agenda . It may be made to use meeting 

time more. effectively. Any member may r:i,se. and make. the 

motion. It re.qui.res a second and needs a two-thirds vote. 

to pass. It is not debatable. 

D. A Motion to Adj-9..:~rr._ 

1. A mot ion to ad jou.r.n can be. made at a ny time except 

during a vote or whe n someone e l se has the floor. 

The motion requ i res a second? it is not debatable 

and take s only a ma j ority \·ote. 

2" If it is mad e b ef o :r·e the 11pl-anned 11 er:d of the meeting, 

the chairman can a s k the maker of the motion to with­

draw it for the pr sse.nt . But i.f_ not withdrawn , it must 

be voted upon immediately~ If the motion to adjourn 

is de.f eated it cannot b e renewed .until the group has 

act ed upon s ome. o t her motion or re.port. 
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XIX. What Some of the Words Mean 

Abstain: 

Adopt: 

Amend: 

App_eal: 

Appoint ; 

By::o-Laws : 

Caucus: 

_Chair : 

Commi ttee: 

Common 
--'t:011 sent : 

Constitution: 

Debate: 

Ex-Officio·, 
Member : ' 

not voting for or against a motion. 

to approve or accept. 

to change a motion by adding, taking away or 

substituting words. 

to request change in the cha irman's decision 

to assign a person to a job or position. 

rules adopted by a group for running its business. 

a meet i ng of leaders of an organization to decide 

policy and plans . 

-the pnsition held by the chairman or l eader of 

the group. 

a small group that studies, takes action, or 

reports on s ome matter . 

(also Unanimous Consent) ~ agreement without 

t aking a vote; for example, 11If ITQ one objects 

to the minutes as read, they are accepted by 

common consent . :i 

basic principles of an organization. 

discussion of a motion . 

a person included on a committee by virtue of 

his position, Example: the group's chairman is 

u sua lly an ex--officio member of al.l committees . 

, I 
! 



• 
Germane: ----
Majority: 

Minority: 

Minutes : 

Motion: 

Nominat e: 

.Parliamentary 
Inquiry: 

P.§;_£li~rnentary 
Procedure.: 

Pending~: 

Point of 0-rde.r: 

Previous Que.st ion; 

·P.ro-t-em: 
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of the same subject; closely re:ated. 

more than half of those. voting . 

less than half of those voting. 

official record of what happe.ne.d at a meeting. 

a proposal. that something be done. For example, 

the chairman may .say 9 :
1Mr. Smith has made a 

gi-9.!_i_on that we. adjourn.,: 

to recommend that a person be ele.cte.d to hold 

office. . (Nominations do not require a second.) 

to ask for information on parliamentary 

procedure .• 

a set of rule.s governing meetings. 

busine ss that is still before the group. 

is use d whe n a c1uestion is pending and a member 

is talking about a.ootr:.er su.bje.ct. For exaqipl.e, 

:'Mr. Ch.airman , I rise to a. point of order. ·The 

amendment just offe . .red is not relat~.d to tbe 

que.st: i.on being considered. i: 

when accepted by tb.e. group's member it immedi­

ately stops discussion and brings the motion to 

a vote. . 

a te.mporar.y appointm 2.nt. 



.. 

• Proxy:_ 

Question: 

Quoru~: 

..-- Rescind: 

·-Re.solution: 

Second: 

StanditJ.g_ 
Committee: 

SEeci.al 
Committee: 
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Permission from another member to vote or act 

for him. Example: 11Mr. Chairman, I'm voting 

by proxy for :tvirs. J 0 nes who is unable to attend." 

the business currently being considered. For 

exampl~, "Mr. Chair.man, I object to consideration 

of the question of poor attendance by Board Members 

at recent Board Meetings. 11 

the number of· P:eop.le. (members, officials? etc.) 

that must be present in order to carry on business. 

Example: the Chairman may say, 11With the arrival 

of Mr. Smith and Mrs. Jon es, we now have nine 

people present; since our quorum i s nine, we may 

begin. 11 

when a group wants to change its mind on an 

action it has taken, it may vote to rescind (take · 

bac~~ the previous action. 

another name for a motion, or policy statement. 

a formal way of permitting discussion on a motion; 

if ther~ is no second it means that no ohe. :but 

the maker of the motion .cares about it. 

continues from year to year > a permanent committee. 
/· 

appointed or elected to handle a specific job; 

it stops existing. as soon as its job is completed. 
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Sub-Committee: a smaller committee formed within a committee. 

Suspend the. 
Rules: to set aside the rules of a group in order 

to be.come l ess forma l . Example: "Mr. Chairman , 

I propose that we suspend the rules while we are 

planning our neighborhood party." 

Table: a way to avoid making a deci s i on on a motion . 

For example, 11Mr. Chairman, I move to t able the 

dues quest ion." 

Veto: to disapprove. 

XX. Problem So l ving 

As a group works with problems all members should be aware of 

a good problem-solving approach . The following list .out lines the 

steps that should b e taken: 

1. State and define th'? _prqbl~ms rais.ed by the gr.oup members. 

2. Let the group decide on which problem is most important. 

3. Get hold of the facts. 

4. Suggest several poss i b l e solutions. 

5. List the good and bad things about the suggested solutions. 

Discuss t h ese f ully! 

6. Decide pn a solution. 

7. Suggest several possible courses of action . 

. 8. List the good and bad things about the suggested courses 

o f action . Discuss these fully! 

9. De..cid e on a course of action . 
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LEAGUE LINGO 

ACTION: Supportinn or opposing leeislation or method of ope~ation of any gove't"tling 
b&dy -- local, .statq.1 or national. Leae;ue action is aluays i:he outgrow;:h of previous 
study and member aereement. State and national. boards follou tl.e progress of leg:i,s .. 
latiton on Hhich the LeaG1,1e has a poi::ition. ·::'.eports are macle to memb~rs in the VOTER, 
State and national board members test::.fy at committee hearinGD, prescntin3 t,1e ~e.amies 

. views o~ such legislation. 
,. • l .' 

ACTION ALK:.T: Notice that lecislative act:'..on on a 3overnmental icsue on di.ich tlie 
Leae;ue has a position is inmlinent ancl member action is needed. This is a time ~: 

.•.. the Leaeue can be mos·t effective. 

!UmUAL'-' IE.mTING: Local conventions at uhich members adopt proGram, elect officers,.- • 
adopt a budget, and revise bylaHS uhen necessary. 

JJOk".D ~:.I!:PO~~TS: Guides :for plaIJ,ninc. These repo-rts are s ~nt to local LeaGtJes foUO!·,­
ing each meetinc of state and nationa 1 boards. · 

·""' . ·. r, . 

BUDGETS: I!'inany_:i.~i' ·plu~prints :for Leae;ue activitJes on all three level::; -- local, 
·:sit~te 'and national.. ( F°repiared annually by an appointed cOGlIIlittee, submitted to trul 
respective board for approval, then to the meubership or <lc1ecates for adopti..or .• 

• ' • ..! =· ... .J ~ • : • ; • • 

BYLAUSi i".ules of tile or13anization providing for name, purpose, members~ meetings,. 
elcctix>n'of officers, adoption of bud~ct and pro~am, etc. Firs~ three a.:cticl~s ,.f 
all .Le~~ 1byl~u~ at a~~ .tl}ree levels must conform. 

CAUNDAP- OF l-JOI:.l~: Ov~rall plan to cover proGram and all other Leae;ue ac::iviti-;s for 
one. year • . ,. 

CALiND~ PLANNING: A board meetin13 (usually summer) specifically desigr.ated to es• 
tablish the calendar of work for the next- year. 

:t cMn:>tD.A'.I;ES', HEETING (I!'OI:.UH): J:fonp-artisan publio meet:in~ l·1lwre candi.dateg_are ~lWit@d 
. ' to- sp~l:l,k and a~swer quest:i,onsr · 

' ' .. .:: ) 

• l· • \' c9t1s..ip~~S: Azreement am.one a substantial number of members, representat·~ve"s .'ot ,the 
membership,.,a_s 1.a ,.l·1hole, .reached after study encl croup discussions. . .- ··, i_'· .:·· .:, 

.:-.-

!!:l·ill!'.GING CONSENSUS: 
on program ,items..:. 

... , \ .... . - " 

Trends tqw~rd aereement followine Lcae;ue study and ·li,scussiot\ 

. ~ ... ' ~ ~ . . 

CONV~NTIONS: He;ti~e~''held biennially (in even-numbered years for LUVUS , in odd­
numbered years for LL'V-T) uher.e. delegates adopt proeram, P.J.c.ct officers for a two 

; year . P.,~fiod,. adopt a budeet for, · the comine year, and revi.s( bylaus uhen deemed 
neces~ftry.. . , 

·COUNCILS: State and national meetines held in the interim years from convention. 
Lfinite<l dele~~te bpdy considers direction for second year of pro~ram,.adopts a 
bud~et for the current year 1 ~nd· t;-atlsacts such other business as shall be pr~•· 
sented. ·,' 

'• ·• ~ I , 

! ! ·.>- ,_r;·_.•. '1r _,.., 

DISCUSSION UNIT: Small group, of a size ~-1hich promote!l every member di.scu.ss.i.on -01\.... . 
program items, resul tint; in a consen.eus 't-1hen requested. , .. , . 

continued next p nge 
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LEAGUE LitlGO continued:"· 
'{0. . .... f ~' ~ j, '. 

., 
;.,._ 1·.1.C·. . • 1 

FACTS (About LTIVUS): Nati onal. publication that t e lls uhat t !1e League is, how it 
I . .. ::>. j: 

. ,. . . . 
I .. ·•. 
I 
I 

·1 

i 
I. 
i 
i 

works, and uhat the League does • 

FYI: For your information. 

Gi!:WEI'.AL HiIETING: ,Hcetin3 at ·ohich all members· and cuests a::-e uelcome. 
,, . · to include the public. 

Often. expanded 

IU LEAGUE: National publication on Lc aeue organiution cuide for LL. board members . 

l'!:Fl!: Used to deocr i.be a current pro3ram topic. F_bi example , t he national pro3ram 
topic of Human l..,_esources may be CB;lle~ the 111Iutnan r.esource item. 11 

LIV~LY ISSUJ S: Ideas or thumbnai ~ sketclres of p:ossi bl~~-. ~ub j ect s for ,...p rocr~ ,consider­
. at:i.on, prepare<l for prompti ng m*~i i;num -member dincussion an<l participati on in the 

. 'fi. , . '. 
. selection process. 

. : ..... ;_, j -~ 
lilll·IBK:.-AT-LA:.: GE: A raer.1ber of t h e V 1V-T :. uho is no i.: a;i:fil::.ate<l uii:11 a local League. 
These mCLlbers resid~ in ar~ as ·1-1here no local Lca~es ~x:i.st. 

1~0NPA::'.TISANSHIP':1 Leacue policy 'uhich states, r,The L~ague sh all not suppor~ or o~se 
any politi cal party or candidate. I t does suppor t or oppooc gover nmental issues on 
l'1hich tt has a consensus. The League ue lcomes members of all polit::.cal parties. 11 

Ar"\ . 

OUTLOOIC I?Or.. 'iJOI:.K: Defines the scope and goals of a p.Foeram item. 
schedule for 1-10rk from adoption to conclusion. 

. . 
~ stablishes a 

'/ 
.. .:- . 

PK;. 1-rrmnsr.. PAYl-lENT: 
U1V-T require~_.of a 

(Effect i ve 1978) i'unount of supportive funds to the L0VUS and 
local Lea3t1e f or each member on its ros te •• 

. . ~1') ) t·1· 
POLICY GUI D2 /POLICY SH~ET: Bas ic cui de 

the by~~m s. 
annually. 

on matters of _polf cy. I:.ules concerning poli<:y 
1-1hich are not set . fo;-.th in 
th(\!:, board and are rey:i.e~-,ed 

They may be ' amen<lec by a majority vote or 
. \ .,.., 

• f 4 , ' • 

POr,TFOLIO: The part~cular area of r e spons i bility assicned to a board ~ember; e.g.; .· ... 
fin~nce, publications, etc. . . , . 

POSITION: A statement prepare<l''by ... t he ·appropriate board expr e ssing member aereement· ,,1 

(consensu::;) on a program item.- ,··P'osi.~·i on, Hordi.ng may· b e i n corpora ted into a prog~am , 
item.-, -.. \ • ', l 

PP,UlCIPL~S: Governmental princi ples supported by th~ League, ·~s· a ,l1'q:ie,)·;hich gi ves · 
authority for adoptdion of ·local, 'state, and nat ion~i-·Pf QCJ1l.m. ·League's may also 
take action on any of these 1fr.inciples. , : .. ·_; .... · ·? 

PhOGP-Afl: Governmental issues adopted for s t u<ly and a c t i on bJ ·cteniliers at annuai 
meetings and by deles ates to state an_d nati onal conv~ntions·. 1 • • 

. ·. :· r.:: \ :•'· . 

.! .~- ' 

:e:--.OG::.Al·I 1-IAKING: Detailed procedure for selecti ne local, r, :ate , and nati onal program; 
des iGned to i nsure member control of the choices made. 

,. l: 

PUP .. POS::Z OF THE LEAGUE: To promote politi ~al ,responsibility tl1rouch informed and 
acti v e participation of c i tizens in government. 

continued neJ~t p age 
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SUBSCI'..IPTION SZ:'.VICE: iicthod by uhich selected Leacue puLlications may be ob-
tian ed at recular intervals by members and non-members . See LlNUS and IJ:TV-T pub­
lii:cations cai:alocs for content an<l cost. /'.lso made available by some local Leagues, 
either on an optional basis or inclu<lcd in dues. 

ilECOGrlITIONS STAUDALDS: Set of standards by which a local Leacue must operate. 

TIIill F0:2. ACTION: ll.nother name for state and local action alert. 

UIUT-ll.T-LAilG~: ll.n or3anized group o:c rnembers-at-larce (usually 10 or more) ,·1hich 
operates under the direct supervision of the state boarci. 

VOT;.;~";.S: National, state, and local bullet:'.ns uhicl: rccula rly l~eep members informed of 
Lea::,'Ue activities. (Nal!les of }/'\cal bullet:..ns may vary. ) 

CITIZBNS INFO'.:'JU'.TION/VOTE::'.S SE~:vrc:;:::: Year around activity to encoura~e citizens to 
be politically active. Provides nonpartisan, !.actual ~nfoi,nation on candidates and 
issues, an<l information about votinG, reeint:-ation, and elect::..on procedures. 

END 
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➔ 

State convention 
delegates discuss 
proposed prpgram and 

Local boards discuss 
members ideas and 
make recommendations 

ACCEPT IT 
OR 

AMEND IT 
AND 

IT BECOMES 

o9 

oar receives ocal 
league suggestions and draws 
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ELECTED ANO/ 1ltf cOftNUNITY TIIE VOTE 
APPOINTED (PUBLIC OPINION) 
OFFICIALS 

STATE BOARD 
CHART 2: .nf . prepares 1 o rmahon 

L_pcal Boards decide ugon areas 
01 member agreement\consensus} 

Members discuss pros and cons in small 
meetings and make recommendations 
Statte Btoardhwords consensus and promotes 
ac 10n o ac 1eve goals. 
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March 24th 

Toi Be~f• Bobette.,_ Helen, J.an.., · iana., Liz., Laura, Luc111da Becky!, fumi, Adelyn, Chri• 
~ Ba.i·..,.ra l'l. Baroara 1'~. • /j9tn, Maren Catnerine, t-!•. rty, SO 

j~ r ~ ,Meg ·,1/t~~ ~ JP~~,,,~ ---k ~~ I e~~ ---L ""-1: ~~~ 

1 
~ -:=iR~RKSfIOP ~ed11•1r.1a..vn1t,rht, 81:,0 - 10~~ t4•ve hit a anag •••• ~ar,h Catherine 

, I. 11ays th• hotel cannot t>rovide spaee for four concn1:rrent P'ffi si111Ul.ations, nor can w 
~ ~ w use the Convention Center. Shall •• 

a) T:ry to do four PTR role playings in one ..U l'OO!ll? 
1 R) Try to do one aiMulation vi.th the delegates not among the 2.5 participating cbn?"ling 

and asking que1tiona af'terf Jan, you w:Ul no doubt want to relate the game to wt 
the current legislative atatus of P'rn is at tbat point. How about alle'JWi.nf, a half­
hcur for your u:pdate and a Q ar.d A pertod? 

,J . o) Change the workshop plan COllpletely--skip PTR and concentrate on MBO? (Probleaa 
~ 1 not all the delegates will be at this vorksh:1.p-think it should be ai,ailable for all) 

~ · ~ I favor proceedi.ng with the PTR role-plJ;Ving if Jan thinks this will ~ effective in 
j _Preparing the delegates for action in that part of the session followi~ convention. 

~ It w plan to put an article in the first convention Voter, touch on the concept 
i~J d'W":1.ru? "Presentation of f:roposed Program" Tuesday Jtorning, provide a handout for each 
l ~ delegate to Nad between 813() and the 9a00 AM gavel on Thursday morning, have a checklist 
. ~ !nd plan tor all of the d14iouss1on leaders and recorders to use in the group discussions 

, ~ ~n goals, and present the Nsults of these goals clisoussions on Thursday shortly before 

J 
adjourment, do all of you think w will have told them enou.gh about r-~BOf Any other ideas? 

P?O,FAM JJEVELOI~ENT BREAKS We've hit anothei- snag •••• I had forsotten that the lunch 
on '.t'hureda:, 11u1 in the Water Gat"den. Also, as you Mentioned, Hillen, that wlll be a good 

i~ time for 1nfomal chats with delegates. 'I'h•refore, how about ,ulpin,; our lunch, talldn,;t 
t and chatt:inJ!; llhile eat.inr.: in ol"der thtt all of us can 111 .. t f~ 1100.F-M to 1a30 1n S0111e 

' 

corner of the Convention Center. le could have the report from the "1'Nalcs" following 
Peggy'• MAL contest report to give us more time to get it all together rathel" than after 
the E1•ction Ccnmittee Report as I had origfmally suggested. Any objeotiona? \1 Batty, I haven't found e1thel" 45fi the titles on MOO you sugg•eted in th9 Flano libra-,, 
but I 111 work fran Dl"Uker and two other I have--plu• th• chart that Jan vot !Nim Pit L. 

' 

to riraft a Voter article, a handout, and a suggested fo!'llat for the rluaouesion leaders 
~ this wek. I'll circulate it fo-r conHnt and auggeet1ons before releasing it to Marty. 

o(1In addition could all the d1scuas1on leaders and recorders plan a meeting to "get outt 
\.... '-i oact together"? How about Tuesday in the suite durinf cocktail hour? J~i . '\ , 

'( 

.~ 

Also, the Plano League v1.ll sene lunch to our double board pl"OmJ)~ at noon on FP1day 
in order that,. can finish b:, 3 FM. I'm pl~ to use the J>&tio tor the joint boal'd 
... ti.ng--pra:, for good weather anri no 111ore Lubbock-type wirlde. If the room assigments 
1n your }-{arch 20th amo don't work out I can iil.NP three more 1n th• cabana C01J1fortably. 

'Ullti• I think your breaktaet diaC'USsion for clarification of the wording for unita17 
priMari•• is a good idea. ~ny if I contributed to the confusion. I'11 1tnclosing the 
teal"-ofrs I've received to date fl'Olll th• la1t board report. 

~'rt CoN, plea•• g,tr the oopy for the next Envi ronot•• iawe to •• YESTEHDAY. Joann hae 
tiae thie n.ext WMk to get it out. Rend aJ'(f additional name• for the mailing list and 
an;y &l)J'A&rances (except legislative ones) that you•v• made when you send•• th• copy. 

J 
Beth, you've really done • ~ job gettir.g all the convention details together, and I 
do plan to oome to Frances :Niohola .Hunday night soiree and drive back to Plano after. 

Betty againt Do you ant any sort of report at the pre-convention boal'd meeting on the 
local !.,eque amtual reports? l have received about 20 of th• so :f"ar. 

Till Fort Worth, .,, 



UJV/Dal las THE PTR GAME PLAN September 1976 

The PTR Game is a simulation of the proceedings of a State Senate legislative 
Committee created to draft property tax reform (PTR) legislation. The object 
of the game is to draft specific proposals for inclusion in a PTR bill. Each 
player assumes the role of a lobbyist, committee member or staff assistant. 
Each player is provided a position paper at the start of the game. Creativity 
is encouraged in the interpretation of roles. 

The specific proposals under consideration are: Cl fpta,.:,ed. 
1. Taxable property shall be asses-sed--atfull market value. 
2. State supervision shall insure equitable and uniform assessment and 

taxing procedures. 
3. Professional training shall be required for tax assessor-collectors. 
4. The county tax office shall be the single appraising office within 

the county. 

The first committee session is a hearing on the 4 proposals. The second and 
third sessions are committee meetings. The second session is a debate and the 
third session is the vote. Recesses are called between sessions to permit 
strategy planning and negotiation. 

Rules: 
1. The committee chairman is in charge of the game. The chairman is the 

timekeeper. The chairman has discretion in recognizing speakers and in 
applying parliamentary procedures. 

2. lobbyists may not be recognized to speak in sessions 2 and 3. However, 
they may use informal means of communication such as whispering and 
note-passing. 

3. Three votes are needed for passage of any proposal. The chairman may 
vote. It is possible to abstain. 

4. A maximum of 2 amendments per proposal may be considered. A vote on a 
proposed amendment shall precede a vote on the original proposal. 

Players: 
l. LOBBYISTS: a county tax assessor-collector, a representative of the 

trucking industry, a representative of the LWV, a homeowner/taxpayer, 
a big city school superintendent 

2. SENATE LEGISLATIVE COMMITTEE MEMBERS: Chairman, East Texas; Senator, 
large urban area; Senator, mid-size, poor urban area; Senator, 
suburban area; Senator, Lubbock area 

NOTE: If there are more than 10 players, Senators may be assigned staff 
assistants and lobbying delegations may replace a single lobbyist. 

Timetable: 

15 min. CONVENE: The chairman opens the proceedings and introduces his 
corrimittee. He reads the proposals under consideration. He then 
recognizes each lobbyist for a 1 minute statement of position. (The 
speech may be read or ad-libbed.) 

10 min. RECESS: All players fill out individual strategy form and begin 
negotiations. 

10 min. RECON~E-fll~: The chairman recognizes each senator for a 1 minute state­
ment of position. (The speech may be read or ad-libbed.) 

15 min. RECESS: All players make strategy revisions, if needed, and continue 
negotiations. 

20 min. RECONVEr~E: The chairman conducts the voting on each proposal, consider­
ing only 2 amendments per proposal. Read the final proposals adopted. 

.J 
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League of Women V()ters of Ballas 

Unit Me~ting Plan 
Proporty Tax Reform 
September 22, 23, 1976 

Objective: The purpose of this meeting is to prepare the membership for 
effective participation in League efforts to implement signifi­

cant property tax reform (PTR} in the 1977 session of the Texas Legislature. 
Specifically, this meeting will provide a substantive knowledge of PTR and 
increase understanding of the complex political process to be used in its 
implementation. 

Resource Material: PTR Voter Insert, September 1976; County Government 
Study, Part II, April 1976, pp. 1-7; Texas Voter, May 
1976, p. 3. 

Unit Leader: Assign gamo roles prior to the meeting. Distribute name tags 
and position papers as members arrive. Ten players are needed; 

if more are present, expand the game by giving e3ch senator a staff assistant 
and/or selecting a lobbying delegation rather than a lobby representative. 
White these extra players will not presont a formal position statement, they 
can be valuable in the negotiating sessions and in the formulation of positions 
and strategy. Designate a committee member to also serve as committee clerk 
(recorder). 

Resource Person: 

15 min. Objective: State the objective in her own words. 

Background on PTR: 
t. LW'J of Texas positions 
2. L\.N of Dallas positions 
3. Peveto Bill, 1975 Legislative Session 
q. Outlook, 1977 Leg;slative Session 

The PTR Game: Distribute the PTR Game Plan and discuss it. 

Unit Leader: 

5 min. Finalize role assignments and allow time for the study of roles. 

70 min. Play the PTR Game. 
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TO: Wackerbath, Baggett, Rosenzweig, 

Breoberg, Conner, Fri t z, Hunter, 
FROM: Lancast er 

s. 0. 
Litrns 

and Prograu Core People: AndYrson, Brasher < 

with copy for Mr s. John H. Sieber 

RE: STATE PROGRAM BROCHURE and STUDY/ASTl ON BOOKLET 

Eloise , thanks bunches for all the data on publishing the State Prograr.1 Brochure. I have 
tried to set a tiue table below, allowing th1:ee wee ks for printing in order t o have the 
sar:ie deadlines for both the Study/Act ion booklet and the State Progra.-1 Brochure. I s this 
reasonable? Since i1ary Sieber has al!:ea dy edited Duch of the S/A booklet I don't think 
this would require a lot of redoing , e xcept to bring itens up to date and include current 
legislation passed and to include new study iteus. I think the prograi.1 peopl e just as soon 
work on both of these publications at the sa1.1e tiua . Anyway, I would like all of your 
cor:u.1ents on this a t Sta t e Bo;::i..·J. I 1

1:1 oi,.1e og r a phing this so Progran chairnen will have 
sooething to start with. 

STATE PROGRAM BROCHURE: 
Fon1at: tri~folded 8- 1/2 x 11, p: •inte d both sides ? or flit chart? or other ? 

Color paper and ink : tlack i r..k ou white? Blue ink on whit e? other ? 

How nany? Eloise suggested 7,500 or 8,000? 

STUDY/ACTION BOOKLET: Sio ilar to na tio~a l ' s? what changes suggested in f orr:ia t ? 
How · 1a ny? 

BLU!_:l8: What; La ncaster will p~e.~:- .:. .:c -Uf:f!"'-: •- i 0 .:,'" !:.:r;:: 3.:::gge t t, who final izes? 
How? Voter, Specj_al 1:1ai1i.ng , Boa rd report other? _______ _ 
When ·t Augus t ? to go out with D.t'Ms ? I 

\ 
PROCF.DURE ' 

TINE NEEDED DATE DUE 

la 
1st copy to 3 VPs £:-on Prograr..1 5 weeks - June 23 

1 week •VPs cornnent and review and back t o "!?;.::::,gr" r, 1chc'l i-:-r.1en 
h-.... 
2nd copy to 3 VPs fror.1 Prog-::-ar:i "h-" i t"r.l(;; n 

3 
1 week r 1/ ' fr .,?? 

Progra□ VPl copy to League editot" 
UL k..- ::)t.l!.. di 5J.. 

Editor edits and :onfers,Ywhen nee . wi th 

Editor copy to Wackerba-:::-th 

Wackerbarth t o Printer 
Printer prrofs to 3 VPs 
Proofs back to 1-lacke.:barth ~ ta~{ E' '.: 

Printing 
Delivery to Dickinson - - - - - -

DPM 

Orders frora Local Leagues filled - - · · 

-1 ueck - - - July 14 Oet .'1b 
I 

,::hr.1. " ~-,eeks ~1/ 
- - - - - - - - - - -July 28 f OV, s-

4 
3 weeks 

. , Aug . 18 

2 weeks 

- ·· ·· - - - - - - - - - - - - - - Sept. 1 .JI-fl/, I 
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LWV of Texas 
June 1970 

TO: State Board 

FROM: Jody Boyd 

RE: Pre-Board Report 
VOTER 

May VOTER Like marriage -- it's "for better for worse" at this point. I 
would appreciate your constructive criticism and/or suggestions. 

Second Class Permit Application has been made for re-entry of our second 
class mailing permit through the Dickinson Post Office. 

Legislative Issue - February, 1971 In accord with the instructions of the 
Board, arrangements have been made to include a "pull-out" legislative sec­
tion in the February issue of the VOTER. The section can be either two or 
four pages. The approximate costs for an expanded VOTER are: 

a. VOTER plus single sheet insert (6 pages total), $3SC.OC 
b. VOTER plus folded insert (8 pages total), $4SC.OO 

July VOTER - Deadline June 10th Time is of the essence in June. My family 
and I will be leaving on the 27th (not to return until August 3rd) for our 
annual hiking trek. It would greatly facilitate the rapid publication of 
the July issue if you could come to the June Board meeting with your ar­
ticles prepared. The following assignments were made at the P.pril Board 
meeting: 

1. 

2. 

3. 

Ruth Martin 
a. Lead article -- 45 lines/35 characters. 
b. Lively Issues -- 420 lines/35 characters (including Timetable) 
Virginia McKinlay 
Texas at national Convention -- 90-110 lines/35 characters plus 
a couple of good pictures. 
Veta Winick 
Perspective 60 lines/35 characters 

Approximately SC liues are still available on the last page. The VOTER 
CoITlllittee would appreciate receiving prepared articles for consideration 
for use in the remaining space. Possible "goodies" could include: 

1. Organization article 
2. Area workshops on Leadership Training 
3. Exchange of LWV President and TEF Chairman for better coordina-

tion of activities 
4. Information re how TEF can best be utilized by local Leagues 
5. S-LR article to clarify guidelines for local League activity 
6. Membership article re none Winner" in '71 
7. Board Training Briefs (Mrs. Clusen's visit) 

September VOTER -- Deadline Augus~ Articles for the September VOTER 
will be assigned at the June Board meeting, The suggested content includes 
all of the above :igoodies" that cannot be utilized in July plus: 

1. State ~ction on Human Resources 
2. Lobby School preliminary 
3. New pr ogram item introduction (Sept. or Nov,) 

(OVER) 

\_, 



September VOTER (Con'd.) 

4. Texas Executive Boards and Commissions (Sept. or Nov.) 
5. Publications article 

Please send your suggestion re advisability for usage and suggested length 
to me prior to the VOTER Committee meeting, if any of the above articles 
fall within the scope of your portfolio. Beaucoup thanks. See you in June. · 

* * * * * * * * * * * 
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TO: State Board 

FROM: Elosie Wackerbarth 

RE: Publicaticns - Local Program 
Pre Board for June 1970 

Iecisicns which will be required at the June Board meeting: 

1. Shall we reprint HOW TO WRI'IE YOUR ELECTED OffiCIALS'? 

If so, how many'? Shall we change the format? 

2. Shall we reissue any other publications'? Which c:nes? 
How many shall we order? 

3. Shall we reissue FUN-da-MENTALS? Complete? In secticns? 
Both ways? 

4. Format of new Publicaticns catalogue. 

The comnittee may also have some additicnal items to add. 

INFORMATION NEEDED: 

I.WV ot Texas 
May 197-

Titles and brief descriptions of as many as possible of the new publications 
planned for 1970-71. 

Li st of all out-dated publications which should be deleted from the catalogue. 

Al 1 Board members PLEASE check the catalogue and send to me or be ready with 
your recamnendaticns. We do not want to include obsolete items. Veta: How 
do we know how much of a supply of the various i terns is on hand? Will Arm be 
able to furnish an estimate? 

I have not been exactly inundated with ronm.mications fran local Leagues re 
the preferred size for the new Catalogue. I learned today that some of the 
Standing Orders were received only last week, and because of setting today 
as the deadline for replies, some who might have expressed an opinion nay 
think it too late to do so. So, we still may have to go it alone in making 
the decision. Ann did poll her Board, and they prefer the srraller size. If 
the full page size is selected, they would like the catalogue to rome plmched 
for insertion in notebod<s. If any of the rest of you can do a little sleuthing, 
it will be appreciated. 

LOCAL PROGFAM: 

To date a program list has been received fran only one local League, so 
preparation of the promised list will have to be deferred. I know of no 
Board decisions which will be required at the June Board meeting. 
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To: Program Chairmen 
From: Mrs. Ralph Bubis 
Re: Program Procedures 

LWV of Texas 
August 1970 

This is a general memo setting down some of the answers to questions you've 
been asking and some of the procedures which might help you with your item. 
If you have further questions , I shall attempt to answer them or find out the 
answers for you. Please don't hesitate to ask. Also, we need not necessarily 
feel bound by what has been done in the past--! hope we all :<11 be innovative. 
But it is helpful to know our program history as a guideline to us. Let's share 
together our ideas and questions about programming. 

Scheduling your item: Since I was not in on your original meetings and do not 
know everything you have planned for the year, I need your help . Please put 
down on a piece of paper your plans for the rest of the year, with due dates 
if you know them. Put ~stericks beside anything which will need to go through 
the office. This will help me know when to expect your materi als and will 
help Veta schedule the office time. Cop1es of these should go to me and to 
state office. Please make these at det ailed as possibl e . For instance, if 
you're planning a·.kit, what do you pl an to put into it, how long will it be 
approximately, what will it cost, etc? (For costs: Figure 4¢/page for one.side, 6¢ 
for both sides.) Are you doi ng a F&I (Fact and Issue)? If so, how long do you 
think it will be? You'll want to go back to check the calendar sent to the 
League last spring and also the State Program Folder to see if you have included 
what has been promised to the local Leagues. It might also be a good idea to 
put this schedule in your notebooks, so that future chairmen can see the planning 
which went into the year. 

Communications: Most of yo~ have been doing a good job of keeping me in touch 
with what you've been doing . I hope you have also been replying promptly (within 
a week) to chairmen of your other committees, and that you've been sending car­
bons of these to the appropri ate VP (s). You can check the Board assignment 
list to see which VP applies. And, of course, state office should receive 
everything you send. Please keep us informed . 

Publications: Material sent to the Lls may be in the form of a Leaders Guide or 
kit, every member material (usually a F&I), or action materials. We might start 
thinking in terms of further use of our state VOTER in order to reach members 
with what is current and also think ci bout·~c:idfog ar.t·:c:::is ·to :i.ocal .Le:agues for 
inclusion in thei~ own VOTERs . (Perhaps we 'll have tima l 2ter on in the year 
to do some brainstorming about possibilities for information dissemination.) 
You and your committee will decide what to send , with Board approval. The Board 
will make these decisions, keeping the total pict ~re in mind, with particular 
attention to cost and volume. Remember , in developing materials, that a 
dichotomy exists in the League between those who are interested in studying in ~ 

depth and becoming experts, and those who want easy t o read, easy t o absorb 
meterials . The Leaders Guides or extra materials that we send te Resource 
Chairmen are for the first--the every member ·materia1s are for the latter. 
You may r~ed to repeat facts in F&I which have been expanded upon in the Leaders 

(continued) 



Guides. Don't worry about having to do this. The F&I should stand alone. After ) 
all, there will be many who will read the F&I who will not attend the unit meet-
ing to hear the extra meterial. 

Approach the F&I on the basis that the reader has no knowledge of the subject. 
What does he need to know to make it understandable? If a new study, are all sides 
presented fairly, with equal emphasis given to the major points? Length of pro/vs. 
length of con is important--try to make them as equal in length as possible. (This 
is so, even though the number of arguments vary. Perhaps you can do some expansion 
on the shorter side.) Since Leagues generalJy choose program because they believe 
some problem exists, you will want to determine what problems there might be, and 
pinpoint some of the alternatives. The technique of asking questions has been a 
good one in the past. You might check back through some prior F&I to see how this 
has been done. 

In developing every member material, you might want to first do a sketch or outline 
of what you think should be included, to be circulated to your committee. I think 
it might save time later on, if this first step is included. It not only gives 
your committee a chance to help you with the basic design of your study, but will 
also help fix this in your own mind. After this has been approved, then you will 
start to write, filling in the facts. Everything you write goes to your colllTlittee 
in draft form. Because we can't sit in a room together to work this out, because 
we want to preserve the League's image as a dependab.~ {ftlace-·•tG>, learn. the- f11~ts, 
and because we want to make a special effort to be impartial where a position is 
not already determined, the writing process generally goes through a number of ) 
drafts before the final copy is ready for the printer. Although this must at 
times seem slow and frustrating, it has always been League procedure, and has 
worked for the protection of the League. Even on the national Board, F&I go through 
a number of drafts before they are put into type. For instance, at national conven• 
tion, the foreign aid chairman said that her last aid draft went through nine revi­
sions. This despite the fact that they have professional staff. 

We are fortunate to have Mary Sieber as our editor. Please include her in your 
carbon routines. After you feel you have come up with your final copy, and your 
material is going to the GENERAL PUBLIC, Mary Sieber should have a printer-ready 
copy for editing. She will check facts and put your publication into proper 
grammatical form. She will give you a chance to comment on her suggestions. You've 
asked about her editing materials such as the kits or Leaders Guides. This does not 
need to go to the editor, but if you feel more comfortable about her doing it, and 
she is willing, there's no reason why she shouldn't edit it for you. Jody Boyd has 
also said she would help with editing, if she has time, and if you wish. Jody is 
also an excellent editor and knows League style. Please read your style sheet, 
1ncidenta11y, before you write. This will save the editor time later on. 

You should be getting a detailed memo on publishing F&I from Eloise. I hope this 
will answer some of your questions. If there are other points which are not clear, 
please don't hesitate to ask Eloise or myself. About printing the F&I, policy has 
not been clearly delineated as yet. The last administration used a centralized 
system, with all materials sent to SO for publication by one printer. We have made 
no decisions about changing this system. Eloise has found a printer in Ft. Worth ) 
with very reasonable prices, and we have the Texas City printer. I suggest that, 
unless you have some strong opinions about the printing procedure, you let Eloise 
handle this. You will be expected to do the proof reading along with Mary Sieber. 

- 2 - (continued) 
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Program Procedures - Mrs. Ralph Bubis (continued) 

The item chairman, publications chairman, president, and program VP will determine 
the number to run, color or no color, etc. As a rule of thumb, Eloise has suggest­
ed running 200 of leadership materials (with 150 collated), and 4000 F&I. This 
is based on ordering experience in the past. If you think there is unusual use 
for your publication, we can adjust accordingly. Unless a change is recommended, 
the leaders materials will be sent as follows: two to each League in presidents 
mailing, one to each state Board member, with order blank for additional copies. 
F&I go out on Standing Order. Pricing is done by Eloise, depending on the printing 
cost. You may decide to mimeograph some publicity about the material, including 
an order form, to be sent out with the initial mailing. 

Most of this has concerned study items. If you have an action item, you will need 
to check your files to see how current are the materials which the LLs have. Is 
there a need for updating? Do the present political climate, or the interest of 
the membership, or the current amount of state materials being sent to Lls warrant 
an updating publication? This will need to be decided by you and your convnittee. 
If you feel updating is necessary, or action promotion is desirable, or that any 
other publication should be put out, you'll need to decide upon format and bring 
your suggestions to the Board for approval. 

Budget: There is money in the budget for you to buy inexpensive publications, for 
some phone calls, etc. Check the key under the Program Development budget to see 
what is covered. You don't have to ask permission to use this budget, but please 
spend sparingly and let me know what you've spent. The budget may seem like a lot 
of money, but most of it is used to cover the transportation and meal expense of 
the program core committee meeting in December and other general costs of program­
ming. There may be times when you feel you really need to phone me. May I suggest 
that you call between 8 and 10 in the evening or on Sunday, when lower rates are 
in effect. Since you won't be phoning too frequently, perhaps your families won't 
object. Legislative action is under another budget, and Chris has charge of it. 
If you have any proposed expenditures under this, please check it out with Chris 
first. Her budget is slim, and we wouldn't want to spend money that she planned 
to use for something else. 

Action: Plans for action come from the chairman and the committee to the Board as 
recommendations. Implementation is up to the chairman and her committee, with the 
help of the president and program VP . If public relations are involved, so is the 
public relations VP. Halcyon is a professional in this field, and we're fortunate 
to have her advice. Please spell out to her exactly what you need. 

Local Leagues will want to discuss your action ideas at their Board meetings, so 
whenever possible, you will want to give them at least six weeks notice. I'm not 
sure that just mentioning it in State Board Report is sufficient. The LL presi­
dents, or maybe DPM, need to have a separate memo. Other then putting something 
in the State Board Report and the state calendar, I don't recommend sending noti­
fications much more than the six weeks in advance, unless there is a good deal 
that the local League must do to prepare for this action. Pieces of paper tend 
to get lost in the shuffle, unless they're immediate. 

Action can take many forms, from educating the public to supporting a specific 
piece of legislation. There are publications in your files which will give you 
ideas about what to do. Also, as state VOTERs come in with ideas, I'll pass them 
on to you. You've done a good job in using your imaginations to come up with the 
new and the different--hope you'll continue to do so. 

- 3 - (continued) 
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Legislative: Chris will set the guidelines here. At the October Board meeting, she ) 
will explain further what your role will be. You will want t o work closely with 
her. During the session, you'll receive copies of bills, which Chris will probably 
have read only by title . You will write a bri ef summary (usually three or four 
lines--see the Legislative Newsletter or refer to your files for formatb and 
whether you recommend action, fyi (for your information), no action, or opposition. 
Copies of your comments are sent to the l egisl ative chairman, president, and pro-
gram VP. Chris may also want to designate someone on the Capitol Corps to receive 
your memos. Your committee is not circularized . You are expected to reply to 
these bill analyses immediately, by return mail if possible, certainly no later 
than three days . Bills are also sent t o the president and program VP, and their 
recommendations are returned with yours . Chris then decides on the basis of 
this information what course of action t o recommend . If there is time , she dis-
cusses this with her committee at the pre~Board sessi ons, and then makes specific 
recommendations for Board approval . If there is no time, the decision will be 
based on the four recommendations. 

While your committee doesn't receive the bills or your analysis, you will want to 
keep them informed about what is going on. Also, at committee meetings, you will 
probably want to outline for your committee what has been suggested concerning 
the bills and ask for their comments . Your committee may make suggestions to the 
legislative committee concerni ng your item. If possibl e , I shall ask Veta to 
schedule the legislative committee t oward the end of the committee meeting time 
in order that your committee will have a chance t o meet first. 

You might want to think about keeping good records immediat ely availabl e as to your ) 
recommendations concerning bills. Perhaps a separate notebook or fil e could be 
used for this. Things can pop rather fast in Austin in the heat of things, and you 
may receive a phone call asking for your immedi at e decision. As you can tell by 
this, you'll want to be thoroughly familiar with the nuances of your consensus 
positions. We rarely have the opportunity to have a 11 pure11 bill, and when we do, 
it sometimes isn't the one which has a chance of passage. We sometimes go toward 
our goals in baby steps rather than the giant l eaps we would like to take. Per-
haps you could spend a littl e time pri or to the beginning of the session looking 
over what your predecessors recommended. You are certainly not bound by anything 
that happened in the past, as long as our consensus covers the point, but you 
could at least determine the thinking that went into decisions in the past. 

Decisions concerning method of support originate with the legislative chairman; 
however, you might, in consultation with her, deci de upon suggestions for promotion 
by LLs . You may also be called upon t o write testimony for committee hearings. 

Study and Action : We have been asked by the conventi on and state Board t o publish 
a state Study and Action, which will be mimeographed. All of you should have the 
1968-70 edition of the national publication in your fil es. If you don't, please 
ask Eloise to send you a copy. You1 ll get a memo from me shortly with an outline 
for you to follow. Since this should be in LL hands by the opening of the legis-
lature, deadline will probably be no l at er than the end of October. 

Program Planning : The program chairmen make up the program core committee, which 
is responsible for development of proposed program. The Lively Issues have been ) 
done, and LLs have received their first round program report forms . At October 
Board, we'll spend some time on conventi on rul es and procedures, and our recom-
mendations will go to the October Board meeting. Pl ease read the pre-Board Report 
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Program Procedures - Mrs. Ralph Bubis (continued) 

carefully and bring it with you. In December (2 & 3 have been tentatively sched­
uled, we will meet to analyze the first round reports and make our recommendations 
for proposed program. This then goes to the January Board, who makes the final 
decision on proposed program. The Lls receive this for second round program 
making . These second reound recommendati ons will be analyzed by the program core 
committee at pre-Convention Board meeting , and the committee's recommendations 
will again go to the Board. What comes out of the January Board meeting is the 
proposed program which is presented at the Convention. 

For convention, the program chairman in the pas t has been responsible for con­
vention workbook articles on what has been done on her item between conventions 
(you'll probably want to take notes for this as you go along), suggestions for 
future study and activities for the item , and also, she will be asked t o make a 
short summary of the item for convention. Your files should contain copies of 
what was done in the past. It is possibl e that changes might be made in these 
procedures, so I shall go into detail about them in the future, when plans are 
more set ; however, I wanted you to be aware that there is a good chance that 
you'll be asked t o do these things in some form, so that you may plan accordingly. 

Off-Board Committees: Many of you are using off-Board committees, which I think 
is all to the good. Would you send me their names and addresses, so I may include 
them when circularizing your committee? Also, the local Leagues might like to 
know about them. Your off-Board members shoul d get a list of your committee, 
including the VP and the pres ident and Mary Sieber, and vice-versa. If you haven't 
already done so , you might mention to off-Board members the carbon routine and how 

J it works. 

J 

I hope this memo has been a help t o you in determining program procedures. Please 
put it in your notebooks and keep for reference. 

* * * * * * * * * * * 
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~ • LEAGUE OF WOMEN VOTERS OF 1 u:r~drsl s 1~75i 
67 East Madison St., Chicago 60603 ' 

T H E 

1. Do you wish to increase, maintain, or cut State Program? Whatt~v~r ~ov( 
choice, how do you wish to accomplish it? Give specifics. 

2. How can income increase to maintain/increase State services? 

What is the financial payoff for getting new members? In other-words, 
is it worth it to your League? 

How much in-depth, acros s-the-board information should a local League 
member have to enable Board members to speak and act publicly for the 
League of Women Voters? 

# # # # # 
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. LEAGUE OF WOMEN VOTERS OF ILLINOIS 
67 East Madison St., Chicago· 60603 

T H E HARD QUEST· I· 0 NS 
(#2) 

August, 1976 

.1. State i terns come from the local · Leagues·, as does· the study and· consensus. 
How many State positions do· you· use· for action· and/or· monitoring· at the 
l oca 1 1 eve l ? 

2. If you were called upon to do an every member campaign on a State program 
item, on which would your members be prepared to act? 

3. To what extent should the members be knowledgeable about all State items? 
How is this decision made? Is· ·it· satisfac~ory? · If not, can you suggest 
some solutions? 

4. There has been suggesti on that the League adopt a "sunset law11 for program . 
In fact, we do have a sunset law which goes into effect every two years 
when you must vote to continue present program as well as adopt new items. 
Is this a satisfactory way to limit program if that is your desire? Other 
suggestions? 

# # # # # 
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.LEAGUE OF WOMEN VOTERS OF ILLINOIS 
67 East Madison St., Chicago 60603 

. (312) 236-0315 
TO: 

Auqust, 1976 

Local League Presidents 
Program Chairmen 

FROM: Doris Bernstein, Vice President 
Program and Action 

Dear Presidents: 

~ \ { The President's Trainin9s have been completed, the calendars are set, the "'J year apportioned, the hard questions have been posed, and we have a brief 
respite until the real world starts rolling in on us. 

When we talked about the length and scope of State Program at the President's 
Training it was suggested that: 

1. i t wa s l on g • 
2. it was too lonq , 
3. it neededupdating from time to time. 
4. it needed winnowing. 
5. it should stay diversified for member satisfaction. 
6. it needed new items for member satisfaction . 
7. it should be solidified , 
8. it should not be discarded because we need our positions. 
9. it was not understood by many members. 

In fact, the more we talked, the more opinions were put forth . 

A number of you believed that our positions were good but that it was diff i cult, 
if not impossible, to cover each State item every biennium. Some of the sug­
gestions were: 

a "sunset law" which would automatically remove inactive items after a 
period of time , 

a bylaws mechanism which would require automatic review and reaffirmation 
after a period of time . 

a bylaw limiting the number of State items. 

It was clear that while the larger Leaaues did not experience the same crunch . 
~aller tea~u.es.-alLQUs needed hele to cover program. Some of you have 
al ready taken advantaqe of expertl" se in nehiFi'E'oririQ[eagues in specifi C items 
and asked them to share with you , Some of you have generously given of your 
time and knowledge. Some have formed joint committees and given separate or 
joint presentations . In short- -you've been using your good League know-how 
and imaginations . 

It seems to us that this use of League resources is a splendid idea whose 
time came several years ago . If one League has a particularly good IR Com­
mittee wi th a good presentat ion and good material, why not share with a League 
or Leagues which cannot manage the item at all? Or School Finance, or Natual 
Resources, or Corrections, or Assessments, Voters Service, money raising • . . ? 

- OVER -
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· Even though Leaques, by and large, like to do their own study on items, particularly 
consensus items, it is apparent that this is becoming a luxury we cannot always 
afford. Lack of a good study, good material and good discussion can lead to 
inadequate consensuses--or no consensus at all. 

So---let's try something that might help us all. Some of you asked the State 
Board to act as a clearinq house for sharinq the strengths of our local Leagues. 
In this Convention year, iet's see how and if we can come to grips with our 
proqram by helpinq each other. By Convention time we will surely have some 
answers to the hard questions about length, quality and effectiveness of League 
program. 

Away with false modesty! Fill out the following form/forms as soon as you are 
able to assess the quality and exportability of your committees and their materials. 

We will make the information received available to all of you on a regular. basis 
as it is received in the Office. It will then be up to you to contact other 
Leagues to work out a proqram--resource sharinq mechanism. 

We await with great expectations the avalanche of good tidings. 

# # # # # 



·LEAGUE OF WOMEN VOTERS OF ILLINOIS 
67 East Madison St., Chicago 60603 

(312) 236-0315 

PART II 

August, 1976 

TO: Local League Presidents 
Program.Chairmen 

FROM: Doris Bernstein, Vice President 
Program and Action 

At the August 18 State Board meeting, we spent some time considering your 
specific responses to the Hard Questions posed at the Presidents' Training. 
All of you who participated felt this was a useful dialogue and that these 
sorts of questions were a meaningful way to begin. 

It seemed to you and to us that we should continue . And continue between 
all of us, State Board and local boards, local boards and members, members 
and State Board. 

At the Regional session on Consensus/Member Action,_,we will again bring 
tliese concerns to you . In add1t1on, we will continue to send you more 
Hard Questions with the hope that you, your board, and your members will 
make time to discuss them . 

It is our hope that these sorts of discussions will bring greater under~ 
standing of League purpose and direction, particularly as we consider program 
and budget proposals for the 1977-79 biennium . 

Enclosed is a copy of our first four Hard Questions in case some of you 
may not have received a copy . In addition, we have put together several 
others, mainly concerned with State Program. In the future, we will have 
some on cost of program, f i nance and budget. 

It will be your board's decision how far you wish to go with these, but we 
would urge you to share these discuss ions with your members; those who care 
about the League would want to be included. If you should take notes of 
what happens at these meetings, we would be pleased if you would share them 
with us, if you can. 

For our part, we will continue to discuss among ourselves and with you all 
at every opportunity Hard Questions, and maybe even some easy ones. If 
you come up with some great Questions, send them to us so we can share 
them with all . 

Hopefully, you'll come up with some great Answers . 

# # # # # 
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~EAGUE OF WOMEN VOTERS OF ILLINOIS 
67 East Madison St., Chicago 60603 

August, 1976 

LEAGUE OF WOMEN VOTERS INFORMATION AND HARD FACTS POOL 

Date ---------------
LWV of --------------
Committee/Item -----------

1. Do you have one or more unit presentations you would be willing to present 
to other Leagues? 

2. Do you have written material for bulletin or unit use you would be willing 
to share? Cost? 

3. Do you have plans for spec ial kinds of community or League meetings that 
might be useful for another League? 

4. Do you have action plans that you could share? 

5. What are the dates by which you will have any/all of the above? 

6. How far would the committee or members thereof be willinq to travel to 
make a presentation to another League or group of Leagues? 

Return to: LEAGUE OF WOMEN VOTERS OF ILLINOIS 
67 East Madison St., Chicago 60603 

PLEASE USE OTHER SIDE IF NECESSARY. 
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May 28, 1973 

To: Barbara G. and Fumi s. cc: SO 
Res R1frPUb1.ishing 
From: Betty Anderson 

We used this time line about two years, and it seemed very 
workable. Try to allow the state office a month to prepare 
a leaders guide. 

Procedure 

1st copy to program committee 
and vicepres. and se. 

Comment and review and back to 
Program chairman 

2nd copy to Vice president 
and SO 

Copy to League editor 

Editor edits and confers, when 
necessary with program 
chairman 

Editor copy to publishing 
chairman 

Publishing chrm. to printer 
Printer proofs to chairman 

and veep. 
Proofs back to publishing chrm. 
Printing 
Delivery to Dickinson 

DPM 

Orders from LL filled 

Time Needed Date Due 

5 1, weeks? ?- J 'ii' 

1 week y..-1~-

1 week 9- ~ ~ 

1 t week.s >?'- do- 7 

2 weeks Q- !l/ 

4 weeks 

/t) - '/? 

2 weeks 

//- I. 7 .S 

Start with the date you want orders from LL filled and work 
back up. 

Check with Mary Seiber early--to see if she can edit when you 
need her. t f she knows early enough/, she can do her other 
scheduling around it. 

~ ? 

(2,<_LJ 
.,, 
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May 28, 1973 

To: Barbara_G., Fumi S., Linda A., Betty c., SO 
From: - Betty Anderson 
Re: 1973-74 Budget, H. Educational Activities 

I. LWV of Texas Education Fund 
1. Program Committee 2,250.00 

The adopted budget included $2,250, which we need to write 
proposals for educational activites (before we reach consensus 
or we do not push a support position) 

It was my understanding that EQ's $879 was included in the 2,250, 
I'll check on that for sure. I am arbitrarily suggesting this 
distribution for the balance--$1371. 

TCR 
VR 

FSG 

HR 

$500.00 (TCR also has $1500 under action) 
451 . 00 (all the study materials would be provided in 

the first half of the biennium. VR also has 
$200 under action) 

320 , 00 (although this seems a small amount, it might 
do a 2-pp. Voter supplement and a Leaders Guide, 
Other materials will be prepared in the 2nd 
year of the biennium. Most of the $500,00 under 
H. II, LWV of Tex. Program can also be used for 
the new item) 

100.00 (this is the figure that may need to be adjusted, 
Did you want to do HR Newsletters as Genie had 
done, Linda? How many would you like to do? 
We can find out how much to budget for each one . ) 

Let me know if you can or can not live with these figures. 

Re: Form for submitting proposals (an example) 

REQUEST FOR LEAGUE OF WOMEN VOTERS OF TEXAS EDUCATION FUND SPONSORSHIP 

To: LWV of Texas Education Fund 
1416 Royal Oaks Drive 
Waco, Texas 76710 

From: LWV of Texas 
address 

1. The general nature of the project is research andpublication 
of ---------

2. Project Purpose 
To explore election law administrative practices and procedures 
by (a) interpreting the present law, (b) interviewing election 
officials and (c) monitoring elections. 

To inform and involve members of the LWV of Texas and citizens 
about election election laws 
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To increase citizen participation in thepolitical process . 

Long-term objectivess Continuing identification of obstacles 
to registering and voting in Texas. 

To guarantee the effective exercise of voting rights. 

3. Need for Project 
A thorough citizen's review of the Texas Election Code has 
not been undertaken since the LWV study in the early '60s. 

In spite of a 1970 federal court order re voting registra­
tion procedures i n Texas and subsequent passage of a votee 
registration bill by the Texas Legislature in 1971 to correct 
them, certain administrative as well as legal application 
and interpretations of provisions ofthe code and the new 
voter registration law can result in difficulties for citi­
zens to register and vote . Identification of these obstacles 
is essential so that steps can be initiated by interested. 
citizen groups to correct them if the democratic process 
is to be preserved. 

4. Description of Project 
Preparation of study materials, including Leader's Guide, 
Facts and Issues, and Poll Watchers School kit. 
September 1971--Rough draft of material completed 
January 1972--Distribution to local leagues, members and 

citizens. 

Voting Rightss Research and Publication Project Budget 

Committee Expenses 
Face to face meeting? 

Transportation 
Meals 

Resource materials 
Telephone Calls 

Leaders Guide 
300 copies (approximately 12 pp.) 

printing (includes cover) and 
typing, 48 hours@ $8.00 per 
hour 

200.00 
20 .00 
50.00 
30.00 

384.oo 

LWV of Texas has been underwriting the expenses of F&I, because 
we sell them, and can make some money that way. 

A 5% overhead charge for TEF must also be figured. 
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IBAGUE OF WOMEN VO'IERS OF 'IEXAS 

DICKINSON PLAZA CEN'IER 

DICKINSON, TEXAS 77539 

SUGGESTICNS FOR HANDLING PROGRAM vK)RKLOAD 

DPM 
June 1970 

Start planning your master calendar early. List all League activities such as 
Finance Drive, Voters Service, etc., and then determine how many meetings can 
be given to Program. 

Consult State Board Report, Suggested Calendar of Work for 1970-71 and your 
National Board Report for deadlines and consensus dates. Give major emphasis 
to local Progrem. 

Plan the essential tirings you irust do in covering these items. Select the things 
that are basic and plan to cover them first. .Add some o.f the other i terns if time 
and wananpower permit. 

Use your local VOTER. It is our only contact with every rrember. Take full 
advantage of the opportunity it offers. Bring members up-to-date en items 
that cannot be given rreeting tine. Include a short bibliography when necessary 

• to allow members to do further reading if they wish to do so. 

The State Board Cha.irnBn on national Program might be asked to write an article 
for use in local VO'IERs. 

Alm:>st any local League has a few forner leaders who would be willing to write 
one article for the VO'IER if she were provided with current information. 

Sorre local Leagues are adopting local Program on a two year basis. (this requires 
a Bylaw change. ) 

Another suggestion is to change to the single list for Program. This allows 
rrore freedom and gives members the opportunity to give direction and indicate 
how much. they want to do en an item. 

Plan -a special kind of meeting such as a League Day or a Workshop in order to 
cover a lot of Program in one day. If rrembers know well in advance that such 
a :rreeting is planned, they can make the necessary arrangements to attend. 

If you have a neighbor League, you might like to get together early in the League 
year and arrange for each of you to share at least rne Program. 

A joint Progra-rn comnittee from two Leagues reasonably close together could cut 'dot,n 
on wornanpower and by combining forces, you could provide very worthvtlile meetings. 

Encourage your members to buy League publications through local Subscription 
Service, single copy purchase or yow.may be able in sorre instances to provide a 
copy of a Program publicat ion to every member. 

Perhaps you could designate cne or two rrembers to receive infornation on the items 
you do not have tirre to cover and ask them to give an occasional briefing to the 
me.-rnbership to bring them up-to-date. 

(OVER) 



Search for inte!'-relationship in i terns. Perhaps sore local, stc:rte or national 
items are in related fields so a chairman can be responsible far> m:::,re than one 
item. 

Try the system of hav:ing soneone responsible for scanning rnaterial and being 
responsible for getting it to the proper person. This can be especially 
valuable t o a busy president and it will be useful in placing the proper tools 
in the hands of people who need them. 

learn to i dentify the various types of material. Sore materials are basic tools 
for all rerroers to read. Others are leadership tools intended for those prepared 
to go into a subject more deeply. leaders guides and bibliographies suggest what 
a chairman may study, but she need not read all the sources listed in order to 
present an effective program. 

Watch for starred bibliographies or simplified discussion outlines designed to 
indicate bas:i.c information. 

Yo u can have a good discussion rreeting using only every-member rnaterial plus 
provocative questions. 

Explore the possibility of finding other individuals or groups with a similar 
interest to work with you an a Program item. Could they help you present a 
program a1 a specific topic or could you arrange a joint progr,am? 

Keep Meaningful Meetings at your finger tips. Fern.ind Program people to use it. 
Adapt the suggestions to fit your own League. The central idea in this publi­
cat ion is that resource committees should present members with choices an 
ordinary citizen can ffi3ke. 

Provide discussion t:ime at all your reetings in order that mambers may feel 
that they have participated. 

Contact your state Board for help if you need it. Item Chairmen will help with 
specific suggestions and rembers of the Organizatic:n Corrmittee.will help with 
such things as calendar planning and training. 

There has been ~ing recogni tian that small Leagues have particular areas 
of CQ"'"''li~ that need special attention. Carmittees have been working at the 
national level and state Boards are beginning to CCJl}3 up with sare answers. 
Two major developnents may prove useful to us as we consider the possibilities: 

1) It is apparent that everyone rejects a soluticn which would 
create second class Leagues doing c:nly limited work. Small 
Leagues want to participate fully in the life of the wider 
League. 

2) Small Leagues are providing ideas and suggestions of great 
importance to state and national leaders as they strive to 
improve their services and give actual help to local Leagues. 

Resolve to improve corrnnunicat ians. TaJk to us at any t:ure and any place. The 
fresh ideas you -c::orre up with ...about· adaptil}g Progr,aJJl, your evaluation~ of-tedlitj.ques 
already well known to you, your successes and your special needs will be helpful 
to us. These ideas can be shared with other Leagues and can stimulate the 
thinking at all levels to provid= necessary skills to improve our Program 
coverage. 

) 

J 
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UTV of Texas 
March 1973 

To: Program Chairmen 
From: Betty imderson 
Re: Program Procedures 

This is a general memo setting down some of the general procedures in working 
with your program item. Flexibility is the key word in progralll planning today, 
but we still need to have an idea of the direction we're going. If you could 
send me a tentative plan or pert chart with dates ( consensus deadlines, 
availability of study materials, publications deadlines, VOTER story dates, etc.) 
before Convention it would be most helpful . Assume your item will be adopted 
at Convention as proposed, if not, we will have a skeleton tg work with anyway. 
Dream a little, be innovative--this will not be the final word; it will be a 
starting point. 

ThesG factors need to be taken into consideration . /. 

I. Timing As:eects II. Mechanics 

a. Scheduling office work 
Dates for local Leagues 

a. Communications network 

b. Publications b. Budget 
How and when 
varER stories 

c. Action c . Off-board committees 
...-~-;.' 

I. a. Scheduling 

November 15 was set as the tentative consensus date for land use; national 
program ma.H;:ing will be February 1. A late spring consensus deadline might be 
all right for election laws or perhaps a fall one would be better. · There may be 
direction on this at convention. If you want material mimeographed for updating, 
or a study kit, plan when you want it to be distributed. We must be mindful of 
the total office load, so keep the overall picture in mind. 

Local Leagues eXJ_)ect to knov when materials will reach them, and we must make 
every effort to be faithful to our proposed schedulin~. So don't be overly 
optimistic . It takes a long time for research, printing, and distribution. 

B. Publications 

Materials sent to the loca+ Leagues may be in the form of! 
resource materials, ever-J member material· or action matetials . 
If you want a VOTER article , you mu:.;;t thin};." months ahead in 
order to get board approval 'and meet printing deadlines . 

In a new study, these factors must be given careful consideration: 

1. All sides must be presented fairly, with equal 
emphasis given to major points. 

2. Hake every attempt to make the length of ·pro/vs. 
length of con as equal in length as possible. 

3. Determine what ;;:iroolems there might be, and pinpoint 
some of the alternatives. 



Copy for Facts and Issues (August 1970); (2) Mechanics for submitting VOTER ) 
copy (February 1971); ( 3) Suggested Style Sheet from the Organization Handbook, 
and (4) the Style Switch explained in the February 1973 State Board Re1:)ort, 
under the VOTER report . 

The i tern chairman, publications chairman, president, and program VP will 
determine the number to run, color or no color, etc. Pricing will depend 
on printing costs. You will want to mimeograph some publicity about the 
material, including an order form, to be sent out with the initial mailing. 

Flip Chart . --Try to have your material for the program flip chart ready by 
the r.fay Board meeting. 

C. Action 

Plans for action come from the chairman and the committee to the Board as 
recommendations. Implementation is up to the chairman and her cornmi ttee with 
the help of the president and vice presidents. Local Leagues will want to 
discuss your action ideas at their board meetings, so whenever possible, you 
will want to give them at least six weeks notice . 

Action.comes in all shapes a~d sizes. First of all, reread pp. 34-38 in the 
Local League Handbook and the program section in the State Board Handbook. In 
addition, I suggest you malte an :iActionl! folder which contains: 

ACTION, 1972, Li-N of US, Publication //161 ) 
Guidelines for Local Leap;ues, Jan. 1972, LWV of Texas 
Anatomy of a hearing, LWV-EF publication //108, 1972 
Memo , LWV of the US re: Criteria for choosing acti'1U priorities, Jan. 24, 1913. 

The legislative executive committee is composed of the state pres ident, 
legislative director, program VP and legislative projects director makes 
decisions on immediate legislative action after the board has set the priorities. 

II. Mechanics 

A. Communication Network 

The :icarbon routine'! may not be the most efficient in the world., but 
it's the best method we've devised with scattered board members and 
limited financial resources. Include the state office and program 
VP in all mailings. Tzy to reply as promptly a13 hqm,&--11:)..Y possible. 
Your committee is alse included with a - ca:i;-ben, as well as the 
presid'ent of the local League··1f· you are 1-rriting a local· League 
member . 

It is not necessary to send your board committee copies of your 
pre-board and post-board reports since they will be receiving them 
any,-ray later. 

B. Budget 

If the proposed budget is adopted, money for program chairmen is 
designated in three different line items: 

) 
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ff. Educational Activities 

1. Program C.ommittee 
For program items still in the study stages 
or educational materials, such as citizen 
information on constitutional revision 
(This money will have to be raised.) 

I. Position Support 

1 . Publications 
Publications for lobbying, position support, 
consensus, etc. which cannot be funded with 
deductible money. 

2. Action activities 
Each of the s ix program areas ha s some 
desir,nated money. 

If you must mal-:e tel ephone calls, try to call at a time when rates are lower, 
such as evenings or wcel~ends. 

C. Off- Board Committees 

:·-lost active items have found the importance of off-board committees. This 
may have to be a committee whe r e communication is by carbon routine. Depending 
on the financial pictur e the next two years, there may be some money for 
face-to-face meetines. Otherwise , consider 13etting together at Council or 
having a regional committe e . 
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As presented by Bobette Rigg.ins, LWV-T P.R. Vice-President 
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IltJV of Texas 
J\pril 16, 1976 
State Board 
I.S. 
Administration 
Public Relations 

ISSUE: LEAGUE LEADERSHIP--SURVIVAL OF 'IHE ITTTEST 

At the n~ti<?nal I1tJV ccnvention in Atlanta sorre years ago, there was a strong push from 
delegates for the League to study itself. This was in response to feeling on the part 
of sane members that, while the league was a jewei of an organization, we were perhaps 

. !lot all we could be. The attempt was aborted when the national President, lilcy Benson·, 
b'!3J1ged her gavel smartly and ruled that this was an · :i.rnpossibili ty since League byl~s' 
stipulate that we confine our study to governrrental issues. At this time, there is a . . \ · . . . 
new JIK)Vernent in Leagues around the country for a League self-study , and this ' tirre; 
perhaps, some "League-like way" will be found to make such a study possible. The study, 
to assess the effectiveness of the League as a force for good government, and also" to · 
examine its ability to meaningfully serve its rrembers, might prove fruitful. 

The national League is well aware of the need for an examination of League structure 
and is in the process of preparing new :rraterial on merribership. The state League has 
also been aware of the need for re-evaluating League structure, most especially the 
merribership aspects. We have had at the state level this year a new comni tte~ called 
Planning and Research, a looseJ.y structured body which has, in fits and starts, attempted 
to take a free and unencumbered look at the league, and to atterrpt to think and plan 
new ways of doing things which might be an irrq)roverrent over the old. 

Before _we go int<? thi~ subject any further, it is appropriate ~o @rlus7 for scire baby­
and bath water disclaimers. Because sane League rrembers feel it ;.i.¥ time we took an 
bj ecti ve and dispassionate look at our cwn organization does not mean that • the League 
·snot functioning well, is not growing, is not making significant contributions. 
Obviously, the League has rruch going for it. This is :rrade extremely apparent by' newer!· 
organizations who copy our structure, copy our te:rnrinology, copy our causes , both corrmon 
and uncamncn. It is also surely obvious to all of you who, with all the demands on your 
t:i.ne and talents, and all of the new opportunities available to women and rren tOday, have 
chosen the League of Women Voters as being the organization most worthy of your attention 
and efforts. Therefore it is not the purpose of the proponents for League change to 
recklessly and witlessly tamper with the structure of an organization which has served 
so well for so long . Rather, it is an· acknowledgerrent that there are strcWs in the wind 
indicating that it is perhaps time for League members to examine our cwn needs, and • 
those of the various levels of government, and to measure these needs against our organiza­
tional structure, with the saJIE thorough, dispassionate thoughtfulnees given to our 
program studies. We need to determine if we are indeed growing, serving, and :rrattering, 
to the maxi.mum extent. 

Reports fran over the nation as well as. the state indicate that there is reason for 
concern~ Leagues canplain' of lack of worrerpower.1:o do all the things we attempt, of 
not enough time;·of declingin rrembership, and increasing lack of memberppart_;i.cipat:io~ 
in League activities. As an example, a local League in Texas expressed greqt frustr.c;rti<?n 
with the recent Administration of Justice consensus questions, saying that they had not 
nearly enough time "to do :them justice". This same criticism acconpanies ~ach study 
we do. Another concern expressed by local Leagues is too little action, too ruch study. 
Local Leagues ask for help in interesting the inactive member--the member who, for one 
reason or another, does not have the tine or inclination t o accept responsibility for any 
rreasure or type of League activity. 



The Planning and Research ccmnittee on the state boartl determined that a look at 
membership was in oroer. (This paper is largely a result of those free-wheeling 
caronittee reetings.) But we soon discovered that it is difficult to consider 
11membership11 in isolation, since so many other factors affect membership . We· 
came up with sore ideas, sane nebulous htmches, sane blue-sky plans . We did not 
come up with dogrra . We of fer no pat solutions to problems. We mean to stimulate 
your creative thoughts, to encourage meaningful and open consideration of change, 
of fresh ideas. We abjure anarchy, and do not suggest you go home and b.urn the 
bylaws, but look with new eyes at old problems . 

) 

In ronsiderin~ _League merl)ership, the following questions ccime,~to mind.:· What kind 
of people are League members? Is the ·League keeping p~ce with'.fast chaf!ges in the 
lifestyle of wanen? Is the League adapting itself to the male. member, making him 
welcome, assuring that our ways are relevant to his needs? Is··-the League .an organization 
in which is irrpossible for working people to effectively participate? Do League -members 
feel ccmmi tted to the putposes of the organization? · Should we make greater 
efforts to attract varying· types of people? Have we become a bit insular, narrow, 
lacking in vision? Is our League structure a help or a hindrance? We don't know 
the answers, but we are taking a long look at some options. 

The League of Wanen Voters is viewed in diff~rent ways by different people. We 
are all, fond of saying that the League is a grass ruots organization, that 
the ~ership is the guiding force, that we are a member-oriented organization. · Yet 
many members seem to feel cut off from the decision making, or they choose 
deliberately to isolate themselves for various reasons fran League activities. 
These inactive members seem to believe in League purposes, seem to know who the 
president is, and that she "runs things". 'They know there is a large and active 
board df directors who help the president "run things." (But many m:mbers are 
unable to identify boaro respoosibilities and the people who chair them. ) The 
local League brerd itself, while honestly believing in the member-directed concept, 
in actual practice is so preoccupied .with the intricate structure and ccrnplexities 
of the League board activities that the member, and the public we all say we serve, 
are lost in the organizatiooal spaghetti. 

fmd the public, including those governmental bodies with which we are most concerned 
are viewing us as a flag waving, whip snapping, book-wormish microphone-mad 
octopus of an organization. Probably all of these views are valid, depending on the 
perspective from which the League is seen . · 

'n}ere is no question that we are a good organization. The only question is HOW 
good. And how long will we BE an effective organization. And, can we change 
to neet changing need$? 

Serre sober thought needs to· be given to the way we work. fu we ask so much of 
provisional Leagues that they are discouraged from attempting to become full 
fledged Leagues? Ix) we study so many i terns at so many levels, that genuinely 
effective action is an impossibility? And do.,we, oh heaven forbid, put: up barriers 
of study, structure and restrictive procedures, so that only intellectual masochists 
feel canfortable in our midst?' " kre these the reasons why we are not attracting; large 
numbers of new merrbers, .and new Leagues? · 

If we can fearlessly examine goverrurental issues, we should also be alle to give 
ourselves .. an equally fearless look. Here is what we might find. 

) 

Large city ·leagues with a membership of 700 (WHY only 700, why not thousands?) ) 
who gain fifty new members in one year, and consider that a triumph. (It is, 
really?) Or other large city Leagues who lose fifty members in a year, and are anxi.ous . 
Smaller Leagues who feel constantly inadequate because they cannot cope with all of t he 
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studies and action and voter's service and the endless organizational tatting needed to 
hold the league doily together. league boarus at all levels who tell members , "No, 
v;e cannot join the coalition, it is against the rules," or "No, we cannot do . .• (what-
"\Ver it is) ... because that's not the League way. " leagues who worry about making waves in 
.he corrrnunity by taking some controversial action. league boaro irernbers who spend time 

poring over bylaws in order to use these, ·not as a useful tool or guide, but as tactics 
for pOHer plays. 

NOH, let's have a look at league activities a:t the local level as these are frequently 
carried out, and see how these might affect membership. In the program area, · th.ere may 
be fifteen or more i ~~ for study and/ or action, with as many comni ttees responsible 
for these. Large city leagues have more. Small leagues may have less. Voters service 
activities, including getting out the Voters Guides, candidates forums, and 
other similar activities take a big chunk of time and effort. Boaro _ · _ , fund­
raising, PR work, all occupy ITB.lch time. We are all used to this process. But 
many members, for whatever reasons, are never involved, or only on rare occasions. And 
many people who COULD be, SHOULD be league members never join, and we wonder why. 

NOH let us look a:t possible structural changes and procedural arrangements which might 
alleviate problems and serve members better. Ix> you suppose it is within the realm 
of possibility to limit a local league's study and action to, say, three items of 
their choosing--one at the state level, me at the national level, and one at the local 
level? 

Having bravely wiped out dozens of pet program i terns, let us now look at the unit 
structure. The old endless study/acticn cycle, which seldom leaves ITRlch time for 
action (because having studied and reached consensus we FEEL we have ACI'ED, when 
indeed we have not) cruld perhaps be replaced by a module method. One (or :irore) 
modules could continue to function exactly as the old tn1its. Other goal oriented, 
)roject oriented modules l-ri.th single specific purposes could be alternative or, 
concanitant activities, depending on how much time a member wished to give to league, 
and depending on member interest. Such :irodules might be organized for the purpose of 
planning and carrying out a workshop. Or perhaps one module could learn the intricacies 
of grant applications, and write proposals, and implement these. Perhaps one module 
would be devoted to achieving a local charter revisicn. Or to establishing a mobile 
library. Or to form an evnironmental coalition. Or to develop a literacy program-·· 
WHATEVER COMMUNITY NEEDS AND MEMBER . INTEREST J-\ND LEAGUE GUIDELINES DEEM APPROPRIATE. 
Modules would self-destruct at the ccmpletion of the project.· Sorre modules might be 
very large, others quite small. At times, all league effort might be aimed at a 
single project deemed by members to be of utmost importance. Thus leagues could have the 
freedom to add to the basic structure as many goal-oriented modules as it could success­
fully accomplish, or to limit itself to only a few. THE MOST IMPORTANT FACTOR OF THIS 
PROCESS WOULD BE 1HE ACCEPTANCE, WITHOUT GUILD, OF THE LIMITATIONS OF TIME AND STAMINA. 
J-\ND THE EQUALLY IMPORT.ANT FACTOR OF SINGLE PURPOSE ACTIVITIES WHICH WOULD ALLOW AND 
ENCOURAGE ACTION. NOT FRAGMENT /IND DIFFUSE ACTION, TILL NO VICTORIES WERE POSSIBLE. 

There are obvious faults with such a program, and obvious gaps . It is difficult to 
chart new paths. We are so used to "going by the book" that attempts to find new ways 
can become too iffy, too chancy, so that we become discouraged and return to the old 
trie-but-no-longer-so-true methods. Working out new systems is nebulous process and 
especially uncomfortable for people like us who have come to depend on highly 
structured and specific arganizaticnal processes. It is also possible that innovation for 
the sake of novelty rray lead to superficial palliatives rather than solid remedies to 
problems , . It is also possible that new ways, while seeming attractive at first, may not 
stand the test of time and will need to be abandoned or modified. So be it. 

If we can carefully and realistically simplify the structure of this organization, provid­
ing a supportive :framework to enable us t o carry on the work of the League--if we can 
add to this gramework program and activity modules according to the needs of the 
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canmunities and. the interests and capacities of •tfie: m~ers--then League struc~ can 
beccme :the carefully designed and meaningfully e;~c;i ting organization.: whiieh.· viill · pe 
able fQ. '.11e.lcome .t9 its midst all of those rrernbers 'whose needs we are· hot noi;f1 _s~±ving. 

;',• . . . . . 

I.eag1..i me~ers -~ fond of ·saying that we look ahead and anticipate needs far into the 
future : We are perhaps seeing a future need now--that of a fresh approaqh to. _our own 
organization, in order that it may continue to serve ·effectively. I.et · us cons'ider and 
evaluate this. new,·need and respons appropriately and fearlessly--that ·it, ·tr61y, 
"the League way." · .-:,· · 
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CONSENSUS AfJD THE STATE BOA.BD 

I CONSENSUS 

LHV of Texas 
March 1973 

A. Hhat is the nature and purpose of Consensus questions in the League of 
Women Voters? 

1. Concerted League action requires members to be pointed in the same direction 
anct to arrive at a generally accepted point of view at the same time. 

2. Questions should be clear to the membership, phrased for usable answers, 
a yardstick for judgement and a framework for action; objective, flexible 
enough for future as well as present use aYJcl. reasonably brief. 

3. There should be a rclationsi:lip between the resource material used and the 
questions asked. The total nu,.~ber should be manageable. 

4. The questions should lead to ACTICii . 

5. The same criteria should apply to the position statement that develops as 
a ~esult of consensus. 

1-lhose responsibility is consensus? It's the responsibility of every League 
member. However, regardless of your portfolio or committee assignment, as 
a state Board member you have a special role. Hou is consensus developed, 
and what is your part in it? 

II COHSEiJSUS BEGHTS AT CONVENTIOI:J 

We adopt focus for an item when we adopt the item itself. Of course, under the 
single list, state boards also have the option of suggesti]J.g further study and 
consensus on state aYJd national items . 

III STATE PROGRl\H C0!'-1i-IITTEES BEGIN IMMEDIATELY AFTER CONVENTION 

The chairman and her committee decide what to recommend to the board for their 
items, taking i nto consideration program :plannine and convention recommendations, 
and action possibilities. At this meeting, possible areas for consensus should 
be explored . The cornmi ttee will want to look ahead at the entire two-year study. 

IV PROGRL\M CHAIRJ::JEN PRESEHT PLftJ1TS FOR THE YEAR NT' THE I1AY BOARD l-1EETHTG 

fllhe board considers these recommendations and comes up with a study and consensus 
plap. {The b9~rd wil+ want t;o look at all :ppogrru:i. items in the light of woman-­
power, financing, potential for action, directions from the r11embers, etc.) 
Deadlines for consensus and for mailing materials to local Leagues are set. 

V LOCAL LEAGUES HILL BE ::-TaI'IFIED JI.BOUT PROGRl\!'1 FOR THE YEAR 

In the Mey State Board Tieport, local Leagues are told plans for each item. 
Consensus deadlines a11d deadlines to receive materials are put into the State 
Board Report and t he nGuide to Local League Calendar Making." Every member 
will receive details about the new state program in the next issue of the VOTER. 



VI RESEARCH BEGI11S 

Coill!:littces will want to begin research by asking themselves , :•m1at are the 
problems and what are the alternative solutions?" League members will want 
to study all sides of an issue, and it is the responsibility of the chairman, 
her committee, and the state board to provide sufficient materials. These 
take the form of every member material, VOTER articles, and leadership guides. 
As research is conduct ed, the c;cncral consensus areas will need to be kept 
in mind. 

VII CONSENSUS QUESTIONS ARE DR/.\.FTED 

The program committee initiates consensus questions, WHICH MUST BE APPROVED 
BY THE BOARD. Consensus questions arc not easy to word. However , we know 
certain dos and don'ts through experience. 

1. Consensus questions should, in most cases , call for broad 
obj ectives and not be tied to specific pieces of legislation 
or ::,pecific s ituations . Specific q_uestions sometimes box 
in League action on future issues. 

2. They should be as unbiased and free from emotion as :r_:iossible . 

3. Yes or No questions arc not usually desirabl e. There should be 
provision for answers in between. They should ask for reasons why. 

4. It should be possible to answer the questions on the basis of 
materials pr epared by the state board. 

5. Future action should be considered. 

VIII THE BOARD APPROVES CONSENSUS QUESTIONS 

The chairman submits suggested consensus questions to the board in advance of 
the board meeting, so that they may be studied. Plan ahead for this. Hh0n will the 
board need to mnke the decision on th~ qu~stion? £very board m~rnbcr should feel 
thu responsibility t oward car~ful consideration of th<.! questions. 

IX COrlSEi:JSUS QUESTI ONS .AND MATERIALS ARE SEI!T TO LOCAL LEAGUES 

There arc two schools of thought about when consensus questions ehoµld be 
sent to local Leagues. Some local chair,men find it helpful to haye the 
qucstiohs and the materials arri vo together. This helps· them know where 
the item is heacline;, so that they may plan accordingly. The other school 
says that it is desirable to have local resource chainnen receive materials, 
react to it, and help the state chairman ±tlentify the questions. Perhaps 
it depends on the item. Some items arc more specific, and the questions to, 
be answered are obvious. In this case, they shoul d go with the materials. 

,. 

) 

) 

On a broad item s uch as constitutional revision or financing state government 
there may be a need for an overall survey of the present situation before the 
study is directed into a particular area. In this case, the state chai:nnan 
may decide not to take consensus during the first year at all. ) 

X LOCAL LEAGUES P.EACH CONSfillSUS AND REPORT BACK TO THE BOARD 

They will need report forms for this . The state chair man will send to the office 
a copy of the report form as she would like to have it go to the local Leagues . 
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) Consensus and the State Board (continu2d) 

The office should be given as much time as possible to type and mimeograph, 
and mail it. Each local League should receive four report forms--onc for 
thei r files and three to be returned to state office. Of the three, one goes 
to the resource chairman, one to the program VP, and one stays at state office. 
The office will note the postmark on the consensus form returns. 

XI THE STATE CHAIRMJ\iT EVALUATES THE COHSErJSUS. 

In order to determine new consensus positions, the state boa.rd needs to have 
certain information. They need to know how many and uhich Leagues participated 
in the consensus (scheduled meetings, reported on time, reported late) and 
how many members, approximately, took part. The chairman vill want to collate 
official consensus re:i;iorts and draw up a series of simple topical statements . 
These should r eflect agreement amone; League members. The number of Leagues 
which favored each position should. accompany each statement . For instance, 
under the VR i tern, one of the statements might read, !!Voter registration 
should be open year-r01.md. i: 28 Leagues , yes : 1 League no; 6 Leagues no 
opim.on. (This would add up to only 35 Leagues, since some Leagues might 
not report and provisional Leagues arc not counted.) 

XII EVALUATION IS smTT TO TH:S PROGRAi1 COMMITTEE ALONG WITH SUGGESTED CONSEi':TSUS 
WORDING 

The committee looks at these recommondations and helps the che.irman formulate 
consensus statements to present to the board. This is as much a respons:i:bility 
of the cornmi ttee as it is of the chairman. 

XIII STATE BOARD RECEIVES EVALUATIONS .A!1D SUGGESTED CONSENSUS FORDING 

No consensus stateme~1t is releasec1. until it is approved by the state board. 

XIV LOCAL LEAGUES IBCI:IV:U: .mn COi'TSEi!SUS POSITIONS 

Statement should be short and e;eneral. A more detailed explanati on sh ould be 
av ai labl e to loco.l Boa.rds. Public Relations aspects of new positions should 
be expl ored with PR VP and committee and board . State Board Repor t , VOTER, 
separate mailings, news releases may be used. 

XV CHAIPi·i./.\1'!, COI:-f !ITTEE, STATE BOARD, LOCAL IZAGUES PREP A..>IB FOR ACTION 

Nat ional item chairmen may uant to present plans to the board either to piggy­
back national studies or do state-related studies. 'i'he procedur e for this is 
t he same as for state i terns, except that on :i;iiggy--backi ng , we should ask that 
onl y one co9y of their national consensus be mailed to state office. 

-::- ~~- ~:- ~: ~: 
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Organization Handbook 
LWV of Texas 

OUTLOOK FOR ll/ORK 

Local Program 

The local League is responsible for all work connected with local Program in­
cluding choice of the item, researD~, publication, presentation and action. An 
invaluable and often neglected tool is the OUTLOOK FOR WORK . 

An OUTLOOK FOR WORK is a plan and a time schedule for carrying out all phases 
of a Program item from adoption to conclusion. 

An OUTLOOK FOR !YORK wi 11: 

State the item 
Define the scope 
Set goals 
Suggest methods for study 
Point out possible areas for agreement in line with scope and goals . 
Plan for both member and community involvement 
Propose number and kinds of meetings necessary to cover item 
Offer suggestions for type and quantity of materials needed including 

possible printing 
Estimate time necessary to cover item 
Outline possible legislative action 

An OUTLOOK FOR WORK is prepared by a committee prior to annual meeting and is 
presented with the proposed item in the local VOTER as a part of the Board's 
explanation for recommending the item. 

An OUTLOOK FOR WORK may be approved or modified by members at the annual 
meeting. It is a responsibility of the members to give direction to the Board 
on what they expect from the item. 

An OUTLOOK FOR WORK is considered by the resource committee at its first 
meeting and plans are made for implementation of the item. Tne Board acce~ts 
or modifies committee plans and relates them to the total workload for the year. 

An OUTLOOK FOR l\lORK provides a clear understanding of aims and goals. A well 
defined plan simplifies committee and Board responsibility and assures a 
meaningful experience for members as they work on the i tern,. 
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SUGGESTED GENERAL PROCEDURES FOR .. LWV .. PROGRAM .. CHAIRMAN - . -~ . . ) 

Basic· ~;~dj.:n~ ; t~. hei~·.'.w.i th progpam. ;p.l~;i.;d~,i . st Jay and . action t : . . . 
; 1. . Local Leagµ~ ' Hap.dbook~·~;ypu shqulq be ,fainiliar ·with ·the .. entire book • 

. , PP•., ,22-35 .a~a p.51_. a:I'.§ ~:~arti.9uJ.,arlY,: ,:pert.in;,qt~ : , . . 
•• -~ r I . • • I , r ••• 

2. Meaningful 'Meetings 
·,' ~ . ,: \ 

3. · .Pages .f'.roll). ,.th~. org{3,llj.f~ti9n han~book, . _FUN~~-MENTALS • . LWV:--Texas March 1969 

4. Local Poiicy"Sli~et·~ . ·'; 

5. Local Procedure Sheet 

6:.' ·Ji~cerpti from .Mrs. ·clusents speech .on Consensus, Sept. 29, 1968. 

-A~ .. ~~'J;' -.AcduAINTED · wtTH YOUR SUBJECT . . . 
.. · - If ·you · are chairing a program alrea:dY .. Under way you will receive files f:rom 

the previous chairman (you may have been a ' committee member and are familiar 
yi:th the subject.-). Familiarize i9urself with the general .. contents ,of .tJ:?-e files. 

.. Tl:,lia,. is well wqrtl:;i.' your time; otli~rwise your committee may spend ·valuable time 
· .., · anq.·' · effort l9ok:l.ng· fC>( something . you· already . have. : You will also g~t a clearer 
. . . id.ea of what has been done and what direct ion you should take. . .. 

. \. ~ 

, If you are b(;!ginning a new .program you will start receiving material from the 
stat~ or national·.·.League offices · (if it is •a. local:·item you will have to develop 
' • -. • . " ' ' I • •. "1' 1 ' , · • • 
your o·•n:.i.). In the. me~ntime save all revelent news stories, magazine articles, 
etc~ '. ·ci,IP GLIP ci,.:rt>'' -(good idea· to paste, on paper with subject headings \so 
you , can easily ref er. to all these ciippings. · · . .. 

Keep your files current.· You may'·wish to : r~arrange them according ·to your in­
div:taual method of· warking. You may also .wish you had majored in .filing instead 
of ~istory. Although record keeping ~ay be the bane of your existence, it helps 
others who f9llow ygu, heips formulate ne~ :program ideas; and gives a history 
of. the Leag~e 1 s work··. in your ·areli·, so plea~e: . . 
1. ;S13,ve all _the_. un;t . and piscus:s:i.'6n Leaders' forms in a. file for yourself and 

a duplicate for the file •in the ·Office. 
2. Both files should also contain your Outlook for Worl.t, your. b.ibliogr~phy . 

(you 1i1 .make your own if you have a local item; ~tat~ and national ·usually 
send a ·_sug~ested one) ·of all -resource· mate#al used (if possible):, of all 

_material sent · in t~e Bµlletin;· or on Sub~icription Service to members, con-
sensus questions ··and a\:rswer~. . . . · '. . . · . 

3. In addition; th~{· Of;fice . ft°le should contain each Unit's . consensus report 
fo:rms wi'th answers ~' ' . ' . . .:. , ·. ·' ·.: 

4. Be sure all consensus questio~s go in the Bulletin before your meeting, and 
ail answers in. the . Bul1etin "af'ter Board approval. (If you· hav·e a. state or 

. lik.tionai'' i t eni; . 'make clear that this is only our . Lea·gue 's ·opinion or sense 
of the meeting.) -- · · · · ·- ' · · ~ · 

5. In January or Febr~ry you will receive instructions for making an Annual 
Report ·. This is · ·1hinply ·a record of your act_:L vi ties and_ accomplishments 
for: the ·'y'e·ar. . : . . · .J' 

·•·-· · ··, ... I , • • • •• ; ; '£ • •._ • 
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LWV-HdUSTON GENERAL PROCEDURES PROGRAM CHAIRMAN 
July 1970 

B. 
,.-~•'I .. .. . -· .. .... , .•,.·-.,. 

GETTING YOUR RESOURCE . PCMMIT.rEE ,, 
Work very closely:wtth:,-the Membe1rShip Chair~, .,and . Interest File Chairman; 
they will provide .·,yqu -With names . of those . :who have -indicated an interest in 
the subject. Of cotits~, _you will want to .invite other League members to join 
your committee -- just keep the Membership Chairman informed so that members 
aren't badgered unduly or completely ignored. Try to -_snlist fr6m 12 to 20 
members on a major study item. 

After your committee is organized, you are strongly urged to appoint at least 
one co-chairman to help you with the organitatfonal aspe-cts ;i. .. meeting places, 
calling, minutes, etc. 

C. COMMITI'EE MEETINGS 
You will find tha.t -.you.need .to meet at least ,onee:a month. Many ,chairtnen, 
prefer a regular meeting day and time. One effective way to be~in is to assign 
reading or other research to committee members.. ·Ask •f;or brief vr:itten ·.report.a:. 
and · altow time ._,f0r cotnmi ttee -discussion. ia.ter· this material can be incorporated 
in ·your background ·-briefi·ng material. 

Work w:I;_th the Board to dete_rmine. ~hat kind and how many meetings· you are re­
sponsible for -- :-(-Unit, General, 'etc.). Consider use of speakers·, panels, etc •• 
Your Program .Vice-President is alw~ys willing to help and will try to. attend 
your meetings· if possible. 

Materials for Meetings: . On.state and national . items you will be receiving 
,copies of publications intended for membership study, plus Leade~s' Guides. 
Order sufficient copies for committee members immediate}y·through Publications 
Chairman. Also, check with the President and Program Vice-President on amount 
of money budgeted for committee research.Submit iteoized_ vouchers with receipts 
to Treasurer. {Check with -the Program Vice-President before ordering any o"f 
these materials fqr your committee':·~o be sure the money is available. J: 
Us·e .supplementary materials. Interv1e~ local offi.cials (clear first with Presi­
dent). Write other Leagues or interested . organizations·., Consider use of 
univers-ity as well as ·the public libraries. ·: IIlv:it-e. infortned persons to meet 
with the committee to give you s.peci{:l,l~zed information or general background • 

. , .. · . . .,. .~. . J . 
D. . PLANNING ·YOUR MEETINGS : ·· 

At least ... two months in advance you • should de:velop i"a general plan for your 
series of meetings, inclu_ding -propos-~d; speakers,· publications to be used, any 
special type of presentation (Outlook for .Work).- -· Plans should be worked out 
in committee with chairman tak-f.ng :i.nit:I.iitive. Then 'Present plans to the .Board 
for approval ( usually no problem as lc;mg as the plan is semi-reasonable).· 

Requests for publicEi,tio"ns· for- .-Subscr:l!ption· Service mailings ·should be submitted 
to the Board as ·soon as · feasi'bJ:.e~ Check with the President 'and Publications 
Chairman on quantity. 

j: 

Contact -speakers. Letter usually .goes out· over s"igriature of President along 
with yours. (Use the Office return address; make sure adequate copies are on 
file, and ·co:;_:ii es to others as required.) Hospitality Chairman is responsible 

) 

) 

for arrangements for meeting place, -baby-sitting, refreshments, etc . - · ) 
Advise her of special needs,(i.e. tables, microphones, extension cords, etc. ). 
Public Relations Chairman is in charge of publicizing the meeting in the 
community. 
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WV - HOUSTON GENERAL PRO~DURES - PROGRAM CHAIRMAN 
July 1970 .. ,t-. · · -

,.,.._ . . ,. 

E. ·i MATERIAL FOR THE B~f'nl . .. . 
· :.1 :···-~. · · Prepare brief art_i~·rre~ · fm:::v t,~~- Bulletin two or three months prior to your 

· program. You might; . inclua;~\ -~-brief bibliography, current related news, 
and other "tidbits" to stillltrlate interest. ( If your i tern does not have a 
program this year, contact with the members through the Bulletin is especially 

:~· •.. ,i . 
., important._) Always inf'orm t~e Bulletin Edi tor of your committee meeting 
dates. Likewise, . inform the President and the Office. 

} :~ j_ :. • I ' • • • • • • • 

·-.• ~ '"i .i.., •. 
In the local Bulletin'}ust prf d:P to your program series, provide material 
covering all pertinent·, de~ai_ls at speaker, time, place, etc.. Also, include 
some background material _f?r Uµi~ 'discussion. It is helpful to include major 
discussion areas and P!,Ovacat~ye questions if not a consensus Unit (then you-~ 
provide the consensus _questi6ns). 

,! ,., 

F. 

.. !l. 

:····, 

w ''{ •• 

. . r 

BRIEFING 
A briefing ~eeting is help prior to Unit meetings -- generally the first Friday 
of the month. ·The overall purpose is to present a .plan for the Unit meeting, 
to give add:i.tip_nal backgrciund informat io~, and to focus material so that all 
Units are at \~~ast talking about t he·same general questions. 

It is your responsibility to provide ~r.om your committee a resource person 
for each Unit. Because you know your ~aterial well (but others may not), please 
try to follow these procedures: · 
1. On your' printed instructions to discussion leaders AIJilAYS state the 

PURPOSE. of the Unit. 
2. Make sure the discussion questions and/or consensus questio~s follow the 

purpose. 
3. In forming quest_io~,s.., •. remember the purpose is to stimulate discussion; 

therefore, they sho·uld be provacative, designed to lead from one subject 
logically into the next, and not answerable by a simple yes or no . 

4. At the conclusion of. the meeting, the purpose or point of discussion 
_-:: (whet~~r an in~orm?,ti,?z+;-giving Unit, or one which directly leads to action) 
,< shoul"ct ·be clearly understood by all members. Use of a member as a RECORDER 

is helpful here; · as she can read back her notes, summarize the discussion. 
Allow time for her summary. 

· 5. It might be helpful if the purpose, disc1:.ssion and/or consen?,':ls ques:t;ions 
were on poster board in each Unit. Any audio-visual materia l is excellent. 

-, ,. a·. EVALUATING UNIT MEETINGS·,~! · 
Following '· the Unit meeting, the Unit Organization Chairman sends you copies of 
the Recorder's report from each Unit (if you are working with a close deadline 
you may request resource people to bring reports to you directly from the 

· · . r Unit . meetings), Compile ~- report, by your committee, on areas · of agreement, 
· · ':~ . .-;! disagreement, ·and questioli_s raised. Make every effort t o get answers to the 

J . .-·, questions· raised~ . 

H. BEPORTING TO THE BOARD . , 
·"i. : ,·. ·Plan to make ·a monthly report in writing to tne Board. Don't let this be too 

·~·:, r.-:- ·-burdensome. The Board ·is not interested in a:~tails, but simply needs to be in­
, .' . ,·, : ··formed of plans, recollllllen~tioris, activities~ I. Ask for general direction, but 

make your own adniinistra.ti ve decisions. · ·· 
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GENERAL PROCEDURES - PROGRAM CHAIRMAN 

~ 0:f '::; :.~ ' .•. •~• 1 I . i •- ' , ('" .l: .. ._ i. , ~; ._; . 

r · · · · ;, . l• . 
... 
I 

Your Board report on your,·Program Un.its will :be more comprehe_nsive than your ) 
routine monthly reports. {Whenever you have reached cons:ensus you also should 
have ready at the Board Meeting an article for the Bulletin.) 

I. 

I 
,L 

LETTERS 
Most of your letter writing will fall into two categories: (1) ·routine requests 
for information which you send out over your own signature with two copies to 
the _Cffi.c.e, i and (:2) letters. requesting speakers, c-9mpreheosive questionnaires, 
or explanation of League Program and.or position. This s.eco,~d category should 
go out over the President's signature (yows may also be inciuded) • .A good 
procedure is to draft a letter, send a written copy to the President for her 
to check; after her approval send a copy to the Office requesting it be sent. 
Copies should be made for your file, Office file, and in the ~~se of action, 
for the JjegisJati ve Chaijl'.'man' s: -file. . .. t . . ! · ! 

. ' 
'lhere is absolutely no intent to censor you~ correspondence. We have found 
that this. is the best system to keep the President informed. Remember, she is 
the League's official spokesman. 

_r: . . TIME FOR ACTION:·· On answering TFA~ check with the Legislative Chairman. 
She has files on all our elected officials and keeps tips .. on effective lobbying. 
She i s the action expert, , use her. Requ,ests for loc~l action campaigns should 
be discussed with the Legislative Chairman an_d the President/ -then by the Board 
as a whole to coor-dinate a~l effor,ts. 

J . 
. . OFFICE . -. . ! 

You should visit the· office at _least twice a month to explore the files on 
your program ~nd check .,other miscellaneous material kept there • . 

·, 
-K. PUBLIC RELATIONS AND SPEAKERS_ BYRE.AU 

Any ideas for newspap_er coverage, _radio and TV programs or other public appear­
~nces should be cleared through the President and P.R. Chairman. (except Speakers 
Bureau requests: These, if made directly to you,should be given to the 
Speaker's Burea~ Chairman for her records.) 

L. FINANCE 

M. 

Raising funds is a total Board responsibility. In~addition, Off~Board Ch~irmen 
are called upoµ for fund raising. : Even , tho~gh;_you· may be our bµs'iest members, 
you are also our best informed and- therefore our best salesmen. "-. , . 

OBSERVERS CORPS 
•. . • . ~ i" .J. 

This group observes school board meetings, Commissioners Cqur.t, City 
and H-GAC meetings regularly. A good liason with the Observer Corps 
can give you up-to-date information on current items~ new approaches 
items, and ideas for future areas of program studies • 

Cowicil, 
Chairman 
to old 

. ·i. .. 

ABOVE ALL: HAYE: FUN. The League's p~cyose . is to generate enthusiasm and interest 
a~on:g citizens in their gover~ent·. ;- 'lbeir concern with issues which government can 
solve makes for a more responsive d~mocracy. If you are involved and enjoying it, 
it will be contagious to all who come in contact with you. 

7-70 35 
Watterworth 
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The League of Women Voters of the United States 
January 1971 

PLANNING PROGRAM: FROM CHOICE THROUGH ACTION 

The Annual Reports on the programs of the 1290-plus local Leagues and the 50 
state Leagues (and the LWV of Puerto Rico) document the variety of state and local 
issues that Leagues work on--and the even greater diversity of epproaches they bring 
to these problems. This almost infinite variety is a very sound index of the 
Leagues' relev&1ce and sensitivity: relevance to the commun1.ty at every level of · 
government, and their sensitivity to priorities among the array of possible tasks. 

On these reports state and local program chairmen ahve asked for certain kinds 
of help from the national office. This Committee Guide is the first in a series 
that will attempt to give this kind of help. Program chairmen, as in the .past, may 
write for more specific cinformation on issues on their League's progrRm. It out­
lines how Leagues can select Prcgram and offers suggestions about how a Program 
chairman can help her League move from study and consensus to action. 

CHOOSING PROGRAM 

) Program choice is the first step on the road to action. Tbe choices of studies 
tha.t members make for their program are themselves a sign of "consensus"; that is, 
by choosing any given issue, members are saying, 

"We believe -that a problem which we should study exists here," or 
"We think we need to explore this area some morEJ; we need more facts, more al­

ternative solutions than we could find in the r .:st year, 11 or 
"We have agreed on the nature of the problem; we have agreed on the ·general 

nature of the solution we believe is bef:lt;--in s!lort, we have consensus_; ,iow 1-1e 

must figure out how to act--how to translate our carefully considered conviction · 
into reality." · 

Hopefully this Committee Guide will give ideas about how to move each part of 
your progre.m to its f:luccessful next step. State Leagues provide excellent a:l.ds in 
State program making. For both local and state program making, see the n:AD!.!!RS 
GUIDE, NA'l'IOHAL PROGRAM MAK.TNG, August 1969, #356;) 50,j, or the League cf Women Voters 
of .Iowa's "Choosing Program" on Vertical Program, published October 19~{0. 

Involving memqers early. 

Leagues which find ways to involve members very early in the program-ma.king 
process are setting the stage for a good League year. They are ingenious in finding 
ways to get member suggestions about possible topics for study. They don't depend· 
solely on the usual unit discussions. Many Leagues use the Bulletin to stimulate 
thinking about the community--a "Lively Issues 11 approach. Some Leagues ask sev~ral 
members to wrj_te :Bulletin copy, each describing a different local "lively issue". 
TThese members, stj_mnJ.ated by this exercise, enliven program-making discussions at 
unit and annual meetings. 
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The League of Women Voters of Illinois announced a Think Tank Toy. It invited 
any member to come on that Day to the state l€ague office to brainstorm on state ) 
program; The results appeared in the pre-program-making issue of the Illinois VOTER. 
Those involved in the Day added spark to discussions on state program in their local 
Leagues. This idea can be adapted for local program as well. 

Keep discussions from bogging down on exact wordings. At this stage, members 
should explore ideas not semantics. This discussion will reveal what it is that 
members want to examine about an issue. The final working as the Board presents it 
should define the proposed study. 

Word the program carefully. 

If you are to be the resource committee chairman, for the study, you can help 
members and the board see how the working of an ttem sets the limits of the study. 
Urge that topics be worded as simply and directly as possible. (For example, if 
your title uses Study, don't use Evaluation, too.) . 

Members may want a broad study: "Study of parks and recreation programs in 
Springfield" allows consideration of all aspects--facilities, administration, 
financing, the programs. On the otherlland, members may want to approach only one 
aspect of an issue: "Study of the financing of public schools ·in Oak Park" limits 
the study. · 

Or members may wish to study a number of issues related to schools--for ex­
ample, the school lunch program, counseling, mental health programs, extra-curricular 
activities, special education. If a title li('\s them all, it is cumbersome; what ) 
is more, it may preclude the opportunity to study other services. Members might 
choose to word the study: "Evaluation of special services in the Maplewood Public 
Schools." This working .leaves the League free to examine the need for some special 
services not presently offered in.the Maplewood schools and not· envisioned this 
early in the game. 

The appropriate Board approves the final working for the Program it wishes to 
propose at the annual meeting or corivention. However, if there is a committee in 
charge of program making, it can be of· great help by submitting good drafts that 
encompass in simple language what it has heard the members say they want to study. 
The recommended program should include the scope--the limits of the study, areas of 
possible. discussion, and possible prospects for action. 

MAKING A STUDY 

Once a new study is dopted and its scope generally outlined, a resource com­
mittee begins to work. The chairman is usually a member of the Board, but in some 
cases a League might use an off-board chairman. Small Leagues especially may find 
it easier to recruit a chairman if she is not required to assume full board respon­
sibility. The off-board resource committe chairman attends · those board meetings at 
which 11her" part of the Program is discussed; she reports progress of her committee's 
work, indicates her Bulletin needs, and presents those matters needing board 
decisions. 

Develop a committee. 

The chairman recruits a committee by observing early any signs of interest 
among members. During the program-making process, she or others on the board spot 
those members in units or at the annual meeting who seemed to have ideas about the 

) 
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program area. Committees can include members of varying talents, with varying 
amounts of time to give. In larger Leagues, each unit may ask a member to partici-
pate in the local study and represent 11her unit." · 

A member is more likely to join the comr.1ittee if she feels that there is a 
special interest in her talents. "I {or Mrs. Jones, who reported it to me) was 
impress.ed with what you said during program-making time about the parks in Madison. 
weid like to have your ideas and help in planning the new study. 11 Or--"You have 
such good ideas about organizing materials (or writing, that we'd like .you to serve 
on our committee for the parks study." Recruiting through the bulletin is not l:i.keJ.y 
to be successful; by its tone, such an 11ad11 may create the impression that filling 
a committee is very difficult. It might be more profitable to list in the Bullet:i.n 
those already recruited and say, 11We need someone who enjoys meeting ana. talking t.o 
governmental officials to complete our parks committee 11 (or whatever talent you tcink 
you still need). 

Women in the community who are not yet members but who have an interest in an 
issue often join the League to be a part of the committee. The membership chairman 
with her knowledge of prospective members can be useful in recruiting for this com­
mittee. 

Tailor tasks to fit members' time ·and talents. Not· every committee member 
needs limitless time; nor need every member come to every committee meeting. Mrs. 
Smith, with small children at home, may. be able .to. keep a clipplng file or read and 
annotate references. Mrs. Peters, who ' teaches school, may be a~le to attend com­
mittee meetings only in the evening. A skillful ch8.irman will work out a jigsaw of 
assignments, personnel and meetings to get the job done. 

Help your committee succeed. 

- Committee work should be fun as well as educational. The first committee 
meeting of a new committee may be relatively open, a brain-storming meeting to dis­
cuss what the committee ought to know, how +,o .ind the facts that units will need 
for a good discussion, what sources of information there are in the community, who 
can best help, how to begin. 

Then each committee member might choose or be assigned an area to ex~l ore or 
some people to see. At the next meeting everyone will have some:thing to ccntribute. 

A chairman needs to listen carefully, to lead these first few meetint s so that 
each person's ideas are respected, as much as possible of what .people propose . is 
accepted and used, and every member feels needed and involved. Such attention to 
~..9P.le fosters an esprit de corps. 

On the other hand, although an orderly outline for a committee meeting is neces­
sary, a chairman who is inflexible, who is distressed if commitee members introduce 
ideas not outlined in the agenda, turns people off. She may lose her committee; she 
will certainly stifle creativity . 

No one meeting schedule fits every committee, or every League. Some Leagues 
have committees that meet regularly once a month of even every two weeks, throughout 
the year, because interest is so high. The key is always: schedule, plan, work 
with people to reach your goal, not to fit some preconceived outline. 
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PiANNJ:NG THE DISCUSSION MEETINGS 

The committee for a given study directs its efforts toward finding all the in­
formation possible; sifting out what the member needs to know, in order to discuss 
alternatives; putting together as objectively as possible alternative solutions or 
approaches. In the course of this work, the commitee comes to know a great deal 
about the subject. Understandably, every such committee wants everbody--at least 
everybody in the League--to know as much as it does about the issue. 

CONTROL THE URGE to tell everything, explain everything. In preparation for ilnit 
discuss~ons, carefully plan a select package of every-member material: printed or 
mimeographed materials and/or a series of well-written, well-planned Bulleting 
articles--(See Meaningful Meetings)--the result of restraint and winnowing. Get 
this material to members early. 

In the discussion meetings, once again, CONTROL THE URGE to ~e~l everything, 
explain everything. What should happen is a minimum of talking by the committee, 
a maximum of discussion by members. To mrke citizen decisions, members don't need 
to be experts. · 

The purposes of a unit discussion are to bring out an exchange of ideas, to hone 
the aharp edges of differences, to allow areas of agre~ment to emerge. Members 
need to leave a unit discussion feeling not only that they know more, buty that they 
have had fun in a lively interchange with neighbors and friends, and that they can 
disc~ss with other cttizens a subject that matters. If they are overpowered with 
detail, members will leave the meeting impressed--but inhibited about their own 

) 

ability to discuss and involve others. ) 

A good discussion leader can help. 

With these goals in mind, keep the introduction short--ten minutes at most, to . 
lay out the framework of the discussion. 

Use a discussion leader from ~utside the committee, if you can. A skilled dis­
cussion leader can help the committee design questi~ns that activate dialog. And 
the way you put questions makes a great difference. , 

For example, if you ask, ''How many acres of park land do we have in HartftJrd?"' 
you have probably killed all discussion. It is unlikely that anyvne hnows the 
answer, therefore the committee both asks and answers the questions--and the other 
members become l)assive listeners to the experts. But "Do you think we have the 
proper park facilities to supply the recreation· needs of the children in ~ur c~m­
munity?" may get the discussion off and running. The committee will, of course., 
serve as a resource n~w and then, to answer a factual question raised in the dis­
cussion or to correct (tactfully, of course) major misstatements. 

Learn from experience. 

If two unit discussions are planned, the first one may give the committee some 
ig.eas of what added information is needed,· or what information has uot made an i11,1-
pact. Perhaps members really don't know, for example, where the parks are, what 
neighborhoods have little access, what programs are now provided. Maybe for your ) 
next meeting, you need a map (perhaps the city offices can supply one) on which you 
can present details that members want, such as kinds of areas, populations, numbers 
of children or age groups, types, sizes, and facilities, of parks. Perhaps a go-

1 
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see tour of parks and re:::reatJ.on areas is indicated. Pi-ck up cues as you go along. 

During. almost any discussion, the careful listener (and of course the resource 
committee members, the recorder, the discussion leader are all listening) can detect 
certain areas in which agreement has ta.ken place, without a d:J.rect question to 
elicit it. The discussion leader will recapitulate, as she goes along, tcese ten­
tative agreements. "It seems to me that most of us are saying that there ought to 
be some small neighborhood parks in the Phillips area. Am I right?" These areM 
of agreement should be carefully recorded, They may differ among the units* Bue 
thime can be saved at a later "consensus" meeting: the discussion leader can say: 
to the appropriate question, "At our last unit meeting, most members seemed to think 
that the Phillips area needs small neighborhood parks. Do you all agree7 11 Then 
those not at an earlier meeting have an opportunity to speak. If they agree, the 
whole earlier discussion need not be repeated. Summarizing as thediscusston evolves 
is an indispensable tool for the discussion leader;--it brings the discussion back 
to focus if the group wanders, if someone is dominating the conversation, or if 
agreement is obvious. 

Many times a tight League schedule will allow for only one meeting on a given 
study. If so, the Bulletin articles and/or every-member materials need especially 
careful drafting. They must be challenging and provocative, so interestingly 
written that the member reads--and ponders, and is motivated to come to the. meeting. 

ARRIVING AT CONSENSUS 

If, indeed, your initial planning was fortunate and there are indications of 
readiness, the time has come to try for consensus in all the areas you think suit­
able. The questions your committee pr oposes should be considered by the entire 
board • .. These questions are very important. The committee has intensively stud.led 
the problems, has a reasonable knowledge of in what arP.as within the study agree­
ment is p~ssible and what kinds of action may be foreseeable. 

The posit~on should be one on which the IPqgue can act effectively. Therefore 
the questions should elicit an expression of agreemeut on g8neral concepts, not 
specifics, _yet not so bland or general as to be of little value for the board a.~ it 
considers how to act. 

For example, i~ the study relates to special services in the schools, c0nsen:rns 
that the schools should provide more such services is not very useful. Cn. the ot her 
hana., agreement .that school (a) should have an additional counselor, school (b) an 
additional librarian, etc., ties the ha.n.ds of the League should attendanca- districts 
be changed or pupils transferred. More ·useful would be agreement on kinds cf ser--ncee 
vices,~~ of programs, general areas of need, kinds of determinations for how 
services ohould be allocated. Thep the .League is in a position to offer ccnstructive 
testimony, to select alternatives when actual options come before the community • . 

Analyze consensus reports. 

The committee meets, after the consensus meetings, to analyze the reports from 
the various units (or from the general membership meeting if your League uses it as 
a consensus meeting) or the single unit meeting of a small League. Some areas of 
agreement will usually be clear and decisive. On other facets, even though the re­
corder's reports will not be identical, there may be discernible basic areas of 
agreement with some disagreement on specifics or tangential areas. The comm:I.t"t:~ 
phrases what it thinks the members have said and drafts both a simple support \ or 



· ·oppos:i.tion) statement (if ·there ··:is enough agreem~ri.t to ~rarrant) and the longer 
statement of position. It presents to the board these t _enta,.ti ve drafts and its ) 

... evidence from the cons·ensus reports for believing that _agreement exists. . 

. . . . . 

_ Word the position wisely • . · 

If agreement is reached in the League in some or all of .the areas discussed, 
·the board prepares two things--a ·short working of the position, and a longer state­
ment of position, outlining 1n more detail the areas of agreement. Hopefully most 
board .members will have attended unit or membership meetings and therefore will 
have input into the final worlUng based on ·their experience and on answers the com­
mittee chairman provides for quest{ons they may ask. 

For example, following a study of libraries, _members have agreed that: a new 
·building :ts needed in a central location; · ·serviGeS, · either small neighborhood 
branches or bookmobilies, are needed to bring books to areas too tar away from the 
central library; there should be better cooperation between the library and the 
schools, the jail, the hospttals, and other institutions; and the book collection 
should be much increased. · 

The simple support .position co\,1ld· read: Support of a new: ~entral: library and 
expanded library services. 

The statement of position, then, would inc1ude both the details and the rationale. 

Statement of Position. 
. . 

The members of the League of Women Voters of Brookfield believe that 
a new centrally located library building is needed in Brookf'ield.· In 
order to serve all the citizens, books should be available to all. 
Therefore there should be small neighborhood branch facilities or 
bookmobiles so that access to library books is in walking distance of 

· any resident. 

The book collection should be expanded to meet at le~st the criteria 
established for a city the size of Brookfield. 

In order to ·provide readilng material for all people in Broo~field, 
the library ·should arrange for lending books on an adequate basis 

· to tl_le schools, to people in l_lospita.il.s, jails, and institutions, so 
· that no one able to read is denied access to books in the public 
·library. 

\ 

Both .the rationale--that the public library· is for everyone and therefore its 
books should be accessible to all--and some of the specifics are included. Yet the 
wording does not set the~ of books, the specific Elaces that branches or main 
library should be, nor the exact methods of serving institutions. The Board ha:S 
room _to maneuver, to act in support of or opposition to specific proposals. 

TAKING ACTION 

Involve members earl:y. 

Leagues generate considerable .enthusiasm during the study and consensus~. 
reaching process because members have h~d opportunities for input, for taking !)art 
in decision making. Tc:Ooften, between the time consensus is reached and the Board 

) 
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To : Program Chairmen 
From: Betty ll.nderson 
Re: Program Procedures 

V·TV of Texas 
March 1973 

This is a general memo setting down some of the general procedures in working 
1-ri th your program i tern. Flexibility is the key word in program planning today, 
but we still need to have an idea of the direction we're going. If you could 
send me a tentative plan or pert chart with dates ( consensus deadlines, 
availability of study materials, publications deadlines, VOTER story dates, etc.) 
before Convention it would be most helpful. Assume your item will be adopted 
at Convention as proposed, if not, we will have a skeleton te> work with anyway . 
Dream a little, be innovative--this will not be the final 1-rord; it will be a 
starting point. 

These factors need to be taken into consideration . 

I. Timing Aspects 

a. Scheduling office work 
Dates for :ocal Leagues 

b. Publications 
How and when 
V0rER stori-cs· 

c. Action 

I. a. Scheduling 
{ . .' 

II. Hechanics 

a. Communications network 

b. Budget 

c . Off-board committees 

Hovember 15 was set as the tentative consensus date for land use; national 
program making will be February 1. A late spring consensus deadline might be 
all right for election laws or perhaps a fall one would be better . There may be 
direction on this at convention. If you want material mimeographed for updating, 
or a study ldt, plan when you want it to be distributed . We must be mindful of 
the total office load, so keep the overall picture in mind. 

Local Leagues ex:9ect to know when materials will reach them, and we must make 
every effort to be faithful to our proposed scheduling. So don't be overly 
optimistic. It takes a long time for research, printing, and distribution. 

B. Publications 

Materials sent to the local Leagues may be in the form of 

t
esource materials, ever-J member material or action materials . 
f you want a VOTER article, you must think months ahead in 
rder to get board approyal and meet pr~~ting deadlines. 

In a new study, these factors must be given careful consideration: 

1 . All sides must be presented fairly, with equal 
emphasis given to major points. 

2. Hake every attempt to make the length of pro/vs. 
length of con as equal in length as possible. 

3. Determine what problems there might be, and pinpoint 
some of the alternatives. 



Copy for Facts and Issues (August 1970); (2) Mechanics for submitting VOTER 
copy ( February 1971); ( 3) Suggested Style Sheet from the Organization Handbook, 
and (4 ) the Style Swi tch explained in the February 1973 State Board Rei::,ort, 
under the VOTER report . 

The item chairman, publications cha:i.rman, president, and program VP uill 
determine the number to run, color or no color, etc. Pricing will depend 
on printing costs . You will want to mimeogra:oh some publicity about the 
mater ial, i ncl uding an order form, to be sent out with the initial mailing. 

Fli p Chart. --Try to have your material for the program flip chart ready by 
t he May Boar d meeting. 

C. Action 

Plans for action come from the chairman and the committee to the Board as 
recommendations. Implementation is up to the chairman and her committee with 
the help of the president and vice presidents. Local Leagues will •-rant to 
discuss your action ideas at their board meetings, so whenever possible, you 
will want to give them at least six weets notice. 

Acti on.comes in all shapes a,,~d sizes . First of all, reread np. 34-38 i n the 
Local League Handbook and the program section in the State Board Handbook. In 
addition, I suggest you malrn an :rAction 1

! folder which contains : 

ACTION, 1972, LIN of US, Publication f/161 
Guidelines for Local Lcap;ues, Jan. 1972, LHV of Texas 
Anatomy of a hearing, LHV-~F publication //108, 1972 
i-1emo, LWV of the U$. re: Criteria for choosing a.ctigg. priori t ics, Jan. 24, 19·p. 

The l egislative executive committee is composed of the state president,~~~ 
1 

l egisl ative director , program VP and iqglslative prryjects directer nralr~s ~~~a,.;:,u 
decis i ons on immediate legislative action after the board has set the priorities. 

II . ~1echani cs 

A. Communication i'Tetuork 

The 0 carbon routine 1
! may not be the most efficient in the uorld, but 

i t I s the best method we' vc devised with scattered board mer.1bers and 
limited financial resources. Include the state office and program 
VP in all mailings. Try to reply as promptly as huma..11ly possibl e. 
Your conm1ittec is also included ~-Tith a carbon, as well as the 
president of the local LeaGU,e if you are writing a local League 
member. 

It is not necessary to send your board committee copies of your 
pre- board and post--board reports since they will be recei ying them 
anyway later. 

B. Buel.get 

If the proposed budget is adopted, money for program chai rmen is 
desi p;nated in three different line items: 



a. Educational Activities 
1. Program Committee 

For program items still in the study stages 
or educational materials, such as citizen 
information on constitutional revision 
(This money will have to be raised.) 

I. Position Support 
1 . Publications 

Publications for lobbying, position support, 
consensus , etc. which cannot be funded with 
deductible money. 

2. Action activities 
Each of the six program areas has some 
desi~nated money. 

If you must make telephone calls, try to call at a time when rates arc lower, 
such as evenings or wee1cends. 

C. Off- Board Committees 

Host active items have found the importance of off-board committees. This 
may have to be a committee where communication is by carbon routine. Depending 
on the f inancial picture the next two years, t"here may be some money for 
face-to-face meetines . Otherwise, consider getting together at Council or 
having a regional committee. - -- -
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PREFACE 

This handbook was prepared for use by community action staff 
in as-sisting community groups. Earlier versions have been used by 
other staff and by -members of Neighborhood Advisory Committees. 

-The general response has been very good. 

We developed this guide because of the need to h e lp neighborhood 
-re~id ent s to better deal with the problems of participating in formal 
group meetings. Many of us who have orga nized blocks and worked in 
neighborhood centers are aware of the problems as well ~s the 
advantages of "maximum feasible participa tion" of the poor. This 
Handbook and the staff support that should accompan y it could go f ar 
to· provide neighborhood res idents with some of the skills necessary 
for meaningful participation as members of formal committees and 
organizations. 

During the past eight months we have had the privilege of 
responding to requests for the Handbook from all fifty states and 
the Virgin Islands. In ev ery case, and at present , we would appre­
ciate comments and suggestions. Many past suggestions have been 

-- -±ncorporated into this- edition. 

We hope that the Handbook will prove helpful. The meaningful 
participation of persons who are "experts" in the problems of poverty 
has provided momei1bJrn and creativity to community programs. We 
would like- ,to see greater involvement by people for whom these pro­
grams have· been designed. In fact, we believ e that without poor 
people gaining greater contro 1 through new skills, the prog r ar-rn 
would border on being ineffective. 

P~rhaps this material can contribute to the effective. in:c luence 
of poor people in policy-making bodies . 
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We are ind eb~~<l to the AFL-CIO Department 
ot Education whose publication How To Run 
a Union Meeting served as a basis for this 
Handbook . 

Thanks are a lso due to those who were good 
enough to send us their suggestions for im­
proving our last edition. 

, · .. ,. ,· . 
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Participation i s 
List e d below are 
most out of your 
'ask yourself: 
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GROUP PARTICIPATION 

very important in seeing that meetings succeed. 
sorne suggestions which will help you to get the 
groups'meetings. Before reading this Handbook, 

Am I a good participant ... or .. . a b ad participant? 

Do I ... 

suggest new ideas D 
ask questions 0 

tell what I know CJ about a topic 

speak up and give D· 
opinions 

-focus the group □ 

und erstand the goals 
of the meeting and 
direct my words 0 
toward them 

question the common 
s ense nnd logic o~ 
discussions 0 
assist in set t ing 
up for meetings 0 
encourage the group[:]· 

C\ 

or 

or 

or 

or 

or 

or 

or 

or 

or 

sit and listen? 

act afraid to ask ques­
tions , fear ·being 
wrong even though I 
don't understand? 

□ · 

tJ 

n ever give an opinion D 
or contribute to dis ­
cussions? 

remain silent.? 0 

wait for others to do it, Q 
l etting the group stray off 
the topic? 

constantly stray off the 
topic and avoid r eipon­
sibility for directing 
discussion? 

accept and agree to 
everything withour 
question? 

prefer to be waited 
on? 

criticize all efforts 
and achievements of the 
g roup, acting like the 
group,isn't doin~ any­
thing? 

Cl 

D 

D 

□ 
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Do I 

push the group to 0 
work on meaningful 
issues 

act like a peace- Q 
maker, try to stop 
disagreements from 
becoming personal 

show flexibility 0 
and willingness to 
compromise 

help others to 0 
participate 

or 

or 

or 

or 

stay satisfied with 
busy-H·ork?. 

allow friction and ill­
feeling to develop 
within the group? 

act argume n t a t iv e 
not giving in even 
for the s a l:e o -2 the 
group? 

dorni na te or a l lo·:1 
others to do minate 
the group? 

Page - l.J . 

D 

0 
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D 
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Why Have 11Rules 11 at Meetings? 

A. Every time people do things together they obey 

certain "rules." Most of the time these are 

unwritten rules and people go along with them 

as a matter of custom . 

. B . Written or "formal" rules help people to work 

together better, when the things we have to db 

get more confusing. 

c.' Meetings are gatherings where many people come 
• 

together to learn, give, get, or share somethirg. 

We all have different thoughts, feelings, infor­

mation, and interests. If we could not agree on 

rules to guide us, it v.0uld be very hard for 

people to work together at meetings and to bene­

fit fr0m their differences. 

D. Rules for meetings should help the group to do 

its work well and in good time. Rules should 

protect the rights of group members and help 

them to express thems~lves freely. 

E. Rules should not prevent the group from bringing 

out ideas and making decisions. If meeting rules 

ho ld down the group, the rules should be changed. 
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F. All of ~he rules may ~-e found in detail in Robert 's 

Rules of Order, available in most_ libraries. (Robert , 

He nry Martyn, Rules of Order, Scot t Foresman and 

Co 1 Glenview, Illinois 1951. 

Government section.) 

G. Basic Princip l es 

Libra ry number 328.l 
R641.a3 

1. One subject is discussed at a time. 

2. Each proposal should be freely debated with 

meaningful discussion. 

3. : "Majority opinion is sought, but the minority 

should have the right to present i ts case. 

4. Each member has equal rights a n d responsi­

bilities . 

5. The meeting should move a l ong at a rate satis­

fying to the e n tire group. 

II. ·wha t Makes a Good Meeting? You know you are having 

_good meet ings when:· 

A. t'he group's goals are advanced; 

B. attendance i s regular; 

C. the interests of individual members are furthered; 

D. common values and good f eeling for one another 

are devel oped. 

I II. What Officers Can Do to Improve the Meetin&. 

A. Start on time . 

B. End on time (Committees can handle details of issues1 

Reports shoul d be prepared in adv~nce .) 

•'• ( I' ,· •: 

" i 

~ 
I 
I 

I 
t 

l 
( 

I 
( 

'"' 

I 
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C: Plan the meeting . 

D. Keep the mee ting moving. After a brief discussion, 

the chairman should ask fo r a motion. Lea rn how to 

cut people short; be fair, be courteous, and be brief. 

E. Check with the membe rship. Ask from time to time 

whether they want to change the meet ing time, date, 

or place . Discuss with them what they want from 

their meetings. 

IV. What Members Can Do t o Improve the Meeting· .. 

V. 

A. Know the rules of meeting . 

B. Debate the issues, not the persons who present them. 

C. Add ress the chairman and get r ecognition before t alking . 

D. Ask for information if you are in doubt. 

E. Speak up if you have something to say on a n issue. 

F. As sume your share ·of r espons ibility for action decided 

upon _by group . (Don't t alk " action " and then do n othing:) 

G. Keep yoursel f informed. 

Pla n the Meeting. 

A. The agenda is the c hairman ' s guide for timin g various 

items of business so t hat the really important things. 

are not crowded out. 

SAMPLE AG ENDA 

1. Call t o Order (Song or Prayer, opt iona l ) 
2 . Roll call of officers or attenda nce ( opt ional) 
3 . Minutes o f l ast meeting. 
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4. Reports; 
a) Report of Executive Board or Committee 
b) Report of Financial Secretary or Treasurer 
c) Committee Reports 

5. Correspondence 
6. Old Business 
7. New Business 
8. Announcements 
9. Adjourn~ 

B. A great deal can be accomplished wi th·'common consent. 11 

For example, in dealing with the minutes of the pre­

vious meeting, ask, 11Are there any corrections? If 

no corrections minutes will stand as presented." 

Don 1 t bother with "motions" if everyone agrees . Use 

common consent for accepting reports, writing letters, 

etc. (The purpose is to get to the main events or 

issues of the meeting.) 

VI. What Makes a Good Chairman? 

A good chairman is: 

A. __ aware . of rules and procedures in order to meet 

problems which may come up during the meeting; 

B. familiar with the constitution and by-laws of the 

group and understands the group's relationship to 

other organizations; 

C. foir and courteous. 

VII Role of the Chairman 

The Clrn.irma n should: 

A. keep ~he meeti~g moving, keep speakers on the subject; 

r 



• 

Pag.e - 10 

B . . see that members understand what is going on, which 

rules apply, and why. (Ask, 11 Is this clear?" "Do 

we all understand this ?" etc.) 

C. allow a full discussion so that people are clear. about 

the issues . 

is taken.) 

(Alwa ys r epeat the motion before a vote 

D. protect t he minority. (Allow someon e to speak for 

the motion, then alternate with someone against itl 

E. serve as a moderator only taking sides to break a 

tie vote. 

1. Each group has to d ecide whether it wants a "neutral" 

chairman or a " l eader" chairman. I f a "neutral" 

chairman wants to participate in the discussion 

he should "step d·own from the chair,'.' l etting the 

Vice Chairman "assume the chair". When the Chairman 

is finished speaking on a n ~ssue , h e should assume 

the chair again . If the group consents, the Chairman 

does not need to give up the chair when partici­

pat ing in debate . Whichever poiicy is agreed upon , 

it should be followed throughout . 

2. The position of chairman should not be used to 

push a particular decision against the will of 

group members . Decisions should be made aft~r 

fair and appropriate discussion . The chairman's 

r job i s to help the group reach the decision that 

is best for the group. 
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VIII. Role of the Vice Chairman 

• The Vice- Chairman: 

IX. 

, . 

A. substitutes for the chairman when he is absent from 

the chair; 

B. occasionally serves as coordinator of committee 

activities; 

C. generally assists the chairman, as directed. 

Role of the Recording Secretary 

The Recording Secr etary : 

A. takes minutes of the meeting; prepares them for 

presentation ; 

B. -he:lps Yhe cha1.rman fo l low the. - agenda; r e.cords and 

reads the motions when needed; 

C. records al l votes taken at the meeting and summarizes 

all report s in brief but exact wording. 

Guid e to ~riting Minutes 

1) ;I(eep minutes in a permanent book. 
~) Leave e nough space .o n sides and b etween lines for 

correct ions . 
3) Always include: 

a. name o f group 
b. kind of meeting (regul ar , spec i al , etc . ) · 
c. time, date , and place of meeting 
d~ name of p res iding officer 
e . . name of secretary 
f . if a sma ll group, the names of those present 

4) -Record a l l business briefly and without personal 
comment. 

5) Record motions in f ull and include.: 
a. the. name of the maker of the motion 
b . the motion itself 
c. the action taken 

r--· 
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d. Example: "Mr. Shrive.r moved that dues be. 
raised from $.25 to $.50 cents per person 
per month. After a brief discussion, the 
motion was carried." 

Page - 12 

6) Do not include a ll procedural motions . 
7) Do Include motions that were defeated> points 

of order and appeals. 
8) Do not include everything that is said~ (You 

won'tbe able to, anyway.) 
9) Write minutes soon after the meeting at which 

you took your notes 7 
10) Read minutes from the permanent copy; read slowly 

and clea rly enough for people to listen. 

Role of the Corresponding Secretary 

The Corresponding Secretary: 

A. pre.pares all correspondence. for the group; 

B . sees to it that all notices of meetings and all 

appropriate messages reach members; 

C . kee ps file of a ll correspondence received . 

XI. Role of the Treasurer 

A. keeps accurate records; explains finances to members 

of the. organization and, 2t least once a year, 

pres~nts a financia l sta~erne.nt to membe rship; 

B . rea ds the record of expenditures for approval at 

appropriate meetings; 

C. make u se of visual aids where possible. 

XII. Committees and Their Reports 

A. Types: Standing Committee - continues from year to 

year. Spec ial Committee - appointed or elected to 

handle. specific assignments . 
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C. 
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Most important is an Executive Committee which is respon­

_sible for decisions between meetings; it helps to plan 

meetings and other activitie~. 

Committees may be established to deal with special areas 

of concern of the organization: housing, employment, 

welfare, etc. 

· D. Committees at Work: 

1. Usually when a committee is selected, one of its members 

is named chairman. When this is not done, the first 

named member may act as chairman, or the committee 

may choose its own cha irman. The committee should 

elect a secretary; i f a large committee, elect a 

vice-chairman . 

2. The committee chairman is . responsible for guiding the 

committee and keeping it focused. He sees to it that 

they meet regularly, ·that members are notified, and 

that reports ar e made on time. 

3. There is an adv antage to having a committee deal with 

spec~fic problems. The informality of a small com­

mittee makes it possible for the issue to be discussed 

thoroughly. 

" E. Preparing and Presen ting Committee Reports 

1. A report should be as short and as interesting as 

possible; it is usually given by the committ ee chairman. 

Minutes of the Executive Committee sho'...1ld be submitted 

to the larger group in the form of a written report. 
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2. Outline of a short committee report: 

a) Names of members of the committee 

b) Main activities - what t he committee is poing 

c) Problems and why - successes and why 

d) Specific actions recommended by the committee 

e) Summary 

r. Acting on Committee Reports 

Acceptanc e is u sually shown by a vote which signifies 

approval of the report and also adopts :its recommendat ions. 

(Unan i mous consent ma y be used) 

1. If a report includes several suggestions or recom­

mendations for action , acceptance or rejection 

should be handled -one point at a time. 

2. Specific recommendations macJe by a comm i ttee may 

be amended before acceptance . 

G. Minority Reports 

1. If members of a committee disagree, a minori~y may 

oppose adoption of the r eport or may submit~ minority 

report; usually, the membe rship should h ear the 

minority report. 

2. The membership should act on the r eport of the majority 

unless a motion is passed to substitute the minority 

r eport. If such a motion is passed, discussion 

proceeds on the minority report. But if the motion i i 

defeated; the membe rship, acts on the ma jority r eport. 

i 
l 
I 
l 
t 

r 
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XIII . Basic Rules of Order - How Ideas and Words get Action 

A . . How Motions are Made 

1 . Members address the chair as "Mr. Cha irman" or 

"Madam Chairman". No members should speak unless 

recognized by the chairman. (Remember, we are 

talking about "formal" meetings!) 

2. An example of a motion: "Mr. Chairman, I move 

that we give the Mayor a copy of our re~ort on 

empl oyment in city government." 

3 . The Chairman restates the motion or says, ''A 

motion has been made and seconded that we give 

the Mayor a copy of our report on employment in 

C:i ty government . " 

B . Amendments or Substitute Motions 

1 . 

2. 

During the discussion, the motion may be unclear 

or l ack general acceptance by the group. At this 

time , the group can amend the motion or offer a 

substitute motion. (Either may be offered at any 

time after the motion has been seconded and h efore 

the vote is taken.) 

Amendments are made to change a motion or include 

specific information. An amendment should be stated 

clea rly. The section of the motion to which it 

applies should b e identified . For example: "I 

move that we amend the motion by adding ' ·and that we 

I 
I 
i 
I 

I 
I 
I 
I r 
l 
j 

l 
I 
I 

I 
I 
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call to his attention the recommendations that 

all entry level jobs in the: Welfare and ·Health 

Departments should be opened to persons with ex­

perience in community action work , whether or not 

they have a high school diploma: 1·
11 Amendments m;:i.y 

add, subs tract or sub st i tu te word.s. · Am~ndtl)ents 

must closely relate to the subject of the motion 

and should not introduce a new subject or be 

contrary to the motion. Amendments must be seconded. 

3. In any discussion, some people will oppose the 

amendment and the motion or just consider it 

poorly worded. It is good for a group to discuss 

its actio~s fully even if it must delay voting on 

the motion. People change their minds and questions 

get clarified during a good discussion. 

q.. The group shou,ld vote on the amendment and then 

on the main motion. For example, the chairman 

should say 11All those in favor of the amendment 

which adds the words, ' and that we call to his 

attention the recommendation that all entry l evel 

jobs in the Weltare and Health Departments should be 

opened to persons with experience in community action 

work, whether or not they have a high school diploma', 

indicate by the usual sign." If a n amendment is 

defeated , another may be ma.de. 

;· 
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5. A substitute motion can replace the original motion 

if it becomes too complicated . The substitute 

motion should include changes or suggestions brought 

out in the discussion or by amendments . A substitute 

motion can b e amended just as though i t were the 

origina l motion. 

6. An amendment to an amendment can only be made once 

and it r equires a second. (It would be more helpful 

to offer a substitute motion when the point is reached 

where amendments are being o ffered to amendments .) 

After an amendment is seconded, the discussion must 

t ake place on the amendment to the amendment. Am end­

ments to amenoments, and amendments to t~e motion 

XIV. Vot ing : 

must be debated and voted upon step by step in that 

order. Crhere cannot be two separate amendments 

to a motion at one . time.) Remember, if there are 

too many issues being discussed at one time, try 

to come u p with a substitute motion that will be 

l ess confusing to the group. 

A. The chairman should read the motion before the actual 

vot e ; he then must say "Are you ready for the question?" 

or "I s there any opposition to t a king a vote?" I f 

no on e speaks, a vote should be t aken. 

B. Voice votes. The chairman may say) "All those in 

favor of this mot ion say r aye' . The opposed, r no' .. 11 

,,> 
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If passed, the chairman may say, "The ayes have 

it and it is so ordered.'' If the motion is voted 

down, the chairman may say, "The no's have it, 

the motion is defeated." 
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C. Members may vote by a show of hands or b y standing 

up. This "standing-up" method i _s especially appro­

priate if the c~airman cannot b e sure whether the 

motion was passed or not during the voice vote~. 

D. Vote by ballot is used for impprtant issues: A 

ballot makes each vote a matter of record. (A 

motion to ha ve voting by ballot is not debatable and 

requires a simple majority.) 

IV. How Action takes PlaBe - Summary 

A. An issue is brought before the group. 

B. An individual gets recognition from the chairman 

and make a motion. 

C. The motion is seconded. 

D. The chairman restates the motion. 

E. There is discussion . 

F. The chairman restates the motion. 

G. Voting follows. 

H. The chairman announces the result. 

I. The group follows through. 

,, 
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XV1. Motions to Help Keep Order 

A. Members may raise a point of order to force_ the ·-
chairman to bring discussion back to the subject. 

A point of order may also be raised when the by-laws 

of the organization are being broken. For example, 

a member stands and S"§lys, .1.
1Point of order, Mr. Chairman," 

The chairman should say, "What is your point of order, 

Mr. Shriver?" At this point the member may state 

his point: 11Mr. Chairman, Mr. Johnson is not 

taiking about the problems of poverty as related 

to Mr. Clark's motion," or·: ':'Mr. Chairman, our by-laws 

do not permit Mr. Johnson to use our dues for the 

purposes being described." 

1. One may raise a point of order when a "privileged 

motion11 is being considered (such as the time 

for the next meeting) adjournment, recess, etc.) 

2. A member may call the chairman's attention by 

raising a point of order even though this may 

interrupt another person who has· the floor., 

3. The chairman recognizes the member and can accept 

or reject the point of order by saying, 11Point of 

order is well ta.ken 11 or 11Point of order is not 
_, 

well taken. 11 

4. A pcint of order should not be raised just to: 

a. slow down the meeting 

b. interrupt a speaker 

' 
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D. Parliamentary Inquiry 

The - information the questioner is seeking may be 

related to parli~mentary procedure. For example, 

the questioner may want to know if a motion he is 

about to make is in order. "Mr. Chairman, is it in 

order to move that we hold another meeting tomorrow?'' 

The Chairman's answer can not be appealed. However, 

a decision that the chairman ~akes after the motion 

has been brought up would be subject to appeal. 

For example, the chairman may say. "Yes Mr. ·Mansfield, 

it is in order." This would not be subject to appeal 

unless someone then moved to · .hold another rneeting 

tomnr:row. The purpose is to avoid wasting time 

appealing questions that may never come before the 

group as motions. 

E. Questionor- Privilege 

1. A "point of personal privilege" may be raised to 

call the attention of the chairman to something 

which affects the well-being of those present 

at the meeting . For example, to ask to have the 

windows opene.d or closed,· to ask a speaker to 

speak louder, to propose an urgent motion. 

2. Questions of privilege are clecidctl by the chairman 

and are subject to appeal. 
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c. make a speech 

d. criticize the chairman 

B. Appealing a Decision of the Chairman 

1 . If a point of order is not accepted or a member 

is otherwise ruled out 0f order, an appeal to the 

chairman may be made; it requires a second and, 

after discussion, members decide by majority 

vote. For e~ample, at the meeting, Mr. Dirksen 

may say, "Mr. Chairman , I wish to appeal your 

decision calling Mr. Johnson out of order. The 

by-laws permit the treasurer to use the dues 

as he described." 

2. On appeals, members can only speak once. The 

chairman , however, may speak and also may conclude 

the discussion. 

C. Point of Information 

1 . Members should not address one another during the 

meeting but should ask the chairman for a point 

of information . For example, "Point of information, 

Mr. Chairman . " The chairman should ask, "What 

is your question, Mr . Kennedy?" At this point, 

the member may ask his question. 

2. Since the member is unclear, the chairman should 

ask the person holding the floor to yield,· although 
'-

this can't be forced. When he yields, the questioner 

should address his point of information through 

the chairman and the answer should b e made to the 

chairman. 

. \ ~-



.. 

Page - 22 

3. Form: "Mr. Cha:i_rman, I rise to a quest ion of 

privilege; I mov~ that we ask Mr. Kenm~,.dy not 

to bring his children to 01ir meetings, 11 If the 

chairman accepts, the motion is handled like any 

ordinary motion. Then :the meeting continues. 

Points of personal privilege are usually accepted 

by unanimous consent. For example, the chairman 

may say, "Does anyone object to closing the window?" 

XVII. Motions for Unusual Actions 

A~ Objecting to. consideration of a question. 

If it is believed that consideration of a particular 

motion could cause a serious misunderstanding within 

the group, any member may rise immediately and say·, 

"Mr. Chairman, I object to the consideration of this 

question." The chairman may reply: "There has been 

an objection to this question,,., and then may call 

for a vote . (No discussion before votei) If two­

thirds of the members vote against considering···the 

question, it cannot be r aised again in that meeting. 

B . Withdrawing a Motion 

· If it is felt that it were better not 'to discuss a 

motion, a member may ask the chairman to put the 

question of withdrawing his motion before the ·gro~~­

If no one objects, the motion:·.is withdrawn. If there 

is an objection, the motion to withdraw must be put 

· to a vote . (It requires no second and cannot be 
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debated.) It takes a simple majority to approve 

withdrawing a motion. 

C. To Table : a Motion 

If the group dosen' t feel ready to make a decision 

it may table the question it's dealing with. 

1. A motion to "table " postpones or delays action. 

(It requires only a m~jority vote . ) 

2. While a speaker is talking about a motion, he 

cannot move to table it. Moreover, h e cannot 

move to table if he has already spoken on the 

motion and others still desire to speak. 

3. When the motion to table i s seconded, the chairman 

must act on it immediately. 

4 . A motion to table cannot have a time limit. (For 

example, a motion to table until next meeting is 

a mo t ion to postpone which is a debatable motion.) 

5. Tabl ed motions can be "removed from the table" 

if a member requests, but only after some other 

business has been transacted. This is not de­

batab l e and is decided by majority v.ote . 

D. Limit or Extend Debate 

1. Motions to limit debate are made in~the usual 

mam1e r and require a second; members may limit 

debate by setting a time limit for discussion. 

A motion to limit debate requires a two-thirds 

majority . (If the motion to limit deba te applies 
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only to the motion being discussed on the floor, 

it is not debatable. For example, "I move that 

we spend only ten minutes on Mr. Broyhill's 

motion." The motion can be debated and amended 

if the purpose is to establish rules around 

discussion on all quest ions coming before the 

group - such a motion is debatable . For example, 

"I move that we spend no more than ten minutes on 

each of the points r emaining on our agenda.u 

2. If members fee l debate on a quest ion should be 

extended after it has been limited, this may be 

done by a motion to extend debate, (The motion 

must have a second; it i s not debatable.) 

Move The Previous Question 

A motion to call for"the previous question': is a 

me thod of stopping debate and forcing a vote. For 

example: "I move the previous question," or "I move 

that we c l ose debate a nd vote on the question . " 

The motion requires a second and i s not debatable .; a 

member may not make such a motion while speaking on the 

ques tion, or. if he has spoken and others who have 

not, still want the floor. A two--thirds majority is 

required. If the motion passes, the chairman should 

call for a vote on the original question. 
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A. Motion To Reconsider 
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1. A motion to reconsider can be made only on the same 

day that the vote on the motion to be r econside red 

was t aken or at the next meeting; it must be made 

by a person who voted with the majority in the first 

vote. 

2. Some motions cannot be reconsidered: Motions to 

adjourn, r ecess, table, suspend rules, or a previous 

move to reconsider an action that has been partially 

acted upon . 

3. A motion to reconsider i s a privileged motion; the 

maker can interrupt a speaker and make the motion 

while other business is on the floor . Debate does 

not start , however , until work that was on the floor 

has been complete.d. For examp~e, nMr . Chairman I 

move that we re.c on.sider the vote on Mr. Goldwater's 

motion ." If seconded and pass ed , the er.airman then 

puts the matter t o be reconside red befor~ the group. 

A motion to reconsider is debatable and r-2.qui.res a 

majority vote. (No question can be reconsider ed 

twice .) I f the motion to reconsider passes, the 

original question is brought before the group for 

discussion a nd action . 



• 

B. A Motion to Rescind - a motion to rescind may be made 

t o take back a previous action. Any members may make it. 

It requires a two - thirds vote . 

C. A Mot ion to Suspend .!.!:!:_e Rule s - a motion to suspend t he 
I I 

rules changes the agenda . I t may be made to use meeting 

t ime more effectively. Any member may r~se and make the 

motion. It requi.res a second and needs a two-thirds vote 

t o pass. It is not debatable. 

D. A Motion t~o Adj~ 

1 . A motion to ad j ou.r n can be. mad a at a!l1y time except 

during a vote or when someone else has the floor. 

The motion requires a second 7 it is not debatable 

and take.s only a majority \·ote. 

2 ~ If it is mad e. bef o:r-E:: the "pl-anned11 er:d of the meeting, 

the chairman can ask the maker of the motion t o with­

draw it for the present. But i,f_ not withdr awn, it must 

be voted upon immediately. If the motion to adjourn 

is defeated it canno t be ren ewed .until the group has 

acted upc,n s ome other motion or report. 
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XIX. What Some of the Words Mean 

Adopt: 

Amend: 

Appe~l: 

Appoint; 

By:::,-Laws : 

Caucus: 

.Chair: 

Committee; 

Common 
--'Go11Se nt: 

Const itution: 

Debate: 

Ex-Of ficio ·1 
Member: 

not voting for or against a motion. 

to approve or accept. 

to change a motion by adding, taking away or 

substituting words. 

to request change in the chairman's decision 

to ass ign a p erson to a job or po s ition. 

rules adopted by a group for running i ts busin~ss. 

a meet ing of leaders of an organization to deci de 

policy and plans . 

-the position held by the chairman or leader of 

the group. 

a small group that studies, takes action, or 

reports on some matter. 

(also Unan imous Consent) - agreemen t without 

taking a vote; for example 9 
11 I f nQ one objects 

to the minutes as read, they are accepted by 

common cons ent.:i 

basic principles of an organization. 

discussion of a motion. 

a person included on a committee by virtue of 

hi s pos ition . Example: the group ' s cha irman is 

u sually an ex--off icio member of al,l committees. 

. I 
I 



• 
Germane: 

Majority: -

Minority: 

Minutes: 

Motion: 

Nominate: 

Parliamentarl 
Inquiry:... 

~arl ia~~ntary 
Procedure: 

Pending_: 

Point of 0-rder: 

Previous Que.st ion ; 

·P.ro--tem: 
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of the same s ubject; closely re.:ated. 

more than half of those. voting . 

less than haLf of those voting. 

official record of what happe-.ne.d at a meeting. 

a proposal. that some.thing be done. For example, 

. the chairman may say , 11Mr. Smith has made. a 

motion that we adjourn. 11 

to recommend that a person be elected to hold 

office. (Nominations do not re.quire a second.) 

to ask for information on parliamentary 

procedure .• 

a set of rules governing meetings. 

busin e ss that is sti:11. be.fore the group, 

i.s use.d wh~n a ciuestion is _pending and a me!J]ber 

is talking about a.ootr:.e.r subject. For exarppl.e , 

: 1Mr. Ch.airman, I r .ise to a. point of order. ·The 

amendme.nt just offe.re.d is not re.lated to tbe 

question being con-side.red. i: 

when accepte.d by the. group's membe.r it immedi~ 

ately stops discussion and brings the. motion to 

a vote . 

a temporary appointm2.nt. 



.. 
.. Proxy: 

Question: 

Quoru~: 

-- Rescind: 

·- Resolution: 

Second: 

Standi~ 
Committee: 

~eci.al 
ommittee: 
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Permission from another member to vote or act 

for him. Example: "Mr. Chairman, I'm voting 

by 2roxy for lv'.1rs. J 0 nes who is unable to attend." 

the business currently being considered. For 

example 1 "Mr. Chair_man, I obje.ct to consideration 

of the question of poor attendance by Board Members 

at recent Board Meetings." 

the number of· P:eop_le (members, officials, etc.) 

that must be present in order to carry on business. 

Example: the Chairman may say, "With the arrival 

of Mr. Smith and Mrs. Jones, we now have nin~ 

people present; since our quorum is nine, we may 

begin, 11 

when a group wants to change its mind on an 

action it has taken, it may vote to rescind (take 

bac!<,). the previous action. 

anot4er name for a motion, or policy statement. 

a formal way of permitting discussion on a motion; 

if ther~ is no second it means that no ohe.but 

the maker of the motion .cares about it. 

continues from year to year ,1;· a permanent committee. ,. 

appointed or elected to handle a specific job; 

it stops existing_ as soon as its job is completed. 



.. Sub-Committee: 
-

Suspend the 
Rules: 

Table: 
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a smaller committee formed within a committee, 

to set aside the rules of a group in order 

to become l ess formal. Example: "Mr. Chairman, 

I propose that we suspend the rules while we are 

pla nning our n eighborhood party." 

a way to avoid rnaking a d ec ision on a motion . 

For e.xamp le, "Mr. Cha irma n, I move to t8:_ble the 

dues question. 11 

Veto : to disapprove . 

XX . Problem Solving 

As a group works with problems a ll members s hould be aware of 

a good problem- solving approach. The following list .out lines the 

steps that should b e taken: 

1. State and define th~ prqbl~ms raised by the gr.oup members . 

2. Let the group decide on which problem is most important. 

3. Get hold of the facts. 

4. Suggest several possible solutions. 

5. List the good and bad things about the suggested solutions. 

Discus s these ful ly! 

6. Decide pn a solution . 

7. Suggest severa l possible courses of action. 

-8. List the good and bad things a bout the suggested courses 

of action. Discuss these fully! 

9 . De..cid e. on a course of action. 



.. 
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10. Discuss the possible reactions to the action you chose 

11. Develop strategy (or plan) to get what the group wants . 

12. Follow through on what you decide; make assignments, set 

.dates, etc. 

No group can be expected to follow these (12 steps) exactly. 

Yet if each step is kept in mind, the group i s more likely to do 

its best in dealing with issues and problems . 
.. 

Remember , your group is fighting for what it wants . When 

a group fights it wants to win~ If you want your group to win, 

help it to study the issues, get the facts, select solutions and 

actions carefully, plan strategy, and follow throught 

XXI. Words of Advice 

P1ease note: "Meetings 11 are sim?lY fo rma l ways of people -. 
ge tting together. (We've been doing it for thousands of years~) 

The best rul~~-are those _ad opted by the whole group . 

Don't follow this :-;11·icl0. :--ts though it were the "ri?;h t way" 
or "only way" to run a mcet"i n/ . F:i.ncl the. wny th;:d : the gronp 

______ l;i_ke s best and fol l ow the proce clur0. wj th which the. ~~roup fee ls 
mos t comfortable . 1:!:ncoura(se group members and l e. a,10.r.s to 
analyze the procedures u sed by other g r ou p:;; . Remind the group.,· 
that the meeting is the mea~s ~o ·au end _ Of course if you're · 1 

working with the g r oup that just meets fo r t0e sake of getting 
· together, the members may have little need for this Handbook . 

Regard l ess of · the reasons people have fo r getting toge.th-e~­
. however , individuals usua l ly need some assistan~e in over­

coming the barriers and "ha ng -ups 11 which prevent the develop­
ment of the ir ideas into

1
commuriity act ion. 
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,.· 
FACTS (About LUVUS): National. _pubi i cation that tells ~-,hat tl1e League i s, hou it 
't•rorlcs, and ,,~at the League does • 

FYI: For your information. 

Gi!:NEL'-AL HEETING: .Heeting at l1hich all members· and · riuests a::-e uelcome. Oft~n: expanded 
·r,. '· to include the public. 

I 
I 

I: 
I, 
i. 
j . 

IN LEAGUE: National publication on :r,.ca3Ue orgt.niution ·-- cuide for LL.,board members. 
I 

I'!:l'i!l: Used to desc-ribe a current proer.am top±c·. if.bi example, the national · pro3ram 
topic of Human l"'.esources may be CB;llecl: the "ltutrian ·r.esource item, 11 

LIVI:LY I SSU~S: Ideas or thUl!lbnail sketclres of p:6s sible~. ~ubjects for proc:r~ ,cons1.der­
. ation, prepare<l for prompting ~*~~I,11um. -member dincussio~ and participation in the 
. selection pxpcess. ,· ,,.. . 
:, {: . . : : ~-. j _ _:; -~ : 

1-.II!:J,IBK:.- AT-:U\.:::.GE: A 1:1er.1ber of the vrv-T:.:. uho is .not 4f:j:.il::.ated uith ·· a local Leacue. 
These mcrabers r .esid~ in ar~as ·uhere no local Lca2lcl:es _exist. 

"'tiONP.l\..:.TISANSHIP':1 Leaeue policy 'uhich states, nThc L~aeue: shall not support -or o~se 
· any political party or candidate. It does support or ' opponc governmental issues on 
which tt has a consensus. The Leaeue uclcomes members of all polit~cal parties. 11 

";t~.~ .. 

OUTLOOI( I?Or. UOI:K: Defines the scope and goals of a p.;r:oeram· item. 2stabli;hes a 
schedule for ·work froo adoption to conclusion. 1 '.,'. . • · .<.:. 1 .... 

•r. , . .. ... p, . • • 

PEl;. 1--IEIIDSll PAYl·lENT: (Effective 1978) Amount of suppo1;ti ve fonds to the UJVUS and 
UTV-T require4_.?f• a .local Lea~e for each member on its roste:r. -'', 

. .. '.<1.: _t·.J· . 
POLICY GUI D2 /POLICY SI-GET: Basic euide 

the by~aus. 
annu·ally. 

on matters of .. po.14,cy~ r.ules concern.in3 J?ol.i(;y 
,-1hich are not set for.th. in 
th~:;poard and are · reyieued 

They may be ' amendec1 by a majority vote of 
··, l 

.,_. .. 

POr.TFOLIO: The part:i,cular area o{ ; ;esponsibil.i ty as sinned to a board member.; e. g~; ·_: _ _'; ·• 
finc}nce, publications, etc. :· · , : •· 

• ', ~ I ''! : ' ' • . . . , ,. 

POSITION: A statement prepared
01
by' .. the ·a;propri ate board \~xpr essing member asr~tneut•' 'il 

(consensus) on a_ program ·,i tem., '' .. P'o~;l~·ion- wordiri:g may· ·be i n corporated into a prog~~- , 
item., .... \ ·. :; , · 

PP,INCIPLiS: Governmental princip,l es supported by th~· Lear;a~• ·-as·· a ~ii'q:ie,. i.;1~·ich gives· 
authority for adoptdion of ·local,· state, and nationaJ .. p;rqc~m. ·;'-·Leagu~·s may also 
take action on any of these ·pr _i nciples ... , : .. ·;-: .. · · 1 

·' • • ,.: 

Pl':OGHAH: Governmental issues adopted fo-r study and act;ion b:Y ·r,ielliners at ~uai 
meetings and by deleeates to state an.cl: national conv~n.tions·. · 

. . • . . .. : . r ~~ r \ = .. • 

. . ! i· . 

:e~:.OG::'AU HAKING: Detailecl procedure for selectin e local, 
<lesi cned to i nsure member control of the choices made • 

r,•:·:ate, and national program1 

. ) ~ . ~: 

Pur.POSE OF THE LEAGUE: To promote poli~ical .responsibility throu~h informed and 
active participation of citizens in government. 

continued ne,::t page 
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LEAGUE LTl1GO ,. •. 

ACTION: SupportinG or opposing le3islation or method of ope~ation of any governing 
. _b,E>dy -- local, .st;atq, .or national. Lear;ue action is aluays the ·outgr0Hd1 of -previous 

study and member aereement. S.tate and national. boards follou the pro~ress of leg:i.s-­
latd;Qt'l on l·1hich· the League has a poDition. ··::'.eports· are made to memb~rs in the VOTER, 
State and national b~ard members testify at committee hearinr;s,. prescntinr; t\1e ~eae\les 

. viel·1s on such legislation. .. 
~-· f:.. . . : . :"", . ., . . 

. ,. ,. · 
ACTION ALK"!.T: Notice that.);:e13i~lat;ive acti on 
Lear,.i'e has a= position is imminent an~ in~ber­

_,.. .. _ the Leacue can be moD·t effective. 

on a 3overnmental issue or. ul1ich the 
action ·is needed,. This is a time ~ l 

;.nmmAL'-'1£313TING: Local conventions at ~1hich members adopt• pro3ram,. e lect officers.,- • 
adopt a budget, .. and revise bylm-1s uhen necessary. 

EOk'.D ~~I!:PQ:.:TS: Guides :i:o~·. pi~~ninr;. These reports are sent to local LeaGUes foUot-r­
ing each meetinc of state and nationa 1 b·oarcfo. · 

BUDGETS: Fin~nci~l-·p~u~prin:ts :for Lear;ue activitJes on all three levels local, 
·:-s~fit~ 'anq.-_n:at!o~af . .. :: I{rep~re.d annually by an appointed coramittee, submitted to ~ 
respective board for approval, then to the menbersh:i.p or dcleGates for adoption. 

• J • • • • · "" ••- ' •,~ ,i • ~ I • f • .• • .:• ,,. • I • , 

BYLAtJ.f>:'°' i".ules of the or3anization providing for name, purpose, . members~ meetings,. 
eicct:tci'r(of otficers, adoption of budcct and pro3ram, etc. i?irs.: three articlE:>s ,.f 
all, .'Le~~ 1byf~~1.fl .. a~-, a~~ .tl}ree levels must confonn. 

CALEI'IDAn. OF HOI:.K: Overaii. plan· to cover .proi:;ram and aH other Lear;ue ac::iviti-?.s far 
one,. year • . ·.- (•. :) 

. ; 
CALBNDA:.~ PLANNING: A board meetinG (usually ~umrner) specifically desicr,ated to es• 
tablish the calendar of Hork for the next- year. 

'~~,CA~i,DA'lI:E-Sf HEiETING (FOL!.lJl-1): lfoniaftisan publio mee.tinz. where candi.date s_are ~n.vt~d 
to-· sp-~a,k an-cl a~sl•1er ' ql,lest:i,onsr · 

~ I ~--•. .[-(1 

Cm-JS.iNSqS:. Agreement am.on[; a ··~~~stantial number of members, representat-:..~e·s .:oi;,t'b.~ 
m~be~~iP,·;?_s 1.a .,.~·1hole? ._r(?ach~p after study and croup discussions. . . ;··, ·1_• • • :····.:, 

:::mm~GING CONSENSUS: 
·on program ':i.:.tems.;:. 

..;..,; ~:. . .,,_ ! 

Trends _. :t~-,~rd aereement followine Lcar;ue stu<ly and ·liscussiot\ 

• .": ' ..'~:·~~ . - J ••• 
.;_; ;" .. ~·,, . . . . . ' ..... 

CONVENTIONS: Hee't:i,nes" held biennially (in -ev(!!n--numbered yea.rs for UJVUS , in 'odd-
numbered years for LUV-T) uhe,::e. delegates ad9pt ,pro3ram, elc.ct officers for a two 

; yea-.c _:J?.:~riod,.-:adopt a h,1;1dget fo~ ,-the comin3 year, and revi. sc. bylm-1s uhen deemed 
• • . l .,. • 

neces~ry.. . , ·:'' .' .: , · . , · • , . • , · , · . . . . 

·G_OU:NCIL8: State and national meetincs held in the interim years from convention • 
. Li'mi.:ted. dele:;~~e b_ody, considers direction for second year of procram.,. adop·t:s a 
bud~et for tli'.e'•cu·rrent year, ~nd ·. t:r_ansacts such otlier business as shall be pr~., 

.,J, . ' • 
sented. , .... ,.,, • .J 

, ! ::-,,~i;;~·~;~N uitT/ . i Small gr~\'.ip, of a size l·Jhich promoten every member dLs(ll..ss.ion -on..._ . 
program items, resul tinr; in a consensus when requested. •. -1·, 

~ f ~ . .; 

con t:i.nued next p nge 
!. 

.... 

I 

1 . 
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SUBSCT-IPTION SZ:'.".VICE: iicthod by uhich selected Leacue puulications may be ob-
tian eel at recular intervals by members and non-mcmbe;_-s. See LTNUS and V·1V-T pub­
lications caLalocs for content and cost. Also made available by some local Leagues, 
either on an optional basis or inclu<lcd in dues. 

:J.ECOGNITIONS STAlIDAI'.DS: Set of standards by uhich a local Leacue must operate. 

TII-ill FOI'. ACTION: Another name for state and local action alert. 

UNIT-AT-LAUGI!:: An or3anizcd group of members-at-larce (usually 10 or more) uhich 
operates under the direct supervision of the state boara. 

VOTi.:2.S: National, state, and local bullet:'.ns uhich rccula:rly l~eep members informed of 
Leacue activi ties. (lTSI!les of 1<'<:ill bullet:'...ns may vary. ) 

CITIZ:SNS INFO'.:'JIATION/VOTE::'..S SK:VICJ: Year around activity to encoura~e citizens to 
be politically active. Provides nonpartisan, factual ~nfoL"'Illation on candidates and 
issues, an<l information about votinn, regiDt:ration, and elect:'...on procedures. 

END 
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Members indicate 
interests 

State convention 
delegates discuss 
proposed prpgram and 

Local boards discuss 
members ideas and 
make recommendations 

I 

\ 

ACCEPT IT 
OR 

AMEND IT 
AND 

IT BECOMES 

or 
TEXAS 

oar receives ocal 
league suggestions and draws 
up a proposed p rogram 

,, __ -

ANO/ 11\£ C~UNI~ THE VOTE ELECTED 
APPOINTED 
OFFICIALS 

(PUBLIC OPINION) 

STATE BOARD 
CHART 2: 'nf prepares 1 o rmation 

Lpcal Boards decide ugon areas 
ot memoer agreement1consensus) 

Members discuss pros and cons in small 
meetings and make recommendations 
Statte Boardhwords consensus and promotes 
ac 10n to ac 1eve goals. 



March 24th 
/ 

Toa Bett:,, Bobette,,_ Helen, Ja11., •· iana., Li~., Laura, Luc111da Beolcy!J F1111i, Adelyn, Otri• 

Ji 
Barbara N. Barcara M.. tn, Maren Catnerine, Marty, s 

., . •~b-U~-~ . ~ JV~~,c~ ,..-~. -:;/-'~ , ~...,_c..,_.I!, c.t--{_ ~ ~,a/ 
,:k,eg 

1 
~ ?R ,itAM ~RKSHOP ~nelldayni,rht, ~.,o -10~- ;'6'•ve hit a amag •••• Ma17b Catherine 

, I~ ••Y• the hotel cannot provide space for four conou.l"Nnt l''ffi sbrulations, nol" can w 
"f3 ~ w UN the Convention Center. Shall we, 

a) '1'!'Y' to do f'ov FTR role playings in one ..U l'00!'47 , R) 'fry to do one siJftlation with the delegate• not uong the 2.5 participating d,nJ"\'1.ng 
and ••king queations art.er? Jan, YoU 11111 no doubt wnt to relate the game to wt 
the ournnt leaislati've status or PTR is at. tbat point. Hov about allowing a halr­
hour for your update and a Q and A pertod? 

,J c) Change the workshop plan cot11pletely--sldp PTR and conoentNte on MB07 (P'l'Obleaa 
~ 1 not all the delegates will be at this 1t0rkship-think it should be a"failable for all) 

~ · ~ I favor proceeding with the role-plJYing if Jan thinks thie will be effective in 
j _preparing the del•gat.es !o"t' aoUon in that part or the seHion following convention. 

~~ If w plan to pa.tan article 1n the first convenUon Voter, touch on the concept 
dW".1.rlg "Presentation of Proposed P1"08ram" ru.aday morning, provide a handout tor each 

delegate to Nad between 81)() and the 9•00 AM gavel on Thursdaymoffling, ha-ve a checklist 
. ~ and plan !or all of the c114iouss1.on leaders and reconi•r• to un in the group disausdona 

, ~ ~n goals, ar.d preaent tbe results of th•• goals disau11iona 01'1 Thureda:, shortl7 befo:re 

J 
adjour111umt, do al1 of you think w will have told th• enough about 1·,,;BO? Arq oth•r ideaat 

.PT'O}F.AM DEV'ELOfMENT BftFJtKS We've hit another snag •••• I had f orsotten that the lunch 
on Thurada7 •ti in the \.Jater Gaiitfen. Aleo, •• you 111entioned, F.ilen, that .u1. be a good 

\I tillle for 1nfonul chats with aele~at.es. Th•refore, how about ,ulping OU!' lunch, talld~ 
(~ and chatting while eating in order thi.t all of' us can 111fft f~ 1100.l"M to 11:30 in 50111e 

' 

corner or the Convent.ion Cent.er. le could have the report fro• the "19Nalcs" folloving 
P~•• MAL contest Nport to give us more time to get it all together rather than after 
the Fl.ection Conmitt.ee Report as I had originally- suggested. Any objections? ,J Betty, I haven't found eitheP ~S the tiUee on MBO you suggested in the r-1.ano libra1sy, 
but I'll 'WOl"k froa Dl"Uker and t1t0 other I have--plu• the chart that Jan got fN!ll Fit L. 

~ ~, to draft a Voter article, a handout, and a suggested fonut for the dusauesion leaders 
~ this wek. I'll circulate it tor comment and 9W!-gest1on• before releasing it to Marty. 

o(1In addition could all the d1souaeion leaders and .recorders plan a meeting to "get ou~ 
\...... ....._; oaot together"? How about Tuesday in the 1111.te durine: cocktail hour? 
J~~ . 

~ · 1 Also, the Plano League vUl eene lunoh to our double boal'd pl'Olllptl;r at noon on Friday 
~ in ol'der that we can finish by.') R-1. I'm planning to uae the patio tor the joint boa1'd 

aMting---pray for good weather and no more Lubbock-type wil"lds, If th• room asaigments 
in your March 20th 11•0 don't work out I can 91.eep thne more in the cabana 001J1fortably. 

~ 'Ullli, I think :,our breakfast di•ouaBion for clari!ioation of the 'tft)tding for un1ta17 

l 
~ primariea is a good idea. Son-y i t I oontribllted to the confusion. I'11 enelosing the 

t.al'-offs I'v• received to date fl'Olll the last boal'd report. 

rm Core, please g•r the oopy f or the next Eyft1.ronot•• i•n• to me YESTERDAY. Joann haa 
~ . tiae thi• next week to get it out. Send •J\V' additional names for the mailing list and 
~ an;y a-pr.earancee (except legislative ones) that you've ud• llhen you "nd •• th• copy. 

-"-' ~ J 
'\ ~ Beth, you've really done a · i,ypr job gett~ all the convention details together, and I 

do plan to come to Frances !'lichola .!Junday night soiree and drive back to Plano after. 

Bet'ty' again, Do you want any sort of Nport at t.he pre-convention boal'd meeting on t.he 
looal League anriual NpOrts? I have Nceived about 20 of th• so far. 

Till Fort Worth, 



LWV/Dallas THE PTR GAME PLAN September 1976 

The PTR Game is a simulation of the proceedings of a State Senate Legislative 
Committee created to draft property tax reform (PTR) legislation. The object 
of the game is to draft specific proposals for inclusion in a PTR bill. Each 
player assumes the role of a lobbyist, committee member or staff assistant. 
Each player is provided a position paper at the start of the game. Creativity 
is encouraged in the interpretation of roles. 

The specific proposals under consideration are: cl ppra,~ed-
1. Taxable property shalt be .ssessed--at full market value. 
2. State supervision shall insure equitable and uniform assessment and 

taxing procedures. 
3. Professional training shall be required for tax assessor-collectors. 
4. The county tax office shall be the single appraising office within 

the county. 

The first committee session is a hearing on the 4 proposals. The second and 
third sessions are committee meetings. The second session is a debate and the 
third session is the vote. Recesses are called between sessions to permit 
strategy planning and negotiation. 

Ru 1 es: 
1 • 

2. 

3. 

4. 

The committee chairman fs in charge of the game. The chairman is the 
timekeeper. The chairman has discretion in recognizing speakers and in 
applying parliamentary procedures. 
lobbyists may not be recognized to speak in sessions 2 and 3. However, 
they may use informal means of communication such as whispering and 
note-passing. 
Three votes are needed for passage of any proposal. The chairman may 
vote. It is possible to abstain. 
A maximum of 2 amendments per proposal may be considered. A vote on a 
proposed amendment shall precede a vote on the original proposal. 

Players: 
1. LOBBYISTS: a county tax assessor-collector, a representative of the 

trucking industry, a representative of the LWV, a homeowner/taxpayer, 
a big city school superintendent 

2. SENATE LEGISLATIVE COMMITTEE MEMBERS: Chairman, East Texas; Senator, 
large urban area; Senator, mid-size, poor urban area; Senator, 
suburban area; Senator, Lubbock area 

NOTE: If there are more than 10 players, Senators may be assigned staff 
assistants and lobbying delegations may replace a single lobbyist. 

Timetable: 

15 min. CONVENE: The chairman opens the proceedings and introduces his 
coiiimittee. He reads the proposals under consideration. He then 
recognizes each lobbyist for a 1 minute statement of position. (The 
speech may be read or ad-libbed.) 

10 min. RECESS: Alt players fill out individual strategy form and begin 
negotiations. 

10 min. RECONVE·M~: The chairman recognizes each senator for a 1 minute state­
ment of position. (The speech may be read or ad-libbed.) 

15 min. RECESS: All players make strategy revisions, if needed, and continue 
negotiations. 

20 min. RECONVEtJE: The chairman conducts the voting on each proposal, consider­
ing only 2 amendments per proposal. Read the final proposals adopted. 
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League of Women Voters of IDallas 
Unit Me~t t ng Plan 
Proporty Tax Re-form 
September 22, 23, 1976 

Objective: The purpose of this meeting is to prepare the membership for 
effective participation in League efforts to implement signifi­

cant property tax reform (PTR) in the 1977 session of the Texas Legislature. 
Specifically, this meeting will provide a substantive knowledge of PTR and 
increase understanding of the complex political process to be used in its 
implementation. 

Resource Material: PTR Voter Insert, September 1976; County Gove rnment 
Study, Part II, April 1976, pp. 1-7; Texas Voter, May 
1976, p. 3. 

Unit Leader: Assign gam~ roles prior to the meeting. Distribute name tags 
and position papers as members arrive. Ten players are needed; 

if more are present, expand the game by giving e~ch senator a staff assistant 
and/or selecting a lobbying delegation rather than a lobby representative. 
White these extra players will not present a format position statement, they 
can be valuable in the negotiating sessions and in the formulation of positions 
and strategy. Designate a committee member to also serve as committee clerk 
(recorder). 

Resource Person: 

15 min. Objective: State the objective in her own words. 

Background on PTR: 
t. LW'J of Texas positions 
2. LW of Dallas positions 
3. Peveto Bill, 1975 Legislative Session 
4. Outlook, 1977 Legislative Session 

The PTR Game: Distribute the PTR Game Plan and discuss it. 

Unit Leader: 

5 min. Final;ze ro l e assi gnments and allow time for the study of roles. 

70 min. Play the PTR Game. 



TO: Wackerbath, Baggett, Rosenzweig, S. 0. 
Bre□berg, Conner, Fritz, Hunter, Litras 

FROM: Lancas t e r 

l~~-j ~ il 29, 1971 - 4':' 
and Prograu Core People: Andlson, Brasher • 

with copy for Mrs. John H. Sieber 

RE: STATE PROGRAM BROCHURE and STUDY/ACTION BOOKLET 

Eloise, thanks bunches for all the data on publishing the State Prograr.1 Brochure. I have 
tried to set a tir:ie table below, allowing three weeks for printing in order to have the 
sar.1e deadlines for both the Study/Ac t ion booklet and the St ate Prograu Brochure. Is this 
reasonable? Since i1ary Sieber has already edited r.1Uch of the S/A booklet I don't think 
this would require a lot of redoing , e xcept to bring itens up t o date a nd include current 
legisla tion passed and to include new study ite u s . I think the prograu people just as soon 
work on both of these publications at the sa1,1e tiu2. Anyway, I would like all of your 
corn,1ents on this at State Boa;.· J. I 1 1.1 □i,.1eogn,::-b.irig this so Progra□ chairnen will have 
sooething to start with . 

STATE PROGRAM BROCHURE: 
Fo:.:Liat: tr i ~folded 8-1/2 x 11, p:·inted both sides ? or flit chart? or other ? 

Color paper and ink: Llack i~k on white ? Bh:e ink on white? other ? 

How □any ? Eloise suggested 7,500 or 8,000? 

STUDY/ACTION BOOKLET: SirJi l ar to na tio:-1a J. ' s? what changes sugges ted in forrJa t ? 
Ho"' · 1any ? 

BLU~S: What? La ncaster will p:-€?G ..:-c -:.:!~gr->,:• •. ; r:,0r =o-;:- 3.::ggett, who finalizes ? 
How? Voter, Special 1:1aiti..ng, Board report other? _______ _ 

I 
When ? August ? to go out with Di'Ms ? 

PROCEDURE ' TIME NEEDED 

~ 

1st copy to 3 VPs fro□ Prograr.1 5 weeks -

1-VPs cor.11nent and review and back to ?,:ogr- "'ri ~h Bi :-r,1en 
p 

1 week 

2nd copy to 3 VPs frou Pro;;::-ar:i r-h;:i i ,;:-r:1~n 1 week 
!) 
Progran VPl copy to League editor . .. -

0-- k.- 5 ~ di <:A-~ 
Editor edits and :onfers,Ywhen nee . with P-.: og,. ·:.u ~hr.1. 

-1 uee k - -

2 ·:•reeks 

\ 

DATE DUE 

June 23 

- July 14 

·--rt-..-,, . .b 

Editor copy to Wackerba::th 

Wackerbarth to Printer 
Printer prrofs to 3 VPs 

- - - - - - - -July 28 , / 0 {, '!:f" 

Proofs back to vlacke rbarth ~ta~<es ~o r-:h:'.:t:!::) 
Printing 
Delivery to Dickinson - - - - - - - - - - ·· -

DPM 

3 ~-,eeks 

Au g . 18 

2 weeks 

Orders frora Local Leagues filled - - · · - ·· ·· - - - - - - - - - - - - - - Sept . 1 :r-,N, I 
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LWV of Texas 
June 1970 

TO: State Board 

FROM: Jody Boyd 

RE: Pre-Board Report 
VOTER 

May VOTER Like marriage it's "for better for worse" at this point. I 
would appreciate your constructive criticism and/or suggestions. 

Second Class Permit Application has been made for re-entry of our second 
class mailing permit through the Dickinson Post Office. 

Legislative Issue - February, 1971 In accord with the instructions of the 
Board, arrangements have been made to include a "pull-out" legislative sec­
tion in the February issue of the VOTER. The section can be either two or 
four pages. The approximate costs for an expanded VOTER are: 

a. VOTER plus single sheet insert (6 pages total), $3SC.CC 
b. VOTER plus folded insert (8 pages total), $4SC.OO 

July VOTER - Deadline June 10th Time is of the essence in June. My family 
and I will be leaving on the 27th (not to return until August 3rd) for our 
annual hiking trek. It would greatly facilitate the rapid publication of 
the July issue if you could come to the June Board meeting with your ar­
ticles prepared. The following assignments were made at the April Board 
meeting: 

1. 

2. 

3. 

Ruth Martin 
a. Lead article -- l~S lines/35 characters. 
b. Lively Issues -- 420 lines/35 characters (including Timetable) 
Virginia McKinlay 
Texas at national Convention -- 90-110 lines/35 characters plus 
a couple of good pictures. 
Veta Winick 
Perspective 60 lines/35 characters 

Approximately 50 lines are still available on the last page. The VOTER 
Committee would appreciate receiving prepared articles for consideration 
for use in the remaining space. Possible "goodies" could include: 

1. Organization article 
2. Area workshops on Leadership Training 
3. Exchan8e of LWV President and TEF Chairman for better coordina-

tion of activities 
4. Information re how TEF can best be utilized by local Leagues 
5. S-LR article to clarify guidelines for local League activity 
6. Membership article re none Winner" in '71 
7. Board Training Briefs (Mrs. Clusen's visit) 

September VOTER -- Deadline Augus_LlQ Articles for the September VOTER 
will be assigned at the June Board meeting. The suggested content includes 
all of the above 11goodies" that cannot be utilized in July plus: 

1. State action on Human Resources 
2. Lobby School preliminary 
3. New program item introduction (Sept. or Nov.) 

(OVER) 



September VOTER (Con'd.) 

4. Texas Executive Boards and Commissions (Sept. or Nov.) 
5. Publications article 

Please send your suggestion re advisability for usage and suggested length 
to me prior to the VOTER Committee meeting, if any of the above articles 
fall within the scope of your portfolio . Beaucoup thanks. See you in June. · 

* * * * * * * * * * * 

~· ~ . . ' . 

~ . . I, .... , 

l 
) 

) 

) 



) 

J 

'ID: State Board 

FOOM: Elosie Wackerbarth 

RE: Publications - local Progrem 
Pre Board for June 1970 

Iecisions which will be required at the June Board meeting: 

1. Shall we reprint HOW 'IO WRITE YOUR ELECTED OffiCIALS? 

If so, how many? Shall we change the format? 

2. Shall we reissue any other publications? Which cnes? 
How many shall we order? 

3. Shall we reissue FUN-da-MENTALS? Complete? In secticns? 
Both ways? 

4. Fornat of new Publicati<ns Catalogue. 

The comnittee may also have some additicnal items to add. 

INFO RMI\TION NEEIED: 

UtN o~ Texas 
May 197-

Titles and brief descriptions of as many as possible of the new publications 
planned for 1970-71. 

Li st of all out-dated publications which should be deleted from the Catalogue. 

Al 1 Board members PLEASE check the Catalogue and send to me or be ready with 
your recanmendaticns. We do not want to include obsolete items. Veta: How 
do we know how much of a supply of the various i terns is on hand? Will Ann be 
able to furnish an estimate? 

I have not been exactly inundated with COJl1IU.1Jlications fran :Local Leagues re 
the preferred size for the new Catalogue. I learned today that some of the 
Standing Orders were received only last week, and because of setting today 
as the deadline for replies, some who might have expressed an opinion may 
think it too late to do so. So, we still may have to go it alone in making 
the decision. .Ann did poll her Board, and they prefer the smaller size. If 
the full page size is selected, they would like the Catalogue to come punched 
for insertion in notebooks. If any of the rest of you can do a little sleuthing, 
it will be appreciated. 

LOCAL PROGRAM: 

To date a program list has been received frc:rn only one local League, so 
preparation of the promised list will have to be deferred. I know of no 
Board decisions which will be required at the June Board meeting. 
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To: Program Chairmen 
From: Mrs. Ralph Bubis 
Re: Program Procedures 

u~v of Texas 
August 1970 

This is a general memo setting down some of the answers to questions you've 
been asking and some of the procedures which might help you with your item. 
If you have further questions, I shall attempt to answer them or find out the 
answers for you. Please don't hesitate to ask. Also, we need not necessarily 
feel bound by what has been done in the past--I hope we all ;<il be innovative. 
But it is helpful to know our program history as a guideline to us. Let's share 
together our ideas and questions about programming. 

Scheduling your item: Since I was not in on your original meetings and do not 
know everything you have planned for the year, I need your help. Please put 
down on a piece of paper your plans for the rest of the year, with due dates 
if you know them. Put ~stericks beside anything which will need to go through 
the office. This will help me know when to expect your materials and will 
help Veta schedule the office time. Cop~es of these should go to me and to 
state office. Please make these at detailed as p_ossible. For instance, if 
you're planning a·.kit, what do you pl c.n to put into it, how long will it be 
approximately, what will it cost, etc? (For costs: Figure 4¢/page for one.side, 6¢ 
for both sides.) Are you doing a F&I (Fact and Issue)? If so, how long do you 
think it will be? You'll want to go back to check the calendar sent to the 
League last spring and also the State Program Folder to see if you have included 
what has been promised to the local Leagues. It might also be a good idea to 
put this schedule in your notebooks, so that future chairmen can see the planning 
which went into the year. 

Communications: Most of you have been doing a good job of keeping me in touch 
with what you've been doing. I hope you have also been replying promptly (within 
a week) to chairmen of your other committees, and that you've been sending car­
bons of these to the appropriate VP (s). You can check the Board assignment 
list to see which VP applies. And, of course, state office should receive 
everythfng you send. Please keep us informed. 

Publications: Material sent to the LLs may be in the form of a Leaders Guide or 
kit, every member material (usually a F&I), or action materials. We might start 
thinking in terms of further use of our state VOTER in order to reach members 
with what is current and also think about·s:e:1di-ng ar,tic3.os ·t-o :i.ocal .LE:agues for 
inclusion in thei~ own VOTERs. (Perhaps we'll have time later on in the year 
to do some brainstorming about possibilities for information dissemination.) 
You and your committee will decide what to send, with Board approval. The Board 
will make these decisions, keeping the total pict~re in mind, with particular 
attention to cost and volume. Remember, in developing materials , that a 
dichotomy exists in the League between those who are interested in studying in ~ 
depth and becoming experts, and those who want easy to read, easy to absorb 
meterials. The Leaders Guides or extra materials that we send to Resource 
Chairmen are for the first--the every member·materials are for the latter. 
You may n~ed to repeat facts in F&I which have been expanded upon in the Leaders 

(continued) 



Guides. Don't worry about having to do this. The F&I should stand alone. After ) 
all, there will be many who will read the F&I who will not attend the unit meet-
ing to hear the extra meterial. 

Approach the F&I on the basis that the reader has no knowledge of the subject. 
What does he need to know to make it understandabl e? If a new study, are all sides 
presented fairly, with equal emphasis given to the major points? Length of pro/vs. 
length of con is important--try to make them as equal in length as possible. (This 
is so, even though the number of arguments vary. Perhaps you can do some expansion 
on the shorter side.) Since Leagues generalJy choose program because they believe 
some problem exists, you will want to determine what problems there might be, and 
pinpoint some of the alternatives. The technique of asking questions has been a 
good one in the past. You might check back through some prior F&I to see how this 
has been done. 

In developing every member mat eri al, you might want to first do a sketch or outline 
of what you think should be included, to be circulated to your committee. I think 
it might save time later on, if this first step is included. It not only gives 
your committee a chance to help you with the basic design of your study, but will 
also help fix this in your own mind. After this has been approved, then you will 
start to write, filling in the facts. Everything you write goes to your committee 
in draft form. Because we can't sit in a room together to work this out, because 
we want to preserve the League's image as a dependab.~ {ftlace·•ta,. -learn, the. fa~ts, 
and because we want to make a speci al effort to be impartial where a position is 
not already determined, the writing process generally goes through a number of J 
drafts before the final copy is ready for the printer . Although this must at 
times seem slow and frustrating, it has always been League procedure, and has 
worked for the protection of the League. Even on the national Board, F&I go through 
a number of drafts before they are put into type . For instance, at national conven­
tion, the foreign aid chairman said that her last aid draft went through nine revi ­
sions. This despite the fact that they have professional staff. 

We are fortunate to have Mary Sieber as our editor . Please include her in your 
carbon routines. After you feel you have come up with your final copy, and your 
material is going to the GENERAL PUBLIC , Mary Sieber should have a printer-ready 
copy for editing. She will check facts and put your publication into proper 
grammatical form. She will give you a chance to comment on her suggestions. You've 
asked about her editing materials such as the kits or Leaders Guides. This does not 
need to go to the editor, but if you feel more comfortable about her doing it , and 
she is willing, there's no reason why she shouldn't edit it for you . Jody Boyd has 
also said she would help with editing, if she has time, and if you wish. Jody is 
also an excellent editor and knows League style. Please read your style sheet, 
fncidentally, before you write. This will save the editor time later on. 

You should be getting a detailed memo on publishing F&I from Eloise. I hope this 
will answer some of your questions . If there are other points which are not clear, 
please don't hesitate to ask Eloise or myself. About printing the F&I , policy has 
not been clearly delineated as yet. The last administration used a centralized 
system, with all materials sent to SO for publication by one printer . We have made 
no decisions about changing this system. Eloise has found a printer in Ft. Worth 
with very reasonable prices , and we have the Texas City printer. I suggest that, 
unless you have some strong opinions about the printing procedure, you let Eloise 
handle this. You will be expected to do the proof reading along with Mary Sieber. 

- 2 - (continued) 
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Program Procedures - Mrs. Ralph Bubis (continued) 

The item chairman, publications chairman, president, and program VP will determine 
the number to run, color or no color, etc. As a rule of thumb, Eloise has suggest­
ed running 200 of leadership materials (with 150 collated), and 4000 F&I. This 
is based on ordering experience in the past. If you think there is unusual use 
for your publication, we can adjust accordingly. Unless a change is recommended, 
the leaders materials will be sent as follows: two to each League in presidents 
mailing, one to each state Board member, with order blank for additional copies. 
F&I go out on Standing Order. Pricing is done by Eloise, depending on the printing 
cost. You may decide to mimeograph some publicity about the material, including 
an order form, to be sent out with the initial mailing. 

Most of this has concerned study items. If you have an action item, you will need 
to check your files to see how current are the materials which the LLs have. Is 
there a need for updating? Do the present political climate, or the interest of 
the membership, or the current amount of state materials being sent to LLs warrant 
an updating publication? This will need to be decided by you and your committee. 
If you feel updating is necessary, or action promotion is desirable, or that any 
other publication should be put out, you'll need to decide upon format and bring 
your suggestions to the Board for approval. 

Budget: There is money in the budget for you to buy inexpensive publications, for 
some phone calls, etc. Check the key under the Program Development budget to see 
what is covered. You don't have to ask permission to use this budget, but please 
spend sparingly and let me know what you've spent. The budget may seem like a lot 
of money, but most of it is used to cover the transportation and meal expense of 
the program core committee meeting in December and other general costs of program­
ming. There may be times when you feel you really need to phone me. May I suggest 
that you call between 8 and 10 in the evening or on Sunday, when lower rates are 
in effect. Since you won't be phoning too frequently, perhaps your families won't 
object. Legislative action is under another budget, and Chris has charge of it. 
If you have any proposed expenditures under this, please check it out with Chris 
first. Her budget is slim, and we wouldn't want to spend money that she planned 
to use for something else. 

Action: Plans for action come from the chairman and the committee to the Board as 
recommendations. Implementation is up to the chairman and her committee, with the 
help of the president and program VP . If public relations are involved, so is the 
public relations VP. Halcyon is a professional in this field, and we're fortunate 
to have her advice . Please spell out to her exactly what you need. 

Local Leagues will want to discuss your action ideas at their Board meetings, so 
whenever possible, you will want t o give them at least six weeks notice. I'm not 
sure that just mentioning it in State Board Report is sufficient. The LL presi­
dents, or maybe DPM, need to have a separate memo. Other then putting something 
in the State Board Report and the state calendar, I don't recommend sending noti­
fications much more than the six weeks in advance, unless there is a good deal 
that the local League must do to prepare for this action. Pieces of paper tend 
to get lost in the shuffle, unless they're immediate. 

Action can take many forms, from educating the public to supporting a specific 
piece of legislation. There are publications in your files which will give you 
ideas about what to do. Also, as state VOTERs come in with ideas, I'll pass them 
on to you. You've done a good job in using your imaginations to come up with the 
new and the different--hope you'll continue to do so. 

- 3 - (continued) 
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Legislative: Chris will set the guidelines here. At the October Board meeting, she ) 
will explain further what your role will be. You will want to work closely with 
her. During the session, you'll receive copies of bills, which Chris will probably 
have read only by title. You will write a brief summary (usually three or four 
lines--see the Legislative Newsletter or refer to your files for formath and 
whether you recommend action, fyi (for your information), no action, or opposition. 
Copies of your comments are sent to the legislative chairman, president, and pro-
gram VP. Chris may also want to designate someone on the Capitol Corps to receive 
your memos. Your committee is not circularized. You are expected to reply to 
these bill analyses immediately, by return mail if possible, certainly no later 
than three days. Bills are also sent to the president and program VP, and their 
recommendations are returned with yours. Chris then decides on the basis of 
this information what course of action to recommend. If there is time, she dis-
cusses this with her committee at the pre~Board sessions, and then makes specific 
recommendations for Board approval. If there is no time, the decision will be 
based on the four recommendations. 

While your committee doesn't receive the bills or your analysis, you will want to 
keep them informed about what is going on. Also, at committee meetings, you will 
probably want to outline for your committee what has been suggested concerning 
the bills and ask for their comments. Your committee may make suggestions to the 
legislative committee concerning your item. If possible, I shall ask Veta to 
schedule the legislative committee toward the end of the committee meeting time 
in order that your committee will have a chance to meet first. 

You might want to think about keeping good records immediately available as to your ) 
recommendations concerning bills. Perhaps a separate notebook or file could be 
used for this. Things can pop rather fast in Austin in the heat of things, and you 
may receive a phone call asking for your immediate decision. As you can tell by 
this, you'll want to be thoroughly familiar with the nuances of your consensus 
positions. We rarely have the opportunity to have a 11 pure 11 bill, and when we do, 
it sometimes isn't the one which has a chance of passage . We sometimes go toward 
our goals in baby steps rather than the giant leaps we would like to take. Per-
haps you could spend a little time prior to the beginning of the session looking 
over what your predecessors recommended. You are certainly not bound by anything 
that happened in the past, as long as our consensus covers the point, but you 
could at least determine the thinking that went into decisions in the past. 

Decisions concerning method of support originate with the legislative chairman; 
however, you might, in consultation with her, decide upon suggestions for promotion 
by LLs. You may also be called upon to write testimony for corrmittee hearings. 

Study and Action: We have been asked by the convention and state Board to publish 
a state Study and Action, which will be mimeographed. All of you should have the 
1968-70 edition of the national publication in your files. If you don't, please 
ask Eloise to send you a copy. You'll get a memo from me shortly with an outline 
for you to follow. Since this should be in LL hands by the opening Of the legis-
lature, deadline will probably be no later than the end of October. 

Program Planning: The program chairmen make up the program core committee, which 
is responsible for development of proposed program. The Lively Issues have been ) 
done, and LLs have received their first round program report forms. At October 
Board, we'll spend some time on convention rules and procedures, and our recom-
mendations will go to the October Board meeting. Please read the pre-Board Report 
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Program Procedures - Mrs. Ralph Bubis (continued ) 

carefully and bring it with you. In December (2 & 3 have been tentatively sched­
uled, we will meet t o analyze the first round reports and make our recommendations 
for proposed program. This then goes to the January Board, who makes the final 
decision on proposed program. The Lls receive this for second round program 
making . These second reound recommendations will be analyzed by the program core 
committee at pre-Convention Board meeting , and the committee's recommendations 
will again go to the Board. What comes out of the January Board meeting is the 
proposed program which is presented at the Conventi on. 

For convention, the program chairman in the past has been responsible for con­
vention workbook articles on what has been done on her i tem between conventions 
(you 1 ll probably want to take notes for this as you go along), suggestions for 
future study and activities for the item , and also, she will be asked to make a 
short summary of the item for convention. Your fil es should contain copi es of 
what was done in the past. It is possibl e that changes might be made in these 
procedures, so I shall go into detail about them in the future, when plans are 
more set; however, I wanted you to be aware that there i s a good chance that 
you 1 ll be asked t o do these things in some f orm, so that you may plan accordingly. 

Off-Board Committees: Many of you are using off-Board committees, which I think 
is all to the good. Would you send me their names and addresses, so I may include 
them when circularizing your committee? Also, the l ocal Leagues might like to 
know about t hem. Your off-Board members should get a list of your committee, 
including the VP and the president and Mary Si eber, and vice-versa. If you haven't 
already done so, you might menti on to off-Board members the carbon routine and how 
it works. 

I hope this memo has been a help to you in determining program procedures. Please 
put it in your notebooks and keep for reference. 

* * * * * * * * * * * 
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1. Do you wish to increase, maintain, or cut St ate Program? What1~v~f lov( 
choice, how do you wish to accomplish it? Give specifics. 

2. How can income increase to maintain/increase State services? 

What is the financial payoff for getting new members? In other-words, 
is it worth it to your League? 

How much in-depth, across -t he-board informat ion shoul d a l ocal League 
member have to enable Board members to speak and act publicly for the 
League of Women Voters? 
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. . LEAGUE OF WOMEN VOTERS OF ILLINOIS 
67 East Madison St., Chicago· 60603 

T H E HARD QUEST-IONS 
(#2) 

August, 1976 

.1. State items come from the local · Leagues~· as does the study and· consensus. 
How many State positions do· you· use· for· action· and/or· monitoring·at the 
local level? 

2. If you were called upon to do an every member campaign on a State program 
item, on which would your members be prepared to act? 

3. To what extent should the members be knowledgeable about all State items? 
How is this decision made? Is ·it- satisfactory? · If not, can you suggest 
some solutions? 

4. There has been suggesti on that the League adopt a "sunset l aw" for program. 
In fact, we do have a sunset law which goes into effect every two years 
when you must vo t e to conti nue present program as well as adopt new items . 
Is th i s a satisfactory way to limit program i f that is your desire? Other 
suggestions? 

# # # # # 
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-LEAGUE OF WOMEN VOTERS OF ILLINOIS 
67 East Madison St., Chicago 60603 

. (312) 236-0315 
TO: 

Auqust, 1976 

Local League Presidents 
Program Chairmen 

FROM: Doris Bernstein, Vice President 
Proqram and Action 

Dear Presidents: 

~ \ { The President's Trainin9s have been completed, the calendars are set, the "-J year apportioned, the hard questions have been posed, and we have a brief 
respite until the real world starts rolling in on us. 

When we talked about the lenqth and scope of State Program at the president's 
Training it was suggested that: 

1. it was 1 on g. 
2. it was too lonq . 
3. it neededupdating from time to time. 
4. it needed winnowinq. 
5. it should stay diversified for member satisfaction. 
6. it needed new items for member satisfaction . 
7. it should be solidified . 
8. it should not be discarded because we need our positions . . 
9. it was not understood by many members. 

In fact, the more we talked, the more opinions were put forth. 

A number of you believed that our positions were good but that it was difficult, 
if not impossible, to cover each State item every biennium. Some of the sug­
gestions were: 

a "sunset law" which would automatically remove inactive items after a 
period of time , 

a bylaws mechanism which would require automatic review and reaffirmation 
after a period of time . 

a bylaw limitinq the number of State items. 

It was clear that while the larger Leaaues did not experience the same crunch. 
~ma) l er I ea.o.u.es . ._alLof us needed he 1 p to cover proqram . Some ·of you have 
al ready taken advantaqe ofexperffie in nei q"fili.oriiiq[eaques in specific items 
and asked them to share with you , Some of you have generously given of your 
time and knowledge . Some have formed joint committees and given separate or 
joint presentations. In short--you've been using your good League know-how 
and imaginations. 

It seems to us that this use of Leaque resources is a splendid idea whose 
time came several years ago . If one Leaque has a particularly qood IR Com­
mittee with a qood presentation and qood material, why not share with a League 
or Leagues which cannot manage the item at all? Or School Finance, or Natual 
Resources, or Corrections, or Assessments, Voters Service, money raising •.• ? 

- OVER -
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·Even though Leagues, by and large, like to do their own study on items, particularly 
consensus items, it i s apparent that this is becoming a luxury we cannot always 
afford. Lack of a good study, 900d material and good discussion can lead to 
inadequate consensuses--or no consensus at all. 

So---let's try something that might help us all . Some of you asked the State 
Board to act as a clearing house for sharing the strenqths of our local Leagues. 
In this Convention year, let's see how and if we can come to grips with our 
program by helping each other. By Convention time we will surely have some 
answers to the hard questions about length, quality and effectiveness of League 
program. 

Away with false modesty! Fill out the following form/forms as soon as you are 
able to assess the quality and exportability of your committees and their materials. 

We will make the information received available to all of you on a regular- basis 
as it is received in the Office. It will then be up to you to contact other 
Leagues to work out a program--resource sharing mechanism. 

We await with great expectations the avalanche of good tidings. 

# # # # # 



·LEAGUE OF WOMEN VOTERS OF ILLINOIS 
67 East Madison St., Chicago 60603 

(312) 236-0315 

PART II 

August, 1976 

TO: Local League Presidents 
Program .Chairmen 

FROM~ Doris Bernstein, Vice President 
Program and Action 

At the August 18 State Board meeting, we spent some time considering your 
specific responses to the Hard Questions posed at the Presidents' Training. 
All of you who participated felt this was a useful dialogue and that these 
sorts of questions were a meaningful way to begin. 

It seemed to you and to us that we should continue . And continue between 
all of us, State Board and local boards, local boards and members, members 
and State Board. 

At the Regional session on Consensus/Member Action, we will again bring 
tTiese concerns to you . In addition, we will continue to send you more 
Hard Questions with the hope that you, your board, and your members will 
make time to discuss them. 

It is our hope that these sorts of discussions will bring greater under~ 
standing of League purpose and direction, particularly as we consider program 
and budget proposals for the 1977-79 biennium. 

Enclosed is a copy of our first four Hard Questions in case some of you 
may not have received a copy . In addition, we have put together several 
others, mainly concerned with State Program. In the future, we will have 
some on cost of program, finance and budget. 

It will be your board's decision how far you wish to go with these, but we 
would urge you to share these discussions with your members; those who care 
about the League would want to be included. If you should take notes of 
what happens at these meetings, we would be pleased if you would share them 
with us, if you can. 

For our part, we will continue to discuss among ourselves and with you all 
at every opportunity Hard Questions, and maybe even some easy ones. If 
you come up wi~h some great Questions, send them to us so we can share 
them with all. 

Hopefully, you'll come up with some great Answers . 

# # # # # 



~EAGUE OF WOMEN VOTERS OF ILLINOIS 
67 East Madison St., Chicago 60603 

August, 1976 

LEAGUE OF WOMEN VOTERS INFORMATION AND HARD FACTS POOL 

Date ---------------
LWV of --------------
Committee/ Item -----------

1. Do you have one or more unit presentations you would be willing to present 
to other Leagues? 

2. Do you have written material for bulletin or unit use you would be willing 
to share? Cost? 

3. Do you have plans for special kinds of community or League meetings that 
might be useful for another League? 

4. Do you have action plans that you could share? 

5. What are the dates by which you will have any/all of the above? 

6. How far would the committee or members thereof be willing to travel to 
make a presentation to another League or group of Leagues? 

Return to: LEAGUE OF WOMEN VOTERS OF ILLINOIS 
67 East Madison St., Chicago 60603 

PLEASE USE OTHER SIDE IF NECESSARY. 
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May 28, 1973 

To: Barbara G. and Fumi s. cc: SO 
Res Kn-Pffb7.ishing 
From, Betty Anderson 

We used this time line about two years, and it seemed very 
workable. Try to allow the state office a month to prepare 
a leaders guide. 

Procedure 

1st copy to program committee 
and vicepres. and se. 

Comment and review and back to 
Program chairman 

2nd copy to Vice president 
and SO 

Copy to League editor 

Editor edits and confers, when 
necessary with program 
chairman 

Editor copy to publishing 
chairman 

Publishing chrm. to printer 
Printer proofs to chairman 

and veep. 
Proofs back to publishing chrm. 
Printing 
Delivery to Dickinson 

DPM 

Orders from LL filled 

Time Needed 

5 1- weeks? 

1 week 

1 week 

1 1- weeks. 

2 weeks 

4 weeks 

2 weeks 

Date Due 

r_ ~ 

,,. / ~ -

. - ), .)_,, 

x:- d, ';i 

Q- ~ / 

/IJ - 'J? 

/I I•/; 

Start with the date you want orders from LL filled and work 
back up. 

Check with Mary Seiber early--to see if she can edit when you 
need her. If she knows early enought, she can do her other 
scheduling around it. 

.... 

1 
? 
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May 28, 1973 

To: Barbara._G., Fumi s., Linda A. , Betty C., SO 
From: - Betty Anderson 
Re: 1973- 74 Budget, H. Educational Activities 

I. LWV of Texas Education Fund 
1 . Program Committee 2,250.00 

The adopted budget included $2,250, which we need to write 
proposals for educational activites (before we reach consensus 
or we do not push a support position) 

It was my understanding that EQ's $879 was included in the 2,250. 
I' l l check on that for sure. I am arbitrarily suggesting this 
distribution for the balance--$1371, 

TCR 
VR 

FSG 

HR 

$500.00 (TCR also has $1500 under action) 
451 . 00 (all the study materials would be provided in 

the first half of the biennium. VR also has 
$200 under action) 

320 . 00 (although this seems a small amount, it might 
do a 2-pp. Voter supplement and a Leaders Guide. 
Other materials will be prepared in the 2nd 
year of the biennium. Most of the $500.00 under 
H. II, LWV of Tex. Program can also be used for 
the new item) 

100.00 (this is the figure that may need to be adjusted, 
Did you want to do HR Newsletters as Genie had 
done, Linda? How many would you like to do? 
We can find out how much to budget for each one . ) 

Let me know if you can or can not live with these figures. 

Res Form for submitting proposals (an example) 

REQUEST FOR LEAGUE OF WOMEN VOTERS OF TEXAS EDUCATION FUND SPONSORSHIP 

To: LWV of Texas Education Fund 
1416 Royal Oaks Drive 
Waco, Texas 76710 

From: LWV of Texas 
address 

1. The general nature of the project is research andpublication 
of 

2 . Project Purpose 
To ex~lore election law administrative practices and procedures 
by (a) interpreting the present law, (b) interviewing election 
officials and (c) monitoring elections. 

To inform and involve members of the LWV of Texas and citizens 
about election election laws 
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To increase citizen participation in thepolitical process. 

Long-term objectives: Continuing identification of obstacles 
to registering and voting in Texas. 

To guarantee the effective exercise of voting rights . 

J . Need for Project 
A thorough citizen's review of the Texas Election Code has 
not been undertaken since the LWV study in the early '60s. 

In spi te of a 1970 federal court order re voting registra­
tion procedures in Texas and subsequent passage of a voteB 
registration bill by the Texas Legislature in 1971 to correct 
them, certain administrative as well as legal a pplication 
and interpretations of provisions ofthe code and the new 
voter registration law can result in difficultiBs for citi­
zens to register and vote . Identification of these obstacles 
is essential so that steps can be initiated by interested 
citizen groups to correct them if the democratic process 
is to be preserved. 

4. Description of Project 
Preparation of study materials, including Leader's Guide, 
Facts and Issues, and Poll Watchers School kit. 
September 1971--Rough draft of material completed 
January 1972--Distribution to local leagues, members and 

citizens . 

Voting Rights: Research and Publication Project Budget 

Committee Expenses 
Face to face meeting? 

Transportation 
Meals 

Resource materials 
Telephone Calls 

Leaders Guide 
JOO copies (approximately 12 pp.) 

printing (includes cover) and 
typing, 48 hours@ $8 .00 per 
hour 

200 . 00 
20.00 
50.00 
30.00 

384. oo 

LWV of Texas has been underwriting the expenses of F&I, because 
we sell them, and can make some money that way. 

A 5% overhead charge for TEF must also be figured. 
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IEAGUE OF WO.MEN VOTERS OF 'IEXAS 

DICKINSON PLAZA CENTER 

DICKINSON, TEXAS 77539 

SU<?GESTICNS FOR HANDLING PROGAAM WJRKLOAD 

!FM 
June 1970 

Start plann:ing your master calendar early. List all league activities such as 
F:inance Drive, Voters Servire, etc., and then determine how many meet:ings can 
be given to Program. 

C.Onsult State Board Report, Suggested Calendar of Work for 1970-71 and your 
National Board Report for deadl:ines and consensus dates. Give majo:ra emphasis 
to local Program. 

Plan the essential things you IIDJSt do :in covering these items. Select the things 
that are basic and plan to cover them first. Md some o.f the other items if time 
and wara.npower permit. 

Use your local VOTER. It is our only contact with every nember. Take full 
advantage of the opportunity it offers. Br:ing Jrembers up-to-date m i terns 
that cannot be given ireet:ing time. Include a short bibliography when necessary 

• to allow nembers to do further read:ing if they wish to do so. 

The State Board ChainIBn on national Program might be asked to write an article 
fo:ri use :in local VOTERs. 

Alrrost any local League has a few fonrer leaders who w:Juld be will:ing to write 
one article for the VO'IER if she were provided with current :information. 

Soire local Leagues are adopt:ing local Program on a tw:J year basis. (this requires 
a Bylaw change.) 

Another suggestion is to change to the s:ingle list for Progr,am. This allCMS 
rore freedom and gives nembers the opportunity to give direction and :indicate 
how much. they want to do en an item. 

Plan -a special k:ind of neet:ing such as a league Day or a Workshop :in order to 
cover a lot of Progrem :in one day. If irembers know well :in advance that such 
a meeting is planned, they can make the neressary arrangements to attend. 

If you have a neighbor League, you might like to get together early :in the League 
year and arrange for each of you to share at least cne Program. 

A jo:int Progre..in corrnni ttee from two Leagues reasonably close together could cut 'down 
on womanpower and by comb:in:ing forces, you could provide very worthwhile meetings. 

Encourage your members to buy league publications through local Subscription 
Service, s:ingle copy purchase or you1.may be able :in sorre :instances to provide a 
copy of a Program publication to every member. 

Perhaps you could designate one or two members to receive information on the items 
you do not have tine to cover and ask them to give an occasional brief:ing to the 
rre.'!lbership to br:ing them up-to-date. 

(OVER) 



Searcll for inte~relationship in items. Perhaps some local, state or national 
items are in related fields so a chairman can be responsible for nore than one 
item. 

Try the system of having sorreone responsible for scanning material and being 
responsible for getting it to the proper person. This can be especially 
valuable to a busy president and it will be useful in placing the proper tools 
in the hands of people who need them. 

Learn to identify the various types of material. Some materials are basic tools 
for all ment>ers to read. Others are leadership tools intended for those prepared 
to go into a subject more deeply. Leaders guides and bibliographies suggest what 
a chairman may study, but she need not read all the sources listed in oruer to 
present an effective progrem. 

Watch for starred bibliographies or simplified discussion outlines designed to 
indicate bas:i.c information. 

You can have a good discussion reeting using only every-irernber material plus 
provocative questions. 

Explore the possibility of finding other :individuals or groups with a similar 
:interest to work with you an a Program item. Could they help you present a 
program m a specific topic or could you arrange a joint progr,ain? 

Keep Mean:ingful Meetings at your finger tips. Fenrind Program people to use it. 
Adapt the suggestions to fit your own League. The central idea in this publi-

) 

cation is that resource comni ttees should present members with choices an J"' 

ordinary citizen can make. 

Provide discussion time at all your meetings in order that nembers may feel 
that they have participated. 

Contact your state Boar<l for help if you need it. Item Chairmen will help with 
specific suggestions and members of the Organizatim Conmittee .will help with 
such things as calendar plann:ing and training. 

There has been g:ra.ring recognition that small Leagues have particular areas 
of CQ'"'"."li"m that need special attention. Camri.ttees have been working at the 
national level and state Boards are beginn:ing to care up with sare answers. 
Two major developnents may prove useful to us as we consider the possibilities: 

1) It is apparent that everyone rejects a solutim which would 
create second class Leagues doing m ly limited work. Small 
Leagues want to participate fully in the life of the wider 
League. 

2) Small Leagues are providing ideas and suggestions of great 
importance to state and national leaders as they strive to 
improve their services and give actual help to local Leagues. 

Resolve to improve comnunications. Talk t o us at any t:i.Jre and any place. The 
fresh i deas you-~ up wi:th...abotlt-adaptir).g PrograJ11, your evaluatiorrof-tedlitj.ques 
already well known to you, your successes and your special needs will be helpful 
to us. These i deas can be shared with other Leagues and can stimulate the 
thinking at all levels to provice necessary skills to improve our Program 
coverage. 
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LT·TV of Texas 
March 1973 

To: Program Chairmen 
From: Betty Anderson 
Re: Program Procedures 

This is a general memo setting down some of the general procedures in workine; 
with your program item. Flexibility is the key word in program planning today , 
but we still need to have an idea of the direction we're going. If you could 
send me a tentative plan or pert chart with dates ( consensus deadlines, 
availability of study materials, publications deadlines, VOTER story dates, etc.) 
before Convention it would be most helpful. Assume your item will be adopted 
at Convention as proposed, if not, we will have a skel eton te, work with anyway . 
Dream a little , be innovative--this will not be the final word; it will be a 
starting point. 

These factors need to be taken into consideration . / 

I. Timinp; As:eects II. Hechanics 

a. Scheduling office wor k a. Communications network 
Dates for local Leagues 

b. Publications b. Budget 
How and when 
varER stories 

C. Action c. Off-board committees 
~:'-'"',·.· 

I. a. Scheduling 

November 15 was set as the tentative consensus date for la..11d use ; national 
program ma.ldng uill be February 1. A late spring consensus deadline might be 
all right for el ecti on l aws or perhaps a fall one would be better . There may be 
direction on this at convention. If you want material mimeographed for updating, 
or a study kit, plan when you want it to be distributed . We must be mindful of 
the total office l oad, so keep the overall picture in mind. 

Local Leagues expect to kno\T when materials will reach them, and we must make 
every effort to be faithful to our pro~osed scheduling. So don 't be overly 
optimistic. It takes a long time for r esearch, printing, and distribution. 

B. Publications 

Materials sent to the loca+ Leae;ues may be in the fonn of' 
resource materials, every member material or action materi als. 
I f you want a VOTER article, you mui,t thinY,. months ahead in 
order to get boar d approval 'and meet printing deadlines, 

In a new study, these factors must be given careful consider ation: 

1. All sides must be presented fairly, with equal 
emphasis given to major points. 

2. Hake every attempt to make the l ength of ·pro/vs. 
length of con as equal in length as possible. 

3. Determine 1-rhat :i;irobl ems there mi ght be, and pinpoint 
some of the alter natives. 
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Copy for Facts and I ssues (August 1970); (2) Mechanics for submitting VOTER 
copy (February 1971); (3) Suggested Style Sheet from the Or ganization Handbook, 
and (4) the Style Switch explained in the February 1973 State Board Re"9ort, 
under the VOTER report. 

The item chairman, publications chairman, president, and program VP ,rill 
determine the number to run, color or no color, etc. Pricing will depend 
on printing costs. You will want to mimeograph some publicity about the 
material, including an order form, to be sent out with the initial mailing. 

Flip Chart.--Try to have your material for the program flip chart ready by 
the r-1ay Board meeting. 

C. Action 

Plans for action come from the chairman and the committee to the Board as 
recommendations. Implementation is up to the chairman and her committee with 
the help of the president and vice presidents. Local Leagues will ,:,rant to 
discuss your action ideas at their board meetings, so whenever possible, you 
will want to give them at least six weeks notice . 

Action .comes in all shapes a.~d sizes. First of all, reread pp. 34-38 in the 
Local League Handbook and the program section in the State Board Handbook. In 
addition, I suggest you malte an 11Action 11 folder which contains: 

) 

ACTION, 1972, UN of US, Publication l/161 ) 
Guidelines for Local Leap;ues, Jan. 1972, LHV of Texas 
Anatomy of a hearing, LHV-EF publication l/108, 1972 
i-1emo, U1N of the US re: Criteria for choosing acti~ priori tics, Jan. 24, 1973 . 

The legislative executive committee is composed of the state president, 
legislative director, program VP and legislative projects director malces 
decisions on immediate legislative action after the board has set the priorities. 

II. Mechanics 

A. Communication Network 

The ::carbon routine" may not be the most efficient in the world, but 
it I s the best method we I ve devised with scattered board members and 
limited financial resources. Include the state office and program 
VP in all mailings . Try to reply as promptly a,=, hqmanly possible. 
Your committee is also included with a caFb0n, as well as the 
president of the local League ·1r· you are ~·rriting a local' League 
member . 

It is not necessary to send your board committee copies of your 
pre-board and post-board reports since they will be receiving them 
anyway later . 

B. Budget 

If the proposed budget is adopted, money for program chairmen is 
desip.;nated in three different line items : 

) 

l 
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H. Educational Activities 

1. Program C.ommi ttee 
For program items still in the study stages 
or educational materials, such as citizen 
information on constitutional revision 
(This money will have to be raised.) 

I . Position Support 

1 . Publications 
Publications for lobbying, position support, 
consensus, etc . which cannot be funded with 
deductible money . 

2. Action activities 
Each of the s i x program are as has some 
designated money . 

If you must make telephone calls, try to call at a time when rates are lower, 
such as evenings or wcel;:ends. 

c. Off-Board Committees 

;·,1ost active items have found the importance of off-board committees. This 
may hav e to be a committee whe re communicati on is by carbon routine. Depending 
on the financial picture the n ext two years, there may be some money for 
f a ce-to-face meetings. Otherwise , consider eetting together at Council or 
having a r egional committee . 



' As presented by Bobette Higgins, LWV-T P.R. Vice-President 
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I.JiJV of Texas 
April 16, 1976 
State Boan:l. 
LS. 
Administration 
Public Relations 

ISSUE: LEAGUE LEADERSHIP--SURVIVAL OF THE IT'ITEST 

At the national I.1tJV convention in Atlanta sorre years ago, there was a strong push from 
delegates· fbr the League to study itself. This was in response to feeling on the part 
of sane members that, while the League was a jewei of an organization, we were perhaps. 
not all we could be. The attempt was aborted when the national President, Lucy Benson, 
h!=Il1ge~ her gavel smartly and ruled that this was an · :i.rnpossibili ty since League byl~s • 
stipulate that we confine our study to governrrental issues. At this time, there is a 
new JroVement in Leagues around the country for a League self- study, and this·' ·hire; 
perhaps, sane "League-like way11 will be fol.ll1d to make such a study possible . The study, 
to assess the effectiveness of the League as a force for good government, and also· to 
examine its ability to meaningfully serve its rrembers, might prove fruitful. 

The national League is well aware of the need for an examination of League structure 
and is in the process of preparing new material on membership. The state League has 
also been aware of the need for ~-evaluating League structure, most especially the 
membership aspects. We have had at the state l evel this year a new corrmittee called 
Planning and Research, a loosely structured body which has , in fits r.111d starts , attempted 
to take a free and l.ll1encumbered look at the league, and to atterrpt to think and plan 
new ways of doing things which might be an irnproverrent over the old. 

\ Before we go into this subject any further, it is appropriate to Gd.1se for scire baby­
l~and bath water disclai.rrers. Because sane League rrernbers feel it :ii-time we took an 

bj ecti ve and dispassionate look at our' a-JI1 organization doe~ not mean that the League 
snot functi oning well, is not growing, is not making significant contributions. 

Obviously, the League has rruch going for it. This is made extrerrely appareFlt by' newer!' 
rganizations who copy our structure, copy our terminology, copy our causes , both comnon 

and uncamncn. It is also surely obvious to all of you who, with all the deinarrds on your 
tine and talents, and all of the new opportunities available to women and rren today, have 
chosen the League of Wanen Voters as being the organization most worthy of your attention 
and efforts . Therefore it is not the purpose of the proponents for League change to 
recklessly and witlessly tamper with the structure of an organization which has served 
so well for so long. Father, it is an: acknowledgerrent that there are strc:Ms in the wind 
indicating that it is perhaps time for League members to examine our a-JI1 needs , and 
those of the various l evels of government, and to ireasure these needs against our orgarµ.za­
tional structure, with the sarre thorough, dispassionate thoughtfulnees given to our 
program studies. We need to determine if we are indeed growing, serving, and mattering, 
to the maximum extent. 

Reports fran over the nation as well as the state indicate that there is reason for 
ccncern~ Leagues canplain. of lack of worrerpa-,er.'t:o do all the things we attempt., of 
not enough time; .. of declingin rrernbership, and increasing lack of mernberppartJcipatioi_:i 
in League activities. As an example, a local League in Texas expressed grea,t frustr.c;ttion 
with the recent Administration of Justice consensus questions, saying that they had not 
nearly enough time "to do them .justice". This same criticism acoonpanies <aach study 
we do. Another concern expressed by local Leagues is too little action, too rr:uch study. 
Local Leagues ask for help in interesting the inactive mernber--the member who, far one 
reason or another, does not have the tine or inclination to accept responsib;i.lity for any 

- rreasure or type of League activity. 



The Planning and Research canmittee on the state board determined that a look at 
membership was in oroer. (This paper is largely a result of those free-wheeling 
caroni ttee meetings. ) But we soon discovered that it is difficult to consider 
"membership" in isolation, since so many other factors affect membership. We· 
came up with some ideas, some nebulous hunches, same blue-sky plans. We did not 
coire up with dogrra. We of fer no pat solutims to problems. We mean to stimulate 
your creative thoughts, to encourage meaningful and open consideration of change, 
of fresh ideas. We abjure anarchy, and do not suggest you go home and b.urn the 
bylaws, but look with new eyes at old problems . 

f :" \ ~· 
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In considering _J,.eague membership, the following questims cqne,~to mind: What k:ind 
of people are ~ague·members? Is the ·League keeping p~ce with ·fast changes in the 
lifestyle of wanen? Is the League adapting itself to the male . member, rraking him 
welcoire, assuring that our ways are relevant to his needs? Is··-the League .an organization 
in which is :i.nrr;,ossible for working people to effectively participate? Do League members 
feel ccrnmi tted to the purposes of the organization? · Should we rriake greater 
efforts to attract varying· types of people? Have we become a bit insular, nar.row, 
lacking in vision? Is our League structure a help or a hindrance? We don't know 
the answers, but we are taking a long look at sorre options. 

The Le~e of Wanen Voters is viewed in dif f~t ways by different people. We 
are all, fmd of saying that the League is a grass roots organization, that 
the ~ership is the guiding force, that we are a member-oriented organization. · Yet 
many members seem to feel cut off from the decision ,-naking, or they choose 
deliberately to isolate themselves for various reasons fran League activities. 
These inactive members seem to believe in League purposes, seem to know who the 
president is, and that she "runs things". They knew there is a large and active 
boaro. df directors who help the president "run things." (But many members are 
unable to identify boaro responsibilities and the people who chair them.) The 
local League brerd itself, while honestly believing in the merrber-directed concept, 
in actual practice is so preoccupied .with the 111tr1cate structure and carg;,lexities 
of the League boaro activities that the member, and the public we all say we serve, 
are lost in the organizational spaghetti . 

And the public, including those governmental bodies with which we are most concerned 
are viewing us as a flag waving, whip snapping, book-wormish microphone-mad 
octopus of an organization. Probably all of these views are valid, depending on the 
perspective from which the League is seen. · 

ll}ere is no question that we are a good organization. The only question is HOW 
good. And hew long will· we BE an effective organization. And, can we change 
to rreet changing needs? 

Some sober thought needs to· be given to the way we work. Do we ask so much of 
provisicrial Leagues that they are discouraged from attempting to become full 
fledged Leagues? Do we study so many items at so many levels, that genuinely 
effective action is an impossibility? And do. ,we, oh heaven forbid, put up barriers ' ' 
of study, structure and restrictive procedures, so that only intellectual masochists 
feel canfortable in our midst1· Are these the reasons why we are not attracting; large 
numbers of new member$, and new Leagues? 

If we can fearlessly examine goverrurental issues, we should also be alle to give 
ourselves --an equally fearless look. Here is what we might find . 

) 

. Large city leagues with a membership of 700 (WHY only 700, why not thousands?) ) 
who gain fifty new members in one year, and consider that a triumph. (It is, 
really?) Or other large city Leagues who lose fifty members in a year, and are anxious. 
Smaller Leagues who feel constantly inadequate because they cannot cope with all of the 
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studies and action and voter's service and the endless organizational tatting needed to 
hold the League doily together. League boards at all levels who tell members, ''No, 
v.Je cannot join the coalition, it is against the rules," or "No, we cannot do ... (what-
"'.ver it is) ... because that' s not the League way. " Leagues who worry about making waves in 
.he conmunity by taking some controversial action. League board irernbers who spend time 

poring over bylaws in order to use these, ·not as a useful tool or guide, but as tactics 
for pcwer plays. 

New, let's have a look at League activities at the local level as these~ frequently 
carried out, and see how these might affect membership. In the program ~a, · there may 
be fifteen or more it;~ms for study and/or action, with as many corrunittees respon·sible 
for these. Large city leagues have more. Small Leagues may have less. Voters service 
activities, including getting out the Voters Guides, candidates forums, and 
other similar activities take a big chunk of time and effort. Board . · _ , fund-
raising, PR work, all occupy much time. We ~ all used to this process. But 
many members, for whatever reasons, are never involved, or only on r~ occasions. And 
many people who COULD be, SHOULD be League members never join, and we wander why. 

New let us look at possible structural changes and procedural arrangements which might 
alleviate problems and serve members better. Do you suppose it is within the realm 
of possibility to limit a local League's study and action to, say, three i terns of 
their choosing--ane at the state level, ane at the naticnal level, and one at the local 
level? 

Having bravely wiped out dozens of pet program i terns, let us now look at the unit 
structure. The old endless study/actim cycle, which seldom leaves much time for 
action (because having studied and reached consensus we FEEL we have ACTED, when 
indeed we have not) cruld perhaps be replaced by a module method. One (or :rrore) 
modules could continue to function exactly as the old units. Other goal oriented, 
)roject oriented modules with single specific purposes could be alternative or, 
concanitant activities, depending on how much time a member wished to give to League, 
and depending on member interest. Such :rrodules might be organized for the purpose of 
planning and carrying out a workshop. Or perhaps one module could learn the intricacies 
of grant applications, and write proposals, and :implement these. Perhaps one module 
would be devoted to achieving a local charter revision. Or to establishing a mobile 
library. Or to form an evnironrnental coalition. Or to develop a literacy program-•· 
WHATEVER COMMUNITY NEEDS AND MEMBER . INTEREST faND LEAGUE GUIDELINES DEEM APPROPRIATE . 
Modules would self-destruct at the canpletion of the project. · Some modules might be 
very large, others quite small. At times, all League effort might be aimed at a 
single project deemed by members to be of utmost :importance. Thus Leagues could have the 
freedom to add to the basic structure as many goal-oriented modules as it could success­
fully accanplish, or to limit itself to only a few. 'IHE MOST IMPORTANT FACTOR OF 'IHIS 
PROCESS WOULD BE THE ACCEPTANCE, WITHOUT GUILD, OF THE UMITATIONS OF TIME AND STAMINA. 
A!\JD THE EQUALLY IMPORTANT FACTOR OF SINGLE PURPOSE ACTIVITIES WHICH WOULD ALLOW AND 
ENCOURAGE ACTION. NOT FRAG1ENT /IND DIFFUSE ACTION, TILL NO VICTORIES WERE POSSIBLE. 

There are obvious faults with such a program, and obvious gaps. It is difficult to 
chart new paths. We are so used to "going by the book" that attempts to find new ways 
can become too iffy, too chancy, so that we become discouraged and return to the old 
trie-but-no-longer-so-true methods. Working out new system:, is nebulous process and 
especially uncomfortable for people like us who have come to depend on highly 
structured and specific organizatimal processes. It is also possible that innovation for 
the sake of novelty may lead to superficial palliatives rather than solid remedies to 
problems,. It is also possible that new ways, while seeming attractive at first, may not 
stand the test of time and will need to be abandoned or modified. So be it. 

If we can carefully and realistically simplify the structure of this organization, provid­
ing a supportive framework to enable us to carry on the work of the League--if we can 
add to this grnmework program and activity modules according to the needs of the 
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caranunities and the interests and capacities of tl:ie: .members--then U:ague strut'~ can 
becane :the carefully designed and rreaningfully e~citing organization.: whi'Ch· ¢ii11· be 
able f9 '.11e.lcare to its midst all of those rrembers whose needs we are not na:i .. serving . . :'.· •.,. . . . . . 

League' members ~ fond- of saying that we look ahead and anticipate needs far into the 
future : We are perhaps seeing a future need now--that of a fresh approach to our own 
organization, in order that it may continue to serve effectively. Let· us conliider and 
evaluate this new.need and respons appropriately and fearlessly--that ·it, ·trtily, 

) 

"the . League way." .... · · 
··(J:'. :-.'.~· •,j.,, •. 
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CONSENSUS film THE STATE BOA..T-m 

I CONSENSUS 

LHV of Texas 
March 1973 

A. m1at is the nature and pur pose of Consensus questions in the League of 
Women Voter s? 

1. Concerted League action requires members to be pointed in the same direction 
ancl. to arri vc at a generally accepted point of view at the same time. 

2 . Questions should be clear to the membership, phrased for usable answers, 
a yardstick for judgement and a framework for action; ob jective, flexible 
enough for future as well as present use a.rid reasonably brief. 

3. There should be a rcl ationsi1ip between the resource material used and the 
questions asked. The total number should be manageable . 

lr. The questions should leac1- to l\.CTIOii. 

5. The same cri teria should apply to the position statement that develops as 
a resul t of consensus . 

J Hhosc r esponsibi lity is consensus? It ' s the responsibility of every League 
member, However, regardless of your por tfolio or committee assignment, as 
a state Board member you have a special role. Hou is consensus devel oped, 
and what is your part in it? 

II COHSEi1ISUS BEGii·TS AT CONVENTIOi'J 

We adopt focus for an i tern when we adopt the item its el f. Of course, under the 
s i ngl e l ist, state boards also have the option of sur,gesti~g f urther stu dy and 
consensus on state and national items . 

III STATE PROGR.I\M CO!-TIIITTE!!!S BEGIN IMI'1EDIJ\.TELY /1.FTER CONVENTION 

The chai rman and her committee decide what to recommend to the board for their 
i tems , taking into consideration program :plan~ing and convention r ecommendati ons, 
and act i on possibilities. At this meeting, possible areas for consensus shoul d 
be explored. The committee will want to look ahead at the enti re two-year study. 

I V PROGRAM CHAIRUEN PRESEIJT PLfiJ1TS FOR THE YEAH AT THE HAY BOARD r.iEE'.i'HTG 

f!lhe board considers these recommendations and comes ur., with a study and consensus 
p l aii . {Tho bp~rd wil+ want -po look at all pnoe;rrun items in the lie;ht of woman·­
power, financing, pot en ti al for act ion, directions f rom the r(lem.bers, ct c. ) 
Deadl i nes for consensus and for mailing mat.erials to local Leagues arc set. 

V LOCAL LEAGUES WILL K; ~TOTI FIED JI.BOUT PP.OGRR1 FOR THE YEJ\R 

I n t h e Mey State Board Ticport, local Leagues arc told plans for each item. 
Consensu s deadlines a.rid deadlines to receive materials arc put into the State 
Boar d Report and the 11 Guide to Local League Calendar Makine." Every member 
wi ll receive details about the new state program in the next issue of the VOTER . 



VI RESEARCH BEGIHS 

Conu:ii ttees will want to begin research by asking themselves, :rm1at are the 
problems and what a re the alternative solutions?'· League members will want 
to study all sides of an issue, and it is the responsibility of the chairman, 
her committee, and the state board to provide sufficient materials. These 
talre the form of every member material, VOTER articles, and leadership guides. 
As research is conducted, the General consensus areas will need to be kept 
in mind. 

VII CONSEllTSUS QUESTIONS ARE DRAFTED 

The program committee initiates consensus questions, WHICH MUST BE APPROVED 
BY THE BOARD. Consensus questions arc not easy to word. However, we lmow 
certain dos and don'ts through experience. 

1. Consensus questions should, in most cases, call for broad 
objectives and not be tied to specific pieces of legislation 
or ;:;pecific situations. Specific q_uestions sometimes box 
in Leae;ue action on future issues. 

2. They should be as unbiased and free from emotion as :_)ossible . 

3 . Yes or No questions arc not usually desirable. There should be 
provision for answers in between. They should ask for reasons why. 

4. It should be possible to answer the questions on the basis of 
materials prepared by the state board. 

5. Future action should be considered. 

VIII 'r!IB BOARD APPROVES CONSENSUS QUESTIONS 

The chairman submits suggested consensus questions to the board in advance of 
the board mcctinG, so that they may be studied. Plan al1ead for this. llh..::n will the 
bo~d need to mak li::: the decision on th\.! qu1::stion? Ev<lry board member should feul 
the responsibility toward car0ful consideration of th~ questions. 

IX COl'TSEi:JSUS QUESTIONS AND I-1ATERI.ALS ARE SE!!T TO LOCAL LEAGUES 

There are two schools of thought about when consensus questions shoµld be 
sent to local Leagues. Some local chairmen find it helpful to ha_ye the 
questions and the materials arrive together. This helps· them know where 
the it<;?m is headinr.;, so that they may plan accordingly. The other school 
says that it is desirable to have local resource chairmen recci ve materials, 
react to it, and help the state chairman ±tlcntify the questions. Perhaps 
it depends on the item. Some items arc more specific, and the questions to, 
be answered are obvious . In this case, they should go with the materials. 

.. 

) 

) 

On a broad item such as constitutional revision or financing state government 
there may be a need for an overall survey of the present situation before the 
study is directed into a particular area. In this case, the state chairman 
may decide not to take consensus during the first year at all. ) 

X LOCAL LEAGUES P.EACH CONSfilTSUS AND TIEPORT BACK TO THE BOARD 

They will need report forms for this . The state chairman will send to the office 
a copy of the report form as she would like to have it go to the local Leagues. 
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Organization Handbook 
LWV of Texas 

OUTLOOK FOR 11/0RK 

Local Program 

The local League is responsible for all work connected with local Program in­
cluding choice of the item, resear~~. publication, presentation and action. An 
invaluable and often neglected tool is the OUTLOOK FOR WORK. 

An OUTLOOK FOR WORK is a plan and a time schedule for carrying out all phases 
of a Program item from adoption to conclusion. 

An OUTLOOK FOR WORK will: 

State the item 
Define the scope 
Set goals 
Suggest methods for study 
Point out possible areas for agreement in line with scope and goals 
Plan f or both member and community involvement 
Propose number and kinds of meetings necessary to cover item 
Offer suggestions for type and quantity of materials needed including 

possible printing 
Estimate time necessary to cover item 
Outline possible legislative action 

An OUTLOOK FOR WORK is prepared by a committee prior to annual meeting and is 
presented with the proposed i tern in the local VOTER as a part of: the Board's 
explanation for recommending the item. 

An OUTLOOK FOR WORK may be approved or modified by members at the annual 
meeting. It is a responsibility of the members to give direction to the Board 
on what they expect from the item. 

An OUTLOOK FOR \'!ORK is considered by the resource committee at its first 
meeting and plans are made for implementation of the item. The Board accepts 
or modifies committee plans and relates them to the total workload for the year. 

An OUTLOOK FOR WORK provides a clear understanding of aims and goals. A well 
defined plan simpli f ies committee and Board responsibility and assures a 
meaningful experience for members as they work on t he i tern_. 
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LEAGUE OF WOMEN VOTERS OF HOUSTQN­
,July 1970 

" ·• .:; .. 

SUGGESTED GENERAL PROCEDURES FOR..LWV .. PROGRAM .CHAIBMAN _ 
-~ J 

. ; .. · : .. , .... : . . ,'T;. . :' . . . 
Basic reading ; to hell? . with prog:pam :Plaim\ng, study and . action: ~-: 

1. , Lqcal Leae;u~· Hap.dbook; :;You shqii~q be ,fainil.iar with ~he .,entire book. 

.. _-A~ 

PP•. 22-38 ana· p.51 .a,r~ ,parti.Gularly pert.in~qt~ ... . . 
'"'1 ' I, f , .. 

2. Meaningful ·Meetings 

3. _Pages .:t:roll). ,th~. org~~~ati9n hB;n~book, . FUN-D!}-MENTALS • . LWV:--Texas March 1969 

4. Local Poiicy"Slieet·~ 
• ) i 

5. Local Procedure Sheet 

6~ '. ·Excerpt~ from ·Mrs. ·c1usen 's speech on Consensus, Sept. 29, 1968. 

G~T .. AcdUAINTED · WITH YOUR SUBJECT . . 
If ·you are chairing a program already Under way you will receive files from 
the previous chairman (you may have been a committee member and are familiar 

.. ,with the subject~) Familiarize i9urself with the general _Gontents .of .t~e files. 
Tl;lis ,is well wort~ · your time; otlierwise your committee may spend valuable time 

·· ., · ~riq. · effort l9okin~ fo:( som~thiog you· already . have. : You will also ~~t a clearer 
· id.ea of what has been done and what direct ion you should take • 

. '· .. 

. If you are beginning a new program you will start recetving material from the 
state or_ national):,eague offices (if it _is • a local: item you will have to develop 
you·r · oT,m.). In the. ~ee,ntime save all r~velerit news stories, magazine articles, 
etc. ' CI.,IP CLIP . ci,tf' (good idea to paste ori paper with subject headings I so 
you .can easily refer. to all these ciippings. 

Keep your files current. You may wish to · r~arrange them according ·to your in­
dividual method of' wo:rking. You may also wish you bad majored in .filing instead 
of History. Although record keeping ~ay be the bane of your existence, it helps 
others who f9llow YC?}l, h_e~:t,,"s forµrtllate ne¥ · program iq.eas, and gives ~ , history 
of the Leagt?-e I s work . in your areti·, so plea!3 e: · ': · · ' 
1 • . S~ve all the Un~t and piscussi'on Leaders' forms in a. file for yourself and 

a duplicate for .the file ·1n the ·Office. 
2. Both files should also contain your Outlook for Work, your. bibliogr~phy 

(you' ;1..1 . make . your own if you have a local item; !3tat-e and national ·usually 
send a suggested one) ·of all -resource'·mate#al used (if possible):, of all 
material sent in . t,he Bµlletin: or on Subs.cription Service to members, con-
s ens us questions ·and ahswer!3. . . · · · · 

3. In addition; th~ Of;f'ice file should contain each Unft's . consensus report 
forms with answers ~ . . ' . .:. · 

4. Be sure all c9nsensus questioµs go in the Bulletin before your meeting, and 
all answers in. the Bulletin after Board approval. (If you· hav·e a state or 
trt3.tional° item; · make clear that this is only our League's ·opinion or sense 
of the meeting. ) -- · · · .. · · ~ 

5. In January or Febr~ry you will receive instructions for making an Annual 
Report ·. This •is . simply ·a record of your activities and accomplishments 
for: the "ie·ar. · . : · . r . 

• · .• I ' ; ·1 
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LWV-HOUSTON GENERAL PROCEDURES - PROGRAM CHAIRMAN -
July 1970 

B. 
-·· . . , ... , ... 

GETTING YOUR RESOURCE . PCMMI'ITEE ,, 
Work very closely·.-wtth'· the MembeJi!Ship Chah'n;an, .. and -Interest File Chairman; 
they will provide -.yqu with names . of those who have -indicated an ·interest .in 
the subject. Of coui'.se, _you will want to invite other League members to join 
your committee -- just keep the Membership Chairman informed so that members 
aren't badgered unduly or completely ignored. Try to enlist from 12 to 20 
members on a major study item. 

After your committee is organized, you are strongly urged to appoint at least 
one co-chairman to help you with the organizational aspects ... meeting places, 
calling, minutes, etc. 

C. CCMMITI'EE MEETINGS 
You w:l..11 find that -,you .nee9, .to meet at least = onee ,. a l?)onth. Many ,chairtnen 
prefer a regular meeting day and time. One effective way to begin is to assign 
reading or other research to committee members., Ask f.or 'brief i~ritten ·report.a .. 
and ·a1iow time -,for committee -discussion. Le.ter· this material can be incorporated 
in ·your background briefing material. 

Work w~th the Board to dete.rmine -~hat kind and how many meetings you are re­
sponsible for -- (Unit, General, -etc.). Consider use of speakers, panels, etc •• 
Your Program .Vice-President is always willing to help and will try to attend 
your meetings· if possible. 

Materials· for Meetings: . On . state and national items you will be receiving 
copies of publications intended for membership study, plus· Leaders' Guides. 
Order sufficient copies for committee members immediate]y·through Publications 
Chairman. Also, check with the President and Program Vice-President on amount 
of money budgeted for committee research.Submi~ iteoized_ vouchers with receipts 
to Treasurer. {Check with ·the Program Vice-President before ordering any of 
these materie.ls for your commi tteEt·to be sure the money is available.) 

Use .supplementary materials. Interview local officials (clear first with Presi­
dent). Write other Leagues or interested o~ganizations. Consider use of 
universtty as well as ·the public libraries. ·:IIlv.ite informed persons to meet 
with the committee to give you special~zed inf0rrnatioo or general background. 

t • . J. 
D. . PLANNING ·YOUR MEETINGS : ·· 

At least two months in advance you -should de:velop i'a general plan for your 
series nf meetings, including proposed, speakers,· publications to be used, any 
special type of presentation ( Outlook f9r .Work); ·· Plans should be worked out 
in· committee: with chairman taking initiative. Then present plans to the .Board 
for approval (usually no problem as long as the plan is semi-reasonable) • 

. ,·. 
Requests for publications· for Subscription· Service mailings ·should be submitted 
to the Board as ·soon as · feasible. Check with the President ·and Publications 
Chairman on quantity. 

i. 

) 

) 

Contact speakers. Letter usually .goes out- over sigriatur-e of President along 
with yours. (Use the Office return address; make sure adequate copies ·are on 
file, and co:;?i'es to others as required.) Hospitality Chairman is responsible 
for arrangements for meeting place, •baby-sitting, refreshments, etc. - · 
Advise her of special needs,(i .e . tables, microphones, extension cords, etc.). ) 
Public Rel ations Chairman is in charge of publicizing the meeting in the 
community. 
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WV - HOUSTON GENERAL PRO~DURES - PBOORAM CHAIRMAN . 
July 1970 ·tt·. · -, "° . . 

E. 
·:.1··.·.-

. MATERIAL FOR THE BULLETIN . 
··I · · •·· .• --·· , r · . . fi 

,r,· . ,, 

) • ,"-1 
.. ·Prepare· brief artlcles·· for the· Bulletin two or three months prior to your 

• • ''ilr•·, ~ ... , I -

·program. ~ou migh~ :·1t1clu<3:~1:~.-brief bibliography, current related news, 
and other tidbits ·to· sti'mu11te interest. (If your item does not have a 
program this year, contact with the members through the Bulletin is especially 
important.) A,lways inform t~e Bulletin Editor of your committee meeting 
dates. Likewise,. inform the Pres1dent and the Office. 

'.~:.,- .;••)'•' 

j ·>-: J.:: 

.. ;: .. , . 

F. 

j' ... ' • •• ••• ·: . ·: 

,' ., ., . ' ... ., i 
In the local Bulletin Jl1S't prJ6'r: to your program series, provide material 
covering all pertinE:tnt·_ de~ai.~$ o);i'.; speaker, time, place, etc.. Also, include 
some background matElJ:il:l,l _f?r· Upit discussion. It is helpful to include major 
discussion areas and ·p:r,-ovacat:i,ve ·questions if not a consensus Unit (then you -­
provide the consensus _questi6ns). 

. . . . r 

BRIEFING 
A briefing ~eeting is help prior to Unit meetings -- generally the first Friday 
of the month. ·The overall purpose is .' to present a .plan for the Unit meeting, 
to give additipp.al backgrcfund informatJo~, and to focus material so that all 
Units are at\!;l.~ast talking about the·same general questions. 

. .. !l. It is your responsibility to provicle fr.om your committee a resource person 
for each Unit. Because you k~ow yoµr 'ci~terial well (but others may not), please :-1_, : .. . try to fo~low these procedures: · · ,., 

J 

-,~- d. 

1. On your· printed instructions to discussion leaders ALWAYS state the 
PURPOSE. of the Unit. 

2. Make sure the discussion questions and/or consensus questio~~- follow the 
purpose. 

3. In forming questionsj remember the purpose is to stimulate discussion; 
therefore, they .:sho;uid be provacative, designed to lead from one subject 
logically into the next, and not answerable by a simple yes or no. 

4. At the conclusion of. the meeting~·- the purpose. or point of discussion 
/: (whether an inforination:.giving Unit, or one which directly leads to action) 
;< shouI?'be clearly un~~istood by all members. Use of a .member as a RECORDER 

is helpful here;- · as she can read back her notes, summarize the discussion. 
Allow time for her summary. 

· 5. It might be helpful if the purpose, disci:.ssion and/or cons~~~
1
us ques:tions 

were on poster boardin_. each Unit. Any audio-visual material is excellent. 
• : ~· • I . • 

EVALUATING UNIT MEETINGSy .. 
Followitlg ' the Unit meeting, the Unit Organization Chairman sends you copies of 
the Recorder's report from each Unit (if you are working with a close deadline 
you may request resource __ ;people to bring reports to you directly from the 
Unit meetings), Compil;.e i ., r~port, by your committee, on areas · of agreement, 

· · n L;:f disagreement, ·and questiori_s raised. Make every effort to get answers to the 
i>-• question::i° raised~ . 

H. REPORTING TO THE BOARD 
·'J:: ·;: .. :Plan to make a monthly _:report in writing to tpe Board~ Don't let this be too 

·~· :, m,,,· ""burdensome . T.he Board ·is not interested in d~tails, but simply needs to be in­
, :.1. ·,,·,.:·,formed of plans; redomriien_d.sitioris, activitie~.~ ,, Ask for general direction, but 

make your own administrative decisions. · 

-3-
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LWV-HOUSTON 
July 1970 

·:~: .. r;·: ·j· , .:·. ·. - .. !::-:·,,··.-::.·· ~ ::.-:,~:F.:·· . ..... _ ... -s 

GENERAL PROCEDURES - PROGRAM CHAIRMAN 
\~ ,·, . ,.. 

:. ,. l· 

.L·:r · ··;tJ.'.!'.,~~- :.;·:t.t·· ·-.,~ .\:~· .r::.t '.· .... £:., ::'. . .; ·!' .. · . 

Your· Board re-port on your,·Progr-am Un.its will pe more comprehe_nsive than your J 
routine monthly reports. {Whenever you have reached cqns!ensus you also should 
have ready at tp.~ Board Meet_i:ng an article for the Bulletin.) ••:: 

r. 
.L 

LETTERS 
Most of your letter writ i ng will fall into two categories: (1) ·routine requests 
for information which you send out over your own si~ature with two copies to 
the .Cffi~.e,; and (:?) letters_ requesting speakers, c'9mprehensive questionnaires, 
.o:r explanation of League_ Program and.or position • . This seco.pd category should 
go out over the President's signature {yoUJSmay also be inc~uded) • .A good 
procedure is to draft a letter, send a written copy to the President for her 
to check; after her approval send a copy to the Office requesting it be sent. 
Copies should be made for your file, Office file, and in the ~1/1-_se. of action, 
for .-the _Jjeg-is-;1.,ative Cl').~iirman' s: file. .:.: 

~ - : • ··~ -r 

There is absolutely no intent to -c?nsor you~. -corresponden~e. 
that this. is the best system to keep the President informed. 
the League's official spokesman. 

We have found 
Remember, she is 

: , TIME FOR ACTION-:·· On answering TFA/ check with the Legislative Chairman. 
She has f~les on all our elected officials and keeps tips .. on effective lobbying. 
She is the_ action expert, , use her. Req~es~s for- loc~l.- act'ioi;i, campa~gns should 
be discussed with the Legislative Chairman an_d the Presidenty--then by the Board 
as a whole . ~o coor.q.inate a~l effor;ts. 

.J~ OFFl;CE .. <! 

' ' . '· 

You should visit the-offi,ce at _least twice a month to explore the files on 
your program !3,nd check .pther miscellaneous material kept there~ . 

. 1. • 

-K. PUBLIC RELATIONS AND SPEAKERS_ B!JREAU · 

L. 

M. 

Any ideas for newspap~r- coverage, ,radio and TV programs or oi;her public appear­
~nces should be cleared through the President and P.R. Chai:rman -(except Speakers 
Bureau requests~ These, if made directly to you.,should be .given to the 
Speaker's Burea~ Chairman for her :records.) 

FINANCE 
Raising funds is a total Board responsibility.- In~~ddition, O:f;f':'1B~a,rd Chairmen 
are called _upoµ fe>r fund r13,ising. : Even , tho.~gh;_you· may be our pµs

0

iest members, 
you are also our best info-rmed ancf therefore our best salesmen. ··. 

• ' I • 

. ·~· .... 
OBSERVERS CORPS . ~;· ••. • .• , . \I"=' .i_ 

This group observes school board meetings, Commissione rs Gqu_;t, City Council, 
and H-GAC meetings regularly. A good liason with the Obs_erver Corps Chairman 
can give you up-to-date information on current items~ new approaches to old 
i terns, and ideas for future areas of program studi_es. -- , . 

. f •,..... _!• 

ABOVE ALL: HAYE: FUN. · The League-' s pu,r:pose . is to generate enthusiasm and interest 
al)lOJ;l§s · citizens in their government-. i· ';I'heir concern with issues .·which government can 
solve makes for a more responsive d~mocrac.y. If you are involved and enjoying it, 
it will be contagious to all who come i n contact wit h you. 

7-70 35 
Watterworth 

-4-

) 

) 



l 

) 

The League of Women Voters of the United States 
January 1971 

PLANNING PROGRAM: FROM CHOICE THROUGH ACTION 

The Annual Reports on the programs of the 1290-plus local -Leagues and the 50 
state Leagues ( and the UN of Puerto Rico) document the variety of state and local 
issues that Leagues work on--and the even greater diversity of epproaches they bring 
to these problems. This almost infinite variety is a ver.y sound index of the 
Leagues' relev~ce and sensitivity: relevance to the commun-tty at every level or · 
government, and their sensitivity to priorities among the array of possible tasks. 

On these reports state and local program chairmen ahve asked for certain kinds 
of help from the national office. This Committee Guide is the first in a series 
that will attempt to give this kind of help. Program chairmen, as in the .past, may 
write for more specific cinformation on issues on their League's program. It out­
lines how Leagues can select Program and offers suggestions about how a Program 
chairman can help her League move from study and consensus to action. 

CHOOSING PROGRAM 

~) Program choice is the first step on the road to action. Tbe choices of studies 
that members make for their program are themselves a sign of "consensus"; that is, 
by choosing any given issue, members are saying, 

"We believe -that a problem which we should study exists here," or , 
"We think we need to explore this area some more; we need more facts, more al­

ternative solutions than we could find in the r .:st year, 11 or 
"We have agreed on the nature of the problem; we have agreed on the general 

nature of the solution we believe is best;--in short, we have consensur,_; iiow ~-,e 
must figure out hqw to act--how to translate our carefully considered conviction 
into reality." · 

Hopefully this Committee Guide will give ideas about how to move each part of 
your program to its successful next step. State Leagues provide excelJ.ent aJ.ds in 
State proe;ram making. For both local and state program making, see the Lb:AJJ!.mS 
GUIDE, NA'11IOHAL PROG-N'.M MAK.TNG, August 1969, #3561 50,f, or the League cf Women Voters 
of .Iowa's "Choosing Program" on Vertical Program, published October 19~(0. 

Involving memqer~r.ly. 

Leagues which find ways to involve members very early in the program-making 
process are setting the stage for a good League year. They are ingenious in finding 
ways to get member suggestions about possible topics for study. They don't depend· 
solely on the usual unit discussions. Many Leagues use the Bulletin to stimulate 
thinking about the community--a "Lively Issues" approach. Some Leagues ask sev~ral 
members to write Bulletin copy, each describing a different local "lively. issue". 
TThese members, stj_mnJ.ated by this exercise, enliven program-making discussions at 
unit and annual meetings. 
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The League of Women Voters of Illinois announced a Think Tank Iay. It invited 
any member to come on that Day to the state !€ague office to brainstorm on state 
program; The results appeared in the pre-program-making issue of the Illinois VOTER. 
Those involved in the Day added spark to discussions on state program in their local 
Leagues. This idea can be adapted for local program as well. 

Keep discussions from bogging down on exact wordings. At this stage, members 
should explore ideas not semantics. This discussion will reveal what it is that 
members want to examine about an issue. The final working ·as the Board presents it 
should define the proposed study. 

Word the program carefully. 

If you are to be the resource committee chairman, for the study, you can help 
members and the board see how the working of an item sets the limits of the study. 
Urge that topics be worded as simply and directly as possible. (For example, if 
your title uses Study, don't use Evaluation, too.) . 

Members may want a broad study: "Study of parks and recreation programs in 
Spri.ngfield" allows consideration of all aspects--facilities, administration, 
financing, the· programs. On the otherhand, members may want to approach only one 
aspect of an issue: "Study of the financing of public schools ·in Oak Park" limits 
the study. · 

Or members may wish to study a number of issues related to schools--for ex­
ample, the school lunch program, counseling, mental health programs, extra-curricular 
activities, special education. If a title li~ them all, it is cumbersome; what ) 
is more, it may preclude the opportunity to study other services. Members might 
choose to word the study: "Evaluation of special services in the Maplewood Public 
Schools." This working .leaves the League free to examine the need for some special 
services not presently offered in.the Maplewood schools and not· envisioned this 
early in the game. 

The appropriate Eoard approves the final working for the Program it wishes to 
propose at the annual meeting or corivention. However, if there is a committee in 
charge of program making, it can be of great help by submitting good drafts that 
encompass in simple language what it has heard the members say they want to study. 
The recommended program should include the scope--the limits of the study, areas of 
possible. discussion, and possible prospects for action. 

MAKING A STUDY 

Once a new study is dopted and its scope generally outlined, a resource com­
mittee begins to work. The chairman is usually a member of the Board, but in some 
cases a League might use an off-board chairman. Small Leagues especially may find 
it easier to recruit a chairman if she is not required to assume full board respon­
sibility. The off-board resource committe chairman attends · those board meetings at 
which "her" part of the Program is discussed; she reports progress of her committee's 
work, indicates her .Bulletin needs, and presents those matters needing board 
decisions. 

Develop a committee. 

The chairman recruits a committee by observing early any signs of interest 
among members. During the program-making process, she or others on the board spot 
those members in units or at the annual meeting who seemed to have ideas about the 

) 
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program area. Committees can in.clude members of varying talents, with varying 
amounts of time to give. In larger Leagues, each unit may ask a member to partici-
pate in the local study and represent "her unit." · 

A member is more likely to join the co1I1L1ittee if she feels that there is a 
special interest in her talents. "I (or Mrs. Jones, who reported it _to me) was 
impress.ed with what you said during program-making time about the parks in Madison. 
We 1d like to have your ideas and help in planning the new study." Or--"You have 
such good ideas about organizing materials (or writing, that we'd like .you to serve 
on our committee for the parks study." Recruit"ing through the bulletin is not l:i.kely 
to be successful; by its tone, such an "ad" may create the impression that filling 
a committee is very difficult. It might be more profitable to list in the Bulletin 
those already recruited and say, "We need someone who enjoys meeting ana. talking t.o 
governmental officials to complete our parks committee" (or whatever talent you tr.ink 
you still need). 

Women in the community who are not yet members but who have an interest in an 
issue often join the League to be a part of the committee. The membership chairman 
with her knowledge of prospective members can be useful in recruiting for this com­
mittee. 

. ' 
Tailor tasks to fit members' time ·and talents. Not· every committee member 

needs limitless time; nor need every member come to every committee meeting. Mrs. 
Smith, with small children at home, may. be able -to. keep a clipp:i.n.g file or read and 
annotate references. Mrs. Peters, wh6-' teaches school, may be a"ble to attend com­
mittee meetings only in the evening. A skiJ.lful chairman viill work out a jigsaw of 
assignments, personnel and meetings to get the job done. 

Help your committee succeed. 

-. Cammi ttee ·work should be fun as well as educational. The first committee 
meeting of a new co!Il!nittee may be relatively open, a brain-storming meeting to dis­
cuss what the committee ought to know, how +,o ."ind the facts that units will need 
for a good -discussion, wba,t sources of information there are in the community, who 
can best help, how to begin. 

Then each committee member might choose or be assigned an area to e:xr,;lore o:_r 
some people to see. At the next meeting everyone will have some:thing to ccntribute. 

A chairman needs to listen carefully, to lead these first few mee~ings so that 
each person' s ideas are respected, as much as possible of what .people propose _is 
accepted and used, and every member feels needed and involved. Such attention to 
~~le fosters an esprit de corps. 

On the other hand, although an orderly ·outline for a committee meeting is neces­
sary, a chairman who is inflexible, who is distressed if commitee members introduce 
ideas not outlined in the agenda, turns people off. She may lose her committee; she 
will certainly stifle creativity. 

No one meeting schedule fits every committee, or every League. Some Leagues 
have committees tbat meet regularly once a month of even every two weeks, throughout 
the year, because interest is so high. The key is always: schedule, plan, work 
with people to reach your goal, not to fit some preconceived outline. 
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P!ANNING THE DISCUSSION MEETINGS 

The committee for a given study directs its efforts toward finding all the in- ) 
formation possible; sifting out what the member needs to know, in order to discuss 
alternatives; putting together as objectively as possible alternative solutions or 
approaches. In the course of this work, the commitee comes to know a great deal 
about the subject. Understandably, every such committee wants everbody--at least 
everybody in the League--to know as much as it does about the issue. 

CONTROL THE URGE to tell everything, explain everything. In preparation for ilnit 
diseusstons, carefully plan a select package of every-member material: · printed or 
mimeographed materials and/or a aeries of well-written, well-planned Bulleting 
articles--(See Meaningful Meetings)--the result of restraint an~ winnowing. Get 
this material to members early. 

In the discussion meetings, once again, CONTROL THE URGE to te~l everything, 
explain everything. What should happen is a. minimum of talking by the committee, 
a. maximum of discussion by members. To mrke citizen decisions, members don't need 
to be experts. 

The purposes of a unit discussion are to bring out an exchange of ideas, to hone 
the aharp edges of differences, to allow areas of agre~ment to emerge. Members 
need to leave a unit discussion feeling not only that they know more, buty that they 
have had fun in a lively interchange with neighbors and friends, and that they can 
discuss with other cttizens a subject that matters. If they are overpowered with 
detail, members will leave the meeting impressed--but inhibited about their own 
ability to discuss and involve others. ) 

A good discussion leader can help. 

With these goals in mind, keep the introduction short--ten minutes at most, to . 

lay out the framework of the discussion. 

Use a discussion leader from ~utside the committee, if you can. A skilled dis­
cussion leader can help the committee design questi0ns that activate dialog. And 
the way you put questions makes a great difference. , 

For example, if you ask, ''How many acres of park land do we have in Hartford?"' 
you have probably killed all discussion. It is unlikely that anyvne knows the 
answer, therefore the committee both asks and answers the questions--and the other 
members become 1>assive listeners to the experts. But "Do you think we have the 
proper park facilities to supply the recreation· needs of the children in ~ur c~m­
munity?" may get the discussion off and running. The committee wil.l, of course., 
serve as a resource n~w and then, to answer a factual question raised in the dis­
cussion or to correct (tactfully, of course) major misstatements. 

Learn from experience. 

If two unit discussions are planned, the first one may give the committee some 
ideas of what added information is needed,· or what information has ~ot made an i~­
pact. Perhaps members really don't know, for example, where the parks are, what 
neighborhoods have little access, what programs are now provided. Maybe for your ) 
next meeting, you need a map (perhaps the city offices can supply one) on which you 
can present details that members want, such as kinds of areas, populations, numbers 
of children or age groups, types, sizes, and facilities, of parks. Perhaps a go-
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see tour of parks and recrea.t:J.on areas is indicat ed. Pick up cues as you go along. 

During. almost any discuss'ion, the careful listener (and of course the resource 
committee members, the recorder, the discussion leader are all listening) can detect 
certain areas in which agreement has taken place, without a d:J.rect question to 
elicit it. The discussion leader will recapitulate, as she goes along, t ces e ten­
tative agreements. "it seems to me that most of us are saying that there ought to 
be some small neighborhood parks in the Phillips area. Am I right'?" These area~ 
of agreement should be carefully recorded. They may differ among the unitse Bu~ 
thime can be saved at a later "consensus" meeting: the discussion leader can say, 
to the appropriate question, "At our last unit meeting, most members seemed to think 
that the Phillips area needs small neighborhood parks. Do you all agree'?" Then 
those not at an earlier meeting have an opportunity to speak. If they agree, the 
whole earlier discussion need not be repeated. Summarizing as thediscussi.on evolves 
is an indispensable tool for the discussion leader;--it brings the discussion back 
to focus if the group wanders, if someone is dominating the conversation, or if 
agreement is obvious. 

Many times a tight League schedule will allow for only one meeting on a given 
study. If so, the Bulletin articles and/or every-member materials need especially 
careful drafting. _ They must be challenging and provocative, so interestingly 
written that the member reads--and ponders, and is motivated to come to the. meeting. 

ARRIVING AT CONSF.NSUS 

If, indeed, your initial planning was fortunate and there are indications of 
readiness, the time has come to try for consensus in all the areas you think suit­
able. The questions your committee proposes should be considered by the entire 
board • .. These questions are very important. The comm:l.t.tee has intensively stud.led 
the problems, has a reasonable knowledge of in what arP.as within the study agree­
ment is possible and what kinds of action may be foreseeable. 

The positmon should be one on which the IPqgue can act effectively. Therefore 
the questions should elicit an expression of agreemeut on g8neral concepts, not 
specifics, _yet not _so bland or general as to be of little value for the board as it 
considers~ to act. 

For example, if the study relates to special services in the school.El, consen~un 
that the schools should provide more such services is not very useful. Cn the othGr 
hena., agreement .that school (a) should have an additional counselor, school (b) an 
additional librarian, etc., ties the han,ds of the League should attendand;. districts 
be changed or pupils transferred. More ·useful would be agreement on kinds cf ser--..-:Lcee 
vices,~! of programs, general areas of need, kinds of determinations for how 
services □hould be allocated. Thep the League is in a pos~tion to offer ccnstructive 
testimony, to select alternatives when actual options come before the community • . 

Ana}~consensus reports. 

The committee meets, after the consensus meetings, to analyze the reports from 
the various units (or from the general membership meeting if your League uses it as 
a consensus meeting) or the single unit meeting of a small League. Some areas of 
agreement will usually be clear and decisive. On other facets, even though the re­
corder's reports will not be identical, there may be discernible basic areas of 
agreement with some disagreement on specifics or tangential areas. The comm:l.t~~ 
phrases what it thinks the members have said and drafts both a simple support "tor 



·oppos:i.tion) statement (1f ·there·1s enough agreement to warrant) and the longer 
statement of position~ It presents to the board these t .ente.,ti ve drafts and its ) 

· evidence from the cons·ensus reports for belie_ving that _agreement exists. 

Word the position wisely. · 

If agreement is reached in the League in some or all of .the areas discussed, 
the board prepares two thinga--a short working of the position, and a longer state­
ment of position, outlining 1n more detail the areas of ·agreement. Hopefully most 
board .members will have attended unit or membership meetings and therefore will 
have input into the final worlUng based on ·their experience and on answers the com-
mittee chairman provides for quest{ons they may ask. . 

For example, following a study of libraries, _members have agreed that: a new 
building :Ls needed in a central location;- ·servi~es, either small neighborhood 
branches or bookmobilies, are needed to bring books to areas too far away from the 
central library; there should be better cooperation between the library and the 
schools, the jail, the hospttals, and other institutions; and the book collection 
should be much increased. 

The· simple support . position co\ild··read: Support of a new ~entral: library and 
expanded library services. 

The statement of position, then, would inc1ude both the details and the rationale. 

statement of Position..:.. 
. . 

The members of the League of Women Voters of Brookfield believe that 
a new centrally located library building is needed in Brookfield.· In 
order to serve all the citizens, books should be available to all. 
Therefore there should be small neighborhood branch facilities or 
bookmobilea so that access to library books is in walking distance of 

· any resident. 

The book collection should be expanded to meet at le~st the criteria 
established for a city the size of Brookfield. 

In order to·provide readflng material for all people in Broo~field, 
the library should arrange for lending books on an adequate basis 
to t~e schools; to people in ~ospitals, jails, and institutions, so 

··that ·no one able to read is denie_d access to books in the public 
·library. 

\ 

Both .the rationale--that the public library' is for everyone and therefore its 
books should be accessible to all--and some of the specifics are included. Yet the 
wording does not set the nu~Eer of books, the specific places that branche~ or main 
library should be, nor the exact methods of serving institutions. The Board has 
room to maneuver, to act in support of or opposition to specific proposals. 

TAKING ACTION 

Involve members earl¥• 

Leagues generate considerable .enthusiasm during the study and consensus-.. 
reaching process because members have h~d opportunities for input, for taking _part 
in decision making. TcOoften, between the time consensus is reached and the Board 

) 

} 



---·-------------------------------------------------------------------------------
~ FAIRCHILD, SCHOOL SUP~RINT~NDENT, M~T.Q!d!:l. 

City school districts are efficient at appraising and assessing the property tax. 
My school district assesses at 75% of market value and has certified professionals 
to make appraisals. 

Elsewhere in the state, property is frequently assessed at 25% of fair market 
value. Appraisal staffs are inadequate and under trained. 

The result across the state is that school districts which make an effort to fully 
tax are penalized. They do not get their fair share of state monies under the 
state's Minimum School Foundation Progrnm. 

\ 
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The formula for dist:-ibuting state money to local school districts is based solely 
on the property tax. If property tax is to remain the cornerstone of school 
finance in Texas, .er..q.QeJ_tt tax r~form is t~p~rative! 

Wide variations in assessment practices exist across the state. Inequities abou~d. 
Results of the Legislature's own Prcpe r ty Tax Pilot Project ind:cate that: 

~>: underva 1 uat ion in the 35 districts samp 1 ed ranges from 19% to 89%; 
*undervaluation statewide ap~roximates $80 billion; 
* single-family homes and commercial property are most often ~ssessed at 

highest percentages of market value, while industrial and rural property 
are assessed at lowest value. 

The League of Women Voters of Texas supports ?.ll of the proposals under considera­
tion. Such li'.e5sures will lead to honesty, equity, uniformity and efficiency. 



B.QSE G!.ASS, HOMEO\JNER/TAXPAYER 

My taxes are too high! 

Can you explain to me how my house cun be on the tax rolls at $32,000, when I only 
paid $18,000 for it in the first place? 

My cousin Minnie, over in Twin Forks, lives in a sw~11 house. I know her an• Will 
paid better 1 n $30,000 for it over 3 years ago--end Mi-;;-nie 1 s taxes aren't as much 
as rnine! lt 1 s just a shame, what you people let those tax men get uway with! 

And another thing--the road in front of my house is fallin 1 to pieces. Has been 
for years, and I have yet to lay eyes on anyone from the street department even 
passin 1 through--much less fixin' it. 

I just don 1 t understand it. Ordinary people like me pay more than our share, while 
&} those big companies get off dirt cheap. And we can 1 t even get a pot hole filled! 



C)zra_; .M.-~ -ti' YJ ~ ~ t}a,1/Jlf//~ Uu (l, ad ~ ~ 
~Md~,~ p;; J 

JOE SMART, REPRESENTATIVE OF THE TEX.L\S TP.l.lCl{!NG ASSOCIATION - ...;..;~..;.. ------------------- - - ---- ------ ------
In its present form th is bill will place an undue burden upon an alreudy heavily 
taxed industry. There is not one facet of modern life which would not be <lf fected 
by furthe r increasing trucking costs . If assessme nt is made a t JOO% valuc.. tion, 
allowances must be made for service industries such as ours by keeping the ir rates 
at a lower sca1e. 

Arrangew.e nts for supervision and collecting also concern us. What k ind of- s ta te 
supervision are you talking about? Will the State Comptroller run things, or wiJl 
a board be appointed? 

What allowances wi 11 be made for depreciation of our vehicles and stock? Hho wi 11 
evaluate them? When and where? 

We believe that this bill, as proposed, will cost more to administer than will be 
g~lned in increased income, and we believe that without some exemptions and a11ow-/t,) ances this bill will prove inflationary. 
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P.T. M.'-\TTHr=w, COUNTY lP;i~ ASS:::SSOR-COLL.ECTOR, URBANA COUNTY 

My office agrees thut the co~nty government should have responsibility for the sing l 
assessing office within the county. However, we feel provisions for the following 
must be included in the final bill: 

1. The county will need proper funding for the added workload. Each 
taxing district in the county must pay its fair share of the costs. 

2. The county tax office will need a trained professional to head the ad 
valorem tax division. The elected county tax assessor-collector is 
charged with too many other Constitutional and statutory duties to run 
the day-to-day assessing operations. 

3. The county will need additional appraisers and other tax personnel. 
Hiring pr iority should be given to those professionals currently 
working for other taxing districts in the county. Such personnel 
should retain retirement benefits gained elsewhere. 

Another concern of my office is the need for better assessment tools. !n 196S, 
the federal Documentary Tax was withdrawn. Since then, tax offices in Texas have 
had no way of determining the sale price of real property. Realtors, title 
companies, loan offices and insurance companies know the selling price, but tax 
officers do not. 

The legislation at hand should include a Texas documentary tax or a transfer 
affidavit. Such an affidavit would be filed with the county t ax office, g1v1ng 
the date, the persons involved in the transaction, the legal description of the 
land, and= the selling price. 



-------------~----------------------------------------------------------------------
~M FL4TF J.ELos·. SENATOR Efillli Tl:f_g_ !,U8;!0CK 8lli 

The p2ople of Texas don 1 t w~nt statewide rules and regulations governing locnJ 
property assessments. How can some bureaucrat sitting in the Texas hill country 
declare how Tax Officer Sandstorm should ~nch land In his county? Texas 
is a big state. Statewide regulations would be unfair, because real estate Is 
different in each of Texas' 254 counties. 

A state tax supervisor will surely increase our taxes, and we will have to pay 
his big fat salary, to boot. 

l 1 m worried too about this 100% assessment of all taxable property. Agricultural 
land currently receives special assessment treatment to make sure that productive 
land near rapidly growing areas will not be taxed for the land 1 s speculative value, 
but rather for its 11best agricultural use. 11 This practice is critical to my con­
stituents. It must be retained in this legislation, along with specific guidelines 
for the proper determination of agricultural land values. 
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CONSTANCE WHITE, SF.NATOR FROM THE SUBU~BS OF RICHLAND, BIG TOWN, AND FARMDALE 
- .=.;.;;.;;.;_;;..;..____ - ---

My constituents will support propositions 1, 2, and 3. These provisions are 
necessary to insure fair, uniform tax prac tices statewide. 

But proposition 4 scares me ! The creation of a single, county-wide tax appraisal 
office ~r~ ~! The people and the local taxing authorities in my district wi ll 
not accept a county-wide assessi119 of fice without a fight. No outsider can know 
the true market value of pro~erty. in my district as well as our own local appraisers . 
My district jealously guards \ts Joc~l control. 

Today two school syste~s in my 4!tt";(c"; are preparing law suits against the Governor 
because of unfair marke t value assignments used by him in computing their local funJ 
assignments. These schoo l systems are not getting their fair share of state funds. 
Local school taxes in these districts will be raised 16% next year if no relief is 
forthcoming. 



-----------------------------------------------------------------------------------~ 
MANOLITO GARCIA, SENATOR FROM iAN PEDRO 

These reforms will not help my district at all! What good are property tax reforms 
when you have nothing to tax? 

My district has poor housing, limited indus try, and only smnl l businesses. It is 
further burdened by 4 major tax-exempt federa l military installations, numerous 
large tracts of tax-exempt land belonging to religious organizations, and farm 
land receiving huge tax breaks. 

It's time to ~Dk the property tax, and institute state corporate and personal in­
come taxes to finance public schools in the state of Texas. Education is a function 
of the state and should be financed by the wealth of the whole state--not just the 
limited resources of individual school districts. 
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HERB ANAREA, SENATOR FROM MEGATOhlN 

The proposed bill addresses the problem of statewide equality and uniformity. 
Guidelines and supervision have ,ong been needed to implement these provisions, 
which have always been in our constitution~ . 

ctf/1>~ 
My constituents want property ta~form. But some of them tell me that they are 
concerned about a single as,essiA9 office in each county. Some of these citizens 
don •t like the job currently being performed by their county tax assessor-collector. 
There are ,?:::ipA!~ i nts of i ncompetencc. What wi 11 happen when this tax office become-:: 
the only~~ office ~for the whole county? Will incompetence triple when the 
county tax office a~ot only for the county and the state, but for cities 
and school districts, as well? 

How will taxing districts insure proper performance and adequate revenues fo~ 
themselves? Let 1 s give these taxing districts speedy and effective legal remedies. 
Let 1 s make sure these districts--city, school, water, hospital, and the like--can 
protect their own tax base. Let's make sure that the services of this proposed 
single assessing office in each county will be est;.iblished at no less than the 
most effective performance already in prog,ess in that county. 



-----------------------------------------------------------------------------------., 

FORREST WELLS, SENATOR E.B.Q!:1 ~I TEXAS I CftU,0 /h,,t'n--J 

My fellow committee members, I notice th~t liberal tax reform zealots continue to 
express dismay over the so-called 11self-reporting11 of market values by major 
industries and utilities. It sounds like big business is getting away with some­
thing. 

My friends, that is simply not the case. It is a long-established and respected 
Tax practice for businesses to render their O\\/n taxes. Many businesses rout incl y 
do this by filing a certified public accountant's statement with their local tax 
offices. 

In fact, this practice commonly results in higher ta~ces paid, because a tax assesso,. 
does not have the access to a company's intangible assets that a CPA does. A tnx 
assessor is also handicapped because he does not have the expert knowledge needed 
to evaluate what he~ see. 

Furthermore, administrative costs and political realities make it impractica!, if 
not impossible, to eliminate the self-rendering of taxes. 

Now, there are~ reforms that~ needed. Greater tax breaks should be provid~d 
timber investors, because such investment carries a high risk. Timber is subject 
to parasites, deterioration, and fires. Growth and replacement are slow. 

Standardization of tax procedures and consolidation of appraisal units are needed. 
My constituents with oil and timber lands scattered over several counties are 
forced to dea1 with dozen3 of tax offices. There should be a state system for 
supervision and coordination. 
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LWV of Texas 
January 1973 
Presidents Mailing 
(2 copies direct 
to president) 

TO: 
FROM: 

All Local League Presidents and Program Vice Presidents 
Mrs. T.R.Cokcr 

A WELL-WORDED LOCAL PROGRAM ITEM IS A JOY FOREVER 

In the haste and excitement at Program-planning time and Annual Meetings, the 
wording adopted for a Program item may be so unclear, or so restrictive, or so 
all-embracing, that the Board is frustrated in accomplishing what the membership 
wants from the item. Program items should be worded so that their intent is clear, 
both to the League members and to the community. They should be general enough to 
allow flexibility as a study proceeds or action opportunities arise, but specific 
enough to be meaningful. 

An item in a new subject area might be worded to indicate a broad study leading to 
fair+Y general positions. If the item to be studied is not new, the item might be 
worded to include positions. already arrived at by the League, plus additional study 
of new facets of the subject. (Example: Support of the recycling projects in ___ _ 
and the study of related programs concerning solid waste manag~ment.) On the other . 
hand, the proposed item might be worded to incorporate past positions, and propose 
study of new areas contingent to possiLle occurances. (Example: Support of the de­
velopement plan for _....,.,_~_and the study of the zoning ordinances, if they are 
proposed this year.) All League items imply action once a position is reached, 
whether or not it is specified in the wording. 

Additionally, there may be items your League may wish to retain fo.r action only. 
These items should reflect League position as clearly and as briefly as possible. 
The wording should not be so specific that it precludes action if conditions change. 
As a rule, positions should not be worded in terms of support for, or opposition 
to, specific pieces of legislation, commission recommendations, or committee reports. 
because to do so would prevent League from taking action on new proposals that may 
fall within the League's general position. This applies to items proposed for addi­
tional study, as well. 

EXAMPLES OF LOCAL PROGRAM WORDING 

Good - Clear 

1. Support of school. policies which 
will continue to improve the quality 
of education in _..,.... ___ District and 
study of local enrichment priorities if 
restrictions• are set. 

2. An evaluation of public parks and 
recreation facilities in ____ city. 

3. Evaluation of administration and 
financing of public health services in 
_____ county. 

Not So Good - Vague or Too Specific 

1. SUI'vey of School District. -----

2. Parks and Recreation. 

3. Study of public health. 



4. Support of effective planning 
to meet the needs of a growing 
community. 

5. Support of development of adequate 
water resources for _____ and 
adjacent communities. 

6. Survey of facilities and agencies 
affecting children and youth in 
County. 

7. Study and evaluation of social 
subsidies in ____ County. 

4. Support of the MaGteI' Piau passed 
by the ____ city Council in May

9 
1971. 

5. Water. 

6. Juvenile problems in ____ County. 

7. Welfare in _____ county. 

NOTE: If your League is not a county League, you must have permission from your 
s'tate Doard and~ other Leagues in your county to undertake a county study. 

An explanation of each item 9 called Outlook for Work, defines the area of study 
and clearly states what the item is expected to cover, what is not included, and 
what opportunities for action can be envisioned. This is given to members at Program­
making meetings and Annual meetings so that they have adequate information to decide 
whether the League has the interest, the womanpower, the talents, etc., which the item 
will require. 

A well-worded Local Program is a giant step toward an effective Program. 

Revised January 1973 
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To: State Board 

Re: NOTES FOR A PROGRAM CHAIRMAN 

BEFORE CONVENTION: 

LWV of Texas 
February 1971 

Start with the premise that the state Board recommended items will become a part 
of adopted program, though possibly in somewhat altered form . Therefore, as soon 
as you receive your assignment, especially if it is a new item, begin reading and 
research, so that by Convention time you will have some idea of how you plan to 
handle it. The Outl ook for Work in the Convention Workbook will give you ideas. 
Also, contact the current Program Vice President for copies of the supporting 
materials submitted with the item, and if there is a new nominee for Program Vice 
President, write her for ideas, possible sources of reference materials, etc. Try 
to work out at least a short suggested bibliography. 

At the Post-Convention Board meeting you will be expected with your committee to 
begin working out a plan for the two years' study so -

AT CONVENTION: 

Listen carefully to debate on your item for clues as to the direction members want 
the study to take. Make notes. They will be invaluable to you later. 

AS A BOARD MEMBER: 

You and your c0mmittec will be responsible for producing: 

VERY SOON : 1. Copy for a new Staie Program Folde~ flipchart. 

On a new item this can be little more than an outline of the direction the study is 
to take, as worked out by you and your committee and approved by the Board. Often 
the materials which will be made available arc listed. You may have other ideas. 

2. Leadership material for use of Resource Committees and Discussion 
~ - . 

Normally this is called a LEADERS GUIDE, though you may call it something else if 
you wish. It should contain: 

a. General suggestions for presentation of the item. 
b . Sufficient background material for discussion leaders to gain a good 

grasp of the subject without further research. 
c. Discussion outline in question form ( see MEANINGFUL MEETINGS and "How 

To Plan a Discussion Outline. 11
) 

d. Consensus questions--or you may decide not to include them. See memo 
CONSENSUS and the STATE BOARD . 

e. Bibliography. This will repeat any bibliography which you have included 
in a Board Report or sent out in advance, plus any additional references 
which you have come across in your research. Reprints of newspaper 
articles, etc. often are included, as these may not be readily available 
to local Leagues all over the state. 

- 1 -



3. Membership material. 

This can take various forms: 

a. Facts and Issues--one or a series, depending upon the subject 
and your plans. 

b. A VOTER article. This usually occupies the inside two pages 
of whatever issue you and the Board decide, (Your committee 
recommends after consultation with VOTER editor; the Board 
must approve.) See HOW TO SUBMIT COPY FOR THE STATE VOTER. 

c, Your ideas. 

AT FIRST COMMITTEE MEETING 
Brainstorm for ideas. Try to work out -

1. What can the members decide about this item? (general areas of consensus) 

2. What information do they need to make this decision? 
- ~ 

3. When this decision is needed {will the first year's program consist of 
study only, do you want to try for a partial consensus~ etc.) 

Seek suggestions for the names of people to be members of your task force, if you 
plan to use one. With the help of your Board committee you will work out the 
general plan for handling the item, and you will then direct the activities of 
the task force. At least one member should li~e near you--in the same city, if 
possible--for there is nothing so beneficial as occasional face-to-face contact. 

As you form your task force, be sure to impress on them the necessity ror meeting 
deadlines, etc. and the carbon routine. A copy of all drafts must be sent to 
other members of the task force, yourself and the members of your Board committee, 
the Program VP, the publishing editor and state office. These people will comment 
and possibly suggest changes or revisions which you will then incorporate into 
and retype the final draft. Send a copy to everyone named above; send original 
to the publishing editor. 

AITER FIRST BOARD MEETING: 

Prepare and send in your Post Board Report. Include at least a beginning Bibliog­
raphy (the one we suggested you work out before Convention) so the eager beavers 
can get started reading. You can add to it later in the Leaders Guide. Include 
also a forecast of when item 2 materials will be ready for distribution to local 
Leagues. In general all material should reach local Leagues the first week in 
January. 

Make yourself a working calendar, working backward from the consensus date, so 
that you will know when your deadlines are. But, regardless of whether you plan 
to seek an early consensus or not, remember that many local Leagues want to 
schedule meetings on the new state item as early as possible. 

AT JUNE BOARD MEETING: 

If an early consensus is desired, work out with the Board the consensus deadline, 
if it can be projected this early. You may not be prepared to do this before the 

- 2 -



To: Program Chairmen 
From: Betty Anderson 
Re: Program Procedures 

V·TV of Texas 
March 1973 

This is a general memo setting down some of the general procedures in working 
with your program item. Flexibility is the key word in program planning today, 
but we still need to have an idea of the direction we're going. If you could 
send me a tentative plan or pert chart with dates (consensus deadlines, 
availability of study materials, publications deadlines, VOTER story dates, etc.) 
before Convention it would be most helpful. Assume your item will be adopted 
at Convention as proposed, if not, ,-re will have a skeleton te, work with anyr.,ray. 
Dream a little, be innovative--this uill not be the final ~-,ord; it will be a 
starting point . 

These factors need to be taken into consideration. 

I. Timing Aspects 

a. Scheduling office work 
Dates for 1ocal Leagues 

b. Publications 
How and when 
VOTER stori-cs· 

c. Action 

I. a. Scheduling 
/. 

II. Hechanics 

a. Com.rnunications network 

b. Budget 

c . Off-board committees 

November 15 was set as the tentative consensus date for land US€; national 
program ma..ldng uill be February 1. A late spring consensus deadline might be 
all right for election laws or perhaps a fall one would be better. Th~re may be 
direction on this at convention. If you want material mimeographed for updating, 
or a study kit, plan when you want it to be distributed. We must be mindful of 
the total office load, so keep the overall picture in mind. 

Local Leagues eJQ)ect to lcnow when materials will reach them, and we must make 
every effort to be faithful to our proposed scheduling. So don't be overly 
optimistic. It takes a long time for research, printing, and distribution. 

B. Publications 

Materials sent to the local Leagues may be in the form of 

tesource materials, ever-; member material or action materials. 
f you want a VOTER arti clc, you must think months ahead in 
rder to get board approyal and meet prtnting deadlines. 

~ . 
In a new study, these factors must be given careful consideration: 

1. All sides must be presented fairly, with equal 
emphasis given to major points. 

2. Hake every attempt to make the length of pro/vs. 
length of con as equal in length as possible. 

3. Determine what :9roblems there might be, and :9inpoint 
some of the alternatives. 



Copy for Facts and Issues (August 1970); ( 2) Mechanics for submitting VOTER 
copy ( February 1971); ( 3) Suggested Style Sheet from the Organization Handbook, 
and (4 ) the Style Switch explained in the February 1973 State Board Report, 
under the VOTER report. 

The item chairman, publications chairman, president, and program VP will 
determine the number to run, color or no color, etc . Pricing will depend 
on pri nting costs. You will want to mimeogra:oh some publicity about the 
material, i ncluding an or der form, to be sent out with the initial mailing . 

Flip Chart.-- Try to have your material for the program flip chart ready by 
the rfay Board meeting. 

C. Action 

Plans for action come from the chairma..>i and the commi ttee to the Board as 
recommendations. Implementation is up to the chairman and her comn1i ttec with 
the help ·of the president a.nd vice presidents. Local Le ague s will '·Tant to 
discuss your action ideas at their board meetings, so whenever possible, you 
will want to give them at least six weeks notice . 

Action comes in all shapes a.:."ld sizes . Fi rst of all, reread pp . 34-38 in the 
Local League Handbook and the program section in the State Board Handbook. In 
addition, I suggest you make an :1Action1

i folder which contains: 

ACTION, 1972, LHV of US, Publication f/161 
Gu idelines for Local Leap;ues, Ja.71. 1972, LHV of Texas 
Anatomy. of a hearing, LWV--EF publication //108, 1972 
I-1emo, 1'\W of the US. re: Criteria for choosing actigz;i. priorities , Jan. 24, 19p . 

The legisl ative executive committee is composed of the state presi dent, ~~~ 1 

l egi s l ative director, program VP and ic:gi sla:tiYc projects diroetor ma:!c~s ~~a:,,.,u 
decisi ons on immediate legislative action af'ter the board has set the priori ties . 

I I . Mechanics 

A. Communication Network 

The ncarbon routine 1
i may not be the most efficient in the worl d, but 

it's the b est method we've devised with scattered board members and 
limited financial resources. Include the state office and program 
VP in all mailings. Try to reply as promptly as humanly possible. 
Your ·committee is also included with a carbon, as well as the 
president of the local LeaGU,e if you are writing a local League 
member. 

It is not necessary to send your board committee copies of your 
pre-board and post--board reports since they will be recei ying them 
anyway later. 

B. Buel.get 

If ·the proposed budget is adopted, money for program chairmen is 
designated in three different line items: 



a. Educational Activities 

l. Program Gommittee 
For program items still in the stuey stages 
or educational materials, such as citizen 
information on constitutional revision 
(This money will have to be raised . ) 

I . Position Support 

1. Publications 
Publications for lobbying, position support, 
consensus, etc, which cannot be funded with 
deductible money. 

2. Action activities 
Each of the six program areas has some 
designated money . 

If you must make telephone calls, try to call at a time when rates are lower, 
such as eyenings or weekends. 

C. Off-Board Committees 

Host active items have found the importance of off-board committees. This 
may have to be a committee where communication is by carbon routine. Depending 
on the financial picture the next t1,To years, there may be some money for 
face-to-face meetings. otherwise, consider getting together at Council or 
having a regional com.mittee . - -- ---
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A HANDBOOK AND GENERAL GUIDE 
FOR RUNNING A MEETING 

Mrs. Wydell Bullock 
and 

Mr. Daniel Safran 
Training Division 

United Planning Organization 
1100 Vermont Avenue, N.W. 
Washington, D, C. 20005 

The United Planning Organization is 
a recipient of funds from the Office 

of Economic Opportunity 

Revised Ed:;_tion, January 1968 LT/Guide. 2 
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PREFACE 

This handbook was prepared for use by community action staff 
in assisting community g roups. Earlier versions have been used by 
other staff and by members of Neighborhood Advisory Committees. 

-The general response has been very good. 

We developed this guide because of the need to help neighborhood 
-residents to better deal with the problems of participating in formal 
group meetings. Many of us who 4ave organized blocks and worked in 
neighborhood centers ·are aware of the probl ems as well as t he 
advantages of ''maximum f e:asible partic ipation" o f the poor. This 
Handbook and the staff support that should accompany it could go far 
to· provide neighborhood residents with some of the skills necessary 
for meaningful participat ion as members of formal committees and 
organizations. 

During the past eight months we have h ad the privilege o f 
responding to requests for the Handbook from all fifty states and 
the Virgin Islands. In every case, and at present , we would appre ­
ciate com[I)ents and suggestions. Many past suggestions have been 

--·i:-ncorporat ed into this - edition . 

We hope that the Handbook will prove helpful. The meaningful 
participation of persons who are "experts" in the problems of poverty 
has provided mome.i1tum and creativity to community programs. We 
would like- ,to see greater involvement by p eople for whom these pro­
grams have- been designed . In fact, we believe that without poor 
people gaining greater contro 1 through new skills, the progra r-Js 
would border on being ineffective. 

P ~rhaps this material c a n contribute to the effective in:cluence 
of ooor people in policy -making bodies. 
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