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We are indebfad to the AFL-CIO Department
of Education whose publication How To Run

a Union Meetiung served as a basis for this
Handbook.

Thanks are also due to those who were good
enough to send us their suggestions for im-
proving our last edition.
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GROUP PARTICIPATION

Participation is very iwmportant in seeing that meetings succeed.
Listed hbelow are some suggestions which will help you to get the

most out of your groups’meectings.

ask yourself:

Am I a good participant

« o

Before reading this Haundbook,

a bad participant?

Do I
suggést new ideas [ |

ask questions [:]

tell what I know [‘_‘]
about a topic

speak up and give Ej-
opinions

focus the group [:j

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

question the common
sense and logic of
discussions -

assist in setting
up for meetings

encourage the group| ]

or

or

or

or

sit and listen?

(]
act afraid to ask ques- i:]
tions, fear:being’
wrong even though I
doun't understand?

never give an opinion | |
or contribute to dis-
cussions?

remain silent? i

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

constantly stray off the [ |
topic and avoid respon-
sibility for directing
discussion?

accept and agree to ||
everything without
question?

prefer to be waited [:]
on?

criticize allllefforts
and achievements of the
group, acting like the
group,isn't dolng any-
thing?



Do L ok

push the group to
work on meaningful
issues

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

show flexibility
and willingness to
compromise

help others to
participate

]

stay satisfied with
busy-work?

allow friction and
feeling to develop
within the group?

act argumentative
not giving in even
for the sal:e of the
group?

dominate or allow
others to dominate
the group?

11Ll-
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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.

Written or ”formal” rules help people to work
together better, when the things we have to do
get more confusing.

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 would be very hard for
people to work together at meetings and to bene-
fit from their differences.

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 themszlves freely.
Rules should not prevent the group from bringing

out ideas and making decisions. If meeting rules

nold down the group, the rules should be changed.




= = R e B A SR L v N v L [V e 1. 3% ~UE A RRERE ST S e <

Government

bt a rate satis- -

I1. What Makes & : u know you are having

III. What

“




LY.

Page - 8

C. Plan the meeting.

D. Keep the meeting moving. After a brief discussion,
the chairman should ask for a motion. Learn how to
cut people short; be fair, be courteous, and be brief.

E. Check with the membership. Ask from time to time
whether they want to change the meeting time, date,
or place. Discuss with them what they want from
their meetings.

What Members Can Do to Improve the Meeting.

A. Know the rules of meeting.

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

C. Address the chairman and get recognition before talking.
D

. Ask for information if you are in doubt.

=

Speak up if you have something to say on an issue.

e

Assume your share of responsibility for action decided
upon by group. (Don't talk "action' and then do nothing!)
G. Keep yourself informed.

Plan the Meeting.

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 AGENDA

Call to Order {(Song or Prayer, optional)
. Roll call of officers or attendance (optional)
. Minutes of last meeting.

W=



Vi

VII
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L. 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 'tommon 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.) A

What Makes a Good Chairman?

A good chairman is:

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; i
€. faiel and courteous,
Role of the Chairman i
The Chairman should:

A. keep +he meeting moving, keep speakers on the subject;
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. see that members understand what is going on, which

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

we all understand this?' etc.)

allow a full discussion so that people are clear about

the issues. (Always repeat the motion before a vote

is taken.)

protect the minority. (Allow someone to speak for

the motion, then alternate with someone against it),

serve as a moderator only taking sides to break a

tie vote.

1. Each group has to decide whether it wants a '"meutral''
chairman or a '"'leader'" chairman. If a '"meutral"
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 policy 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 after

fair and appropriate discussion. The chairman's

job is 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:

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.

IX. Role of the Recording Secretary

The Recording Secretary:

A. takes minutes of the meeting; prepares them for
presentation;

B. ‘helps the chairman follow the agenda; records and
reads the motions when needed;

C. records all votes taken at the meeting and summarizes
all reports in brief but exact wording.

Guide to Writing Minutes

1) Keep minutes in a permanent book.

?) Leave enough space on sides and between lines for
: corrections.

3) Always include:

name of group
kind of meeting (regular, special, etc.)
. time, date, and place of meeting
name of presiding officer
. name of secretary
. 1f a swall group, the names of those present
L) -Record all business briefly and without personal
comment .
5) Record motious in full and include:
a. the name of the maker of the motion
b. the motion itself
c. the action taken

ho Q0 oD
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d. Example: "Mr. Shriver moved that dues be
raised from $.25 to $.50 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't be able to, anyway.)

9) Write minutes soon after the meeting at which
you took your notésc:

10) Read minutes from the permanent copy; read slowly

and clearly enough for people to listen.

Role of the Corresponding Secretary

The Corresponding Secretary:

A.
B

o

prepares all correspondence for thel g roups;
sees to it that all notices of meetings and all
appropriate messages reach members;

keeps file of all correspondence received.

Role of the Treasurer

A.

C.

keeps accurate records; explains finances to members
of the organization and, at least once a year,
presents a financial statement to membership;
reads.the record of expenditures for approval at
appropriate meetings;

make use of visual aids where possible.

Committees and Their Reports

A. Types: Standing Committee - continues from year to

year. Special Committee - appointed or elected to

handle specific assignments.

12
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Most important is an Executive Committee which 1s respon-

_sible for decisions between meetings; it helps to plan

meetings and other activities. |
Committees may be established to deai with special areas |
of concern of the organization: housing, employment,
welfare, etc. |

Committees at Work:

. 1. A report should be as short and as interesting as

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 chairman. The committee should
elect a secretary; if a large committee, elect a
vice-chairman. : A

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 are made on time.
3. There is an advantage to having a committee deal with

specific problems. The informality of a small com-

mittee makes it possible for the issue to be discussed

thoroughly.

Preparing and Presenting Committee Reports

possible; it is usually given by the committee chairman.

Minutes of the Executive Committee should be submitted

to the larger group in the form of a written report. 5t |
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2. Outline of a short committec report:
a) Names of members of the committee
b) Main activities - what the committee is doing
c) Problems and why - successes and why

d) Specific actions recommended 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 i{s recommendations.
(Unanimous consent may 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 made by a committee may

be amended before acceptance.

G. Minority Reports

1. If mewmbers of a committee disagree, a minority may
oppose adoption of the report or may submit a minority
report; usually, the membership should hear the
minority feport.

287

The membership should act on the report of the majority
unless a motion is passed to substitute the minority
report. If such a motion is passed, discussion
proceeds on the minority report. But if the motion is

defeated, the membership acts on the majority report.
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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. Chairman' or

f "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 report on
employment in city government."

3. The Chairman restates the wmotion or says, "A
motion has been made and seconded that we give
the Mayor a copy of our report on employment in
city government.' |

B. Amendments or Substitute Motions

1. During the discussion, the motion may be unclear
or lack general acceptance by the group. At thié
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 before
the vote is taken.)

2. Awmendments 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
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call to his attentiéh the recommendations that

all entry level jobs in the Welfare aud Health
Departments should be opened to persons with ex-
perience in community action work, whether or not
they have a high school diplowma.'' Amendments may
add, substract or substitute words. 'Amendments
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.
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 actiouns fully even if it must delay votiung on
the motion. People change their minds and questions
get clarified during a good discussion.

The group should 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
Jjobs in thé Welfare 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 made.

16
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S A éubstitute motion can féplace theroriginal 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 be amended just as though it were the
original wmotion.

6. An amendment to an amendment can ouly be made once

| and it requires a second. (It would be more helpful
to offer a substitute motion when the point is reached
where amendments are being offered to amendments.)
After an amendment is seconded, the discussion must
take place on the amendment to the amendment. Amend-
ments to amendments, and amendments to the motion
must be debated and voted upon step by step in that
order. (There 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 up with a substitute motion that will be

less confusing to the group.

Votigg:

A.

The chairman should read the motion before the actual
vote; he then must say "Are ycu ready for the question?"
or '"Is there any opposition to taking a vote?" If

no one speaks, a vote should be taken.

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

favor of this motion say 'aye'. The opposed, 'mo'."



SRV

Page - 18

1f passed, the chairman may say, '"The ayes have

it and it is so ordered.! If the motion is voted
down, the chairman way say, '"The no's have it,

the motion is defeated."

Members may vote by a show of hands or by standing
up. This "standing-up" method is especially appro-
priate if the chairman cannot be sure whether the
motion was passed or not during the voice votes.

Vote by ballot is used for impprtant issues: A

motion to have voting by ballot is not debatable and

An individual gets recognition from the chairman

C.
D.
ballot makes each vote a matter of record. (A
requires a simple majority.)
How Action takes Pla@e - Summary
A. An issue is brought before the group.
Bl
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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Motions to Help Keep Order

A. Mewbers may raise a ES}EEﬁQE“deer 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 says, ""Point 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: 'Mr. Chairman, Mr. Johnson is not

talking 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 way 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 thé 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
order is well taken'" or "Point of order is not
well taken." :

L. A pcint of order should not be raised just to;

a, slow down the meeting

b. interrupt a speaker
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Parliamentary Inquiry

The information the questioner is seeking may be
related to parliamentary 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 wakes after the motion
has been brought up would be subjeét 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 meeting
tomorrow. The purpose is to avoid wasting time
apbealing questions that may never come before the

group as motions.

E. Question of 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 opened or closed, to ask a speaker to
speak louder, to propose an urgent motion.

2, Questions of privilege are decided 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

L. If a point of order is not accepted or a member
is otherwise ruled out of order, an appeal to the
chairman way be made; it requires a second and,
after discussion, members decide by majority
vote. For example, 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.

3. Point of Information

L. 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 inforwation through
the chairman and the answer should be made to the

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

ﬁrivilege; I move that we ask Mr. Kennédy not

to bring his children to oﬁr meetings." 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.

1f 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.

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 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 no second and cannot be



Page - 23

debated.) It takes a simple majority to approve
withdrawing a motion.

C. To Tahle: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 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 already spoken on the
motion and others still desire to speak.

3. When the motion to table is seconded, the chairman
must act on it immediately.

4. A motion to table cannot have a time liwmit. (For
example, a wmotion to table until next meeting is
a motion to postpone which is a debatable motion.)

5. Tabled motions can be "removed from the table"
if a member requests, but only after some other
business has been transacted. This is not de-
batable and is decided by majority vote.

D. Limit or Extend Debate

1. Motions to liﬁit debate are made in:the usual
manner and require a second; mewmbers may limit
debate by setting a time limit for discussion.
A motion to liwmit 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 18 not debatabié. 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 questions 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 remaining on our agenda."

2. If wmembers feel debate on a question 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 is not debatable.)

E. Move The Previous Question

A motion to call for''the previous question' is a
method 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

Rnot, still.want the floor. A two-thirds majority is
required. If the wmotion passes, the chairman should

call for a vote on the original question.
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XVIII. Miscellaneous Motions

A,

L

Motion To Reconsider

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.

Some motions cannot be reconsidered: Motions to

ad journ, recess, table, suspend rules, or a previous
move to reconsider an action that has been partially
acted upon.

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. Debate dces
not start, however, until work that was on the floor
has been completed. For exampie, '"Mr. Chairman I
move that we reconsider the vote on Mr. Goldwater's
motion.'" If seconded and passed, the chairman then
puts the matter to be reconsidered before the group. .
A motion to reconsider is debatable and requires 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.
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A Motion to Rescind - a motion to rescind may be made

to take back a previous action. Any members may make it.
It requires a two-thirds vote.

A Motion to Suspend the Rules - a motion to suspend the

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

time more effectively. Any member may rise and make the

motion. It requires a second and needs a two-thirds vote
to passi Ithdsinot debatable.

A Motion to Adjourn

1. A motion to adjourn can be made at any time except
during a vote or when someéne else has the floor.
The motion requires a second, it is not debatable
and takes only a majority vote.

2, If it is made before the "planned” ernd of the meeting,
the chairman can ask the maker of the motion to with-
draw it for the present. But if not withdrawn, it must
be voted upen immediately. If the motion to adjourn
is defeated it cannot be renewed until the group has

acted upon some other motion or Bepotitl



Page - 27

XIX. What Some of the Words Mean

Abstain: ‘not voting for or against a motion.
Adopt: to approve or accept.
Amend: to change a motion by adding, taking away or

substituting words.

Appeal: to request change in the chairman's decision
Appoiﬁt; to assign a person to a job or position.

By=Laws : rules adopted by a group for running its business.
Caucus: a meeting of leaders of an organizatioun to decide

policy and plans.

Chair: ~the position held by the chairman or leader of
the group.
Committee: a small group that studies, takes action, or

reports on some matter.

Common
~Counsent: (also Unanimous Cousent) - agreement without

taking a vote; for example, "If ng one objects
to the minutes as redd, they are accepted by

comnmon consent.!

Constitution: basic principles of an organization.

Debate: discussion of a motion.

Ex-Officion .

Member: a person included on a commitfee by virtue of

his position. Example: the group's chairman is

usually an ex-officio member of all committees.




Majority:
Minority:
Minutes:

Motion:

Nominate:

Parliamentary

Inquiry:

Parliamentary
Procedure:

ggnding:

Point of Order:

Previous Question:

Pro-tem:
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of the samwe subject; closely related.

more than half of those voting.

less than half of those voting.

official record of what happened at a meeting.

a proposal. that something be done. For example,

- the chairman may say, “Mr. Srith has made a

e . s

to recommend that a person be elected to hold

office. (Nominations do not require a second.)

to asgk for information on parliamentary

procedure.

a set of rules governing meetings.

business that is still before the group.

1s used when a question is pending and a member
is talking about awvother subject. For example,
UMy, Chairman, I gise to a point of order. The
amendment just offered is not related to the
question being considered.”

when accepted by the group's member it immedi-
ately stops discussion and brings the motion to
a vote.

a temporary appointment.
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Question:

Q'LIO rum:

— Resgeind:
feseind:

—wwResolution:

Second:

Standing
aqmmittee:

Special
ommlittee:
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Permission from another member to vote or act
for him. Example: '"Mr. Chairman, I'm voting
by proxy for Mrs. Jones who is unable to attend."

the business currently being considered. For

example, 'Mr., Chairman, I object to consideration

6f the question of poor attendance by Board Members
at recent Board Meetings.!

the number of people (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 nine
people present; since our quorum is nine, we may
begin,'

when a group wants.to change its mind on an

action it has taken, it may vote to rescind (take:
back) the previous action.

another name for a motion, or policy statément(

a formal way of permitting discussion on a motion;
if there is no second it means that no ohe but

the maker of the motion cares about it.
. . 7 .
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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Suspend the
Riules:

Table:

Veto:
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XX. Problem Solving
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a smaller committee formed within a committee.

to set aside the rules of a group in order
to become less formal. Example: '"Mr Chairman,

I propose that we suspend the rules while we are

planning our uneighborhood party."

a way to avoid making a decision on a motion.
For example; "Mr. Chairman, I move to table the
dues question."

to disapprove.

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

a good problem-solving approach. The following list outlines the

steps that should be taken:

1. State and define the problems raised by the group members.
2,

Let the group decide on which problem is most important.

ST (0D

Get hold of the_facts.

Suggest several possible solutious.

5. List the good aund bad things about the suggested solutiouns.

Discuss these fully!

6. Decide on a solution.

/. Suggest several possible courses of action.

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

of action. Discuss these fully!

9. Decide on a course of action.
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LEAGUE LIIGO o AL

ACTION: Supportiing oxr opposing legislation or method of oper at*on of any gov9rnin0

bedy ~- local, ,state, or national. League action is alvays ihe outgrowth of pvevloua

study and member agreement, State and national. boards follow the progress of legis~
latdon on vhich the League has a position, ‘Teports are made to members in the VOTER,
State and national board members testify at committee hearings, presenting the Leagues

AR

ACTION ALE2T: Notice that, 1eg;s1at1ve action on a nove*nmentaT issue on uhlch e
League has a p051t10n is imminent and. member acLLon is needed. This is a time when.
.- the League can be mos t effective. ... ;e

G
“

ANNUAL-1EIBTING: Local conventlons at wvhich members acdopt pronram, elect off:.cersh
adopt ‘a budget," and revise bylaws when necessary. -

“BOAID "‘PO"T 3 Gu:r.des J:or_.'_p_la_nnlng. These reporis are sent to local Leaﬂues follcw-
ing eéach meeting of state and nationa 1 boarua.'

BUDGETS _ rlnanc;al blueprin ts Zor League actxvit!es on all three levels == local,
Sﬁate and nauional., Prepared annually by an appointed committee, submitted to thq
pect:i.ve board for approval then to the merebership or dciehates for adoption,.

BYIA\I .ules of tue orﬂanizat:;.on providing foxr name, purpose, members, meetirga, .
electtbn of officers, adoPtion of budget and program, etc. [irsi: three articles af
all Leagv;e bylaus. at: all three levels nust conform.. '

CALENDAR OF WORK: Overall plan to cover program and all other League activitizs for
ome vear i T Loy o il

CALGNDAR PLANNING: A board meeti ng (usually summer) specifically desigrated to esy
tablish the calendar of work for the next. year.

cAﬁm DATES' MEETING (FORUM): Nonpartisan publie méeting vliere candidates_are “nydtgd
to” spgak and answer quest:!,ons. g , i B Pk ol T agth
GONSLHoU Aureement among a. substantmal number of members, representat.ves oﬁ the
membershlp as a whole reached after study and group discussions,

EMERGING COHSFNSU : Trends ;qward agreement_following League study and liscussion
‘on pror*ram 1tem ; ' s -5 =

'*r\
z;, 4 F

CONVLNTIONS: lMeetings held biennially (ln even-numbered years for LIVUS, in ‘odd=
numbered years for LIV~T) vhere. delegates adopt. program, eloct officers for a two
‘' year period, -adopt a budget for the coming yeat, and revisc bylaws vhen deemed

necessary. - e o : nil-.-ﬂ : e

.

‘COUNCILS: State and natlonal meetings held in the interlm years from convention.
Limited delegate body considers direction for second year of program,.adopts a

budget for the current year, and’ transacts such othier business as shall be pre-
sented,

Lt = . L -',-.',i
i <asr el A S~ YEH e 4 »

DIuCUSoIOH UNIT :umall group, of a size vhicn promotes every membexr dlsaLssion-on\;
prooram 1tems, resultlnrr in a consensus when requested, e ndgh

continued next page
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LEAGUE LINGC continued:”

FACTS (About LUVUS): Wational publ*cat1on that tells uha heé League is, how it
works, and vhat the League does. A8

FYI: Tor your information. 3 e - ' : o ey

GUNEDAL MOETING: MHeeting at which all members® and guests are uelcome. Often’ expanded

.- to include the publlc.

IN LEAGUE: National publication on League o:ganization - guide for LL board membgrs.
i

T!EB Used to describe a current program topic. For ‘example, the natlcnal program

topic of liuman [esources may ke calleu the "Iuman lesource item,’

LIVILY ISSUZS: Ideas or thumbnail sketclies of posulble sub;ecta for pronram consider-

‘atiom, prepareu for p'rompi:.!.nfr mgx mum member discussion and participation in the

_selection procesu.

A g : . 3 , ookl B

IEMBER-AT=-LATGE: A member of the LNIV-T.I, who is not affiliated with a local League,

These members reside in areas where no local Tcagues exist,

ek e
i

~U0NPA“TIQAH 1IPY League p011cy ‘'vhich states, '"The League shall mot support or oppsse
angt political party or candidate. It does support or oppose governmental issues on
vhich £t has a consensus. The League vel comes members of all political parties.,'
OUTLOOK FOR TIORK: Defines the scope and goals of a pronram item, Istablishes a
schedule for work £rom adoption to conclusion. S '”u_lﬁf

'-- .
PER HEUBEE PAYIENT: (Effective 1978) Amount of supportlve lunds to the LﬁVUu and
LiWV-T required of a local League for cach member on its roster. ” 
.f.’\"" ) S, i gl RS
POLICY GU*DHIPOLICY SHZET: Basic guide on matters of policy. Dules concerning poligy
vhich are not set forth in the bylaws. They may be amended by a majority vote of _
the:board and are revieved annually. . - ST S i
PORTFOLIO: The particular avea dflfésponsibility assigned to a board member ; E;g;g?”’
finance, publications, etec, . O , e T
POSITION: A statement prepared by the approPriate board oxvrQSSLnn member agreement
(consensus) on a program itemy ™ Posixlon wording may be incorporated into a prooram Y
item., - e ik ;

PRINCLPLES: Governmental prineiples supported by the Leaﬁuéuas a whole whlch gives
authority for adopthon of local, state, and national progmm. Leagues may also
take action on any of these prlnc;ples.

PROGRAIL: Governmental issues adopted for study and action by members at annual
meetings and by delegaLes to state and natlonal convenrlano. If :

PrOGIALL HARTING: Detailed procedure for selectlng local, state, and national program,
designed to insure member conirol of the choices made. ‘

PURPOSE OF THE LEAGU" To promote political respomsibility through informed and
active partlclpatlon of citizens in government,

continued next paze ¥
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SUBSCRIPTION SINVICE: liethod by which selected League publications may be ob=

tian ed at regular intervals by members and non-members. See LIVUS and LIV-T pub=
lications catalogs for content and cost, Also made available by some local Leagues,
either on an optional basis or included in dues,

RECOGNITIONS STAMNDAIDS: 8et of standards by which a local League must operate.
TIIME TOR ACTION: Another name for state and local action alert.

UNIT-AT-LARGE: An organized group of members-at-large (usually 10 orx more) which
operates under the direct supervision of the state board.

VOTERS: National, state, and local bulletins which regularly lkeep members informed of

League activities, (llames of Jocal bulletins may vary.)

CITLZEZNS INI'ONMATION/VOIERS SEIVICZ: Year arvound activity to encourage citizens to
be politically active, Provides nonpartisan, factual information on candidates and
issues, and information about voting, registration, and election procedures,

END
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Members indicate Local boards discuss State Board receives local
interests members ideas and league suggestions and draws
make recommendations up a proposed program

ACCEPT IT STATE

y. * AMEND IT *
73 3 AND
& && IT BECOMES
(A _fF 1

State convention
delegates discuss
proposed prpgram and

ME MBERS ~

TS

LWV

| of |

\ TEXAS |
LOCAL BOARDS \ iy Sfm BOARD
ELECTED AND/ THE E&NUNITY THE VOTE
APPOINTED (PUBLIC OPINION)
OF FICIALS

STATE BOARD Members discuss pros and cons in small
CHART 2: prepares information meetings and make recommendations
Lfocal Ei)oards decide upon areas State Board words COflsensus and promotes
of member agreement {consensus) action to achieve goals.



March 24¢h
Tos Botty, ‘Bobot Holm. %Qtf! ﬂhm %ﬁ! ura, Lue.’mdu Boc!qm Fumi, Adelyn, Chris

l’l Moy » Marty, S
3 et 2o i G e
{% manmv nesdaynight, 5:30 - 1 've hit & snag....Margh Catherine
\l% uws tho hotel camnot provide space for four concurrent PI? simulations, nor can we
j X we use the Convention Center, Shall wes

Q)thoéutmmnhplqugsinmuﬂlm?
Y 3\ b) Try to do one simulation with the delegates rot among the 25 participating dowerving
and asking questions after? Jan, you will no doubt want to relate the game to what
% the current legislative status of PTR is at that point., How abeut allowing & half-

hour for your update and a2 Q and A perbod?
a) Change the workshop plan ecempletely--skip PTR and concentrate on MBO? (?reblam
3\, not all the delegates will be at this workship--think it should be available for all)

I favor pmcudiag with the PIT role-plpying 4f Jan thinks this will be effective in
preparing the delegates for action in that part of the session following convention,

Mm If we plan te put an article in the first convention Voter, touch on the concept
durinz "Presentation of Froposed Program" Tuesday morming, provide s handout for each
dslqnto to read between 8130 and the 9:00 AM gavel on Thursday morning, have s cheecklist
and plan for all of the dideussion leaders and recorders to use in the group discussions
Nn goals, and present the results of these goals discussions on Thursday shortly before
ad jourrment, do all of you think we will have told them enough about MBO?! Any other ideas?

VELOPMENT BEEAKS VWe've hit another smag....l bad forgotten that the lunch
on Thnrsday s in the Water Carden, Also, as you mentioned, Falen, that will be a good
\ time for informal chats with delegates. Therefore, how about ping our lunch, talkinz
and chatting while eating in order thit all of us can meet 7 19007M to 1130 in some
corner of the Convention Center, Ve could have the report from the "Breaks" fellowing
Pegey's MAL contest report to give us more time to get it all together rather than after
tho Flection Commitiee Report as I had orighmally sugpested. Any objections?

Betty, I haven't found either 86 the titles on MBO you suggested in the Flanc libraty,
but I'11 work from Druker and two other I have--plus the chart that Jan got frem Fit L.
to draft 2 Voter article, a handout, and a suggested format for the duscussion leaders
this week, I'1l eirculste it for comment and suggestions before releasing it to Marty,
In sddition could all the discussion leaders and recorders plan a meeting te "get oub
act together"? How about Tuesday in the suite during coektail hour?

Also, the Plano league will serve lunch to ocur double bosrd promptly at noon on Fpiday
in order that we can finish by 3 PM, T'm planning to use the patio for the joint board
\meeting--pray for good weather and no more Iubbock-type winds, If the room assigrments
in your March 20th memo don't work out 1 can sleep three more in the cabana comfortably,

» T think your bregkfast discussion for elarification of the wording for unitary
primaries is a good idea, SJorry if I contributed to the confusion, I'm enclosing the
tear-offs I've received to date from the last board report,

¥i Core, please gor the cepy for the next Environotes issue to me YESTENDAY., Joann has
time this next week to get it out. Send any additional nsmes for the mailing list and
any sppearances (except legislative ones) that you've made when you send me the copy,

3\\ Beth, you've reslly done a % Job getting all the convention details together, and I
‘xﬁ do plan to come te Frances Niebela Bunday night seiree and drive back to Plano after,

Betty again: Do you want any sort of report at the pre-convention hoard meeting on the
loeal League annual reports? I have received about 20 of them so far.

Ti1l Fort Worth,



LW /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, committes 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: & fprocsed
1. Taxable property shall be assessed 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.

L. 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.

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

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: Chafrman, 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
commitiee. 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: A1l players fill out individual strategy form and begin
necgotiations,

10 min, RECONVEME: The chairman recognizes each senator for a | minute state-
ment or position. (The speech may be read or ad-1ibbed,)

15 min, RECESS: A1l players make strategy revisions, if needed, and continue
negotiations,

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



League of Women Voters of Dallas
Unit Mecting Plan

Property 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 19763 County Government
Study, Part II, April 1976, pp. 1-7; Texas Voter, May
1976, p. 3.

Unit Leader: Assign game 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 each senator a staff assistant
and/or selecting a lobbying delegation rather than a lobby representative.
While these extra players will not present 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:

1. LWV of Texas positions

2. LWV of Dallas positions

3. Peveto Bill, 1975 Legislative Session

L. Outlook, 1977 Legislative 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, S. 0. and Prograiz Core People: Andg/son Brasher

1971

Bremberg, Conner, Fritz, Hunter, Litras with copy for Mrs. John H. Sleber
FROM: Lancaster
RE: STATE PROGRAM BROCHURE and STUDY/ACTLON BOOKLET

Eloise, thanks bunches for all the data on publishing the State Program Brochure. I have
tried to set a time table below, allowing three weeks for printing in order to have the
same deadlines for both the Study/Action booklet and the State Program Brochure. Is this
reasonable? Since lary Sieber has already edited ruch of the S/A booklet I don't think
this would require a lot of redoing, except to bring items up to date and include current
legislation passed and to include new study items. I think the prograin people just as soon
work on both of these publications at the sawe time. Anyway, I would like all of your
comments on this at State Board., I'm mineographing this so Program chairmen will have
something to start with.

STATE PROGRAM BROCHURE:
Format: trikfolded 8-1/2 x 11, pzinted both sides? or flit chart? or other?
Color paper and ink: BDElack ink on white? Blue ink on white? other?
How many? Eloise suggested 7,500 oxr 8,000?

STUDY/ACTION BOOKLET: Similar to national's? what changes suggested in format?
How any?

BLURB: What? Lancaster will prepaze cuggec-ions for Baggett, who finalizes?
How? Voter, Special maiiing, Board report other?
When?  August? to go out with DFMs? 4

U“!

. e’ )
PROCEDURE . } 'W\ TIME NEEDED DATE DUE
e IJ Oty FE 2 " \Su&’ & ‘»"J,'-n? Vin

lst cop; to 5 VPs F-on Lrogran Challnnn 5 weeks - - = - - - - June 23 i) '-7
rst comment and review and back to Progren chairmen 1 week jf¢ﬁf-;.ﬂg Lira Lt },
‘1_{_ gt gl ) L\’; 0 |ﬂ; i{ ;;-_) :_‘_\4.'.*.1_ -.",J_A':,.K J 4 1. T
2nd copy to 3 VPs from Program chairmen 1 week i i 5"
Dok ! e
Progran VP\copy to Leaguﬂ edltob M D O o R 1 week - = = = = = - - July 14 ijl?ﬁﬂ

bz Dt ( . s ahd
Editor edits and &onfers, when nec. with Progziam chm. 2 weeks t

W ie =

Editor copy to Wackerbfeth ISi-N—i— =SSR, ~lol =SSRl = =" —Sziisie —8= - =July 28 3/01.:
Wackerbarth to Printer 'f
Printer prrofs to 3 VPs 3 weeks
Proofs back to Wackerbarth {takes o printex) A
Printing gt
Delivery toiDickinson Sl -HENaEEEy <ossReesS o e et SRS - - Aug. 18 £§<;J
DPM 2 weeks
Orders from Local Leagues filled - - -~ - - = = = = = = = = = = = = = = = - Sept. 1 JAN |/
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Q (’D/ M : IWV of Texas
p\\E June 1970
0 ¢
TO: State Board Bﬂé& Qﬁ“
7/
FROM: Jody Boyd wa (Q Pg
RE: Pre-Board Report
VOTER

May VOTER  Like marriagé -- it's "for better for worse" at this point. I
‘would appreciate your comstructive 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 1In 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), $35C.CC

b. VOTER plus folded insert {8 pages total), $45C.00C

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 Jume Board meeting with your ar-
ticles prepared. The following assignments were made at the April Board
meeting:
1. Ruth Martin
a. Lead article -- 45 lines/35 characters.
b. Lively Issues -- 420 lines/35 characters (including Timetable)
2. Virginia McKinlay
Texas at national Convention -- 90-110 lines/35 characters plus
a couple of good pictures,
3. Veta Winick
Perspective -- 60 lines/35 characters

Approximately 50 liunes are still available on the last page. The VOTER
Committee would appreciate receiving prepared articles for consideration
for use in the remaining space. FPossible "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
Information re how TEF can best be utilized by local Leagues
S-LR article to clarify guidelines for local league activity
Membership article re "One Winnmer' in '71
Board Training Briefs (Mrs. Clusen's visit)

~N o B

September VOTER -~ Deadline August 1C Articles for the September VOTER
will be assigned at the June Board meeting., The suggested content includes
all of the above ‘‘goodies' 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)






T0: State Board Lé)

FROM: Flosie Wackerbarth Q’O/Q LWV of Texas
May 197~
RE: Publications - Local Program
Pre Board for June 1970

Decisions which will be required at the June Board meeting:
1. Shall we reprint HOW TO WRITE YOUR ELECTED OFFICIALS?
If so, how many? Shall we change the format?

2, Shall we reissue any other publications? Which ones?
How many shall we order?

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

4, Format of new Publications Catalogue.
The committee may also have some additional items to add.
INFO RMATION NEEDED:

Titles and brief descriptions of as many as possible of the new publications
planned far 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 recammendations. We do not want to include obsolete items. Veta: How
do we know how much of a supply of the various items is on hand? Will Ann be
able to furnish an estimate?

I have not been exactly inundated with communications fram 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 notebocks. 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 from 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.



LWV of Texas
Augugt 1970

"y

To: Program Chairmen

From: = Mrs. Ralph Bubis
Re: Program Procedures

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 {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 astericks 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. Copies of these should go to me and to

state office. Please make these at detailed as possible. For instance, if
you're planning a'.kit, what do you plan 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 7included
what has been promised to the lccal 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
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. MWe 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-sending articlos to local Leagues for
inclusion in their 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 picture 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 rced 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 generally 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 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.e place to. 1earn. ¢he €agts,

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,
incidentally, before you write. This will save the editor time later on.

You should be getting a detailed memo on publishing F&I from Eldise. 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 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 Tost in the shuffle, unless they'rc 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'11 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)



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 format), 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 ocutline 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 "pure" 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 1ike to take. Per-
haps you could spend a Tittle 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 1egis]ativé 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 committee 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-
Tature, deadline will probably be no later than the end of October.

Program Planning: The program chairmen make up the program core committee, which
1s 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

i ¥ b (continued)




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 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 Convention.

For convention, the program chairman in the past has been responsible for con-
vention workbook articles on what has been done on her item between conventions
(you'}1 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 files should contain copies of
what was done in the past. It is possible 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 to do these things in some form, so that you may plan accordingly.

0ff-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 should get a 1list of your committee,
including the VP and the president 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
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.

i T A N PR IS L R K
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Do you wish to increase, maintain, or cut State Program? Whateever %ouf
choice, how do you wish to accomplish it? Give specifics.

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-the-board information should a Tocal 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 August, 1976

67 East Madison St., Chicago 60603
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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?

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

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?

There has been suggestion that the League adopt a "sunset law" 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 1imit program if that is your desire? Other
suggestions?
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LEAGUE OF WOMEN VOTERS OF ILLINOIS Auqust, 1976

67 East Madison St., Chicago 60603

TO: Local League Presidents
Program Chairmen

/-) | T
: FROM: Doris Bernstein, Vice President
; Program and Action
PART I %@9&/
Dear Presidents: WMW

The President's Traininas have been completed, the calendars are set, the
year apportioned, the hard questijons have been posed, and we have a brief
respite until the real world starts rolling in on us.

(312) 236-0315

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

it was long.

it was too long.

it needed updating from time to time.

it needed winnowing.

it should stay diversified for member satisfaction.

it needed new items for member satisfaction.

it should be solidified.

it should not be discarded because we need our positions.
it was not understood by many members.

° ) a s o
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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 1imiting the number of State items.

It was clear that while the larger Leaaues did not experience the same crunch .
as_smaller.leagues, all of us needed help to cover program., Some of you have
already taken advantage of expertise in neiahboring Leaques 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 Leaqgue has a particularly good IR Com-
mittee with a good presentation 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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Program and Action Memo August, 1976 page 2

‘Even though Leagues, by and large, like to do their own study on items, particularly

consensus items, it is apparent that this is becoming a Tuxury 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 somethina that might help us all. Some of you asked the State
Board to act as a clearing house for sharinag the strengths of our local Leagues.
In this Convention year, let's see how and if we can come to grips with our
proaram by helping each other., By Convention time we will surely have some
answers to the hard questions about length, quality and effectiveness of Leagque
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 qood tidings.

# b kil



‘LEAGUE OF WOMEN VOTERS OF ILLINOIS

67 East Madison St., Chicago 60603 August, 1976

+ (312) 236-0315 TO: Local League Presidents

Program Chairmen

FROM: Doris Bernstein, Vice President
PART II ; Program and Action

At the Auqust 18 State Board meeting, we spent some time considering your
specific responses to the Hard Questions posed at the Presidents' Training.
A1l 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
these 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 Leadue 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. Y

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.,

G



+EAGUE OF WOMEN VOTERS OF ILLINOIS August, 1976
67 East Madison St., Chicago 60603

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 Leaques?

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

PLEASE USE OTHER SIDE IF NECESSARY.



May 28, 1973

Tos Barbara G. and Fumi S. ce

Res KEX Publishing
Froms Betty Anderson

S0

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 S6.

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 Z weeks? e
1 week Bl b
1 week F=ay
1 Z weekz = 2
2 weeks ' Q- s"
Qi 19
4 weeks
L A
2 weeks

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. If she knows early enough®, she can do her other

scheduling around it.



May 28, 1973

Tos Barbara.G., Fumi S.,; Linda A., Betty C., SO
From: Bettﬂ Anderson
Re: 1973-74 Budget, H. Educational Activities
I. IWV of Texas Education Fund
l. 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'1l check on that for sure. I am arbitrarily suggesting this
distribution for the balance--$1371.

TCR $500,00 (TCR also has $1500 wunder action)

VR 451,00 (all the study materials would be provided in
the first half of the biennium. VR also has
$200 under action)

FSG 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
He II. LWV of Tex. Program can also be used for
the new item) :

HR 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 TWV of Texasg and citizens
about election election laws



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.
Need for Project

A thorough citizen's review of the Texas Election Code has
not been undertaken since the IWV study in the early '60s.

In spite of a 1970 federal court order re voting registra-
tion procedures in Texas and subsequent passage of a votee
regigtration 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.

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

Januvary 1972--Distribution to local leagues, members and
citizens.

Voting Rights: Research and Publication Project Budget

Committee Expenses

- Face to Tace meeting?

Transportation 200,00
Meals 20,00
Resource materials 50,00
Telephone Calls 30.00

Leaders Guide

300 copies (approximately 12 pp.)
printing (includes cover) and
typing, 48 hours @ $8.00 per
hour 384,00

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.



IEAGUE OF WOMEN VOTERS OF TEXAS
DICKINSON PLAZA CENTER
DICKINSON, TEXAS 77539

DPM
June 1970

SUGGESTIONS FOR HANDLING PROGRAM WORKLOAD

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 Prog'r-am.

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 Program.

Plan the essential things you must do in covering these items. Select the things
that are basic and plan to cover them first. Add some of the other items if time
and womanpower permit,

Use your local VOTER, It is our only contact with every member, Take full
advantage of the opportunity it offers, Bring members up-to-date on items

that cannot be given meeting time. Include a short bibliography when necessary
- to allow members to do further reading if they wish to do so.

The State Board Chairman on natlonal Program mg,h't be asked to write an article
for use in local VOTERs.

Almost any local League has a few former leaders who would be willing to write
one article for the VOTIER if she were provided with current information,

Some local lLeagues 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
more freedom and gives members the opportunity to give direction and indicate
how much they want to do an an item.

Plan a spec:Lal kind of meeting such as a League Day or a WOI"kShOp in order to
cover a lot of Program in one day. If members know well in advance that such
a meeting is planned, they can make the necessary arrangements to attend.

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

A joint Program committee from two Leagues reascnably close together could cut ‘down
on womanpower and by combining forces, you could provide very worthwhile meetings.,

Encourage your members to buy League publications through local Subscription
Service, single copy purchase or you may be able in some 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 time to cover and ask them to give an occasicnal briefing to the
membership to bring them up~to-date.

(OVER)



Search for inter-relationship in items. Perhaps some local, state or national
items are in related fields so a chairman can be responsible for more than one
item,

Try the system of having somecne respansible 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.

Ilearn to identify the various types of material. Some materials are basie tools
for all members to read. Others are leadership tools intended for those prepared
to go into a subject more deeply. ILeaders 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 basic information.

You can have a good discussion meeting using only every-member material plus
provocative questions.

Explore the possibility of finding other individuals or .gmups with a similar
interest to work with you on a Program item. Could they help you present a
program cn a specific topic or could you arrange a joint program?

Keep Meaningful Meetings at your finger tips. Remind Program people to use it.
Adapt the suggestions to fit your own League. The central idea in this publi-
cation is that resource committees should present members with choices an
ordinary citizen can make,

Provide discussion time at all your meetings in order that members may feel
that they have participated.

‘Contact your state Board for help if you need it. Item Chairmen will help with
specific suggestions and members of the Organization Committee will help with
such things as calendar planning and training.

There has been growing recognition that small Leagues have particular areas

of cormsmn that need special attention. Comnittees have been working at the
natiocnal level and state Boards are begimning to come up with some answers.
Two major developments may prove useful to us as we consider the possibilities:

1) It is apparent that everyone rejects a solution which would
create second class Leagues doing cnly 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 communications. Talk to us at any time and any place. The
fresh ideas you come up with about-adapting Program, your evaluation-6f techniques
already well known to you, your successes and your special needs will be helpful
to us. These ideas can be shared with other lLeagues and can stimulate the
thinking at all levels to provide necessary skills to improve our Program
coverage.

R I R 3



IV of Texas
March 1973

To: Program Chairmen
From: Betty Anderson
Re: Program Procecdures

This is a general memo setting down some of the general procedures in working
with your program item. TFlexibility 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, ctc.)
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 anywvay .
Dream a little, be innovative--this will not be the final vord; it will be a
starting point.

These factors neced to be taken into consideration.

I. Timing Aspects II. Mechanics

a, Schedul%ng office work a. Communications network
Dates for local Leagues :

b. Publications b. Budget
How and when
VOTER stories

¢c. Action ¢. Off-board committees

~

I. a. Scheduling

November 15 was set as the tentative conscnsus 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 went 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 Leagucs expect to knov when materials will reach them, and we must make
every effort to be faithful to our provosed scheduling. So don't be overly
optimistic. It takes a long time for research, printing, and distribution.

B. Publications

Materials sept to the local Leagues may be in the form of
resource materials, every member material or action materials.
If you want a VOTER article, you must think months shéad 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 noints.

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

3. Determine what vproblems therc 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 Handboolk,

and (4) the Style Switch cxplained in the February 1973 State Board Revort,

under the VOTER report.

The item chairman, publications chairman, president, and program VP will
determine the number to run, color or no color, ete. 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 iay 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 committec 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 and sizes. Tirst 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 "'Action" folder which contains:

ACTION, 1972, LWV of US, Publication #161 )
Cuidelines for Local Leagues, Jan. 1972, LWV of Texas :
Anatomy of a hearing, LWV-EF publication #108, 1972

Memo, LWV of the US re: Criteria for choosing actifg prioritics, Jan. 2h . 1973.

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

TII. Mechanics
A. Communication Network

The ‘"carbon 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. Try to reply as promptly as humanly possible.
Your ecommittee is also included with a carben, as well as the
president of the local Leaguc if you are writing a local Leaguc
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
anywvay -- later.

B. Budget )

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



;) H. =Zducational 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, ete. which cannot be funded with
deductible money.

2. Action activities

Zach of the six program arcas has some
designated money.

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

C. Off-Board Committecs

ilost active items have found the importance of off-board committees. This

may have to be a committee vhere communication is by carbon routine. Depending
,j on the financial picture the next two years, there may be some money for

face-to~-face meetings. Otherwisc, consider getting together at Council or

having a regional committce.

e
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As presented by Bobette Higgins, LWV-T P.R. Vice-President LWV of Texas
F B “HeEnss April 16, 1976

State Board
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Administration
Public Relations

ISSUE: LEAGUE LEADERSHIP-~SURVIVAL OF THE FITTEST

At the national LWV convention in Atlanta some 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 some members that, while the league was a jewel of an organization, we were perhaps.
not all we could be. The attempt was aborted when the national President; Lucy Benson,
bamged her gavel smartly and ruled that this was an ‘impossibility since I.eague bylaws
stipulate that we confine our study to governmental issues. At this time, there is a
new movement in Leagues around the country for a League self-study, and this'time,
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 members, 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 re-evaluating League structure, most especially the
membership aspects. We have had at the state level this year a new committee called
Planning and Research, a loosely structured body which has, in fits and starts, attempted
to take a free and unencumbered loock at the Leaguwe, and to attempt to think and plan

new ways of doing things which might be an improvement over the old.

\Before we go into this subject any further, it is appropriate to @.\se for some baby- i }%
and bath water disclaimers. Because some League members feel it time we took an

bjective and dispassionate look at our own organization does not mean that the League ;
is not functioning well, is not growing, is not making significant contributions. ﬁy
Obviously, the League has much going for it. This is made extremely apparent by newer:
organizations who copy our structure, copy our terminology, copy our causes, both common
‘and uncommon. It is also surely obvious to all of you who, with all the demands on your

time and talents, and all of the new opportunities available to women and men 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 acknowledgement that there are straws in the wind
indicating that it is perhaps time for League members to examine our own needs, and -

those of the various levels of government, and to measure these needs against our organiza-
tional structure, with the same thorough, dispassicnate thoughtfulnees given to our

program studles. We need to determine if we are indeed growing, serving, and mat'l:erlng,

to the maximum extent.

Reports fram over the nation as well as the state indicate that there is reason for
concern. Leagues camplain’ of lack of womerpower.'to do all the things we attempt, of

not enough time;  of declingin membership, and 1ncrea81ng lack of memberpparticipation

in League activities. 'As an example, a local lLeague in Texas expressed great frustration
with the recent Administration of Justice consensus questions, saying that they had not
nearly enough time "to do them justice". This same criticism accompanies each 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 fime or inclination to accept responsibility for any
measure or type of League activity.



The Planning and Research ccmm.ttee on the state board determined that a look at
memberslup was in order. (This paper is largely a result of those free-wheeling
cammittee 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
come up with dogma. We offer 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 burn the
bylaws, but lcok with new eyes at old problems. ,

In c:onmdemng League membershlp, the following questions come. to mmd Wha't kind

of people are League members? Is the League keeping pace. with fast changes in the
lifestyle of wamen? 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 impossible for working people to effectively participate? Do League members
feel camnitted to the purposes 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 Wamen Voters is viewed in different ways by different pecple. We

are all fond of saying that the League is a grass roots organization, that :
the membership 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 from 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 members are
unable to identify board responsibilities and the people who chair them.) The

local League board 1tself while honestly believing in the member-directed concept,
in actual practice is so preoccupicd with e intricate structure and camplexities
of the League board actlwtlesmlgat the member, and the public we all say we serve,
are lost in the organizaticnal 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 or'ganlzatlon Probably all of these views are valid, depending on the
perspective from which the League is seen.

There 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 meet changing needs?

Some sober thought needs to be given to the way we work. Do we ask so much of
provisicnal 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 fOI'bld put up barriers

of study, structure and restrictive procedures, so that only mtellectual masochists
feel comfortable in our midst? Are these the reasons why we are not attracting ; large
numbers of new members, and new lLeagues? :

If we can fearlessly examine go§emrental issues, we should also be alle to give
ourselves an equally fearless look. Here is what we m:l.ght 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 'tr::.urrph CLEias:
really?) Or other large city Leagues who lose fifty members in a year, and are anxious.
Smaller leagues who feel constantly inadequate because they cammot cope with all of the

Rl R
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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,

we 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 community by taking some controversial action. League board members who spend time

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

Now, let's have a look at League activities at the local level as these are frequently
carried out, and see how these might affect membexshlp In the program area,-there may
be fifteen or more 1tems for study and/or action, with as many committees respons:.ble
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 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.

Now let us look at possible structural changes and procedural arrangements which might
alleviate problems and serve menbers better. Do 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, cne at the national level, and one at the local
level?

Having bravely wiped out dozens of pet program items, let us now lock at the unit
structure. The old endless study/action cycle, which seldom leaves much time for
action (because having studied and reached consensus we FEEL we have ACTED, when

indeed we have not) could perhaps be replaced by a module method. One (or more)

modules could continue to function exactly as the old units. Other goal oriented,
Jroject oriented modules with single specific purposes could be alternative or -
concomitant activities, depending on how much time a member wished to give to league,
and depending on member interest. Such modules 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 evnironmental coalition. Or to develop a literacy program-
WHATEVER COMMUNITY NEEDS AND MEMBER . INTEREST AND LEAGUE GUIDELINES DEEM APPROPRIATE.
Modules would self-destruct at the completion 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 accomplish, or to limit itself to only a few. THE MOST IMPORTANT FACTOR OF THIS
PROCESS WOULD BE THE ACCEPTANCE, WITHOUT GUILD, OF THE LIMITATIONS OF TIME AND STAMINA.
AND THE EQUALLY IMPORTANT FACTOR OF SINGLE PURPOSE ACTIVITIES WHICH WOULD ALLOW AND
ENCOURAGE ACTION. NOT FRAGMENT AND DIFFUSE ACTION, TILL NO VICTORIES WERE POSSIBLE.

There are obvicus faults with such a program, and obviocus 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 organizational 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 gramework program and activity modules according to the needs of the

SR



communities and the interests and capacities of the ﬁiémbers —~then League structure can
became the carefully designed and meaningfully exc:.t:mg organization: which: w1ll be
able to welcome to its mldst all of those members whose needs we are not now serv:mg

T_eague member's ave fond of saymg 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. lLet us consider and
evaluate this new need and respons appropriately and fearlessly—-‘that gl truly,

"the League way." .

L
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CONSENSUS AlID THE STATE BQARD

I CONSENSUS

A. Uhat is the nature and purposc of Consensus questions in the League of
Homen Voters?

1. Concerted League action requires members to be pointed in the same direction
and to arrive at a genecrally accepted point of view at the same tinme.

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

3. There should be a relationship between the resource material used and the
questions asked. The total number should be manageable.

L. The questions should lead to ACTION.

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

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

IT CONSENSUS BEGINS AT CONVENTION

We adopt focus for an item when wec adopt the item itself. Of course, under the
single list, state boards also have the option of suggesting further study and
consensus on state and national items.

IIT STATE PROGRAM COMIITTELS BEGIN IMMEDIATELY AFTER CONVENTION

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

1V PROGRAM CHATRIMEN PRESENT PLANS TOR THE YEAR AT THE MAY BOARD MEETING

The board considers these rccommendations and comes up with a study and consgnsus
plan. (The bgerd will want to look at all prosram items in the light of woman-
pover, financing, potential for action, directions from the members, etc.)
Deadlines for consensus and for mailing materials to local Leagues arc set.

V__ LOCAL LEAGUES WILL BE NOTIFIED ABOUT PROGRAN FOR THZ YEAR

In the May State Board Revort, local Leagues are told plans for each item.
Consensus deadlines and deadlines to receive materials are put into the State
Board Report and the "Guide to Local Leaguc Calendar Making." Zvery member
will receive details about the new state program in the next issue of the VOTER,



VI RESEARCH BEGIIS

Committees will want to begin research by asking themselves, 'What 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 mcmber material, VOTER articles, and leadership guides.
As research is conducted, the gencral consensus areas will nced to be kept
in mind.

VII CONSENSUS QUESTIONS ARE DRAFTED

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

1. Consensus aquestions should, in most cases, call for broad
objectives and not be tied to specific pieces of legislation
or specific situations. Specific questions sometimes box
in League action on future issues.

2. They should be as unbiased and freec from emotion as mossible.

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

k. It should be possiblc to answer the questions on the basis of
materials prepared by the state board.

5. TFuture action should be considered.

VIII THEZE 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. When will the

board need to make the decision on the question? Lvery board member should fecl
the responsibility toward carceful consideration of the questions.

IX CONSLKHSUS QUESTIONS AND MATERIALS ARE SENT TO LOCAL LEAGUES

There are two schools of thought about when consensus questions should be
sent to local Leagues. Some local chairmen find it helpful to}hayéﬁthe
guestions and the materials arrive together. This helps them know where

the item is heading, so that they may pian accordingly. The other school
says that it is desirable to have local resource chairmen reccive materials,
react to it, and help the state chairman idcntify the questions. Perhaps

it depends on the item. Some items are more specific, and the questions to:
be answered are obwvious. In this casc, 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 REACH CONSENSUS ATD REPORT 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.

e



Consensus and the State Board (continucd)

The office should be given as much time as possible to type and mimeograph,
and mail it. Fach local League should receive four renort forms--one for
their 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 CHATRMAN EVALUATES THE CONSENSUS.

In order to determine new consensus positions, the state board needs to have
certain information. They nced to know how many and which Leagues participated
in the conscnsus (scheduled meetings, rceported on time, reported late) and
how many members, approximately, took part. The chairman will want to collate
official consensus revnorts and drav up a series of simple topical statements.
These should reflect agreement among League members. The number of Leagues
which favored each position should accompany each statement. For instance,
under the VR item, one of the statements might recad, "Voter registration
should be open year-round."” 28 Leagues, yes:; 1 League no; 6 Leagues no
opinion. (This would add up to only 35 Leagues, since some Leagues might

not report and provisional Leagues arc not counted.)

XII EVALUATION IS SEIT TO THE PROGRAYM COMMITTEE ALONG WITH SUGGESTED CONSEISUS
WORDING

The committee looks at these recommendations and helps the chairman formulate
consensus statements to present to the board. This is as much a responsibility
of the committee as it is of the chairman.

XTIT STATE BOARD RECEIVES EVATLUATIONS AND SUGGESTED CONSENSUS WORDING

o consensus statement is released until it is approved by the state board.

XIV LOCAL LEAGUES RuCLIVE NEY CONSENSUS POSITIONS

Statement should be short and general. A morc detailed explanation should be
available to local Boards. Public Relations aspects of new positions should
be explored with PR VP and committec and board. State Board Report, VOTER,
separate mailings., news releases may be used.

XV CHATRMAN, COMIITTEE, STATE BOARD, LOCAL LoAGUES PREPARE FOR ACTION

National item chairmen may want to present plans to the board either to piggy-
back national studies or do state-related studies. The procedure for this is
the same as for state items, excent that on viggy-backing, we should ask that
only one cony of their national cconsensus be mailed to state office.



Organization Handbook
LWV of Texas

OUTLOOK FOR WORK

Local Program

The local League is responsible for all work connected with local Program in-
cluding choice of the item, research, publication, presentation and action. An
invaluable and often neglected tool is the OUTLONK 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 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. The Board accents
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 simplifies committee and Board responsibility and assures a
meaningful experience for members as they work on the item.

BT
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SUGGESTED GENERAL PROCEDURES FOR“LWV"PROGRAMJCHAIRMANK

Basic reading to help with program planning, study and. action'L

‘1. Iocal League Handbook. You should be familiar with the. entire book .

jf%pp.:ee ~-38 and p.51. are particularly pertinent.

2. Meaningful Meetings

3.-,Pagee:irom“tne,organi;ation hendbook,HFUNfDQ-MENTALS..IMVeTexas March 1969
L. Toeal Policy Sheet. . " S0 e :
5. Local Procedure Sheet

6:i'Encer§te.from:Mrs.fClusen’s eteech.on_Consensus,,Sept. 29, 1968,

,GET ACQUAINTED WITH YOUR SUBJECT
If you are chairing a program alresdy under way you will receive files from

the previous chairman (you may have been a ‘committee member and are familiar

with the subject. ) Familiarize yourself with the general contents of the files.
This is well worth’ your time; otherwise your committee may spend valuable time

. and’ effort looking for something you' already have. You will also get a clearer

" {idea of what has been done and what direction you should teke.

.If you are beginning a new program you will start receiving material from the

state or national League offices (if it 1s a local item you will have to develop

' Jour ovn) In the meantime save all revelent news stories, magazine articles,

etc. CLIP CLIP CLIP (good jdea to paste on paper with subject headings so

you can easily refer to all these clippings.

Keep your files current. You may ‘wish to’ _rearrange them according to your in-
dividual method of working. You may also ‘trish you had majored in filing instead
of History. Although record keeping may be the bane of your existence, it helps
others who follow you, helps formulate new: program ideas, and gives a history
of the Ieague's work. in your area, 8o please:

‘, 1. Save all the Unit and Discuesion Leaders' forms iin el file for yourself and

‘a duplicate for the file in the Office.

2. Both files should also contain your Outlook for Work, your bibliography
(you'll meke your own if you have a local item; state and national usually
send a suggested one) of all resource material used (if possible), of all
material sent in the Bulletin or on Sdbscription Service to members, ~con-

~ sensus questions ‘and Bnswers.

3. In addition, the Office file should contain each Unit's consensus report

; forms with answers.

L, Be sure all consensus questions go in the Bulletin before your meeting, and

~all answers in the Bulletin after Board approval. (If you have a state or
‘national item, make clear that this is onlv our League s opinion or sense
of the meeting.)

5. In January or February you will receive instructions for making an Annual
Report. This i simply 8 record of your activities and accomplishments
“for the year.

1
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GETTING YOUR RESQURCE CCMMITTEE

Work very closely with the Membership Chairmen, .and Interest File Chairmanj;
they will provide. you with names of those. who heve indicated an ‘interest in
the subject. Of course, 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.

CCMMITTEE MEETINGS

You will find that-you need to meet at least :onee a month. Many .chairmen

prefer a regular meeting day and time. One effective way to begin is to assign
reading or other research to committee members. Ask for brief vritsen reports:
and allow time for committee discussion. Iater this material can be incorporated
in your background briefing material. :

Work with the Board to determine ‘what kind and how many meetings you are re-

- spomsible 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: ; Onistate and‘national'items._you will be receiving

.copies of publications intended for membership study, plus Leaders' Guides.

Order sufficient copies for committee members immediately through Publications
Chairman. Also, check with the President and Program Vice-President on amount
of money budgeted for committee research. Submit itenized. vouchers with receipts

' to Treasurer: (Check with the Program Vice-President before ordering any of

these materials for your committee: to be sure the money is available.

- Use supplementary materials. Interview 1ocal officials (clear first with Presi-

dent). Write other ILeagues or interested organizations. Consider use of
university as well as the public libraries. ' Invite informed persons to meet
with the committee to give you spe01alized 1nformation or general background.

* £ T ¢ I‘
PLANNING YOUR MEETINGS :
At least two months in advance you should develop 8. general plan for your
series of meetings, including proposed, speakers, publications to be used, any
special type of presentation (Outlock for Work). Plans should be worked out
in committee with chairman teking initiative. Then present plans to the Board
for approval (usually no problem as long as the plan is semi-reasonable)

‘ Requests for publicatmons for qubscription Servmce mailings should be submitted

to the Board as soon gs feasible. Check with the President and Publications

Chairman on ouantitv.

Contact-speakers. Letter usually goes out over signature of President along
with yours. (Use the Office return address; make sure adeguate coples are on
file, and copies 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, etec.).
Public Relations Chairman is in charge of publicizing the meeting in the
community.

=0
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_ MATERIAL FOR THE BULLETIN
- Prepare brief articles for the Bulletin two or three months prior to your
‘program. You might' include ‘a ‘brief bibliography, current related nevs,

and other "tidbits" to stimulbte interest. (If your item does not have a
program this year, contact with the members through the Bulletin is especially

”important.) Alvays inform the Bulletin Editor of your committee meeting
dates. Likewiée,,inform the President and the Office.

In the local Bulletin just prior to your program series, provide materigl

* covering all pertinent’ details on ‘speaker, time, place, etec.. Also, include

some background material for Unit discussion. It is helpful to include major
discussion areas and provacatlve questions if not a consensus Unit (then you —~
provide the consensus. questions)

BRIEFING :

A briefing meeting 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 addltional background information, and to focus material so that all
Units are at dleast talking about the same general questions.

It is your responsibility to prov1de from your committee a resource person

for each Unit. Because you know your. material well (but others may not), please

try to follow these procedures:

1.0 0n your printed instructions to di5cussion leaders ALWAYS state the
PURPOSE. of the Unit.

2. Make sure the discussion questions and/or consensus questions follow the
purpose.

3. In forming questions, remember the purpose is to stimulate discussion;
therefore, they ‘should be provacative, designed to lead from one subject
logically into the next, and not answerable by a simple yes or no. b

L. At the conclusion of the meeting, the purpose or point of discussion

>7(whether an information—giving Unit, or one which directly leads to action)

‘ should be olearly understood by all members. Use of a member as a RECORLDER
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, discussion and/or consensus questions
were on poster board in each Unit. Any audio-visual material is excellent.

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

~Unit meetings). Compile e report, by your committee, on areas of agreement,
% disagreement ‘and questions raised. Make every effort to get answers to the

questions raised.

'REPORTING TO THE BOARD ; S
~“Plan to make a monthly report in writing to the Board. Don't let this be too
~ burdensome . The Board is not interested in details, but simply needs to be in-
“'formed of plans, recommendations, activities. Ask for general direction, but

make your own administrative decislons.
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Your Board report on your.Program Units will be more comprehensive than your
routine monthly reports. (Whenever you have reached consensus you also should
have ready at the Board MEeting an article for the Bulletln ) Py

I.  IETTERS ;
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 Office,; and (2) lettere requesting speakers, comprehensive questionnaires,
or explanation of League Program and.or position. - This second category should

- .go out over the President's signature (youmimay also be included). 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 case of action,

- for the Legislative Chairman's; file. i ) .

There is absolutely no intent to .censor your correspondence. We have found
that this is the best system to keep the President informed. Remember, she is

the League's official spokesman.

TIME FOR ACTION: On answering TFA, check wrth the Ieglslative Chairman.

She has files on all our elected officials and keeps tips on effective lobbying.
She is the action expert, use her. Requests for local actlon campaigns should
be discussed with the Legislative Chagirman and the President, then by the Board
as a whole to coordinate gll efforts. ;

J. OFFICE . |
You should visit the offlce at least tW1ce a month to explore the files on
your program and check other miscellaneous material kept there, .

K. PUBLIC RELATIONS AND SPEAKERS BUREAU - .
Any ideas for newspaper coverage, radio and TV progrems or other public appear-
ances should be cleared through the President and P.R. Chairman. (except Speaker's
Bureau requests. These, if made directly to you,should be given to the
Speaker's Bureau Chairman for her records.)

L. TFINANCE
Raising funds is a total Board responsibility. In- addition, Off-Beard Chairmen
are called upon for fund raising. - Even though, you may be our busiest members,
you are also our best informed and therefore our best salesmen.-

M. OBSERVERS CORPS
This group observes school board meetings, Commlssioners Court City Couneil,
and H-GAC meetings regularly. A good liason with the Observer Corps Chairman
can give you up-to=-date information on ecurrent items, new approaches to old
items, and ideas for future areas of program studies.

ABOVE ALL: HAVE FUN, The League s purpose is to generate enthusiasm and interest
among citizens in their government. . Their concern with issues which government can
solve magkes for a more responsive democracy. If you are involved and enjoying it,
it will be contagious to all who come in contact with you.

T-T0 35 =l
Watterworth
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PLANNING PROGRAM: FROM CHOICE THROUGH ACTION

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

Cn 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 Leagus's program. It out-
lines how Leagues can selecl Prcgrem 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. The choices of studies
that members make for their program are themselves a sign of "congensus"; that is,
by choosing any given issue, members are ssaying,

"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," or

"We have agreed on the nature of the problem, we have agreed on the general
nature of the solution we beliesve is bestj;--in short, we have coasensus; nov ve
must figure out how to act--how to translate our earefully considered convietion:
into reality."

Hopefully this Committee Guide will give ideas sbout how to move each part of
your program to 1ts sucecessiul next step. ©State Leagues provide excellent aids in
State program making. For both local and state program making, see the LEADERS
GUIDE, NATIONAT, PRCGRAM MAKING, August 1969, #356, 50#, or the League cof Women Voters
of Iowa's '"Choosing Program" on Vertical Program, published Cctober 1970.

Involving members early.

Leagues which find ways to involve members very early in the program-making
process are setting the stage for a good Ieague year. They are ingenious in finding
ways to get member suggestions about possible topies for study:. They don't depend
solely on the usual unit discussions. Many Leagues use the Bulletin to stimulate
thinking about the community--a "Iively Issues" approach. Some Ieagues ask several
members to write Bulletin copy, each deseribing a different loeal "lively issue"
TThese members, stimulated by this exerecise, enliven program-meking discussions at
unit and annusl meetings.
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The League of Women Voters of Illinois announced a Think Tank Day. It invited
any member to come on that Day to the state League office to brainstorm on state )
program. The results appeared in the pre-program-meking 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, wembers
should explore ideas not semantics. This discussion will reveal what it is that
members want to examine sbout an issue. The final working as the Board presents it
ghould define the proposed study.

Word the program carefully.

If you are to be the resource committee chairmen, 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
Springfield" allows consideration of all aspects--facilities, administration,
finaneing, the programs. On the other hand, 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, extrag=-curricular
activities, special education. If a title lighs 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 convention. 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 diseussion, and possible prospects for actlon.

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=
gibility. 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 committees

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 spotb
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 way ask a member to partici-
pate in the local study and represent "her unit." ;

A member is more likely to join the committee if she feels that there is a
special interest in her talents. "I (or Mrs. Jones, who reported it to me) was
impressed with what you said during program-making time about the parks in Madison.
We'd 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." Recruiting through the bulletin is not likely
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 and talking to
governmental officials to complete our parks committee" (or whatever talent you think
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 clipping file or read and
annotate references. Mrs. Peters, who teaches school, may be able to attend com-
mittee meetings only in the evening. A skillful chairman will work out a jigsaw of
assigoments, personnel and meetings to get the Jjob 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 explore or
some people to see. At the next meeting everyone will have something to ccntribute.

A chalrman needs to listen carefully, to lead these first few meetings 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. Sueh attention to
people fosters an esprit de corps.

On the other hand, although an orderly outline for a committee meeting is neces-
sary, a chalrman who is inflexible, who is distressed if commitee members introduce
ideas not outlined in the agenda, turns people off. OShe may lose her committee; she
will ecertainly 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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PLANNING THE DISCUSSION MEETINGS

The committee for a given study directs its efforts toward finding all the in-
formstion possible; sifting out what the member needs to know, in order to ?iscuss
alternatives; putting together as objeetively 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 Ieague-~to know as much as it does about the issue.

CONTROL THE URGE to tell everything, explain everything. In preparation for unit
discussbons, 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 tell 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, s

The purposes of & unit discussion are to bring out an exchange of idegs, to hone
the gharp edges of differences, to allow areas of agrevment 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 citizens a subject that matters. If they are overpowered with
detail, members will leave the meeting impressed-~but inhibited about their own
abllity 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 g discussion leader from vutside the comittee, if you can. A skilled dis-
cussion leader can help the committee design questiuns that activate dialog. And
the way you put questions mskes a great difference. 3

For example, if you ask, "How many acres of park land do we have in Hartford?"
you have probebly killed all discussion. It is unlikely that anyuvne knows the
answer, therefore the committee both asks and answers the questions--and the other
members become passive listeners to the experts. But "Do you think we have the
proper park facilities to supply the recreation needs of the children in Jur com-
munity?" may get the discussion off and running. The committee will, of course,
serve as a resource nuw and then, to answer a factual question raised in the dis-
cussion or to correct (tactfully, of course) major misstatements,

Iearn 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 not made an im=-
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 recreatlon areas is indicated. Pick 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 aresas in which agreement has taken place, without a direct question to
elieit it. The discussion leader will recapitulate, as she goes along, these 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 arcas
of agreement should be carefully recorded., They may differ among the units. But
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 the disecussion evolves
is an indispensable tool for the discussion leaderj-=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 glven
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 initisl 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 committee has intensively studied
the problems, has a reasonable knowledge of in what arsas within the study agree=-
ment is possible and what kinds of action may be foreseeable,

The positbon should be one on which the I~ague can act effectively. Therefore
the questions should elicit an expression of agrecment on general concepts, not
specifics, yet not so bland or general as to be of little value for the board as it
considers how to act.

For example, if the study relates to special services in the schools, consensus
that the schcols ghould provide more such servieces is not very useful. Cn the other
hend, agreement that school (a) should have an additional counselor, school (b) an
addlitional librarian, ete., ties the hands of the Ieague should attendancé districts
be changed or pupils transferred, More useful would be agreement on kinds cf serwices
vices, kinds of programs, general areas of need, kinds of determinations for how
services ghould be allocated. Then the League 1s in & position to offer ccnstruetive
testimony, to select alternatives when actual options come before the communitys. .

Anslyze consensus reportsg.

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 identieal, there may be discernible basic areas of
agreement with some disagrecment on specifics or tangential areas. The commnittee
phrases what it thinks the members have said and drafts both a simple support (or
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‘Gpposition) statement (if there is enough agreement to warrant) and the longer
statement of position. It presents to the board these tentative drafts and its )
_ evidence from the consensus 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 in 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 worling based on their éxperience and on answers the com=
mittee chairman provides for questions they may ask. .

_ For‘example, following a study of libraries, members have agreed that: a new
building is needed in a central location; services, 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 hospitals, and other institutions; and the book collection
should be much increased. ' i '

The simple support position could read: Support of & new central library and
expanded library services. '

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

Statement of Posgitlon.

The members of the league of Women Voters of Brookfield believe that .
e 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
bookmobiles so that access to library books is in walking distance of
“any resident.

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

In order to provide reading material for all people in Brookfield,
the library should arrange for lending books on an adequate basis

to the schools, to people in hospitais, jails, and institutions, so
“that no one able to read is denied access to books in the public
dilbrarys : |

Both the rationale--that the public library is for everyone and therefore its
books should be asccessible to all--and some of the specifics are included. Yet the
wording does not set the number of books, the specific places that branches or main
library should be, nor the exact methods of serving institutions. The Board has
room to maneuver, to aect in support of or opposition to specifie proposals.

'TAKING ACTION

' Involve members early. T ' : \

: Leagues generate éonsiderdble'enfhusiasm auring the study Qna consensuse
reaching process because members have had opportunities for input, for taking part
in decision making. Tcooften, between the time consensus is reached and the Board



IMV of Texas
March 1973

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

This is a general memo setting down some of the general proccdures 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 dstes (consensus deadlines,
availability of study materials, publications deadlines, VOTER story dates, ctc.)
before Convention it would be most helpful. Assume vour 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.

These factors need to be taken into consideration.

I. Timing Aspects IT. Hechanics
a. Scheduling office work a. Communications nctwork

Dates for local Leagues

b. Publications b. Budget
How and when
VOTER stories'

e. Aectien c. Off-board committees

A R 1 Scheduling

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 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 expect 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
esource materials, every member material or action materials.
fIf you want a VOTER article, you must think months ahead in
{(order to get board approval and meet printing deadlincs.

ity
ot

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. Make every attempt to make the length of pro/vs.
length of con as equal in length as wossible,

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 Switch cxplained in the February 1973 State Board Revort,
under the VOTER report.

The item chairman, publications chairman, president, and program VP will
determine the number to run, color or no color, ete. Pricing will depend
on printing costs. You will want to mimecograph 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 May Board meeting.

¢. Action

Plans for action come from the chairman and the committee to the Board as
recommendations. Implementation is ur to the chairman and her committee with
the help of the president and vice presidents. ILocal Leagues will srant 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 and sizes. First of all, reread op. 34-38 in the
Local League Handbool and the nrogram section in the State Board Handbook. In
addition, I suggest you make an "Action" folder which contains:

ACTION, 1972, LWV of US, Publication #161

Guidelines for lLocal Leagues, Jan. 1972, LWV of Texas
Anatomy of a hearing, LWV-EF publication #108, 1972
Memo, LWV of the US re: Criteria for choosing actiga prioritics, Jan. 2h, 19?3.

The legislative executive committee is composed of the state president, é;%§?Q29x>)]

legislative director, program VP and Iegistative-projeets—direetor-makes’ 7 Y

decisions on immediate legislative action after the board has set the priorities.
II. Hechanics
A, Communication Network

The “carbon 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. Ineclude the state office and program
VP in all mailings. Try to reply as promptly as humanly possible.
Your comuittee is also included with a carbon, as well as the
president of the local League 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 recports since they will be receiving them
anyway -~ later.

B. Budget

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



Bducational Activities

dbe

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.)

Position Support

162

Publications

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

Action activities
Fach 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 cyenings or weekends.

C.

Off-Board Committecs

face-to-face mecetings.
having a regional committce.

Most active items have found the importance of off-board committees.
may have to be a committee where communication is by carbon routine.

This
Depending

on the financial picture the next two years, therc may be some money for
Otherwise, consider getting together at Council or
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This handbook was prepared for use by community action staff
in assisting community groups. Earlier versions have been used by
other staff and by wembers of Neighborhood Advisory Committees.
‘The general respouse 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 have organized blocks and worked in
neighborhood centers are aware of the problems as well as the
advantages of "maximum feasible participation' of 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 participation as members of formal committees and
organizations.

During the past eight months we have had the privilege of
respouding to requests for the Handbook from all fifty states and
the Virgin Islands. In every case, and at present, we would appre-
ciate comments and suggestions. Many past suggestions have been
—~incorporated 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 momentum and creativity to community programs. We
would like to see greater involvement by people for whom these pro-
grams have been designed. Iun fact, we believe that without poor
people gaining greater control through new skills, the progirans
would border on being ineffective.

Porhaps this material can contribute to the effective influence
of poor people in policy-making bodies.
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We are indebftad to the AFL-CIO Department
of Education whose publication How To Run
a Union Meeting served as a basis for this
Handbook.

Thanks are also due to those who were good
enough to seund us their suggestions for im-
proving our last edition.
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< i GROUP PARTICIPATION

Participation is very iwportant 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 Haudbook,
ask yourself:

AnpiSalicood partiicipant ... or .S a¥bad parkicipant?

Doadawrin

suggest new ideas [ | or sit and listen? Pl
ask questions ] or act afraid to ask ques- [:]

tions, fear:beéing
wrong even though I
don't understand?

tell what I kunow [:] or never give an opinion [:]

about a topic or leentribute to dis-
cussions?

speak up and give [j- or remain silent? [:]

‘opinions

focus the group [:] or wait for others to do it,
letting the group stray off
the topic?

understand the goals or constantly stray off the [:j

of the meeting and topic and avoid respon-

direct my words il sibility for directing

toward them discussion?

question the common or accept and agree to []

sense and logic of everything without

discussions : question?

assist in setting or prefer to be waited [:]

up for meetings i) on?

encourage the group[™|" or criticize all efforts =

and achievements of the
group, acting like the

« o group,isn't doing any-
thing?
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push the group to
work on meaningful
issues

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

show flexibility
and willingness to
compromise

help others to
participate

i

stay satisfied with
busy -work?

allow frictioun and ill-
feeling to develop
within the group?

act argumentative
not giving in even
for the salie of the
group?

dominate or allow
others to dominate
the group?

Page - L4
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Why Have '""Rules' at Meetings?

A,

Every time beople 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.

Written or ”formal” rules help people to work
together better, when the things we have to do
get more confusing.

Meetings are gatherings where many people come
together to learn, give, get, or share something .
We all have different thoughts, feelings, infor-
mation, and interests. If we could not agree on
rules to guide us, it would be very hard for
people to work together at meetings and to bene-
fit from their differences.

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 themszlves freely.

Rules should not prevent the group from bringing

out ideas and making decisions. If meeting rules

nold down the group, the rules should be changed.
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F. All of the rules may be found in detail in Robert's

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

Benry Martyn, Rules of Order, Scott Foresman and

Co, Glenview, Illinois 1951. Library number 328.1
R641a3

Government section.)

Basic Principles

1. One subject is discussed at a time.

2. Each proposal should be freely debatedlwith
meaningful discussion.

3. Majority opinion is sought, but the wminority
should have the right to present its case.

L. Each member has equal rights and responsi-
bilities.

5. The wmeeting should move along at a rate satis-

fying to the entire group.

What Makes a Good Meeting? You know you are having

A.

B
C.
D

good meetings when-

the group's goals are advanced;

attendance is regular;

the interests of individual members are furthered;

common values and good feéling for one another

are developed.

ITI. What Officers Can Do to Improve the Meeting.

A.

B.

Start on time.
End on time (Committees can handle details of issues,

Reports should be prepared in advance.)

P AT AR e NP 0 Y Y VGRS o ki e 5 3
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C. Plan the wmeeting.

D. Keep the meeting moving. After a brief discussion,
the chairman should ask for a motion. Learn how to
cut people short; be fair, be courteous, and be brief.

E. Check with the membership. Ask from time to time
whether they want to change the meeting time, date,
or place. Discuss with them what they want from
their meetings.

What Members Can Do to Imprové the Meeting.

. Know the rules of meeting.

Debate the issues, not the persons who present them.
Address the chairman and get recognition before talking.
. Ask for information if you are in doubt.

Speak up if you have something to say on an issue.

sl el el g

Assume your share 'of responsibility for action decided
upon by group. (Don't talk "action' and then do nothing!)
G. Keep yourself informed.

Plan the Meeting.

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 AGENDA

Call to Order (Song or Prayer, optional)
Roll call of officers or attendance (optional)
Minutes of last weeting.

W N =
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L. Reports; |
a) Report of Executive Board or Committee |
b) Report of Financial Secretary or Treasurer :
c) Committee Reports :

5. Correspondence

6. O0ld Business E
7. New Business g
8. Announcements i
9. Adjourn. |
B

A great deal can be accomplished with'tommon 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." i
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.) £

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 constitufion and by-laws: of the
group and understands the group's relationship to ‘ i
other organizations; {

C. fair and courteous.

The Chairman should:

A. keep 4he meeting moving, keep speakers on the subject;
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.- see that members understand what is going on, which

rules apply; andiwhy.t (Ask  Wilishthiis clearz?ii Do

we all understand this?" etc.)

allow a full discussion so that people are clear about

the issues. (Always repeat the motion before a vote

is taken.)

protect the winority. (Allow someone to speak for

the motion, then alternate with someone against it),

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 policy 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 after

fair and appropriate discussion. The chairman's

Jjob is to help the group reach the decision that

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

e The Vice- Chairwan:

A. substitutes for the chairman when he is absent from

3 . L. khe chaie:

L B. occasionally serves as coordinator of committee
activities;

C. generally assists the chairman, as directed.

[ RS Role of the Recording Secretary

The Recording Secretary:
A. takes minutes of the meeting; prepares them for
presentation;
B. “helps the chairman follow the agenda; records and
S reads the motions when needed;
C. records all votes taken at the meeting and summarizes
all reports in brief but exact wording.

Guide to Writing Minutes

1) Keep minutes in a permanent book.
?2) Leave enough space .on sides and between lines for
_ corrections.

L 3) Always include:

a. name of group

b. kind of meeting (regular, special, etc.)
c. time, date, aund place of meeting

d. name of presiding officer

e. name of secretary

£f. 1if a small group, the names of those present
L) -Record all business briefly and without personal
comment .
5) Record motions in full and include:
a. the name of the maker of the motion
b. the motion itself
c. the action taken
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d. Example: "Mr. Shriver moved that dues be
raised from $.25 to $.50 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't be able to, anyway.)

9) Write minutes soon after the meeting at which
you took your notes<

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

Role of the Corresponding Secretary

The Corresponding Secretary:

A.
B

G

prepares all correspondence for the group;
sees to it that all notices of meetings and all
appropriate messages reach members;

keeps file of all correspondence received.

Role of the Treasurer

A.

(075

keeps accurate records; explains finances to members
of the organization and, at least once a year,
presents a financial statement to membership;
reads the record of expenditures for approval at

appropriate meetings;

make use of visual aids where possible.

Committees and Their Reports

A.

Types: Standing Committee - continues from year to

year. Special Committee - appointed or elected to

handle specific assignments.

12
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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 activities.

Committees may be established to deai with special areas
of concern of the organization: housing, employment,
welfare, etc.

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 chairman. The committee should
elect a secretary; if 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 are made on time.

3. There is an advantage to having a committee deal with
specific problems. The informality of a small com-
mittee makes it possible for the issue to be discussed
thoroughly.

Preparing and Presenting Committee Reports

. 1. A report should be as short aund as interesting as

possible; it is usually given by the committee chairman.
Minutes of the Executive Committee should be submitted

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

a) Names of members of the committee

b) Main activities -~ what the committee is doing

c) Problems and why - successes and why

d) Specific actions recommended by the committee

e) Summary

Acting on Committee Reports

Acceptance is usually shown by a vote which signifies

approval of the report and also adopts its recommendatiouns.

(Unanimous consent may be used)

55

If a report includes several suggestions or recom-
mendations for action, acceptance or rejection
should be handled .one point at a time.

Specific recommendations made by a committee may

be amended before acceptance.

Minority Reports

I

If members of a committee disagree, a minority may
oppose adoption of the report or may submit a minority

report; usually, the membership should hear the

minority report.
The wembership should act on the report of the majority

unless a motion is passed to substitute the minority

report. If such a motion is passed, discussion

proceeds on the minority report. But if the motion is

defeated, the membership acts on the majority report.
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XIII.Basic Rules of Order - How Ideas and Words get Action

A. . How Motions are Made

152

Members address the chair as '""Mr. Chairman'" or
"Madam Chairman'. No.members should speak unless
recognized-by the chairman. (Remember, we are
talking about "formal' meetings!)

An example of a wmotion: '"Mr. Chairman, I move
that we give the Mayor a copy of our report on
employment in city government."

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 employmeunt in

city government."

B. Amendments or Substitute Motions

s

During the discussion, the motion may be unclear

or lack general acceptance by the group. At thié
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 before
the vote is taken.)

Amendments 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



e

Page - 16

call to his attentiéh 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; " Amendments may
add, substract or substitute words. ~Amendments

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.
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 actions fully even if it must delay voting on

the motion. People change their minds and questions
get clarified during a good discussion.

The group should 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 Welfare and Health Departments should be
opened to persouns 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 wade.
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S A éubstitute motion can ;éplace 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 be amended just as though it were the
original motion.

6. An amendment to an amendment can only be made once

| and it requires a second. (It would be more helpful
to offer a substitute motion when the point is reached
where amendments are being offered to amendments.)
After an amendment is seconded, the discussion must
take place on the amendment to the amendment. Amend-
ments to amendments, and amendments to the motion
must be debated and voted upon step by step in that
order. (There 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 up with a substitute motion that will be
less confusing to the group.

XIV. Voting :

A. The chairman should read the motion before the actual
vote; he then must say '"Are you ready for the question?"
or: *“Iis there anyNepposlticn to taking a vokter SIE
no one speaks, a vote should be taken.

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

favor of "thistmotion say 'aye'. IheSopposed,Bnot i
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If passed, the chairmwan 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.!

Members may vote by a show of hands or by standing
up. This '"standiung-up'" method is especially appro-
priate if the chairman camnot be sure whether the
motion was passed or not durihg the voice votes.

Vote by ballot is used for important issues: A

motion to have voting by ballot is not debatable and

An individual gets recognition from the chairman

C.
1B},
ballot makes each vote a matter of record. (A
requires a simple majority.)
How Action takes Pla&e - Summary
A. An issue is brought before the group.
Bl
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.

oS
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XVI. Motions to Help Keep Order
A. Mewbers may raise a Egéﬁtmgfﬂgrder to force the
chairman to bring discussion back to the subject.

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

bf the organization are being broken. For example,

a member stands and says, "Point 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: 'Mr. Chairman, Mr. Johnson is not

talking about the problems of poverty as related

to Mr. Clark's wmotion,' 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 cénsidered (such as the time
for the next meeting, adjournment, recess, etc.)

2. A wmember may call thé 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
order is well taken'" or "Point of order is not
well taken." -

4. A point of order should not be raised just to;

a. slow down the meeting

b. interrupt a speaker
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Parliamentary Inquiry

The information the questioner is seeking may be
related to parliamentary procedure. For example,

the questioner may want to know if a motion he is

about to make is in order. '"Mr. Chairwan, 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 wakes after the motion
has been brought up would be Subjebt 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 meeting

tomorrow. The purpose is to avoid wasting time
appealing questions that may never come before the

group as motions.

. Question of 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 opened or closeéd, to ask a speaker to
speak louder, to propose an urgent motion.

2. Questions of privilege are decided by the chairman

and are subject to appeal.
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c. make a speech

d. criticize the chairman

w B. Appealing a Decision of the Chairman

! L.

—~

If a point of order is not accepted or a member
is otherwise ruled out of order, an appeal to the
chairman may be made; it requires a second and,
after discussion, wmembers decide by majority
vote. For example, 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."

On appeals, members can only speak once. The
chairman, however, may speak and also way conclude

the discussion.

3. Point of Information

\ ik,

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.

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 be made to the

chairman.
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3. Form: 'Mr. Chairman, I rise to a question of
ﬁrivilege; I move that we ask Mr. Kennédy not
to bring his children to oﬁr_meetings.” 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 wisunderstanding 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. (NQ discussion before vote,) If two-
thirds of the members vote against considering the
question, it cannot be raised again in that wmeeting.

B. Withdrawing a Mofion

"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 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 no second and cannot be
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debated.) It takes a simple mwajority to approve

withdrawing a motion.

C. To Tahle: a Motion

If the group dosen't feel ready to make a decision

it may table the question it's dealing with.

1. A wmotion to '"table' postpones or delays 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 already spoken on the
motion and others still desire to speak.

3. When the motion to table is seconded, the chairwman
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 table"
if a member requests, but only after some other
business has been transacted. This is not de-
batable and is decided by majority vote.

D. Limif or Extend Debate

1. Motions to limit debate are made in“the usual
manner 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 debate applies
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only to the motion being discussed on the floor,
1t disl not debatabié. 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 questions coming before the
group - such a motion is debatable. For exaumple,
"I move that we spend no more than ten minutes on
each of the points remaining on our agenda."

2. If members feel debate on a question 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 is not debatable.)

Move The Previous Question

A motion to call for'the previous question” is a
method 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 mway 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

call for a vote on the original question.
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XVIII. Miscellaneous Motions

A. Motion To Reconsider

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
E : vote.

L ARaCALS 2. Some motions cannct be reconsidered: Motions to

ad journ, recess, table, suspend rules, or a previous

move to reconsider an action that has been partially

acted upon.

gt o =

W

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. Debate dces
not start, however, until work that was on the floor
has been completed. For example, '"Mr. Chairman I
move that we reconsider the vote on Mr. Goldwater's
r motion." If seconded and passed, the chairman then
b puts the matter to be reconsidered before the group. .
| A motion to reconsider is debatable and requires a
\ L 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.
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A Motion to Rescind - a motion to rescind may be made

to take back a previous action. Any members may make it.
It requires a two-thirds vote.

A Mption to Suspend the Rules - a motion to suspend the

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

time more effectively. Any member may rise and make the

motion. It requires a second and needs a two-thirds vote
to pass. It is not debatable.

A Motion to Adjourn

L. A motion to adjourn can be made at any time except
during a vote or when somebne else has the floor.
The motion requires a second, it is not debatable
and takes orly a majority vote.

2, If it is made before the "'planned” end of the meeting,
the chairman can ask the maker of the motion to with-
draw it for the present. But if not withdrawn, it must
be voted upon immediately. If the motion to adjourn
is defeated it caunnot be renewed until the group has

acted upon some other motion or report.
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XIX. What Some of the Words Mean

Chair:

Committee:

Common

Cousent:

Constitution:

Debate:

Ex-Officion

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 assign a person to a job or position.

rules adopted by a group for ruunning its business.
a meeting of leaders of an organization to decide
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 Unanimous Cousent) - agreement without

taking a vote; for example, "If ng one objects
to the minutes as read, they are accepted by

common cousent.?

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

usually an ex-officio member of all committees.
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Minority:

Motion:

Nominate:

Parliamentary

Inquiry:

Parliamentary
Procedure!

Pendingi

Point of Order:

Previous Question;

Pro-tem:
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of the same subject; closely related.

more than half of those voting.

less than half of those voting.

official record of what happened at a meeting.

a proposal. that something be done. For example,

. the chairman may say, “Mr. Smith has made a

motion that we adjourn.
to recommend that a person be elected to hold

office. (Nominations do not require a second.)

to agk for information on parliamentary

procedure.

a set of rules governing meetings.

business that is still before the group.

is used when a question is pending and a member
is talking about abother subject. For example,
"Mr. Chairman, I rise to a peint of order. The
amendment just offered ig vot related to the
question being considered.”

when accepted by the group's member it immedi-
ately stops discussion and brings the motiom to
a vote.

a temporary appolntment.
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Question:

9110 ram:

— Resecind:
[eseind:

—Resolution:

Second :

Standing
Committee:

Special
ommlttee:
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Permission from another member to vote or act

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

by proxy fdr Mrs. Jones who is unable to attend."
the business currently being cousidered. For
example, 'Mr. Chairman, I object to consideration
of fhe question of poor attendance by Board Members
at recent Board Meetings."

the number of people (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 nine
people present; since our quorum is nine, we may
begin,"

when a group Wants.to change its mind on an

action it has taken, it may vote to rescind (take-
back) the previous action.

another name for a motion, or policy statémentf

a formal way of permitting discussion onh a motion;
if there is no second it means that no ohe .but

the maker of the motion cares about it.
continues from year to yearffa permaneut 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:

Veto:

XX. Problem Solving
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a smaller committee formed within a committee,

to set aside the rules of a group in order
to become less formal. Example: '"Mr Chairman,

I propose that we suspend the rules while we are

planning our neighborhood party."

a way to avoid wmaking a decision oun a motion.
For example, "Mr. Chairman, I move to table the
dues question."

to disapprove.

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

a good problem-solving approach. The following list outlines the

steps that should be taken:

1. State and define the problems raised by the group members.

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

3. Get hold of

thevfacts.

L. Suggest several possible solutious.

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

Discuss these fully!

6. Decide on a solution.

7. Suggest several possible courses of action.

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

of action. Discuss these fully!

9. Decide on a course of action.
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10. Discuss the possible reactions to the action you chose
B 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 is 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 thréughi

XXI., Words of Advice

Plcase note: ”Meet:ngs” are 81mply formal ways of peopLe
> gétting together. (We've been doing it for thousands of years )

The best rules are those adopted by the whole group

Don't follow this imide as though it were the '"right way"

{ or '"only way'" to run a meeting. Find the way that the group

) e ~____likes best and follow the procedure with which the group feels

\ ! most comfortable. Encourage group members and ieaders to

! analyze the procedures used by other groups. Remind the groups
that the meeting is the means to an end. Of course if you're
working with the group that just meets for the sake of getting

'together the membero may have llttle need for Lhw Hdldbook

.however, individuals usually need some assistance in ovgr—
coming the barriers and "hang up°” which prevent the develop-
ment of their ideas into community action.
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- LiZAGUE LIHGO contlnuea“

FACTS (About LUVUS): National publ*cauwon that tnllﬂ wha thé League is, how it
works,'and.ﬁhat the League does., :

FYI: Tor your information. : e : : "“: ,it;n,

.GENEDAL MEETING:  leeting at vhich all members ‘and’ guests aze uelcome. Of ten expanded

.- to include the publrc.

IN LEAGUE: National publication on League o:ghnization == guide for LL board members,
ITEH Used to describe a current program toptc. For example the national program
topic of lluman lesources may ke calle& the "Human Tesource item,"

LIVILY ISSULS: Ideas or thumbnail sketclies of ﬁésﬁibleﬁsubjects forrﬁroﬁremneonsiderh
‘ation, prepared fox promptrnrr mekﬂmum member discussion and participation in the
,selectlon PfOCESu. :

Bt ' ; Cao oo g
IEMBER-AT-LANGE: A member of the IIIV-TIL. who is not gffiliated with a local League,
These membe s reside in areas where no local Leagues exist,

xHONPAﬁTISAH“LIP“ League pol cy 'wvhich states, ''The League shall not support or oppese
angt political party or candidate, It does support or oppose governmental isSues on
which tt has a consensus. The League welcomes members of all poli t_cal partles

oy . -
OUTLOOL FOR TIORK: Defines the scope and goals of a pronram item, astabllshes a
scheduie for vork from adoption to conclusion. g JJL.LZT
PER IEIBIR PAVIENT: (Lffective 1978) Amount of support ive funds fo the THVUS and
V=T required of. a local League for cach member on its roster. 4

Lo b R H 8
POLICY GU Di/POLICY SHEET: Basic guide on matters of poltcy. Rules concerning noligy

which are not set forth in tke Dylaus., They may be' amended by a maJorlty vote‘df‘
the:board and are reyieved annually. o - T : &

PORTFOLIO: The particular avea of responsrbillty assigned to a board member; e, g-:‘f;
finance, publications, etc. 5l S e e

T

POSITION: A statement prepared by the approprlate board expréssing R emit an aﬂreement 1

(consensus) on a program : tem. Pbsirron wording may be incorporated into a prooram .
item., P T : el : 1

PRINCLPLES: Governmental princrples supported by the Leaﬁue~ao a uﬁole whrch gives
authority for adoptdon of ‘local, state, and natronal prOﬁnim. “Leagues may also
take action on any of these prlnc1ples..

PLOGRAIL: Governmental issues adopted for study and action by members at annual
meetings and by delegates to state and. natronal convenflons 5 :

PROGOAN HARING: Detailed procedure for selecx..c.nrr local, state; and national program,
designed to insure member control of the choices made,

PURPOSZ OF THE LEAGUE: To promote political respomsibility through infoxmed and
active part1c1patlon of citizens in government,

continued next pase il
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LEAGUE LIHGO i
ACTION: Supporting or opposing legislation or method of oper atvon of any govetninu
. body -~ local, state, or national. League action is always. ihe outgrowil of previous

! study and member aoreement. State and naonnal boards follow the progress of legis-

-

; v1ews on such leglslatLon.,h__‘”;

‘latdon on vhich the League has a position, Teports are made to members in the VOIER,
State and national board members testify at committee hearrnﬂs, presenting the Leagues

= B
L S

ﬁ“TION ALE2T: Notice that. 1eg&s1atxve action on a nove*nmentaY issue on whlch the
League hias a p051t10n is imminent and. mgmber actlon is needed, This is a time when
the League can be mnst effect;ve.,‘- Al ]

CANNUAT-1EIETING: Local conventlons at vhich members adopt pronram, elect: offlcers, "
adopt a budget; and revise bylaws when necessary. -

“BOALD ““PO&T ¥ Guldes for plannvn ~ These i reports are sent to local Lcaﬁues followw
ing eéach meetint‘r of state and nationa 1 boaroa.‘

BUDGET & rlnancLal blueprlnga for League actlvlr!es on all three levels == local,
sgRate and na;;onal. (Prepared annually by an appointed committee, submitted to tha
réspective board for approval then to the meubersn;p or dclegates for adoptiorn.

1. 1‘

------

election of e£;1cers, adoption of budget and program, etc. ulrsL three artlcles af
all.Leagquby;gws at- all three levels must conform, .

CALENDAR OF WORIK: Ovcrall plan to cover pronram and all other League activitisg £ar
one year, ... i - { : e ok
CATENDAD. PLANNING: A board meeting (usually summer) specifically desigrated to esy.
tablish the calendar of work for the next year. :

cANmma:s:s' MEETING (TFORULL): Nonpart:.san publlc meeting 'crhc_re cand.t.dateg_are nvitgd
to* speal and answer quest;ons. 8 A : .

CQHSEHuU ‘ Aureement among a substantlal number of members, representat_ves o ﬂthe
membershlp asa. whole reached after study and group discussions,

B i e R

EMERGING CONSENSUS: Trends;tgwgrd agreement:following.League study and liscussion
‘on pronram-ltemsgs, ' sl % . )

e
% :
A

CONVuNTIONO" Heet;n"s ‘held biennially (Ln even-numbered years for LINVUS, in ‘odd=
numbered years for LIV-T) where. delegates adpopt program, elect officers for a two
/‘year period, -adopt a budget for the coming year, and revisc bylaws vhen deemed

necessary. - sl : 1wn‘»-4 o : :

'“OUHCTL State and national meetings held in the interlm years from convention.

Limited delegate body: considers direction for second year of program,.adopts a

budget for the cu;rent year, and’ transacts such otlier business as shall be pre-

sente d 5, o RS

DIu”USaION UNIT- Small group, of a size vhich promotes every member dLSﬂLSBlOﬂ-On\.

program 1Lems, resultlnn in a consenﬁus uhen requested, , ool .

f 45
17 S EL

continued next page
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|ﬂ SUBSCRIPTION SEIVICE: 1liethod by which selected League publications may be ob-

i tian ed at regular intervals by members and non-members. See LIWVUS and LV-T pub-

i lications catalogs for content and cost. Also made available by some local Leagues,
either on an optional basis or included in dues,

DECOGNITIONS STANDAIDS: 8et of standards by which a local League must operate,
15 TILME 'Ol ACTION: Another name for state and local action alert.

UNIT=-AT~LARGE: An organized group of members-at=large (usually 10 or moxe) which
operates under the direct supervision of the state board.,

VOTLDS: National, state, and local bulletins vhich regularly Lkeep members informed of
League activities, (Iames of Incal bulletins may vary.)

CITIZZINS INFOMMATION/VOTERS SENVICZ: Year around activity to encourage citizens to
be politically active., Provides nonpartisan, factual i‘nformation on candidates and
issues, and information about voting, registraition, and election procedures,

[- END
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Local boards discuss State Board receives Iocal
members ideas and league suggestions and draws

Members indicate

interests
make recommendations up a proposed program

ACCEPT IT STATE
OR ™M

pro+”

AMEND IT
AND
IT BECOMES \

v {F 4
State convention

delegates discuss
proposed prpgram and

ME MBERS

2 1)

LWV
of

\ TEXAS /

_» STATE BOARD
LOCAL BDARDS N &

N W S e
ELECTED AMD/ THE C&NUNITY THE VOTE
APPOINTED (PUBLIC OPINION)

OF FICIALS
Members discuss pros and cons in small

STATE BOARD
meetings and make recommendations

CHART 2: prepares information
State Board words consensus and promotes

Lfoca.l Bé)a,rds decide upon areas A
of member agreement (consensus) action to achieve goals.
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3 mme!’ htg - 10&: ‘ve hit & BNAL....argh Catherine

ms says the hotel camnot provide space fer four conourrent PTR simulations, ner can we
N we use the Convention Center, Shall we:

a) Try to do four PT® rele playings in one small room?
K) Try to do one simulation with the delegates not smong the 25 partieipating dbwerving

/z@

o

and asking guestions after? Jan, you will no doubt want to relate the game to what
the current legislative status of FT® is at that point. How sbout allewing a half-
hour for your update and 2 Q and A perdod?

) Change the workshop plan completely--skip PTR and eoncentrate on MBOT (Frohlul
\ not all the delegates will be at this workship--think it should be available for all)

el A e

I favor proceeding with the PI" role-plpying if Jan thinks this will be effective in
preparing the delegzates for asectien in that part of the session fellewing convention,

MEO Tf we plan to put an article in the first convention Voter, touch on the concept

during "Presentation of Froposed Program" Tuesday morming, provide a handout for each
delegate to read between 2130 and the 9100 AM gavel on Thursday morning, have s checklist
and plan for all of the didoussion leaders and recorders to use in the group discussions
n goals, and present the results of these goals discussions on Thursday shortly before

ndjeurmnt do all of you think we will have told them enough about MBO? Any other ideas?

oo

o

cwd?,

AL prc et
8
5

[MENT BREAKS We've hit another smag....l had forgotten that the lunch

% @ “agter Carden, Also, as you mentioned, HWalen, that will be a good
| time for .‘mfoml chats with delegates. Therefore, how about ping our lunch, talking
and chatting while sating in order thit all of us can meet f 11007 to 1:30 in some
corner of the Convention Center., We could have the repert from the "Breaks" following
Peggy's MAL contest report to give us more time to get it all together rather than after
the Flection Committee Report as I had orighnally suggested. Any objections?

Botty. I haven't found either 66 the titles on MBO you suggested in the Flanc libraty,
hnt I'11 work from Druker and two other I have--plus the chart that Jan got from Fit L,
to draft a Voter article, a handout, and a suggested format for the duscussion leaders
this week, I'll circulate it for comment and suggestions before releasing it to Marty,.
in addition could all the discussion leaders and recorders plan a meeting te "get ouk

act together'"? dHow about Tuesday in the suite during cocktall hour?

§ Also, tholeoLugucvﬂluﬂohnchtomdanbhmrdpmpuyatmmFﬂm
in order that we can finish by 3 PM, I'm planning to use the patio for the joint board
uuﬂm-—pm for good weather and no more ILubbock-type winds, If the room assigmments
mr March 20th memo don't work out T can sleep three more in the cabana cemfortably,

W . T think your breakfast discussion for clarification of the wording for unitary
3 prhur:ln is a good idea, Sorry if I eontributed to the confusion, I'm enclosing the
§ tur-offs I've received to date from the last board report.
Y

¥ Core, please ger the copy for the next Environotes issue to me YESTENDAY. Joann has
time this next week te get it omt. Send any additional names for the mailing list and
y( any appearances (except logishum ones) that you've made when you send me the copy.

o e

Beth, you've really done a”% Jcb gotting all the convention detalls together, and I
do plan to come to I'rances Hichols Bunday night soiree and drive back to Plano after,

Betty again: Do you want any sort of report at the pre~convention board meeting on the
loeal league anmual reports? I have received about 20 of them so far.

T41l Fort Worth,



LWY/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, committes 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: C1f7>f055@d—

1.
2.

3.
b,

Taxable property shall be assessed at full market value.

State supervision shall insure equitable and uniform assessment and
taxing procedures.

Professional training shall be required for tax assessor-collectors.
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-

Players:
Te

2.

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.

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 nceded 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.

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

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.

10 min.
10 min.
15 min.

20 min.

COMENE: The chairman opens the proceedings and introduces his
commitiee. 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.)

RECESS: A1l players fill out individual strategy form and begin
necgotiations.

RECONVENE: The chairman recognizes each senator for a 1 minute state-
ment or position. (The speech may be read or ad-iibbed.)

RECESS: A1l players make strategy revisions, if needed, and continue
negotiations.

RECONVENE: 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 Dallas
Unit Mezting Plan
Property 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 19763 County Government
Study, Part II, April 1976, pp. 1-7; Texas Voter, May
1976, p. 3.

Unit Leader: Assign game 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 each senator a staff assistant
and/or selecting a lobbying delegation rather than a lobby representative.
While these extra players will not present 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:

1. LW of Texas positions

2. LWV of Dallas positions

3. Peveto Bill, 1975 Legislative Session

k. Outlook, 1977 Legislative Session

The PTR Games 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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April 29, 1971 /
TO: Wackerbath, Baggett, Rosenzweig, S. 0. and Progran Core People: Andérson, Brasher
Bremberg, Connoer, Fritz, Hunter, Litras with copy for Mrs. John H. Sieber
FROM: Lancaster
RE: STATE PROGRAM BROCHURE and STUDY/ACTLON BOOKLET

Eloise, thanks bunches for all the data on publishing the State Program Brochure. I have
tried to set a time table below, allowing three weeks for printing in order to have the
same deadlines for both the Study/Action booklet and the State Program Brochure. 1Is this
reasonable? Since lary Sieber has already edited much of the S/A booklet I don't think
this would require a lot of redoing, except to bring items up to date and include current
legislation passed and to include new study items. I think the prograia people just as soon
work on both of these publications at the same time. Anyway, I would like all of your
comients on this at State Board. I'm mineographing this so Program chairmen will have
sopething to start with.

STATE PROGRAM BROCHURE:
Format: trikfolded 8-1/2 x 11, pzinted both sides? or flit chart? or other?
Color paper and ink: Black ink on white? Blue ink on white? other’
How many? Eloise suggested 7,500 or 83,0007

STUDY/ACTION BOOKLET: Similar to natiomal's? what changes suggested in format?
How any?

BLURB: What? Lancaster will prepare zveggections for Baggett, who finalizes?
How? Voter, Special maiiing, Board report other?
When? August? to go out with DEMs? b

r
(-

%fJ w@-
PROCFDURE N _ ] Oy TIME NEEDED DATE DUE
- 8 'l\:’ Cov - T 2 . \!w 'i\ e ,,?f iL
lst cep] to 3 VPs fron Proglan chairien- 5 weeks = = = = = « = June 23 TN f
V 4'(_,, ! Va r
rVPs comment and review and back to Piogran chajrmen 1 week A g T L el ’»
*.../ L % ] . 29
S I P 1 Ve rpt Y =\
2nd COpj to 3 VPs from Program ch=iznen 1 week RS ; ﬁ?ﬁa
2y S B
Progran VP)coPy to Leagun ediford. .= == mi=imie - 1 week =~ ~ = = = - = ~ July 14 Cmf:??j
b‘z )6-!!. __w;'_ Lo B
Editor edits and &onfers, { when nec. with Progizm chm. 2 weeks s
Editor copy to Wackerbarth - - = - = = = = » = = = = = = =« =« = = = = = = = = =July 28 IVOV'ET‘
Wackerbarth to Printer -4
Printer prrofs to 3 VPs 3 weeks
Proofs back to wWackerbarth f(takes ro printer) WAL f;
Printing Qr ”4.
Deliivery toiPicldinsonial~ SHCNEEEE = = = =i = =i ofilali=0iz ol < IR - - - Aug. 18 fbe.
DPM 2 weeks
Orders from Local Leagies Eillled =l=lco = o oo o b o bale e o = = = == =- Sept. 1 AN ¢
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TO: State Board Uﬂg% Qﬁn
é
FROM: Jody Boyd %' Q{\(}
RE: Pre-Board Report
VOTER
May VOTER Like marriagé -- it's "for better for worse" at this points =T

- would appreciate your comstructive 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), $35C.CC

b. VOTER plus folded insert {8 pages total), $45C.CC

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

Approximately 50 lines are still available on the last page. The VOTIER
Committee would appreciate receiving prepared articles for consideration
for use in the remaining space. Fossible "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. 8-IR article to clarify guidelines for local League activity

6. Membership article re "One Winner" in '71

7. Board Training Briefs (Mrs. Clusen's visit)

September VOTER ~-- Deadline August 1C Articles for the September VOTER
will be assigned at the June Board meeting. The suggested content includes
all of the above ‘‘goodies'' 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)






TO: State Board

FROM: Flosie Wackerbarth @Q LWV of Texas

May 197-
RE: Publications - Local Program
Pre Board for June 1970

Decisions which will be required at the June Board meeting:
1. Shall we reprint HOW TO 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 sections?
Both ways?

4, Format of new Publications Catalogue.
The committee may also have some additional items to add.
INFO RMATION NEETED:

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 recammendations. We do not want to include cobsolete items. Veta: How
do we know how much of a supply of the various items is on hand? Will Amn be
able to furnish an estimate?

I have not been exactly inundated with communications fram 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 sett:.ng today

as the deadline for replies, some who might have expressed an oplmon 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 from 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.



LWV of Texas
Augugt 1970

v

To: Program Chairmen

From: Mrs. Ralph Bubis
Re: Program Procedures

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 w1l 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 astericks 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. Copies of these sheuld go to me and to

state office. Please make these at detailed as possible. For instance, if
you're planning a'kit, what do you plan 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. i

Communications: Most of you have been doing a good job of keeping me in touch
with what you've been doing. I hope yeu 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
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 about-sending articlas to iocal Leagues for
inclusion in their own VOTERs. (Perhaps we'll have time later on in the year

to do some brainstorming about po$sibilities for information dissemination.)

You and your committee will decide what to send, with Board approval. The Board
will make these decisions, keeping the total picture 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 rced to repeat facts in F&I which have been expanded upon in the Leaders

(continued)



Guides. Don't worry about ha@ing 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 generally 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 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.e pdace te. learn ¢he €asts,

and because we want to make a special effort to be impartial where a position 1is

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 Leaque 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,
incidentally, before you write. This will save the editor time later on.

You should be getting a detailed memo on publishing F&I from Eléise. 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.
il (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 Teaders 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 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, frem 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'11 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)



Legislative: Chris will set the guidelines here. At the October Board meeting, she
will explain further what your role will be. You will want toc 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 format), 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 "pure" 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 T1ike to take. Per-
haps you could spend a little time prior to the beginning of the session looking
over what your predecessors recommended. You arc 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 legiSIativé 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 committee 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. A1l 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

1s 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.

L4, (continued)




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 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 Convention.

For convention, the program chairman in the past has becn responsible for con-
vention workbook articles on what has been done on her item between conventions
(you'l1 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 files should contain copies of
what was done in the past. It is possible 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'1l be asked to do these things in some form, so that you may plan accordingly.

0ff-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 should get a 1ist of your committee,
including the VP and the president 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

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.

*ok ok K ok okikikl ko ke ok
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Do you wish to increase, maintain, or cut State Program?
choice, how do you wish to accomplish it? Give specifics.

How can income increase to maintain/increase State services?

What is the financial payoff for getting new members? In other words, LYy

is it worth it to your League?

How much in-depth, across-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 August, 1976
67 East Madison St., Chicago 60603

THES SHUASROD HOHURES: TR 0SNS
n(#2)

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
Tocal Tevel?

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 suggestion that the League adopt a "sunset law" 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 jtems.
Is this a satisfactory way to 1limit program if that is your desire? Other

suggestions?
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“LEAGUE OF WOMEN VOTERS OF ILLINOIS August, 1976

67 East Madison St., Chicago 60603

T0: Local League Presidents
Program Chairmen

e
: s FROM: Doris Bernstein, Vice President
i Program and Action
PART I %ﬁpé/ —
Dear Presidents: WW

\\\/rThe President's Traininas have been completed, the calendars are set, the
year apportioned, the hard questions have been posed, and we have a brief
respite until the real world starts rolling in on us.

- (312) 236-0315

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

it was long.

it was too long.

it needed updating from time to time.

it needed winnowing.

it should stay diversified for member satisfaction.

it needed new items for member satisfaction.

it should be solidified.

it should not be discarded because we need our positions.
it was not understood by many members.

° ° o - o o

Lo~ B WM

e o

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 Timiting the number of State items.

-

It was clear that while the larger Leaaues did not experience the same crunch .
as_smaller leaques, all_of us needed help to cover program. Some of you have
already taken advantage of expertise in neighboring Leaqgues 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 League resources is a splendid jidea whose

time came several years ago. If one League has a particularly good IR Com-
mittee with a good presentation and aood 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 -



Program and Action Memo August, 1976 page 2

‘Even though Leaques, by and large, Tlike to do their own study on items, particularly
consensus items, it is apparent that this is becoming a Tuxury 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 clearing house for sharing the strengths 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 Leaaque
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 August, 1976

- (312) 236-0315 T0: Local League Presidents
Program Chairmen

FROM: Doris Bernstein, Vice President
PART II : 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.
A1l 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
these 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 Leaaue 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. 5

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.

G ey G



+EAGUE OF WOMEN VOTERS OF ILLINOIS August, 1976
67 East Madison St., Chicago 60603

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 Leaques?

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

Tos Barbara G. and Fumi S. cc:

Re: KEX Publishing
From: Betty Anderson

S0

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

lst copy to program committee
and vicepres. and S60.

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 LI, filled

Time Needed Date Due
5 Z weeks? -/l
1 week AT
1 week 2=2 3%
1 Z weekx 2= 39
2 weeks - =57
iz /9
L weeks
Dot /7
2 weeks

e 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 enough®, she can do her other

scheduling around it.
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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. IWV of Texas Education Fund
1. Program Committee 25250, 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'11l check on that for sure. I am arbitrarily suggesting this
distribution for the balance--$1371.

TCR $500.,00 (TCR also has $1500 wunder action)

VR 451,00 (all the study materials would be provided in
the first half of the biennium. VR also has
$200 under action)

FSG 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
He II. LWV of Tex. Program can also be used for
the new item) '

HR 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



S

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.
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 in Texas and subsequent passage of a votee
regigtration 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 eciti-
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.

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 200,00
Meals 20,00
Resource materials 50,00
Telephone Calls ' 30.00

Leaders Guide

300 copies (approximately 12 pp.)
printing (includes cover) and
typing, 48 hours @ $8.00 per
hour 384,00

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.



IEAGUE OF WOMEN VOTERS OF TEXAS
DICKINSON PLAZA CENTER
DICKINSON, TEXAS 77539

DPM
June 1970

SUGGESTIONS FOR HANDLING PROGRAM WORKLOAD

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
Naticnal Board Report for deadlines and consensus dates. Give major emphasis
to local Program,

Plan the essential things you must do in covering these items. Select the things
that are basic and plan to cover them first. Add some of the other items if time

and womanpower permit,

Use your local VOTER, It is our only contact with every member, Take full
advantage of the opportunity it offers, Bring members up-to-date on items
that cannot be given meeting time, Include a short bibliography when necessary
- to allow members to do further reading if they wish to do so.

The State Board Chairman on nat:.ona.‘l. Program ma.ght be asked to write an article
for use in local VOTERs.

Almost any local League has a few former leaders who would be willing to write
one article for the VOTER if she were provided with current information,

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

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

Plan a spec:La:L kind of meet:mg such as a League Day or a Workshop in order to
cover a lot of Program in one day. If members know well in advance that such
a meeting 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 one Program.

A joint Program committee from two Leagues reascnably close together could cut ‘down
on womenpower and by combining forces, you could provide very worthwhile meetings.

Encourage your members to buy League publications through local Subscription
Service, single copy purchase or you may be able in some 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 time to cover and ask them to give an occasicnal briefing to the
membership to bring them up-to-date,

(OVER)



Search for inter-relationship in items. Perhaps some local, state or national
items are in related fields so a chairman can be responsible for more than cne
item,

Try the system of having someone 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 basie tools

for all members 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 basic information,

You can have a good discussion meeting using only every-member material plus
provecative questions.

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

Keep Meaningful Meetings at your finger tips. Remind Program people to use it.
Adapt the suggestions to fit your own League. The central idea in this publi-
cation is that resource committees should present members with choices an
ordinary citizen can make,

Provide discussion time at all your meetings in order that members may feel
that they have participated.

Contact your state Board for help if you need it. Item Chairmen will help with
specific suggestions and members of the Organization Committee .will help with
such thJ.ngs as calendar plannmg and training.

'Ihere has been grow:.ng recognltlm that small Leagues have particular areas

of conmamn that need special attention. Committees have been working at the
national level and state Boards are begimning to come up with some answers.
Two major developments may prove useful to us as we consider the possibilities:

1) It is apparent that everyone rejects a solution which would
create second class leagues doing cnly 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 communications. Talk to us at any time and any place. The

fresh ideas you come up with abott-adapting Program, your evaluation-&f techniques

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 provide necessary skills to improve our Program
coverage.

N
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To:
From:
Re:

This

1INV of Texas
March 1973

Program Chairmen

Betty Anderson
Program Procedures

is a general memo sctting down some of the general procedures in working

with your program item. Tlexibility 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, ete.)
before Convention it would be most helpful. Assume your item will be adonted

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 word; it will be a
starting point.

These

I

2.

s

factors need to be taken into consideration.
Timing Aspects II. HMechanics

Scheduling office vork a., Communications network
Dates for local Leagues :

Publications b. Budget
How and when
VOTER stories

Action ¢c. Off-board committees

Scheduling

November 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 kit, plan when you want it to be distributed. We must be mindful of
the total office load, so keep the overall victure in mind.

Local
every

Leagues expect to know when materials will reach them, and we must make
effort to be faithful to our provosed scheduling. So don't be overly

optimistic. It takes a long time for research, printing, and distribution.

B.

Publications

Materials senpt to the local Leagues may be in the form of
resource materials, every member material or action materials.
‘If you want a VOTER article, you must think 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, Make every attempt to make the length of pro/fvs.
length of con as equal in length as possible,

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



Copy for Facts and Issues (August 1970); (2) Mechanies 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 Revort,

under the VOTER report.

The item chairman, publications chairman, president, and program VP will
determine the number to run, color or no color, ete. 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 iMay Board meeting.

C. Action

Plans for action come from the chairman and the committece to the Board as
recommendations. Tmplementation is up to the chairman and her committee with
the help of the president and vice presidents. TLocal 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 and sizes. TFirst of all, reread pp. 34-38 in the
Iocal League Handbook and the program section in the State Board Handbook. In
addition, I suggest you make an "Action" folder which contains:

ACTION, 1972, LWV of US, Publication #161 )
Guidelines for Local Leagues, Jan. 1972, LWV of Texas

Anatomy of a hearing, LWV-ET publication #108, 1972

Memo, LWV of the US rec: Criteria for choosing actigmy priorities, Jan. 24, 1973.

The legislative executive committee is composed of the state nresident,
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 “carbon 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. Try to reply as dromptly as humanly possible.
Your comittee is alseo ineluded with a- carben, as well: as the
president of the local League if you are writing a lotal Leaguec
member .

It is not ncecessary to send your board committee copies of your
pre-board and post-board rcports sinece they will be receiving them
anyway -- later.

B. Budget )

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



H. =Zducational Activities

il

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

Al

Publications

Publications for lobbying, position support,

consensus, ete. which cannot be funded with
deductible money.

Action activities

g 1 3

Each of the six program arcas has some
designated money.

If you must make telephone calls, try to call at a time when rates are lowver,
such as evenings or weekends.

(63

Off-Board Committees

face-to-face meetings.
having a regional committee.

Most active items have found the importance of off-board committees,
may have to be a committee where communication is by carbon routine.
on the financial picture the next two years, there may be some money for

Otherwise, consider getting together at Council or

This
Depending
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As presented by Bobette Higgins, LWV-T P.R. Vice-President LWV of Texas
| April 16, 1976

State Board
T.8%
Administration

) Public Relations

ISSUE: LEAGUE LEADERSHIP-~SURVIVAL OF THE FITTEST

At the national IWV convention in Atlanta some 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 some members that, while the League was a jewel of an organization, we were perhaps
not all we could be. The attempt was abarted when the national President, Lucy Benson,
banged her gavel smartly and ruled that this was an “impossibility since Ieague bylaws
stipulate that we confine our study to governmental issues. At this time, there is a
new movement in Leagues around the country for a League self-study, and this'time; ;
perhaps, some "League-like way'" will be found to make such a study possible. The S‘tudys
to assess the effectiveness of the league as a force for good government, and also to
examine its ability to meaningfully serve its members, 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 re-evaluating League: structure, most especially the
membership aspects. We have had at the state level this year a new committee called
Planning and Research, a ldosely structured body which has, in fits and starts, attempted
to take a free and unencumbered lock at the League, and to attempt to think and plan

new ways of doing things which might be an improvement over the old.

\Before we go into this subject any further, it is appropriate to %xse for some baby-
land bath water disclaimers. Because some League members feel it is time we took an
bjective and dispassionate look at our own organization does not mean that the League
is not functioning well, is not growing, is not making significant contributions.
Obviously, the League has much going for it. This is made extremely apparent by newer:
organizations who copy our structure, copy our terminology, copy our causes, both common
‘and uncommon. It is also surely obvious to all of you who, with all the demands on your
time and talents, and all of the new opportunities available to women and men 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 acknowledgement that there are straws in the wind
indicating that it is perhaps time for League members to examine our own needs, and -
those of the various levels of government, and to measure these needs against our organiza-
tional structure, with the same thorough, dispassicnate thoughtfulnees given to our
program studies. We need to determine if we are indeed growing, serving, and mattering,
to the maximum extent.

Reports fram over the nation as well as the state indicate that there is reason for
concern. Leagues ccmpla_m of lack of womerpower.to do all the things we attempt, of

not enough time; of declingin membership, and :mcreas:.ng lack of memberpparticipation

in League activities. 'As an example, a local League in Texas expressed great frustration
with the recent Administration of Justice consensus questions, saying that they had not
nearly enough time "to do them justice”. This same criticism accompanies each study
we do. Another concern expressed by local leagues is too little action, toco ruch study.
Local Leagues ask for help in interesting the inactive member--the member who, for one
reason or another, does not have the fime or inclination to accept responsibility for any
measure or type of League activity.



The Planning and Research committee on the state board determined that a lock at
membership was in order. (This paper is largely a result of those free-wheeling
cammittee 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, scme blue-sky plans. We did not
come up with dogma. We offer no pat solutions to problems. We mean to stimulate
your creative thoughts, to encourage meaningful and open consideraticn of change,
of fresh ideas. We abjure anarchy, and do not suggest you go home and bur'n the
bylaws, but look with new eyes at old problems. , :

In oon51der1ng League I!lembeI’Shlp, the following questlcns come . to mlnd What kind

of pecple are League members? TIs the League keeping pace with fast changes in the
lifestyle of wamen? Is the League adapting itself to the male member, making him
welcom', assuring that our ways are relevant to his needs? Is the league an organization
in which is impossible for working people to effectively participate? Do League members
feel cammitted to the purposes of the organization? = Should we make greater

efforts to attract varying types of pecple? 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 lock at some options.

The League of Wamen Voters is viewed in different ways by different pecple. We

are all fond of saying that the League is a grass roots grganization, that

the membership 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 from 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 members are
unable to identify board responsibilities and the pecple who chair them.) The

local League board itself, while honestly believing in the member-directed concept,
in actual practice is SO pre Cléglu-d with The intricate structure and complexities

of the League board act1v1t1es at the member, and the public we all say we serve,
are lost in the organizational spaghetti.

And the publlc, including those govemmental bodles 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 valld, depending on the
perspective from which the League is seen.

There 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 meet changing needs?

Some sober thought needs to be given to the way we work. Do we ask so much of
provisional 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, ch heaven forbid, put up barriers

of study, structure and restrictive procedures, so that only intellectual masochists
feel comfortable in our midst?  Are these the reasons why we are not attracting ; large
numbers: of new members, and new Leagues? ; ‘

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

Large c1ty leagues with a member'shlp of 700 (WHY only 700, why not thousands?)
who gain fifty new members in one year, and consider that a 'tm.wnph. (TFt-as,
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

=1
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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,

we cannot join the coalition, it is against the rules," or "No, we cannot do...(what-
aver it is)...because that's not the League way." Leagues who worry about making waves in
‘he community by taking some controversial action. League board members who spend time
poring over bylaws in order to use these, not as a useful tool or guide, but as tactics
for power plays.

Now, let's have a look at League activities at the local level as these are frequently
carried out, and see how these might affect membership. In the program area, - there may
be fifteen or more items for study and/or action, with as many committees responsmle
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 SJ.m:Llar activities take a big chunk of time A eErort Board T, fund=
raising, PR work, all occupy much 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 lLeague members never join, and we wonder why.

Now 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 items of
their choosing--one at the state level, cne at the national level, and one at the local
level?

Having bravely wiped out dozens of pet program items, let us now look at the unit
structure. The old endless study/action cycle, which seldom leaves much time for
action (because having studied and reached consensus we FEEL we have ACTED, when

indeed we have not) could perhaps be replaced by a module method. One (or more)

modules could continue to function exactly as the old units. Other goal oriented,
Jroject 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 modules 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 moblle
library. Or to form an evnironmental coalition. Or to develop a literacy program-
WHATEVER COMMUNITY NEEDS AND MEMBER . INTEREST AND LEAGUE GUIDELINES DEEM APPROPRIATE.
Modules would self-destruct at the completion 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 accomplish, or to limit itself to only a few. THE MOST IMPORTANT FACTOR OF THIS
PROCESS WOULD BE THE ACCEPTANCE, WITHOUT GUILD, OF THE LIMITATIONS OF TIME AND STAMINA.
AND THE EQUALLY IMPORTANT FACTOR OF SINGLE PURPOSE ACTIVITIES WHICH WOULD ALLOW AND
ENCOURAGE ACTION. NOT FRAGYENT AND 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 organizaticnal 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 gramework program and activity modules according to the needs of the

AT s



communities and the interests and capacities of the members-~then League structure can
became the carefully designed and meaningfully exciting organization: which will be
able to welccme to its mlds‘t all of those members whose needs we are not now. semng.

League Irembers are fond of saylng that we lock 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 consider and
evaluate this new need and respons appropriately and fearlessly--that et miy,

"the I.eague way." ;
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CONSENSUS AiID THE STATE BOARD

I CONSENSUS

A. Vhat is the nature and purpose of Consensus guestions in the League of
Women Voters?

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

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

3. There should be a relationship between the resource material used and the
questions asked. The total number should be manageable.

k. The questions should lead to ACTIOIN.

5. The same criteria should apply to the position statement that develons as
a result of consensus.

Whose responsibility is consensus? It's the responsibility of every League
member, However, regardless of your portfolio or committec assignment, as
a state Board member you have a special role. How is consensus developed,
and vhat is your part in it?

II CONSENSUS BEGTIS AT CONVENTION

We adopt focus for an item when we adopt the item itself. Of coursc, under the
single list, state boards also have the option of suggesting further study and
consensus on state and national items.

III STATE PROGRAM COMUITTEES BEGIN IMMEDIATELY APTER CONVENTTION

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

IV PROGRAM CHATRMEN PRESENT PLAWS T'OR THE YEAR AT THE MAY BOARD MEETING

The board considers these recommendations and comes up with a study and consgnsus
plan. (The baerd will want to look at all program items in the light of woman-
pover, financing, potential for action, directions from the members, ctc.)
Deadlines for consensus and for mailing materials to local Leagues arc set.

V LOCAL LEAGUES WILL BE IIOQTIFIED ABOUT PROGRAY I'OR THE YEAR

In the May State Board RBeport, local Leagues are told plans for each item,
Consensus deadlines and deadlines to receive materials are put into the State
Board Report and the "Guide to Local Leaguc Calcndar Making.'! Zvery member
will receive details about the new state program in the next issue of the VOTER.
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VI RESEARCH BEGINS

Committees will want to begin research by asking themselves, "What 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 cvery member material, VOTER articles, and leadership guides.
As research is conducted, the gencral consensus areas will nced to be kept
in mind.

VII CONSENSUS QUESTIONS ARE DRAFTED

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

1. Consensus aquestions should, in most cases, call for broad
objectives and not be tied to specific pieces of legislation
or specific situations. ©Opecific cuestions sometimes box
in League action on future issues.

2. They should be as unbiased and freec from emotion as mossible.

3. Yes or No questions are 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.

VIIT THE BOARD APPROVES CONSENSUS QUESTIONS

The chairman submits suggested consensus questions to the board in advance of
the board meceting, so that they may be studied. Plan ahead for this. When will the

board need to make the decision on the question? Lvery board member should fecl
the responsibility toward carceful consideration of the questions.

IX¥ COUSENSUS QUESTIONS AVD MATEIRIALS ARE SENT T0 LOCAL LEAGUES

There are two schools of thought about when consensus questions shonld be
sent to local Leagues. Some local chaivmen find it helpful to haye the
guestions and the materials arrive together. This helps them know where

the item is heading, so that they may pian accordingly. The other school
says that it is desirable to have local resource chairmen reccive materials,
react to it, and help the state chairman identify thce questions. Perhaps

it depends on the item. Some items are 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 arca. In this case, the state chairman
may decide not to take consensus during the first year at all.

X LOCAL LEAGUES REACH CONSENSUS AD REPORT 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.

S



Organization Handbook
LWV of Texas

OUTLOOK FOR WORK

Local Program

The local League is responsible for all work connected with local Program in-
cluding choice of the item, research, 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 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. 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 simplifies committee and Board responsibility and assures a
meaningful experience for members as they work on the item.

= 6l
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SUGGESTED GENERAL PROCEDURES FOR. LMV PROGRAM CHAIRMAN

Basic reading to help with progyam planning, study and. action-i.

atelles

1. Local League Handbook. You should be familiar with the entire book.

. pp. 22-38 and p. 51 are particulerly pertinent.

2. Meaningfui Meetings

3. Pages from the organization handbook, FUN-DA-MENTALS. LWV-Texas March 1969
k. Tocal Policy Sheet. ' ey v 1 | ;
5. Local Procedure Sheet

6:i'E£cerp£e frothrs.fClueen's epeech.on_Coneensue, Sept. 29, 1968,

:GET ACQUAINTED 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 yourself with the general contents of the files.
This is well worth your time; othérwise your committee may spend valuable time
. and’ effort looking for something you already have.  You will also get a clearer
" idea of what has been done and what direetion you should take.

-If you are beginning a new program you will start receiving material from the

state or national League offices (if it is a local item you will have to develop

, Jour ovn) In the meéantime save all revelent news stories, magazine articles,

ete.  CLIP CLIP CLIP (good idea to paste on paper with subject headings go
you can easily refer to all these clippings.

Keep your files current. You may ‘wish to’ rearrange them aceording to your in-
dividual method of working. You may also wish you had majored in filing instead
of History. Although record keeping may be the bane of your existence, it helps
others who follow you, helps formulate new program ideas, and gives a history
of the Ieague's work in your area, 80 please:

.. 1. Save all the Unit and Discussion 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 Work, your bibliography
(you'll make your own if you have a local item; state and national usually
send a suggested one) of all resource material used (if possible), of all
material sent in the Bulletin or on Subscription Service to members, con=

~ sensus questions ‘and answers. ‘

3. In addition, the Office file ghould contein each Uhit's consensus report

: forms with answers.’

L, Be sure all consensus questions go in the Bulletin before your meeting, and

~all answers in the Bulletin after Board approval. (If you have a state or
national item, ‘make clear that this is only our League 8 opinion or sense
of the meeting.)

5. In January or February you will receive instructions for meking an Annual
Report. This is Eimply a record of your activities and accomplishmente
_for the year.
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B: GETTING YOUR RESOURCE CCMMITTEE -
Work very closely. with the Membership Chairman, .and Interest File Chairmanj
they will provide you with names of those who have indicated an interest in
the subject. OFf course, 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. CCMMITTEE MEETINGS
You will find thagt-you need to meet at least once a month. Many .chairmen
prefer a regular meeting day and time. One effective way to begin is to assign
reading or other research to committee members., Ask for brief vritten reports:
and allow time for committee discussion. ILater this material can be incorporated
in your background briefing material. L

Work with the Board to determine what kind and how many meetings you are re-

. sponsible for -- (Unit, General, etc.). Consider use of speakers, panels, etc.,
Your Program Vice-President is alwaye 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 immediately through Publications
Chairman. Also, check with the President and Program Vice-President on amount
of money budgeted for committee research. Submit itenized. vouchers with receipts

' to Treasurer:. (Check with the Program Vice-President before ordering any of
these materials for your committee ‘to be sure the money is available.

2 Use‘supplementary materials. Interview 1ocal officials (clear first with Presi-
g dent). Write other Leagues or interested organizations. Consider use of

: university as well as the public libraries. ' Invite informed persons to meet
with the committee to give you specialized information or general background.

D. . PLANNING YOUR MEETINGS : : :
At least two months in advance you should develop 8 general plan for your
gseries of meetings, including proposed, speakers, publications to be used, any
special type of presentation (Outlook for Work). Plans should be worked out
in committee with chairmaen teking initiative. Then present plans to the Board
for approval (usually no problem as long as the plan is semi-reasonable)

: Requests for publications for Subsecription Servxoe mailings should be submitted
to the Board as soon ds feasible. Check with the President and Publications
Chairmen on quantity. !

Contact speakers. Letter usually goes out over signature of President along
with yours. (Use the Office return address; make sure adequate copies are on
file, end copies 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, ete.).
Public Relations Chairman is in charge of publicizing the meeting in the
community.

oy
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F.

'MATERIAL FOR THE BULLETIN

" Prepare brief articles for the Bulletin two or three months prior to your
‘program. You might include ‘a brief bibliography, current related news,

and other "tidbits" to stimulbte interest. (If your item does not have a
program this year, contact with the members through the Bulletin is especially

wimportant.) Alvays inform the Bulletin Editor of your committee meeting

‘dates. Likewise, inform the President and the Office.

In the local Builetinfjhs%'§r16§{to your program series, provide materisl

* covering all pertinent details on spesker, time, place, etec.. Also, include

some background material for Unit discussion. It is helpful to include major
discussion areas and provacative questions if not a consensus Unit (then you —~
provide the consensus guestions).

BRIEFING

A briefing meeting 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 gilve additional background information, and to focus material so that all
Units are at-ileast talking about the same general questions.

It is your responsibility to proviae from your committee a resource person
for each Unit. Because you know yourJﬁaterial well (but others may not), please
try to follow these procedures: = .
1. On your printed instructions to discussion leaders ALWAYS state the
PURPOSE. of the Unit.

2. Make sure the discussion questions and/or consensus questions follow the
purpose. s

3. In forming questions, remember the purpose is to stimulate discussion;
therefore, they should be provacative, designed to lead from one subject
logically into the next, and not answerable by a simple yes or no.

L, At the conclusion of the meeting, the purpose or point of discussion
'**(whegpgr an information-giving Unit, or one which directly leads to action)
~ should be clearly understood by all members. Use of a member as a RECORDER

1s 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, disctssion and/or consensus questions

were on poster board in each Unit. Any audio-visual material is excellent.

EVALUATING UNIT MEETINGS ™~ 1

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

:_Uhit_meetings), Compile g_report, by your committee, on areas of agreement,
" disagreement, and questions raised. Make every effort to get answers to the

questions raised.

REPORTING TO THE BOARD :

 ~Plan to make a monthly report in writing to the Board. Don't let this be too
" burdensome . The Board is not interested in details, but simply needs to be in-
' ‘formed of plans, recommendstions, activities. Ask for general direction, but

make your own administrative decisions.
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Youfuﬁggrd'féﬁért oﬁ”yoﬁn-Progféﬁ‘ﬁﬁits will be more comprehensive than your
routine monthly reports., (Whenever you have reached consensus you also should
have ready st the Board Meeting an article for the Bulletin.) ;

| IETTERS

Most of your letter writing will fall imto two categories: (1) routine requests

.. for information which you send out over your own signature with two copies to

the Office, and (2) letters requesting speakers, cpmbrehensive questionnalres,

or explanation of League Program and.or position. - This second category should
- go out over the President's signature (yous may also be included). 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 case of action,

.- for the Legislative Chairman's: file. .. ...

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

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 is the action expert, use her. Requests for local action campaigns should
be discussed with the Legislative Chgirman énd the President, -then by the Board
as a whole to coordinate all efforts. . i : o

Sag

OFFICE i ! ot o o W i _
You should visit the office at least twice a month to explore the files on

your program and check other miscellaneous material kept there..

PUBLIC REIATIONS AND SPEAKERS BUREAU ; - 6,

Any ideas for newspaper coverage, radio and TV programs or other public appear-
ances should be cleared through the President and P.R. Chaixman.(except Speaker's
Bureau requests. These, if made directly to you, should be given to the
Speaker's Bureau Chairman for her records.) ' ik

FINANCE

Raising funds is a total Board responsibility. In-addition, Off-Board Chairmen
are called upon for fund raising. . Even though you may be our busiest members,
you are also our best informed and therefore our best salesmen. .

OBSERVERS CORPS i . ik

This group observes school board meetings, Commissioners Coﬁgt, City Counecil,
and H-GAC meetings regularly. A good liason with the Observer Corps Chairman
can give you up-to=dste information on current items, new approaches to old
items, and ideas for future areas of program studies.:. - ,; - -

ABOVE ALL: HAVE: FUN, The League's purpose is to generate enthusiasm and interest
among citizens in theilr government. ; Their concern with issues which government can
solve makes for a more responsive democracy. If you are involved and enjoying it,
it will be contagious to all who come in contact with you.

=19 35 T
Watterworth
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PLANNING PROGRAM: FROM CHQICE THROUGH ACTION

The Annual Reports on the programs of the 1290-plus local Leagues and the 50
state Leagues (and the IWV of Puerto Rico) document the variety of state and local
issues that Leagues work on--and the even grester diversity of epproaches they bring
to these problems. This almost infinite variety is a very sound index of the
Leagues' relevance and sensitivity: relevance to the community 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 chalrmen, as in the past, may
write for more specific cinformation on issues on thelr Leagus's program. It out-
lines how Leagues can selecl Prcgrem 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. The 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; e need more facts, more al-
ternative solutions than we could find in the r.st year," 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 consensus; now we
mus® figure out how to act--how to translate our carefully considered convietion
into reality."

Hopefully this Committee Guide will give ideas about how to move each part of
your program to its sucecessiul next step. State Leagues provide excellent aids in
State progrem making. TFor both loecal and state program making, see the LEADERS
GUIDE, NATTONAT, PRCGRAM MAKING, August 1969, #356, 504, or the League of Women Voters
of Iowa's "Choosing Program" on Vertical Program, published Cctober 1970.

Involving members early.

Leagues whieh 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 suggesticns about possible topies 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" gpproach. Some Leagues ask several
members to write Bulletin copy, each deseribing a different local "lively issue'.
TThese members, stiumulated by this exercise, enllven program-making discussions at
unit and annusl meetings.



The League of Women Voters of Illinois announced a Think Tank Day. It invited
any member to come on that Day to the state League 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, wmembers
should explore ideas not semanties. 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
Springfield" allows consideration of all aspects--facilities, administration,
finanecing, the programs. On the other h hand, members may want to approach only one
aspect of an issue: "Study of the financing of public schools in Osk 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 lighs them all, it is cumbersome; what :
is more, it may preclude the opportunity to study other services. Members might J
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 env1sioned this
early in the game.

The appropriste Board approves the final working for the Program it wishes to
propose at the annual meeting or convention. 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 disecussion, and possible prospects for action.

MAKTING 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 wmewber of the Board, but in some
cases a lLeague might use an off-board chairman. Small Leagues especially may find
it easier to recruit a chalrman if she is not required to assume full board respon=
gibility. 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.

A

The chalrman 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 'her unit." i }

‘A member is more likely to join the committee if she feels that there is a
special interest in her talents. "I (or Mrs. Jones, who reported it to me) was
impressed with what you said during program-making time about the parks in Madison.
We'd 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." Recruiting through the bulletin is not likely
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 and talking to
governmental officials to complete our parks committee" (or whatever talent you think
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 clipping file or read and
annotate references. Mrs. Peters, who' teaches school, may be able to attend com-
mittee meetings only in the evening. A skillful chairman 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 to .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 explore or
some people to see. At the next meeting everyone will have something to ccntribute.

A chalrman needs to listen carefully, to lead these first few mestings 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
people fosters an esprit de corps.

On the other hand, although an orderly outline for a committee mesting is neces-
sary, & 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 Lecagues
have committees that meet regularly once a month of even every two weeks, throughout
the year, because intecrest 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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PLANNING 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 §iscuss
alternatives; putting together as objectively as possible alternative solutions or
approaches. 1In 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 Ieague--to know as much as it does about the issue.

CONTROL THE URGE to tell everything, explain everything. In preparation for unit
discussbons, 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 tell everything,
explain everything. What should heppen is a minimum of talking by the committee,
a maximum of discussion by members. To mcke citizen decisions, members don't need
to be experts. [t

The purposes of a unit dlscussion are to bring out an exchange of ideas, to hone
the mharp edges of differences, to allow areas of agrevument 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 eitizens a subject that matters. If they are overpowered with
detail, members will leave the meeting impressed--but inhibited about their own
abllity 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 vutside the committee, if you can. A skilled dis-
cusgion leader can help the committee design questiuns that activate diaslog. And
the way you put questions mekes a great difference. \

For example, if you ask, "How many acres of park land do we have in Hartford?"
you have probebly killed gll discussion., It is unlikely that anyvne knows the
ansver, therefore the committee both asks and answers the questions--and the other
members become passive listeners to the experts. But "Do you think we have the
proper park facilities to supply the recreation needs of the ehildren in vur com-
munity?" may get the discussion off and running. The ecommittee will, of course,
serve as s resource nuw and then, to answer a factual question raised in the dis=-
cussion or to correct (tactfully, of eourse) major misstatements.

Iearn 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 uot made an im-
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 whieh you
can present details that members want, suech 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 recreatlon areas is indicated. Pick 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 taken place, without a direct question to
elieit 1t. The discussion leader will recapitulate, as she goes along, thiese 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 arecas
of agreement should be carefully recorded. They may differ among the units. But
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 the discussion 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 ILeague schedule will allow for only one meeting on a glven
study. If so, the Bulletin articles and/or every=-member msterials need especially
careful drafting. They must be challenging and provoecative, 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 ccmmittee proposes should be considered by the entire
board. .These questions are very important. The committee has intensively studied
the problems, has a reasonable knowledge of in what arsas within the study agree-
ment is possible and what kinds of action may be foreseeable,

The posithon should be one on which the I~ague can act effectively., Therefore
the questions should elicit an expression of agreement on general concepts, not
speecifics, yet not so bland or general as to be of little value for the beoard as it
considers how to act.

For example, if the study relates to special services in the schools, congensus
that the schcols should provide more such services is not very useful, Cn the other
hend, agreement that sehool (a) should have an additional counselor, sehool (b) an
addltional librarian, ete., ties the hands of the ILeague should attendancé districts
be changed or pupils transferred, More useful would be agreement on kinds of serwvicee
vices, klnds of programs, general areas of need, kinds of determinations for how
scrvices should be alloeated. Then the League is in a position to offer ccnstruetive
testimony, to select alternatives when actual options come before the communitys .

Analyze econgensus 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 identieal, there may be disecernible basic areas of
agreement with some disagreement on specifics or tangential areas. The comnittee
phrases what it thinks the members have said and drafts both a simple support (or
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‘Opposition) statement (1f there is endugh agreement to warrant) and the longer
statement of position. It presents to the board these tentative drafts and its
".‘evidence from the consensus reports for believing that agreement exists,

= y

Wbrd the position wisely. -

: If agreement is reached in the Ieague in some or all of the areas discussed,
the board prepares two thinge=-=a short working of the position, and a longer state-
ment of position, outlining in 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 worBing based on their éexperience and on answers the com-
mittee chairman provides for queetione they may ask,

For example, following a study of libraries, members have agreed that: a new
building is needed in s central location; gervices, either small neighborhood
branches or bookmobilies, are needed to bring books to areas too far away from the
ecentral library; there should be better cooperation between the library and the
schools, the jail, the hospitals, and other institutions; and the book collection
should be much increased. :

The simple support poeition could read: Sd@porﬁ of a new oentralilibrery:and
expanded library services,

The statement of position, then, would include 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
bookmobiles so that access to library books 1s in walking distance of
“any resident. '

The book collection should be expanded to meet at least the criteria
established for s city the size of Broockfield.

In order to provide reading msterial for all people in Brookfield,
the library should arrange for lending books on an adequate basis

to the schools, to people in hospitdds, Jjails, 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 gll--and some of the specifics are included. Yet the
wording does not set the number of books, the specific places that branches or main
library should be, nor the e exact methods of serving institutions. The Board has
rocm to maneuver, to act in support of or opposition to speecific proposals.

‘TAKING ACTION

' Involve members early.

: Teagues generate oonsidereble'enfhgsiaem during the study eﬁd consensus-f
reaching process because members have had opportunities for input, for taking mpart
in decision making. Tcooften, between the time consensus is reached and the Board
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FRAMK FAIRCHILD, SCHOOL SHPERINTENDENT, MEGATOWN

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 tae
state's Minimum School Foundation Program.



STELLA GOODCHILD, REPRESENTATIVE OF THE LEAGUE OF WOMEN VOTERS OF TEXAS

The formula for distributing state money to local school districts is based solely
on the property tax. |f property tax is to remain the cornerstone of school
finance in Texas, property tax reform is imnarative!

Wide variations in assessment practices exist across the state. Inequities abound,
Results of the Legislature's own Preperty Tax Pilot Project indicate that:
* undervaluation in the 35 districts sampled ranges from 19% to 89%;
*undervaluation statewide approximates $80 billion;
%* single=family homes and commercial property are most often assessed at
highest percentages of market value, while industrial and rural property

are assessed at lcwest value.

The League of Women Voters of Texas supports all of the proposals under considera-
tion. Such measures will lead to honesty, equity, uniformity and efficiency.
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ROSE GLASS, HOMEOWNER/TAXPAYER

My taxes are too high!

Can you explain to me how my house can be on the tax rolls at $32,000, when | only
paid §18,000 for it in the first place?

My cousin Minnie, over in Twin Forks, lives in a swell house. 1 know ?er an' Will
paid better'n $30,000 for it over 3 years ago--and Minnie's taxes aren't as Tuch
as mine! It's just a shame, what you people let those tax men get away with!

And another thing--the road in front of my house is fallin' to pieces. Has been
for years, and | have yet to lay eyes on anyone from the street department even
passin' through--much less fixin' it.

I just don't understand it. Ordinary people like me pay more than our share, while
those big companies gst off dirt cheap. And we can't even get a pot hole filled!
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JOE SMART, REPRESENTATIVE OF THE TEXAS TRUCKING ASSOCIATION

In its present form this bill will place an undue burden upon an already heavily
taxed industry. There is not one facet of modern life which would not be affected
by further increasing trucking costs. If assessment is made at 100% valuaylon,
allowances must be made for service industries such as ours by kesping their rates
at a lower scaie.

Arrangements for supervision and collecting also concern us. VWhat kifd of 5tate
supervision are you talking about? Will the State Comptrolier run things, or will
a board be appointed?

What allowances will be made for depreciation of our vehicles and stock? Who will
evaluate them? When and where?

We believe that this bill, as proposed, will cost more to administef than will be
gained in increased inccme, and we believe that without scme exemptions and allow-
ances this bill will prove inflationary.

b he Tiged, 4 ; #12Zrad) 0Lsy ed palosen. T
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P.T. MATTHEW, COUNTY TAX ASSESSOR-COLLECTOR, URBANA COUNTY

My office agrees that the county government should have responsibility for the sing!

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 priority should be given to those prcfessionals 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. In 196%,
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 tax office, giving
the date, the persons involved in the transaction, the legal description of the
land, and: the selling price.
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SAM FLATFJELDS, SENATOR FROM THE LUBBOCH AREA

The people of Texas don't waont statewide rules and regulations governing local
property assessments. How can some bureaucrat sitting in the Texas hill country
declare how Tax Officer Sandstorm should anch 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.

I'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's speculative value,
but rather for its ""best agricultural use.!" 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 iand values.



CONSTANCE WHITE, SENATOR FROM THE SUBURBS OF RICHLAND, BIG TOWN, AND FARMDALE

My constituents will support propositions 1, 2, and 3. These provisions are
hecessary to insure fair, uniform tax practices statewide.

BUt_PTOPosition L scares me! The creation of a single, county-wide tax appraisal
office scares me! The people and the local taxing authorities in my district will
Not accept a county-wide assessing office without a fight. No outsider can know
the Frue market value of property in my district as well as our own local appraisers.
My district jealously guards §ts local control.

g 0 teq el
Today two school systems in my district are preparing law suits against the Governo:
bec?use of unfair market value assignments used by him in computing their local fund
assignments. These school 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.

e T T T T T L
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MANOLITO GARCIA, SENATOR FROM SAN 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 industry, and only small businesses. It is
further burdened by 4 major tax-exempt federal military installations, numerous

large tracts of tax-exempt land belonging to religious organizations, and farm
land receiving huge tax breaks.

It's time to junk 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 MEGATOWN

The proposed bill addresses the problem of statewide equality and uniformity.
Guidelines and supervision have iong been needed to implement these provisions,
which have always been in our constitution,

app
My constituents want property tax- refcrm. But some of them tell me that they are
concerned about a single assessihg office in each county. Some of these citizens
don't like the job currently being performed by their county tax assessor-collector.
There are complaints of incompetence. What will happen when this tax office become:
the only éﬁ%ﬁi&iﬁé office.for the whole county? Will incompetence triple when the
county tax office ass 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 for
themselves? Let's give these taxing districts speedy and effective legal remedies.
Let's make sure these districts--city, school, water, hospital, and the 1ike-=can
protect their own tax base. Let's make sure that the services of this proposed
single assessing office in each county will be established at no less than the
most effective performance already in progress in that county.
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FORREST WELLS, SENATOR FROM EAST TEXAS ) C?édz4xﬂnaw4

My fellow committee members, | notice that liberal tax reform zealots continue to
express dismay over the so-called ''self=reporting' 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 own taxes. Many businesses routinciy
do this by filing a certified public accountant's statement with their local tax
offices.

in fact, this practice commonly results in higher taxes paid, because a tax assesso:
does not have the access to a company's intangible assets that a CPA does. A tax
assessor is also handicapped because he does not have the expert knowledge needed
to evaluate what he does see.

Furthermore, administrative costs and political realities make it impractical, if
not impossible, to eliminate the self=-rendering of taxes.

Now, there are some reforms that are needzd. Greater tax breaks should be provided
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 deal with dozens of tax offices. There should be a state system for
supervision and coordination.



LWV of Texas
January 1973
Presidents Mailing
(2 copies direct
to president)

RO All Local League Presidents and Program Vice Presidents
FROM: Mrs. T.R,Coker

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 specifie
enough to be meaningful.

An item in a new subject area might be worded to indicate a broad study leading to
fairly 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 management.) On the other.
hand, the proposed item might be worded to incorporate past positions, and propose
study of new areas contingent to possible 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 for 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 Not So Good - Vague or Too Specific
1. Support of school policies which i. Survey of School District.
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 2, Parks and Recrcation,
recreation facilities in city.

3. Evaluation of administration and 3. Study of public health.
financing of public health services in
County.



L4, Support of effective planning 4. Support of the Master Plan passed

to meet the needs of a growing by the City Council in May, 1971,
community.
5. Support of development of adequate 5, Water,

water resources for and
adjacent communities.

6. Survey of facilities and agencies 6. Juvenile problems in County.
affecting children and youth in

County.,

7. Study and evaluation of social 7. Welfare in County.

subsidies in County,

NOTE: If your League is not a county League, you must have permission from your
state Board and all other Leagues in your county to undertake a county study.

An explanation of each itemy 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, ete., 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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LWV of Texas
February 1971

To: State Board

Re: NOTES FOR A PROGRAM CHAIRMAN

BEFORE CONVENTION:

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 Outlook for Work in the Convention Workbook will give you ideas.
Also, contact the current Program Vice President for copies of the supporting

%mmaterials submitted with the item, and if there is a new nominee for Program Vice

¥ President, write her for ideas, possible sources of reference materials, ctc. 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 tho direction mcmbers want
the study to take. Make notes. They will be invaluable to you later.

AS A BOARD MEMBER:
You and your cummittee will be responsible for producing:

¢-""‘"'_-—-—--— :
VERY SOON: 1. Copy for a new Stage"Program FSZEE;:Er Fflipchart.

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 committeec and approved by the Board. Often
the materials which will be made available are listed. You may have other ideas.

25 éﬁ;ﬁiﬁ:&fg;ﬁ?tgfigijfor 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 gquestion form (see MEANINGEUL MEETINGS and '"How
To Plan a Discussion Outline.'")

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.

=5



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.

¢, 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)

e A I e

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 liwe near you--in the same city, if
possible--far 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 for 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 eweryone named above; send original
to the publishing editor.

AFTER 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

o e



LYV of Texas
Marech 1973

To: Program Chairmen
From: Betty Anderson
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 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 word; it will be a
starting point.

These factors need to be taken into consideration.

I. Timing Aspects IT. HMechanics

a. Scheduling office work a2, Communications network
Dates for local Leagues

b. Publications b. Budget
How and when
VOTER stories

c. Action ¢. Off-board committees

I. a. Scheduling

Hovember 15 was set as the tentative conscénsus 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 kit, plan when you want it to be distributed. We must be mindful of
the total office load, so keep the overall victure in mind.

Local Leagues cxpect to know when materials will reach thém, and we must make
every effort to be faithful to our provosed 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
resource materials, every member material or action materials.
fIIf you want a VOTER article, you must think months ahead in
il order to get board gpproval and meet printing deadlines.

\J

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

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

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

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



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

The item chairyman, publications chairman, president, and program VP will
determine the number to run, color or ne color, ete. Pricing will depend
on printing costs. You will want to mimeogranh some publicity about the
material, including an order form, to be sent oub with the initial mailing.

Mip Chart.--Try to have your material for the program flip chart ready by
the May Board meeting.

o Ackaon

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 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 and sizes. First of all, reread np., 3L4-38 in the
Local League Handbook and the program section in the Btate Board Handbook. In
addition, I suggest you make an "Action" folder vhich contains:

ACTION, 1972, LWV of US, Publication #161

Guidelines for lLocal Leagues, Jan. 1972, LWV of Texas

Anatomy. of a hearing, LWV-LF publication #108, 1972

Memo, LWV of the US re: Criteria for ehoosing actigm prioritics, Jan. 2k, 1973.

The legislative executive committee is composed of the state president, 759%.,22ﬁ%$)1
: WV

legislative director, program VP and tegistatise-projeets—director-make Lt )b el

decisions on immediate legislative action after the board has set the priorities.
ITI. HMechanics
A. Communication Hetwork

The "carbon 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. Try to reply as promptly as humanly possible.
Your comunittee is also included with a carbon, as well as the
president of the local League if you arc 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 recelying them
anyway -~ later.

B. Budget

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



H. Bducational 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 Bupport
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 cvenings ov weekends.

C. Off-Board Committecs

Most active items have found the importance of off-board committees. This

may have to be a committec where communication is by carbon routine. Depending
on the financial picturc the next two years, therc may be some money for
face-to-face meetings. Otherwise, consider getting together at Council or
having a regional committce.
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B RIE R ASCHE

This handbook was prepared for use by community action staff
in assisting 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 help neighborhood
residents to better deal with the problems of participating in formal
sroup meetings. Many of us who have organized blocks and worked in
neighborhood centers are aware of the problems as well as the
advantages of "maximum feasible participation' of the poor. This
HJandbook and the staff support that should accompany it could go far
to provide neighborhood residents 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
respounding to requests for the Handbook from all fifty states and
the Virgin Islands. In every case, and at present, we would appre-
ciate comments and suggestions. Many past suggestions have been

—imrorporated “itrtor this esdition.

We hope that the Handbook will prove helpful. The meaningful
participation of persous who are '"experts' in the problems of poverty
has provided momentum and creativity to community programs. We
would like to see greater involvement by people for whom these pro-
grams have-been desigoned. In fact, we believe that without poor
people gaining greater control through new skills, the programs
would border on being ineffective.

Perhaps this material can contribute to the effective inZluence
of poor people in policy-making bodies.
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