
League of Women Voters President’s Packet
No one person is able to perform all of the tasks of leadership. The important thing is not that we as individuals cover all the bases but that we work collectively to do so. As we work to enable others to succeed, we will guarantee the success of the League.

The President’s Packet and Post-Board Summaries are designed to supplement In League, our basic leadership handbook. A Post-Board Summary is sent to you after LWVUS/LWVEF board meetings. It is a source of current information for League leaders such as LWVUS/LWVEF board decisions and calendar updates. The information sent to League presidents and DPM subscribers is also posted on the Member Site of the League’s website at www.lwv.org.

National board liaison assignments are included in this Packet. With some exceptions, board members serve as liaisons with Leagues(state, local and ILO(from states in their home geographic region. Please alert those who do your mailings to include your board liaison on your League’s mailing list. If you have questions or need additional information, please call the LWVUS office or your assigned board member for assistance.

We look forward to working with you as the League continues to lead the battle to spread the franchise and ensure democracy!








Kay J. Maxwell                                                                                                       






President/Chair

The President and the League’s Mission
Enjoy your term as president of the League! As president, you set the tone for the entire membership of your League. A successful leader learns from the past and looks to the future with optimism and creativity(and with a willingness to try new approaches.

Enthusiasm, tact, humor and flexibility are perhaps the four most valuable assets you can bring to your job. Your confidence and genuine enthusiasm for the LWV’s mission and program will be reflected in the attitudes of the board and the membership. If you let members know that their contributions are valued and that their ideas and energy are needed, they will become more active members.

Avoid the trap of making decisions alone or of doing someone else’s work. It sometimes seems easier to do the work than to delegate, but as a leader one of your most important jobs is to train new leaders. When you, as president, receive acclaim for jobs well done by the League, share the feeling of accomplishment and give praise, credit and encouragement to others whenever possible. And while some board decisions may turn out to be mistakes, you can use the opportunity for good board discussion, constructive analysis and evaluation and planning for the future.

The LWV is a volunteer organization that does a professional job. Expect excellence and enable others to achieve it. As a League leader, you empower others to define and to accomplish goals(personal goals and the goals of the League as an organization. Listen to your members, maintain an arena for healthy exchange of ideas and plans, and provide opportunities to set and evaluate goals and develop and implement strategies.

Remember always that you are not alone. Neighboring Leagues often are willing and eager to work together with you. And your state League is there to help, as are the national board and staff. League leaders are all partners in their commitment to the League and we all depend on each other.

Mission

The League of Women Voters, a nonpartisan political organization, encourages the informed and active participation of citizens in government, works to increase understanding of major public policy issues, and influences public policy through education and advocacy.

Vision, Beliefs and Intentions                                                                            

The goal of the League of Women Voters is to empower citizens to shape better communities worldwide.

The League of Women Voters of the United States is a nonpartisan political membership organization, which:

( acts after study and member agreement to achieve solutions in the public interest on key community issues at all government levels.

( builds citizen participation in the democratic process.

( engages communities in promoting positive solutions to public policy issues through education and advocacy.

The League of Women Voters Education Fund is a nonpartisan public policy educational organization, which:

( builds citizen participation in the democratic process.

( studies key community issues at all government levels in an unbiased manner.

( enables people to seek positive solutions to public policy issues through education and conflict management.

We believe in:

( respect for individuals.

( the value of diversity.

( the empowerment of the grassroots, both within the League and in communities.

( the power of collective decision making for the common good.

We will:

( act with trust, integrity and professionalism.

( operate in an open and effective manner to meet the needs of those we serve, both members and the public.        

( take the initiative in seeking diversity in membership.

( acknowledge our heritage as we seek our path to the future.

Core Values:

· We are a nonpartisan political membership organization.

· We believe that grassroots initiatives and consensus building are the strengths of our organization.

· We believe that our organization models the principles of good governance.

· We consider well before taking action and prepare well before beginning to act.

· We believe that citizenship requires knowledge, as well as the ability and will to act.

· We believe that the responsibility of good government rests on the shoulders of its citizens.

· We believe that the rights of citizens at home and abroad are interdependent.

Nonpartisanship and Your League

The League of Women Voters, a nonpartisan political organization, encourages the informed and active participation of citizens in government, works to increase understanding of major public policy issues, and influences public policy through education and advocacy. We take action on public policy positions established through member agreement. We are political, but we do not support or oppose any political party or any candidate.

Each League’s board of directors is responsible for carrying out the League nonpartisan political activity/conflict of interest policy in its community, keeping in mind that everything the League does should be measured against the yardstick of nonpartisanship. 

The national board’s policy has two parts: a Nonpartisan Political Activity Policy and a Conflict of Interest Policy. Both are reviewed and adopted by each new national board.

The ideal time to review your League’s implementation of the nonpartisan policy is at the orientation meeting for your new board, when you clarify the policy-making role of the board as a whole, as well as individual responsibilities. It is important to review the nonpartisan policy before specific cases come up. Even if no changes are necessary, the review is important, both to educate board members and to anticipate situations that might cause difficulty later. All situations should be considered on a case-by-case basis; for example, is a key committee chair likely to run for political office?

Once the review is complete, you may wish to publish the policy in your bulletin. It is important, however, that the general membership understand that members are encouraged to be politically active. The code of behavior that the board sets for itself applies only to board members and, possibly, to certain off-board chairs.

Here are some basic elements that should be included in your board’s nonpartisan political activity policy:

( A statement of the nonpartisan nature of the organization.

( Guidelines on permissible activities for board members.

( Restrictions on certain board positions.

( A policy on how to handle resignations when board members resign to engage in                              
political activity.

( A procedure for an annual review of the policy by the board.

( The date the policy was last reviewed/revised.

See the following page for a suggested guide for board discussion of the nonpartisan policy statement.  (Courtesy LWV of Pennsylvania)

Suggested Discussion Guide on Nonpartisan Policy

Consider the following types of candidates as you discuss each section: single-party candidates; cross-filed candidates; candidates without party designation; candidates for policy-making office; candidates for non-policy-making office.

1. Should board eligibility, or eligibility for specific board portfolios, be affected by:

( Running for office?


( Being an elected official?


( Filling a visible role in a candidate’s campaign?


( Working on a candidate’s campaign behind the scenes?


( Being appointed to political office?


( Circulating nominating petitions/distributing campaign materials?


( Family members who are active in partisan politics?

2. Should a specific period of time elapse after having been politically identified by one of the above activities before being elected or appointed to the board?
3. Should board eligibility be affected by having an official position in a party organization or in an organization-endorsing candidates for public office?
4. Should board members be allowed to donate money to political campaigns? 

Any amount?  An amount less than that, which might be recorded on a contributors list?

5. Should board members be allowed to attend social events, when the purpose is to:

( Announce candidacy?


( Raise money for candidates?


( Hear a candidate’s position on issues?

6. Should off-board members with known political affiliations be permitted to represent the LWV before the public in any way, including:

( Registering voters?

( Being involved in candidates meetings/debates - making the meeting                                                                                                      arrangements?- being moderator? - screening questions?            


( Being official LWV observers at government meetings?


( Testifying for the LWV before government panels?


( Lobbying in the name of the League?

7. Should nominating petitions be circulated at League meetings?  


While a LWV written policy may not go into such detail, the board should discuss each item. The secretary should include a record of the discussion in the minutes. The nonpartisan policy that is agreed upon should be distributed to board members, published in the newsletter and a copy sent to the state League office and the LWVUS.

League Requirements

The 1986 LWVUS convention amended the LWVUS bylaws to replace the word “standards” with the word “requirements.” The convention also approved a set of requirements for local, ILO (Inter-League Organizations) and state Leagues intended to be specific enough to be enforceable. The 1994 LWVUS convention voted to revise the requirements slightly and to add one regarding membership and diversity. These requirements are to be seen within the framework of the League’s Mission Statement.

Mission Statement
The League of Women Voters, a nonpartisan political organization, encourages the informed and active participation of citizens in government, works to increase understanding of major public policy issues, and influences public policy through education and advocacy.

Requirements
1. The League must have bylaws, the first three articles of which must be consistent with those of the LWVUS. The remaining articles must provide for democratic procedures.

2. The League must establish and maintain a nonpartisan policy.

3. The League must hold an annual business meeting of the membership.

4. The League must hold regular board meetings.

5. The League must meet its financial obligations to the state and national levels of the League. 

6. The League must have a plan for membership growth and retention that encourages a membership as diverse as the community.

7. Any advocacy pursued by the League must be consistent with League principles, positions and policies.

These requirements may be supplemented by additional requirements as determined by each state League (e.g., a numerical standard for the formation of a LWV MAL Unit). They must be met for League recognition and are to serve as a continuing gauge of a League’s health and well being.

You, as a local League president, are responsible for seeing that your League satisfies these requirements. Please consult with your state League immediately if you have concerns about fulfilling the requirements. Your national board liaison is, of course, available to counsel with you and with your state League.

The President

Role:  Provides leadership for the League and serves as spokesperson to the community.

General Job Description

· Plans, promotes and presides

· Supports all League activities

· Encourages and supports all board members

· Serves as liaison with state League, LWVUS, ILO and other Leagues

· Delegates responsibility, follows up

· Does not do everything alone!

Specific Job Description

· Presides at board meetings and general meetings

· Represents the local League at conventions and coalitions

· Signs all official letters

· Presents League statements to governmental boards and commissions

· Reviews final copy for the bulletin

· Writes a column for the bulletin
Techniques

· Open the mail immediately

· Plan ahead, anticipate the workload and time commitments

· Set agenda for board meetings and distribute them

· Contact liaison leaders, state board members and specialists, LWVUS Board          Liaison, LWVUS Field Support Department for advice, assistance or suggestions

· Delegate work to vice-presidents, board members and committees; stay in contact

· Set up filing system and paper distribution system; use email when possible

· Answer letters and return forms promptly

· Make lists and phone calls

· Coordinate and collaborate with neighboring Leagues or other organizations with similar goals

· Maintain a sense of humor; be positive and enthusiastic

Courtesy LWV of Illinois
Checklist for Local Leagues

The following is a list of items that need to be done as you start your League year:

___
Notify your state League and the LWVUS of your new officers.

___
Confirm that all board members have received files from previous director.

___
Plan the year's calendar.

___      Identify local issue of most concern to the community. What is the League’s role?            (forum, debate, action committee).

___
Plan membership campaign.

___
Prepare or update membership handbook.

___
Begin voters service work for November elections.

___
Review with your board your local nonpartisan policy.

___
Plan finance drive or other fundraising activity.

___
Appoint members to nominating and budget committees and bylaws                                         committee if necessary.

___
Organize observer corps. (Optional)

___
Urge board members to recruit committee members.

___
Order state and LWVUS publications board members will need for their portfolios, such as the LWVUS Diversity Toolkit, the LWVUS Interim Outreach Toolkit and the Election Toolkit 2001. 

___
Schedule your field representative (or other state board member) to visit your League for board training. Also consider those persons for orientation, prospective member meeting, program speakers, or whatever might benefit your League.

___
Contact your state League board or the LWVUS when you need help or when you have some good news to share!

Courtesy LWV of New Jersey

HOW TO BUILD A COMMITTEE

Act as early as possible in the League year to find committee members, before too many commitments are made and too little time remains.  Participants in the pre-adoption discussion of an item at units or the annual meeting are likely prospects for the ensuing committee.

Names of other interested members might come from previous chairperson and committees, board members, or from a time-interest-talent card, telephone poll, or other annual general membership survey.  The membership chairperson often can suggest fresh names, especially upon joining most new members want or expect to become involved.

For a balanced committee, ask any member, not only those with a special interest.  Remember the old adage: “if you want something done, ask a busy person.”  Don’t write anyone off, including the men in your League.  Don’t make excuses for anyone, even the member who has five children under five, two dogs, a leaky basement and goes to school part-time.

Invite non-League members to participate in the work of our committees. People with a passion for the issue you are working on may join the League after becoming involved.  

Even if someone works or is in school (and isn’t that just about everyone now-a-days?), you might be able to find a committee subject or skill area that could mutually benefit the member and the League.  For example, you might have a member who works for the city planning department to match with your local land use committee. 

Advertise in your bulletin to let every member know she/he is welcome, although your notice alone may fail to elicit too strong response.  Avoid desperate appeals for help, since the effect can be deadly.

Announce the focus of your League’s study in the local press and radio.  Frequently, others in the community are attracted to a League’s local study and will join to work on that committee. Also, look for help among college students in related fields.  They may need a term project.

When you ask members to join a committee:

Be personal:  “You mentioned that you…”

Be positive:  “We need you because…”

Be specific:  Describe the job.  It is not enough to say, “We need help.”

Be convincing:  “Since you have two children in the high school, and we are studying the special services offered by the district...”

Be supportive:  “Libby Leaguer and ___ have agreed to serve on the committee.”  

Be understanding:  “I know how busy you are, but…”

Be honest (almost) --- in the estimate of time demands.

Be agreeable:  “No, I can’t get anyone else.”

Be enthusiastic – It’s catchy:

Source:  LWVUS --taken from materials prepared by the LWV of Illinois.

TEN TIPS FOR SUCCESSFUL MEETINGS

1. Plan Action:  If you, as the leader, know where you want the committee to go, chances are that the committee will get there.  Develop a plan that you believe will work, but keep it flexible so that when you toss it to your committee, you can readily shift to the improved plan, which the committee’s discussion will probably develop.  Get the plan written down and keep it up to date. Allow other people, including your committee members, see it.

2. Schedule Meetings Well in Advance:  Schedule meetings at least two weeks ahead and inform the committee members well in advance.  Be definite as to the place, the date, and the starting and end time.

3. Always Prepare an Agenda:  An agenda is a plan for the meeting.  It helps you and your committees know where you are going.  It assures the consideration of priority items and will greatly aid you in keeping the meeting on the subject.  The agenda should list the points to be considered, reports to be heard, assignments to be made.  The listing should be in the order you wish the items to be considered.  Let your committee participate in preparing or approving the agenda, but don’t use up much time on this.  Discuss at today’s meeting what you will do at the next meeting or two.  If the members have suggested a program, they will probably come to hear it or participate in it.  Send the agenda to members in the meeting notice if you can.

4. Delegate, Delegate, Delegate:  Only by involving committee members in actual committee work you hold their interest, make them enthusiastic, and equip them to chair the committee next time.  Getting a job done takes more time at first when you delegate, but the practice is essential to your committee’s success.  Your job is to harness the individuals and to challenge them to stretch themselves.  By delegating, you won’t leave yourself without a job.  Your hands will be full following up on those who have accepted assignments.

5. Follow Up:  Allow committee chairs set their deadlines, and urge them to meet them.  Definitely scheduled reports at a meeting can be an effective prod.  Reports on the progress of others (assuming there has been some) can also serve as a prod.  If the committee member continually reports no progress, suggest that you will provide some help or that a different assignment might be easier.  Never let the matter die.  To do so leaves a bad impression for all.  Urge committee members and subcommittees to get something down in writing.  The person with his or her ideas written down has a big advantage.  It will crystallize the thinking of the committee members and the rest of the committee.

6. Be early for Meetings:  Sample the members’ opinion how things are progressing as they arrive.  Chatting before the meeting begins is a good time to learn members’ names, and it shows members that you give your committee work a high priority.
7. Call on Members for Opinions:  Don’t say:  “What do you all think of this?” Say: “What do you think of this, Chris?”  “What do you think, Mary?”  Warn them ahead of time that you will be asking their opinions.  Get their reaction in casual conversation outside of meetings, too.  

8. Use “Buzz Groups” When Necessary:  With large groups of over 15, opinions and reactions can be sampled by dividing the group into “buzz” groups of about five members each.  Each group quickly chooses a chairperson and discusses the problem for a few minutes.  At the end of that time, the chairperson of each group reports on the group’s ideas.

9. Appreciate Their Efforts:  We all respond to recognition and appreciation, so don’t fail to give extra credit where credit is due.  Everyone is looking for the inner satisfaction of a job well done, but the satisfaction is greatly multiplied by public recognition.  Don’t forget to mention the good work to the committee member’s friends.   

10. Evaluate Your Progress:  Talk with committee members to compare your judgment of how things are progressing.  Stop and evaluate the results, and compare the results to your original plan of action.  Revise your plan of action based on the results of your evaluation.

A final thought:  Begin and end each meeting on time.  Appreciate the time your committee members are contributing to the project and recognize the fact that they are busy people.  Wait no more than ten minutes to start a meeting because some members haven’t arrived is telling your prompt members that their time is not as valuable.  Close the meeting at the scheduled time with a promise to continue the discussion at the next meeting.

ADDITIONAL RESOURCES:

Principles of Association Management, published by the American Society of Association Executives and the Chamber of Commerce of the United States; Washington, D.C.

How to Conduct Productive Meetings, Toastmasters International, Inc.; Santa Ana, California.

Source:  Excerpted from “Ideas and tips for Managing a Committee and Conducting Successful Meetings,” from the Atlanta Association for Retarded Citizens; Tom Graf, Executive Director.

WAYS TO EFFECTIVELY DELEGATE RESPONSIBILITY

1. Pick qualified people to start with.

2. Explain both the job and the degree of delegated authority.

3. Concentrate on explaining the results you want to accomplish.

4. Reach agreement on the job and the time frame for accomplishment.

5. Establish a reporting system for interim progress.

6. Delegate both “good” work and “bad” work.

7. Don’t use delegation to dump disasters on others.

8. Give both positive and negative feedback.

9. Use “one person-one job” method of delegation.

10. Gradually increase responsibilities and freedom.

11. Train, if deficiencies are spotted.

12. Inform others of authority you have delegated.

13. Recommend sources of help and support when delegating.

14. Make sure to provide all necessary background information.

15. Adjust current workload to match new additional tasks.

16. Don’t over supervise.

17. Use mistakes as a learning experience.

18. Encourage risk-taking.

19. Make sure what you’re asking for “makes sense,” both to you and them.

20. Try to communicate the need, vision, and significance of the work.

21. Have person repeat back to you what their understanding of the work is.

Source: LWVUS workshop.  1996. McCurley and Vineyard, 101 ideas.

Inspiring Quotes From Council 2001

“Never doubt that a small group of thoughtful committed citizens can change the world; indeed, it's the only thing that ever has”--Margaret Mead

“Mission comes from the head.  Vision comes from the heart.”--James Maples

“No one can make you feel inferior without your consent.” --Eleanor Roosevelt

"The most damaging phrase in the language is: It's always been done that 
way." --Admiral Grace Hopper (1906-1992) 

“Live as if you were to die tomorrow, learn as if you were to live forever.”-- Gandhi

“Commandment number one of any truly civilized society is this; let people be different.”

--Grayson David

Pride makes us artificial and humility makes us real.”--Merton Thomas

"Whatever you can do, or dream you can...begin it. Boldness had genius, 
power and magic in it. Begin it now!" --Johann Wolfgang Von Goethe 

"You wish to see; listen. Hearing is a step toward vision."--St. Bernard 

"I don't know the key to success, but the key to failure is trying to please everybody."  --Bill Cosby

"I start with the premise that the function of leadership to produce more leaders, not more followers."  --Ralph Nader
"Nothing great was ever achieved without enthusiasm.”

 --Ralph Waldo Emerson  

"Fortune favors the bold but abandons the timid."  --Latin proverb

“If we cannot now end our differences, at least we can help make the world safe for diversity.” --John F. Kennedy
“10 persons who speak make more noise than 10,000 who are silent.”

--Napoleon Bonaparte

“Fall seven times; stand up eight.”--Japanese Proverb
“There is nothing harder than the softness of indifference.”--Juan Mantalvo
From Never Confuse a Memo With Reality:
"Develop a point of view about success---your own and your organization's."

"Life is choices: always choose to do what you will remember ten years from now."
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Diversity in the League – 




Policy and Implementation

The LWV, in both its values and practices, affirms its belief and commitment to diversity and pluralism, which means there shall be no barriers to participation in any activity of the LWV on the basis of gender, race, creed, age, sexual orientation, national origin or disability.

The LWV recognizes that diverse perspectives are important and necessary for responsible and representative decision-making. LWV subscribes to the belief that diversity and pluralism are 

fundamental to the values it upholds and that this inclusiveness enhances the organization's ability 

to respond more effectively to changing conditions and needs.

The LWV affirms its commitment to reflecting the diversity of America in its board, staff and programs.

In October 1992, the national boards of the League of Women Voters of the United States and the League of Women Voters Education Fund established the following value as one of their primary goals in seeking to position the organizations to enter the 21st century with a renewed sense of purpose.

“The League will be the leading membership organization in having fully embraced, 

implemented and maintained total diversity in both membership and programs.”
Standards on Diversity and Pluralism In 1992, the LWVUS and LWVEF boards adopted standards that affirm their long-held belief in and commitment to diversity and pluralism in their values and practices, and pledged that there shall be no barriers to participation in any of their activities.

The directors, trustees and staff of the LWVUS and LWVEF recognize that diverse perspectives are important and necessary for responsible and representative decision making, and subscribe to the belief that diversity and pluralism are fundamental to the values they uphold.

The national League’s standards on diversity cover many groups of people not currently represented in any significant numbers within the League, even though the individuals agree with the League’s principles.  The national boards recognize that achieving diversity within the League will be a long-term process that must be carefully managed to assure success.  Therefore they determined that the plan of action to achieve diversity would focus on race and ethnicity first and then take on a broader scope after substantial progress in these areas has been made.

Beliefs
· There are barriers; both procedural and attitudinal, within the League that operate against diversity, particularly in the area of membership, and these are also barriers to membership growth in general. The League cannot claim to represent the informed views of American citizens unless its membership more closely reflects America’s diversity.

· The League cannot ask that government institutions be fair and open if it is not willing to take steps to make its own organization more fair and more open.

· Considerable efforts are needed to achieve membership growth within the League, and since there is significant overlap in the actions needed for membership growth and for increasing diversity, a focus on diversity will produce a fortunate by-product of membership growth.

· It is time for the League to move beyond its intellectual commitment to diversity and into action to achieve diversity.

· A diverse League will require increases in racial and ethnic diversity, gender diversity, the number of lower income members, the number of members in the workforce, members who are younger and older (retired) and members with disabilities.

· League programs have sufficient breadth to appeal to a wide diversity of interests and members but need to be appropriately marketed to diverse audiences nationwide.

· In order to succeed, it is essential that the League move toward diversity through a step-by-step program, carefully targeted in stages, because achieving diversity is a large job and the steps taken to reach out to various populations will be different.

Approaches
League leaders will:

· Develop a plan of action to achieve diversity in the League that will concentrate first on achieving racial and ethnic diversity and will include technical assistance to Leagues to ensure that all programs and meetings are barrier-free for members with disabilities.

· Participate in diversity training sessions throughout all phases of the plan of action and retain outside professional assistance, especially in the beginning stages of the plan of action, so they can receive ongoing support and guidance in their work to understand and become comfortable with the complexities of achieving diversity.

· Serve as models by implementing the techniques learned in the training to move the League toward achieving and maintaining diversity.

· Dedicate resources each fiscal year to enable the LWVUS and LWVEF to conduct diversity training and to produce resource materials for state and local Leagues that are responsive to their needs.

· Establish an appropriate committee or task force structure to provide continuity of effort, to ensure that the plan of action is carried out and to solicit feedback from state and local Leagues on their own progress to achieve diversity.

Creating Communities of Inclusion-Highlights lessons learned by Leagues on how to create a broad-based community coalition.  Offers models and guidance to organizations and community activists on what works (Pub. #1077, $3.00).

1999 Diversity Toolkit-The toolkit is designed to be practical, with suggested steps and examples, but also flexible enough to meet the varying needs of Leagues in different circumstances.  The toolkit is comprehensive and includes many strategies that Leagues can use to address diversity (Pub. #1090, $3.00).

How to Use the Toolkit:

A Guide, Not a Recipe Book

The League of Women Voters Diversity Toolkit is designed to be a comprehensive overview of building a diverse organization. It is not a recipe book—you do not need to fully complete one step before starting another. Adapt the suggestions for your goals and needs. 

Getting the most from the Toolkit:
SYMBOL 149 \f "Times New Roman" \s 12 \h
Do not expect to master all of the Toolkit before you engage in any diversity work. Instead use the Toolkit as a knowledgeable guide, ready to offer suggestions when you need them. We suggest approaching the Toolkit as a resource for the areas most relevant to your League.

SYMBOL 149 \f "Times New Roman" \s 12 \h
Begin by reviewing Build the Foundation for Change and Know Your Community. These two sections lay the groundwork for any diversity-related work that you may do. Diversity is not just out there—we are all part of diversity. Take some time to explore your own awareness and leadership, how to be an ally, who is in the community, and what they care about.

SYMBOL 149 \f "Times New Roman" \s 12 \h
Then turn to the section that most interests you. Each topic is covered in just a few pages. Most sections provide general tips on how to approach the topic, examples of successes from Leagues across the country, and worksheets to guide you through assessment, planning, and action. Read each short section entirely to get an overview of the topic. Then review the material again, perhaps with other interested League members, and develop an action plan.

SYMBOL 149 \f "Times New Roman" \s 12 \h
You don't need to complete each point or answer every question in each section. You may need to adapt steps or suggestions to your particular situation. Assess, plan, and act. Expect to make mistakes—that's part of the process, and it's how you will develop expertise. Whatever action you take, be sure to keep records and chart progress. Evaluate your experience and the lessons you've learned. You may develop approaches or successes that can be included in the next edition of the Toolkit.

SYMBOL 149 \f "Times New Roman" \s 12 \h
The Toolkit is a resource that you can turn to again and again. As you begin work in one subject area, you may find you need to return to the Toolkit for pointers on a related topic. Review what you need when you need it. For more in-depth coverage of a topic, refer to the Resource Guide for a listing of related material.

Please provide any comments on the Toolkit to the Diversity Implementation Task Force using the feedback sheet provided at the end of the Toolkit. If you need assistance in implementing any of the suggestions, or would like to order a copy of the Toolkit, contact the LWVUS Field Support/Member Services Department (202-429-1965). 

Thank you in advance for the commitment you are making to build a League that represents the United States of today and tomorrow.

League of Women Voters, 1730 M Street, NW, Washington, DC 20036 • June 1998 

LWVUS Communications Guide

National Office Address:

1730 M Street, NW, Suite 1000






Washington DC 20036-4508

National Office Telephone:

202-429-1965

National Office Fax:


202-429-0854

President’s Answer Line (PAL): 

800-424-2937

E-Mail




lwv@lwv.org
Website




www.lwv.org

We encourage you to use the President’s Answer Line (PAL 800-424-2937), the toll-free number for the exclusive use of League presidents and board members.

So that the volume of calls does not exceed our ability to handle them quickly and effectively within our budget, we ask that you not publicize this customer service toll-free number. We want to help you fulfill your role as a League leader.

When you call, you will be asked to record a brief message that will be directed to the appropriate staff person for reply. We will respond to calls within two working days, Monday through Friday. When you call, please be ready to give:

( Your name (please spell out)

( Daytime telephone number with area code
( League name with state
( A brief question

Note: Please do not use this line to place publication orders. Please contact LWVUS Publication Sales at 1-888-287-7424, via fax 301-206-9789 or via e-mail at lwv@pmds.com

TO HELP US KEEP IN TOUCH 
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X



X

Post-Board Mailings


X





Substantive Publications


X



 

Annual Report



Field Support

Annual meeting workbooks


Field Support

Copy of Studies



Field Support

Bylaws/Nonpartisan Policy


X

Letters to Congress & Replies
 
Lobbying




Membership Changes


Database Services


ILOs send



TO LWVUS

TO BOARD LIAISON
Bulletins




X



X

Bylaws/Nonpartisan Policy


X

Copy of Studies



Field Support

STATE LEAGUES send

TO LWVUS

TO BOARD LIAISON
Bulletins




X



X

Post-Board Mailings


X



X

Substantive Publications


X



 

Annual Report



Field Support

Convention Workbooks


Field Support

Copy of Studies



Field Support

Bylaws/Nonpartisan Policy


X

Letters to Congress & Replies
 
Lobbying




Membership Changes


Database Services


DC, Virgin Islands, Hong Kong and Puerto Rico send






TO LWVUS

TO BOARD LIAISON
Bulletins




X



X

Post-Board Mailings


X



X

Substantive Publications


X



 

Annual Report



Field Support

Convention 
Workbooks


Field Support

Copy of Studies



Field Support

Bylaws/Nonpartisan Policy


X

Letters to Congress & Replies
 
Lobbying




Membership Changes


Database Services


LWVUS SENDS TO PRESIDENTS OF LOCAL LEAGUES AND STATE LEAGUES AND ILOs:
( One Presidents Mailing subscription with an additional Presidents Mailing subscription sent to co-president if applicable. (State Leagues with an office address different from the president’s may request one free additional mailing).

· Duplicate Presidents Mailings (DPM) are available for $45 per year. Leagues are



encouraged to order several DPM subscriptions in order to facilitate communication within the board and provide materials for distribution among appropriate board or committee members.  The DPM is also available to download off of the Members Section of the LWVUS homepage.

( Leaders Resource Catalog, the comprehensive listing of resources for leaders. (Additional copies available free through the Field Support Department.)

( Upon request in a convention year, free Directory of Leagues. Make request to LWVUS Database Services.

· The Field Support Department provides limited quantities membership materials to Leagues at no charge.

( A copy of Best Practices (available on the members site of the LWVUS homepage).  

· Information also is provided on the member’s site of the LWVUS homepage (www.lwv.org).  To access this section, click on the “members site” button on the   homepage and enter your generic user id: lwv and then enter your generic user password:  carriecatt. For the League leaders section, the user id is leaders and the password is grassroots.

PRIVATE 
LWVUS and LWVEF 

Board of Directors/Trustees 2002-2004

EXTERNAL  LIST:

PRESIDENT/CHAIR

Kay J. Maxwell

4 Alec Templeton Lane

Greenwich, CT 06831

Home Phone and Fax: (203) 661-2312

E-Mail: KayJMax@aol.com 

FIRST VICE-PRESIDENT

/VICE-CHAIR

Janis R. Hirohama

540 24th Street

Manhattan Beach, CA 90266

Home Phone: (310) 546-7278

E-Mail: polloham@earthlink.net
SECOND VICE-PRESIDENT

/VICE-CHAIR
Shelia Martin

31 Warren Avenue

Boston, MA 02116

Home Phone: (617) 542-0737

E-Mail: sheliam31@yahoo.com
SECRETARY/TREASURER

Shirley Eberly

71 Lynnwood Drive

Rochester, NY 14618

Home Phone: (585) 442-7192

E-Mail: seberly@rochester.infi.net
BOARD OF DIRECTORS/TRUSTEES

Rosetta M. Davis

1403 Beechwood Avenue

Nashville, TN 37212-5514

Home Phone: (615) 297-4474

E-Mail: rosettadavis@bellsouth.net
Jan Flapan

123 West Oak Street, Unit N

Chicago, IL 60610

Home Phone: (312) 951-1234

E-Mail: janflapan@compuserve.com
Xandra Kayden

40 Haldeman Road

Santa Monica, CA 90402

Home Phone: (310) 573-1168

Cell Phone: (310) 722-0286

Fax: (310) 459-0089

E-Mail: xkayden@ucla.edu
Linda Claire McDaniel

2185 Danelle Drive

Florissant, MO 63031

Home Phone: (314) 837-2395

E-Mail: lindamc@msn.com
Joan Paik

7009 Woodscape Drive

Clarksville, MD 21029

Home Phone: (410) 531-2431

E-Mail: joanpaik@aol.com
Carol Woodward Scott

1928 NW 18th Street

Oklahoma City, OK 73106

Home Phone: (405) 521-0939

E-Mail: carolrw@aol.com
Rosie Stephens

330 Durham Street

Lake Oswego, OR 97034

Home Phone: (503) 636-2633

E-Mail: lorose@attbi.com 

Olivia Thorne

102 Carleton Road

Wallingford, PA 19086-6116

Home Phone: (610) 566-5474

E-Mail: othorne@voicenet.com
OFF-BOARD COMMITTEES

 2002-2004

BUDGET COMMITTEE

Linda D. Lalley, Chair

2929 Morley Road

Shaker Heights, OH 44122

Home Phone: (216) 751-0370

E-Mail: ldlalley@aol.com
Judy C. Duffy

505 Lake Avenue

Birchwood, MN 55110

Home Phone: (651) 429-9703

E-Mail: gandjduffy@aol.com
Stephanie Johnson

PO Box 192712

Little Rock, AR 72219

Home Phone: (501) 562-4388

E-Mail: msstephjohnson@aol.com
BOARD MEMBERS SITTING 

ON BUDGET COMMITTEE
Shirley Eberly

Olivia Thorne

NOMINATING COMMITTEE

Connie Ferguson, Chair

952 Dobbin Drive

Kalamazoo, MI 49006

Home Phone: (269) 375-0954

Work Phone: (269) 381-9738

E-Mail: conniekzoo@hotmail.com
Keller Barron

3215 Sunbury Lane

Columbia, SC 29205

Home Phone: (803) 771-4458

E-Mail: kellerb@juno.com
Mary Klenz

7404 Sherwood Forest Drive

Charlotte, NC 28226

Home Phone: (704) 542-9858

Work Phone: (704) 542-5012

Fax: (704) 541-1194

E-Mail: klenzm@nationwide.com
Gini McGirr

6950 North Bobcat Ridge Trail

Tucson, AZ 85743

Home Phone: (520) 579-2138

Fax: (520) 579-2524

E-Mail: ginilwv@aol.com
BOARD MEMBERS SITTING 

ON NOMINATING COMMITTEE
Shelia Martin

Carol Woodward Scott

Rosie Stephens

UN OBSERVER

Doris Schapira, Main Observer
5 Ferncliff Terrace

Montclair, NJ 07042

Home Phone: (973) 746-5153

E-Mail: doris.schapira@worldnet.att.net
Patricia Day, Alternate Observer

32 Stinson Place

Windsor, CT 06095

Home Phone: (860) 285-0688

E-Mail:  attypatday@attbi.com 

Margery Cohen, 

Second Alternate Observer
292 South Beech Spring Road

South Orange, NJ 07079

Home Phone: (973) 762-1618

E-Mail: FandMCohen@aol.com

LWVUS/LWVEF Board

Committee Assignments 2002-2004

The President/Chair is ex-officio member of all committees of the LWVUS Board of Directors and the LWVEF Board of Trustees, except the LWVUS Nominating Team. The Executive Director is ex-officio member of all committees that include staff.

PROGRAM COMMITTEE

Co-Chairs:
Linda McDaniel,  Advocacy
                   
Joan Paik, Education

Members:     
All Board Members

FUND DEVELOPMENT

Chair:
        Jan Flapan

Members:
Janis Hirohama



Shelia Martin



Shirley Eberly



Carol Woodward Scott



Kay Maxwell

OUTREACH

Chair:

Rosie Stephens

Members:
Olivia Thorne, Technology



Joan Paik, Communications



Xandra Kayden



Rosetta Davis



Linda McDaniel

BYLAWS

Chair:
Carol Woodward Scott

UPDATE  

Chair:
        Xandra Kayden

EXECUTIVE COMMITTEE

Chair:
        Kay Maxwell

Members:
Janis Hirohama



Shelia Martin



Shirley Eberly

PROGRAM PLANNING

Chair:
       Xandra Kayden

Members:
Olivia Thorne



Jan Flapan



Joan Paik

COUNCIL

Chair:
       Shelia Martin

Members:
Rosetta Davis



Rosie Stephens



Linda McDaniel 
POLICY

Chair:
Carol Woodward Scott

Members:      Janis Hirohama



Rosetta Davis



Jan Flapan

LWVUS Board of Directors/LWVEF Board of Trustees 

2002-2004 LIAISON ASSIGNMENTS 

ALABAMA

Rosetta Davis

ALASKA

Rosie Stephens

ARIZONA

Janis Hirohama 

ARKANSAS

Linda McDaniel

CALIFORNIA

Rosie Stephens

COLORADO

Xandra Kayden

CONNECTICUT
Shelia Martin

DELAWARE

Shelia Martin

DC


Joan Paik

FLORIDA

Xandra Kayden

GEORGIA

Rosetta Davis

HAWAII

Janis Hirohama

HONG KONG

Xandra Kayden

IDAHO


Rosie Stephens

ILLINOIS

Linda McDaniel

INDIANA

Jan Flapan

IOWA

Carol Woodward Scott


KANSAS
Carol Woodward Scott

KENTUCKY

Linda McDaniel

LOUISIANA

Rosetta Davis

MAINE

Olivia Thorne

MARYLAND

Shelia Martin

MASSACHUSETTS
Olivia Thorne

MICHIGAN

Jan Flapan

MINNESOTA

Shirley Eberly

MISSISSIPPI

Rosetta Davis

MISSOURI
Carol Woodward Scott

MONTANA

Shirley Eberly

NEBRASKA

Xandra Kayden

NEVADA

Janis Hirohama

NEW HAMPSHIRE
Olivia Thorne

NEW JERSEY

Shelia Martin

NEW MEXICO
Janis Hirohama

NEW YORK

Joan Paik

NORTH CAROLINA
 Xandra Kayden

NORTH DAKOTA
Shirley Eberly

OHIO


Jan Flapan

OKLAHOMA

Linda McDaniel

OREGON

Janis Hirohama

PENNSYLVANIA
Joan Paik

PUERTO RICO
Shelia Martin

RHODE ISLAND
Olivia Thorne

SOUTH CAROLINA
 Rosetta Davis

SOUTH DAKOTA
Shirley Eberly

TENNESSEE

Linda McDaniel

TEXAS

Carol Woodward Scott

UTAH


Shirley Eberly

VERMONT

Olivia Thorne

VIRGINIA

Joan Paik

VIRGIN ISLANDS
Carol Woodward Scott

WASHINGTON
Rosie Stephens

WEST VIRGINIA
Joan Paik

WISCONSIN

Jan Flapan

WYOMING

Rosie Stephens

National Staff Organization

The national office of the League of Women Voters (both LWVUS and LWVEF) is organized into six major departments: Executive Administration, Membership/Field Support, Advocacy/Lobbying, Communications, Development, and the Education Fund.  

Executive Administration

Executive Administration oversees the day-to-day operation of the League office, and supports the Board Directors of the League of Women Voters of the United States (LWVUS) and the Board of Trustees of the League of Women Voters Education Fund (LWVEF).  Executive Administration also has the responsibility to manage all aspects of human resources, administrative services, budget and financial reporting and information technology.  

Membership/Field Support Department
The Membership/Field Support Department covers two primary areas: Organizational Development and Member Services.  The Organizational Development arm in the Field Support Department provides many of the services such as training and development for League presidents, membership chairs and other leaders. It works with state and local Leagues to assess their needs, develop and provide appropriate skills training and provide mechanisms to share information among Leagues.  The Member Services arm is responsible for efforts to strengthen the League network, assist with the member record system, support of conventions and council, membership recruitment and retention, organizational services, bylaws and electronic listservs. 

Advocacy/Lobbying Department

The Advocacy/Lobbying Department leads our federal lobbying work and provides information to state and local Leagues about priority legislative issues. This department is responsible for developing and implementing strategies for lobbying on LWVUS priorities and advancing program priorities. The legislative lobbying staff coordinates grassroots lobbying activities of local and state Leagues, the volunteer national Lobby Corps, and the Grassroots Lobby Corps.  

Communications Department
The Communications Department focuses on enhancing the League’s visibility and coordinates message development at all levels. It includes media and public relations, publishing and our website. It is responsible for LWVUS and LWVEF printed and electronic publishing, including editing, production, marketing and sales of all publications.  These include The National Voter and the contents of the LWVUS/LWVEF public and member websites.

Development Department

The Development Department works with corporations, foundations, major donors and direct mail supporters to bring needed finances to implement the League’s impact, visibility and organizational development goals. This year, the Development Department is taking on new corporate outreach efforts as well as enhancing the League’s major donor program and strengthening the foundation and direct mail programs. Development staff works with the Field Support staff to recruit new members and provides fundraising assistance to Leagues. The division includes managing donor records, direct mail fundraising, major gifts, corporate and foundation grants, and planned giving. 

Education Fund
The League of Women Voters Education Fund, or LWVEF, is a citizen education and research organization. It has operated since its establishment in 1957 as a separate, tax-exempt organization with a 501(c)(3) tax status. As such, its projects are educational, and serve the general public.

The individual projects in the LWVEF vary somewhat from year to year, based on priorities established by the LWVEF Board of Trustees and available funding.  Numerous projects underway or anticipated in 2002 - 2004 cluster in the areas of election reform, voter education, global democracy and leadership development. Particular reform activities include efforts on election administration reform, and campaign finance-related projects on both free TV airtime and the independence of judges. Voter education projects include DemocracyNet or DNet (www.dnet.org) and publication of such documents as "Navigating Election Day: What Every Voter Needs to Know" and "Choosing the President 2004".  The global democracy area includes a range of projects to train women leaders in African, Latin American and other countries, as well as efforts to educate Americans on international issues. Leadership development projects include skill building and community outreach initiatives.

FUNDRAISING POLICIES

Overarching Principles
•
All LWVUS/LWVEF development efforts shall be directed towards advancing the organizational goals and program priorities established by the LWVUS/LWVEF Board of Directors/Trustees.

•
The LWVUS/LWVEF shall not enter into any financial relationship (investment, fundraising, cause-related marketing, gift solicitation or gift acceptance) which is incompatible with the principles, priorities and mission of the LWVUS/LWVEF.  Management shall exercise appropriate discretion when identifying and soliciting prospective donors and partners.

•
Any concerns or conflicts that arise or unusual circumstances that should be considered in applying these development policies shall be referred to the Development Committee.

Coordinating League Efforts at All Levels

LWVUS/LWVEF projects are funded at the national level of the League.  The LWVEF seeks funds and in-kind contributions from foundations and corporations for projects that are national in scope.  In addition, the LWVEF seeks general support from national-level corporations and foundations.  The LWVUS also seeks corporate contributions for projects and general support.

A state or local League that wishes to approach a national-level corporation or foundation must first consult with the LWVUS/LWVEF about its plans.  This consultation process is designed to maximize financial support for the League at all levels by coordinating efforts and helping to avoid alienating funders who prefer not to entertain multiple proposals from the same organization at one time.

To begin the consultation process, the interested League is asked to contact the LWVUS/LWVEF Development Division.  (A local League should be prepared to provide evidence that its state League has endorsed the proposed contact with the funder.)  The Development staff will review the League's plan to determine that the proposed funding request is appropriate for the intended funder and that the solicitation will not interfere with LWVUS/LWVEF fundraising efforts.  

Corporate Support — Cooperation with State and Local Leagues

The LWVUS/LWVEF will work with state and local Leagues to maximize corporate contacts and contributions in order to strengthen the League mission at all levels.  This includes providing training and consultation and ensuring good communication among all League levels in the cultivation, solicitation and acknowledgment of corporate contributions.  

Corporate donors will be offered information about all three levels of the League (and, where appropriate, the ILO level).  State and local Leagues will receive adequate advance notice before solicitations are made.

General and Restricted Support — Sharing with State and Local Leagues

General support contributions of $1,000 or more made by a corporation or corporate foundation are to be shared 10% with the state League and 10% with the local League where the contribution originates, except where there is an unfulfilled PMP obligation.  Any League with PMP in arrears for one year or more will first have its share of the general support contribution paid to the LWVUS or LWVEF to fulfill its PMP obligation.    

Restricted contributions, whether from corporations, foundations, or individuals, are not shared except in cases where the donor is willing and where

•
the state and/or local League is involved in the project to be supported by the restricted contribution, and/or

•
the state and/or local League is actively working to raise money to participate in the project.

The amount to be shared will be determined in consultation with the donor and will be based on the size of the contribution, the size of the project budget, the circumstances of the state and/or local League, and other relevant aspects of the project.

Contributions from associations or other membership entities are not shared with state or local Leagues.

Cause-Related Marketing

For purposes of this policy, cause-related marketing is defined as a business relationship whereby a company uses the League of Women Voters’ name in its marketing or public relations campaigns.  The League is compensated for the use of its names and does not perform any services for that company as part of the agreement.  Any other relationship is considered a "partnership" and does not fall within these guidelines.  

Approval by the LWVUS/LWVEF Board of Directors/Trustees shall be required for any cause-related marketing relationship.

The LWVUS/LWVEF shall accept no less than $100,000 for any cause-related marketing relationship.  Should the agreement include in-kind contributions, a minimum of $50,000 shall be in cash.

LWVUS/LWVEF
Development

Adopted August 18, 2002
US-EF 02-__

DIRECT MAIL POLICIES

Rental and Exchange of Donor Lists

The Development staff is authorized to rent or exchange the non-member and nationally recruited member donor lists to meet the fundraising goals of the LWVUS/LWVEF.

[Note:  In February 2001, the board amended this policy to add "nationally-recruited member" — as shown above.  The policy handbook itself was not updated to reflect this change.]

As long as it will not compromise the League’s nonpartisan policy, the LWVUS/LWVEF non-member donor list may be rented to or exchanged with any candidate requesting it.  These lists may be exchanged on a name-for-name basis.  If testing reveals that a candidate’s list does not work for the League, the League may rent its list rather than exchange it.  The LWVUS/LWVEF may also rent lists from candidates and political organizations.  

Sharing Donor Lists with State Leagues

Once a year the LWVUS/LWVEF shall offer to release to state Leagues the names and addresses of direct mail individual non-member donors of $1000or less (highest gift in past two years) in their states for use in a single campaign.  Participating state Leagues shall be asked to share with the LWVUS/LWVEF the names and addresses of their individual donors who have given an annual gift of $100 to $1000 during the previous two-year period, for use in a single direct mail appeal.   

a)
Fee.  Participating state Leagues shall be charged a reasonable set fee to cover the cost of processing the data for the donor lists.  

b)
Timing.  A one-month period shall be designated annually during which state Leagues may mail to these donors and during which time the LWVUS/LWVEF shall not mail to the donors. A state League that cannot meet the deadline shall notify the Development Director, who shall determine if mailing at a later date would have a negative impact on LWVUS/LWVEF fundraising efforts.  If a state League ignores the deadline, it may forfeit its access to the donor list the following year.

c)
Data.  State Leagues shall be encouraged to notify the Development Division of any errors found on the lists and to forward any phone numbers obtained as a result of their solicitation. 
Telemarketing Program

Reinstating Lapsed Members

The lapsed member telemarketing program is geared toward re-instating lapsed members who have not held any level of active membership for more than a year.  LWV depends on League membership and the best prospects are those who were at one time a member of the League.  The objective for this program is to re-instate as many lapsed members as possible.

1.    When will calls be made?
Generally, calls for this program occur twice per year, in the Fall between August and October and in the Spring between March and May.  For more information, contact the Development Division at 202-429-1965. 

2.
Who will be calling the lapsed members on behalf of LWVUS?
The LWVUS has a contract an outside telemarketing vendor.  Telemarketing firms contracted to provide caller services is registered in all states to perform telemarketing solicitations on behalf of the LWVUS. 

3.
What is the theme of the script?

Generally, the theme/topic for the script will focus on the overall importance of why the League of Women Voters exists and the importance of engaging the democratic process.  Without League membership, there is no League of Women Voters.   

4.
Who will be selected to participate in this telemarketing program?

If a member has been inactive for 16 months or more and is flagged inactive on our database file, they will be selected to receive a phone call.  As you know, the LWVUS depends on state and local Leagues to send updated information to the LWVUS Database Services Department to ensure that our database is as current and accurate as possible.

5.
Will there be checking procedures set in place to make certain that only lapsed members are being called?
Yes, there are checking procedures in place, to make sure that we are only calling lapsed members.  However, if the LWVUS has not received updated information on lapsed members who have reactivated their membership at the state or local level, there is a small chance that reactivated members will be called.

6.
Will lapsed members in all states be called?


Yes, all states will be called that have lapsed members residing in their state.

7.
How lapsed do members have to be in order to receive a phone call?

We will be calling lapsed members who have not held any level of active membership for at least 24 months.

8.
How long will the telemarketing program last?


Telemarketing programs usually last between six to eight weeks.

9.
Will lapsed members be asked to reactivate their membership at the national level?

Yes, if lapsed members decide to reactivate their membership with the League, they will be made a national member, unless they request otherwise. 

10.
Will lapsed members be able to reactivate their membership at the state/local Leagues?

Yes, lapsed members will be able to reinstate their membership at the state/local League.  However, the lapsed member will be instructed to contact the state League directly. 
The Following Are Sample Questions/Comments You May Receive:


I received a phone call but I am already an active local member.



We have checking procedures in place to make sure we are only calling lapsed members.  However, there will be a small percentage of reactivated members who receive this phone call because information regarding their reactivation was not received or updated to the LWVUS database.  The callers at the firms are trained to handle such contacts. 



Is it OK to give my credit card number over the phone?



Yes, it is OK for the member to give their credit card number to the caller.  However, if anyone is uncomfortable doing so, they can send a check or mail their credit card name, number and expiration date to the LWVUS.

If you have other questions or concerns, please call Rose Simmons, Manager of Direct Mail at 202-429-1965 ext. 337.  

Per-Member Payment Information
Important Points to Remember and Share with Your Treasurer

The Per-Member Payment (PMP) is the way Leagues satisfy the requirement to support financially the national level of our three-level organization. The PMP is a major source of income for the LWVUS, providing partial support for advocacy, membership and organizational activities, The National Voter, convention and council, and national board and committee meetings. The LWVUS board recognizes and appreciates the significant commitment Leagues make when they pay their PMP.

Calculating the PMP Obligation

Your League’s PMP obligation for fiscal year (FY) 2002-2003 is based on the January 2002 membership count of paid-up members as reported to the LWVUS in January 2002 by means of the verified summary sheets. Invoices showing these member numbers were sent to you in July 2002.

 The LWVUS sends each League its membership roster twice a year. Changes received from Leagues can immediately be reflected on the next roster. Be sure to send your state League a copy of any changes sent to the LWVUS. 

 A PMP rate of $24.35 was set by Convention 2002 for fiscal year 2002-2003 (July 1, 2002 through June 30, 2003) and a PMP rate of $23.00 was set for fiscal year 2003-2004 (July 1, 2003 through June 30, 2004)

Student PMP Rate
In accordance with a bylaw change adopted by Convention 2000, the PMP rate for League members who are students is $12.17 for FY 02-03 and $11.50 for FY 03-04, half that of other members.  (A student is defined as an individual who is enrolled either full or part-time in an accredited institution.)  This rate is intended as an incentive to encourage students to join the League.
Special Considerations in Figuring PMP Total

 Honorary life or 50-year members. Those who have been members for 50 years or more are full voting members but are excused from the payment of dues. No LWVUS PMP is charged. 

 Nationally recruited or renewed members. No LWVUS PMP is charged for nationally recruited members (NRMs) or for members who renew through the LWVUS.

The budget for FY 2002-2003 includes funds to provide local and state Leagues a $5 credit for each nationally recruited member reported on the January 2002 summary sheet.  Leagues will receive this credit on their July 2002 PMP Statement.  The credit is a means of dues sharing from the national to the local/state level to help defray the cost of providing services to these members.

 Members in a common household. When two or more members reside in the same household, the full PMP is charged for the first member and one-half PMP for each additional member. (Only one copy of The National Voter is sent to each such household.)

PMP Billings

The billing that Leagues receive at the beginning of the fiscal year reflects the amount due for the entire current fiscal year at the PMP rate voted by delegates to the LWVUS convention. This invoice takes into account the special cases listed above for which your League pays part or no PMP at all. Leagues receive balance forward statements each quarter, until the PMP obligation is paid in full. The quarterly balance forward statement indicates payments made and the total now due (or credit balance, if any).

PMP should be paid in full at the beginning of the fiscal year, or on a regular quarterly basis (in July, October, January and April). Balance forward statements will be sent to those who pay quarterly.

· Payment of the PMP is neither optional nor subject to local amendment.

· In order to retain the right to vote at national convention, Leagues must have made full payment for the LWVUS  PMP. 

How To Pay

Keep one copy of the invoice or balance forward statement for your files and return the second copy with your PMP in the return envelope marked “Per Member Payment Enclosed.” Be sure to note on the check that it is for PMP. 

PMP payments are attributed first to any outstanding balance. That is, if your League has a debt carried forward from a previous year, that debt is cleared before payments are attributed to the current year. Check your statements and call the national League’s accounting office immediately if you have questions about your account.

Note that Leagues may satisfy up to 25% of their PMP obligation by using tax-deductible contributions made to the League of Women Voters Education Fund (LWVEF) or to your state League’s education fund (see below).

Satisfying Part of the PMP Obligation by Using Tax-Deductible Contributions

Your League may use unrestricted, tax-deductible contributions made to the LWVEF, a 501(c)(3) organization, on behalf of your League (or made to your state League’s education fund on behalf of your League) to pay up to 25% of your PMP. If you wish to satisfy more than 25% of the PMP with tax-deductible contributions, send a letter to the Coordinator, Membership/Field Support Department, explaining why you need to exceed the 25% limit.

Tax-deductible contributions made on behalf of your local League, either for your League’s general educational purposes or specifically for payment of this 25% tax-deductible portion of your PMP, may be used for this payment. However, if your donor restricts the gift for some other specific purpose (e.g., publication of a local voters’ guide) you may not use any portion of that gift to satisfy your League’s PMP obligation.

Process

· Raising tax-deductible funds for the LWVEF.  Ask your donors to make their checks payable to the LWVEF. Explain that their contributions will be used for general unrestricted purposes.  Do not deposit these checks into your League’s bank account.  Send the donors’ unrestricted contributions to the LWVEF (in batches of at least $50, if possible).  Include the PMP statement with the check(s), clearly indicating that satisfaction of a portion of the PMP is intended. 

· In the event that a donor mistakenly writes a check to your League rather than to the LWVEF, be sure not to deposit the check into your bank account. Instead, ask the donor either to reissue the check to the LWVEF or to provide you with a written statement authorizing its deposit into the LWVEF account. If you mistakenly deposit such a check into your League’s bank account, you may write a check to the LWVEF for the amount of the contribution; however, it must be accompanied by a written statement from the donor that the funds should be transferred to the LWVEF. 

· Your treasurer must keep accurate records of each donor’s name, date of check, amount received and date transmitted to the national office.  This list must be kept separate from the records of regular League donors.  It is your League’s responsibility to acknowledge such contributions with receipts and thanks.   Any legal question that may arise in conjunction with donation records, amount and payment procedures must be handled by the local or state League involved. 

· Using tax-deductible funds already on deposit with the LWVEF. A

League may request a transfer of unrestricted funds from its LWVEF Grant Service account to satisfy up to 25% of its national PMP obligation. This is possible only if your League has sufficient unrestricted contributions already on deposit.  

· Send the PMP statement to the Coordinator, Membership/Field Support, LWVUS, along with a letter requesting that funds equal to 25% (or a smaller portion) of the amount due be transferred for satisfaction of your League’s PMP.

· It is very important to remember that funds raised for specific educational projects and deposited in your LWVEF Grant Service account cannot be used to satisfy your PMP obligation. If a donor makes a contribution toward a specific educational project of your League, it is not appropriate to use that money for any other purpose, such as paying your PMP. 

· Using tax-deductible funds already on deposit with your state League’s education fund.  A League may request a transfer of unrestricted funds from its state education fund account to the LWVEF to satisfy up to 25% of its national PMP obligation. This is possible only if 1) the state League has formed a state education fund; 2) the state education fund operates a grant service program on behalf of local Leagues; and 3) the local League has sufficient unrestricted contributions on deposit in its state education fund account. The governing board of the state education fund has the ultimate authority to approve or disapprove requests to use funds it holds on a local League’s behalf, including requests to contribute or transfer funds to the national League’s education fund. 

· Send to your state League education fund treasurer the PMP statement with a letter requesting that funds equal to 25% (or a smaller portion) of the amount due be used for satisfaction of your League’s PMP.  The state League education fund treasurer should send a check to the LWVEF, along with a copy of the PMP bill.  It is not appropriate for a state League education fund to reimburse a local League for the PMP.  Note that the same procedures are to be followed in the case that a local League has its own education fund.

Insurance Information
Optional Insurance Coverage Available to Leagues
The LWVUS cannot afford to provide group insurance coverage for all Leagues at this time.  However, we have arranged to make general liability and D&O policies available for purchase by Leagues desiring to do so.

General liability insurance policies are offered to Leagues by Travelers Insurance Company.  The policies provide a limit of $1,000,000 per occurrence and a $2,000,000 annual aggregate limit.  The policies also provide $10,000 of personal property coverage at a location designated by the League, $1,000,000 hired and non-owned automobile coverage, and $10,000 of employee dishonesty coverage.  The annual premium is $333 per League in most states.  There are several exceptions, and in those states the annual premium would be $750.  Leagues can negotiate to adjust these limits as required.

The directors and officers policies are offered by Federal Insurance, part of the Chubb Group of insurance companies.  Directors and officers insurance provides protection for wrongful acts of the board (subject to the terms and conditions of the policy).  The application for coverage requires Leagues to provide financial data, copies of bylaws, publications, etc.  The minimum premium for a $1,000,000 limit of coverage with a $2,500 deductible is $850.  The premium fluctuates based on the size and activities of each League.

Leagues should evaluate whether to purchase insurance based on their own activities, financial circumstances and factors such as the passage of the Volunteer Protection Act of 1997.  We believe the coverage and premiums offered are reasonable.  Leagues should shop around for the best price on insurance coverage.  Leagues may be able to obtain similar coverage from local insurance providers at a lower cost.

The policies described above are offered through the national League’s agent, Hilb, Rogal, and Hamilton Company of the District of Columbia, 800 King Farm Blvd., Suite 200, Rockville, Maryland 20850.  Leagues interested in finding out more information about these policies should contact HRH Insurance directly.  The League's contact at HRH Insurance is Karen Earp, (800) 800-2860 or (301) 984-5900.

Government Reporting Requirements
All Leagues are responsible for adhering to government reporting requirements. Reporting requirements vary between Leagues because of different activities undertaken, income levels, state and local regulations, etc. States and local jurisdictions have different reporting requirements so it is not possible for the national League to provide information to state and local Leagues and ILOs on these requirements. Additionally, the federal government and many state, regional and local governments have recently changed, or are in the process of changing, their tax laws in order to raise additional revenues, and previously exempt activities may now be taxed.

It is incumbent on each League to obtain appropriate levels of legal and accounting advice and professional services that will enable it to meet all reporting requirements.

Among the agencies that may require regular reports and/or payments are the Internal Revenue Service; Secretaries of States offices; Attorneys General offices; departments of tax, finance and revenue; worker’s compensation; unemployment insurance; charitable games and lottery boards/commissions (for charitable games or vendors licenses).

Often the most difficult determination to make with respect to taxable income is whether the income-producing activity is “related” to the organization’s exempt purposes. Leagues are encouraged to get current advice and information on the “UBIT” (Unrelated Business Income Tax) law.
Contributions
Tax-Deductibility

A contribution to a local, a state or the national League is not deductible as a charitable contribution unless the contribution is made to a 501(c)3 education fund.  This should be clearly stated in any solicitation materials.    

Acknowledgment of Charitable Contributions of $250 or More
Gifts of $250 or more to an education fund are not deductible as charitable contributions unless the donor receives and maintains written acknowledgments. State and local Leagues should send written thank-you letters for all education fund donations of $250 or more, containing the following information:

  the amount of cash contributed (or the value of stock as of the date of the gift);

  a description of any property received;

  a statement that the donor received no goods or services in return for the contribution, if that is the case; or,

  a description and “good faith estimate” of the value of any goods or services the donor received in return for the gift, if the donor received goods or services of more than “insubstantial value” see below.

The $250 limit applies to education fund gifts made on the same day; the limit is not cumulative. A donor’s canceled check is no longer considered adequate documentation.

Unlike education fund gifts, donations to Leagues are not deductible for tax purposes as charitable contributions. This should be clearly stated in any solicitation materials.

Disclosure Requirements for Quid Pro Quo Contributions to Charities
Charities that receive a quid pro quo contribution, meaning a contribution of more than $75 partly in exchange for goods or services, must give the donor an estimate of the value of the goods or services and must tell the donor in writing that only the excess of the contribution over the value of the goods or services is tax-deductible.

The quid pro quo rules apply only to education funds and other charities, not to state and local Leagues.

For example, a donor contributes $90 to a local League education fund to attend a fundraising dinner; the dinner has a fair market value of $50. In this case, $40 would be deductible. Because the contribution received exceeds $75, the League would need to disclose to the donor that only the excess over the $50 value of the dinner is tax-deductible. This would usually be accomplished by printing the disclosure on the dinner ticket or invitation.

The disclosure rule for quid pro quo donations does not apply to token items of insubstantial value provided to donors. Newsletters and similar works are treated as having an insubstantial value.

The Volunteer Protection Act:  How the Law Affects Associations

The new federal Volunteer Protection Act of 1997 grants immunity from personal liability to those who volunteer for nonprofit organizations. It is intended to encourage volunteerism and facilitate volunteer organization recruiting by reducing the legal liability risks to individuals who choose to serve. The law preempts inconsistent state laws, standardizing protection that now varies greatly from state to state.  The law is complex. It contains numerous conditions, qualifications and limitations. Many questions are raised regarding its practical ramifications. Since no federal agency is authorize to interpret the law, clarification will likely have to await court determination on a case-by-case basis where claimants attempt to hold volunteers personally liable and the law is raised as a defense on behalf of the volunteers. 

What is the law all about? 

The law preempts state law to provide that volunteers would not be liable for harm if (1) they were acting in the scope of the volunteer activity; (2) they were properly licensed (if necessary); (3) the harm was not caused by willful or criminal misconduct, gross negligence, reckless misconduct, or a conscious, flagrant indifference to the rights or safety of the claimant; and (4) the harm was not caused by the volunteer operating a vehicle. 

The law does not allow punitive damages to be awarded against a volunteer unless the harm was caused by willful or criminal misconduct, or a conscious, flagrant indifference to the rights or safety of the claimant. In a suit against a volunteer, the volunteer's liability for "noneconomic damages" (pain and suffering, mental anguish, etc.) would be "several" but not "joint" (each volunteer would be responsible for a proportionate share). 

The law allows states to opt out of coverage under certain circumstances. It also specifies conditions and restrictions that a state could impose without being inconsistent with the law. It further exempts from coverage any misconduct that constitutes a crime, a sexual offense, a violation of civil rights, or where the volunteer was under the influence of alcohol. 

The law is effective 90 days after enactment. It will apply to any claim filed on or after the effective date if the harm that is the subject of the claim or the conduct that caused the harm occurred after the effective date. 

Does the new federal law render liability insurance no longer necessary for associations? 

No. Insurance is still very important and very useful. Many liability risks for associations and their volunteers are not eliminated by the new law. For example, claims against associations themselves, as well as against association employees, are not affected' claims against volunteers that either pre-date the law or involve conduct pre-dating are not affected; even many potential claims against association volunteers - such as for employment discrimination - are not covered by the law. All of these are ordinarily covered by typical association liability insurance policies. Moreover, generally an association volunteer will not learn whether the new law applies to an individual situation until the court makes its determination on applicability; liability insurance indemnifies against legal expenses incurred in reaching that determination. 

Effective risk management for associations involves several layers of protection, just as with automobile safety or fire safety. Training and education of employees, volunteers, indemnification of individuals by the association, and association liability insurance can all be excellent, if in some respects overlapping precautions. 

The new federal Volunteer Protection Act of 1997 increases and enhances association risk management, but it does not replace other risk management techniques, such as insurance. 

Above information from ASSOCIATION MANAGEMENT, Copyright © 1997, American Society of Association Executives (ASAE), Washington, DC.

THE ON-LINE LEAGUE OF WOMEN VOTERS

LWVUS/LWVEF Websites

The LWVUS/LWVEF website address is www.lwv.org. The public site contains information on League Action, Events, Positions and our Legislative Action Center (aka CapWiz)

The Legislative Action Center (LAC) allows website visitors complete access to their elected officials (on a federal, state or local level). By entering their zip code, visitors can view their senators and representative's pictures, phone numbers, email addresses, staff, committee assignments, voting records and more.  The Legislative Action Center also features a local and national media guide for all 50 states. Web stickers are available on the main page of the LAC (scroll to the bottom) for your league's website to allow visitors to access the information. 

In addition, we have several areas that highlight State and Local Leagues activities, including:
http://www.lwv.org/about/leagues/inaction.html
Many state and local Leagues maintain their own websites; the LWVUS/LWVEF site includes links to all other known League websites. To have a League's URL listed or updated as a link on the website contact Francine Harley, Coordinator, Membership at 202-263-1346 or via email at fharley@lwv.org.

To obtain information on Templates, Sub-domains and other Web-related information, send an e-mail to: webmaster@lwv.org

MEMBER’S ONLY WEBSITE  (MEMBER’S SITE)

The Members' site is continually being overhauled to bring you the most information in the most efficient manner. This section has different levels of access and combines the previous Members and Leaders areas.  All League members will be able to access basic League related information with the user id lwv and the password carriecatt. 

State and Local Leaders will now be able to access the general member information and information specific to Local and State League Leadership with the user id leaders and password grassroots.

The site will be accessible both from a link on www.lwv.org or by going directly to http://leaders.lwv.org. Please keep this information confidential among League Presidents and other key LWV leaders. 

One of the key additions to the State/Local League Leaders section will be a member information database to help keep your state and local member records up-to-date. More information will be provided as the system comes online.

The Member’s Site will provide a Feedback form for your input. Please be patient with us, however as some ideas may take more time and resources to implement than others. 

Join the League's on-line Grassroots Network

Join other committed League activists from around the country by using the League's growing online grassroots network.

LWVUS SPONSORED DISCUSSION LISTSERVS:

1. lwv-presidents@lists.lwv.org -This list is for current and former LWV state, local and ILO presidents. The focus of this list is to share information on issues related to being a League president.

2. lwv-outreach@lists.lwv.org -This list is designed as an interactive tool for all League members to discuss membership outreach ideas, share success stories, create networks nationwide and provide support to each other. Open to all members and League membership chairs are encouraged to subscribe to the listserv.

3. lwv-cfr@lists.lwv.org -This list encourages focused conversation and the exchange of relevant information and resources on campaign finance reform among committed activists nationwide.

4. lwv-development@lists.lwv.org- This list encourages discussion on fundraising ideas and development tips and strategies.

5. lwv-reprochoice@lists.lwv.org -This list is for discussion on reproductive choices.
You can also find information on this section on 

Grassroots Lobby Corp: Network of state and local Leagues, individual League members and other interested parties’ act as a rapid-response team to get the League's message to Congress in a highly effective and timely manner. The network receives e-mail lobby requests from the LWVUS for quick, targeted and sometimes last minute lobbying on priority issues before critical congressional votes.

Updates List: Updates on breaking information from the LWVUS, such as public statements on election reforms, announcing organizing opportunities such as the Online Petition as a mechanism to help members get the latest news about the League as quickly and efficiently as possible. Expect updates about what's new on the public site and in the member's area. Open to members and the public.

TO SUBSCRIBE TO THE ABOVE LWVUS SPONSORED LISTS:


· Go to the LWVUS website (www.lwv.org)

· Click on the Members Site on the bottom of the screen

· Enter user id lwv and the password carriecatt

· Once you have gained access to the Members Site, click on “Online Grassroots Network”

· Complete requested information (name, address, etc.)

· Select which listserv(s) you would like to subscribe to

· Click submit at the bottom of the screen

To subscribe to the Grassroots Lobby Corp and Updates lists: 
· Complete the steps outlined above

· Click on “INTERACTIVE CENTER” on the right side of the screen and fill out the form.

· Click on "Sign Up to Receive Updates"

· To Join the What's New/Update list - just fill out the form and submit.

· To Join the GLC List, put a check in the box under interests that says "Join the Grassroots Lobby Corp and Lobby Congress"

· To join the Media List, put a check in the box under interests that says "Get Press Releases"

IF you only want to join the GLC and not  the update list, make sure you select the "I do NOT want to receive e-mail updates" at the bottom of the form before you hit "Submit the Form." However, please note that this will stop all mail including the GLC updates.
How to do anything with LWVUS sponsored listservs-
1.  Go to the following URL:  http://lists.lwv.org

2.   Click on the name of the mailing list.

3.   Type your e-mail address in the requested place. You will not need a password.

4.   Click "Click to Enter"

How to view the archived messages on a LWVUS sponsored listserv:

5.  Click on Read Messages.

To change your E-mail Address
5.   Click "Your Settings"

6.   Adjust e-mail address as necessary

7.   Click Save.

To Unsubscribe from the listserv:
5.   Click Leave (Unsubscribe)

OTHER LEAGUE LISTSERVS:

1. LWV Topics Listserv:  This forum is a general LWV discussion group that covers any topics dealing with the LWV or its programs or issues. Owned by Mary Howarth, LWV Michigan.

To subscribe, send an e-mail to: lwvtopics-subscribe@yahoogroups.com
Put nothing in the subject area and only your name in the message area.  To unsubscribe send a blank message to: lwvtopics-unsubscribe@yahoogroups.com
2. LWV Webmasters Listserv:  This is a discussion group from League members working on or interested in creating websites. Owned by Olivia Thorne, LWV Pennsylvania.
To subscribe: Send an e-mail message to lwvwebmasters-subscribe@yahoogroups.com
(nothing needs to appear in the subject or message sections)  You will receive a reply asking you to click on reply to confirm your subscription to the list. To unsubscribe, send any message to:  lwvwebmasters-unsubscribe@yahoogroups.com

For years League Leaders have requested some means of sharing information and success stories.  In response to that request, the LWVUS has created an online place for Leagues to share information.  It’s an online tool, called the CLEARINGHOUSE!  It is an internal, searchable “library” of activities, publications, studies, issues, for Leagues around the country.  

This is your tool and it’s essential that you build it to become a meaningful resource:

State, ILO, and Local Presidents

· Designate an administrator (maybe someone interested in communication, who does your voter, etc.) and call for your password.

· Help spread the word in your area to make use of the Clearinghouse.

· Run a short story in your Voter or publication about the Clearinghouse.

· At one of your meetings walk your leadership through the Clearinghouse (through an online demonstration or get some screen shots printed off to help walk your team through the benefits and use of the Clearinghouse).

Clearinghouse Guidance

Where can we find it on the website? 

In the Members Only section of the League website at:  www.lwv.org/members/clearinghouse.html.  (Remember, to access the Members section of the website, the username is lwv and the password is carriecatt.)
How do we start?
1. Your League should identify one person to be responsible for posting information to the clearinghouse.

2. Your League’s contact person should get in touch with LWVUS Database Manager  Lela Sallis to receive a password.  Lela can be reached at Lsallis@lwv.org or 202-429-1965, ext. 321.

3. After receiving the password, your League’s contact person can access an online training section, or we can mail a short manual on how to load information into the clearinghouse. It is a very simple process, but only those with a password can enter the administrative site.

4. Once into the administrative site, League contacts can add and edit information about their League. The password allows your League’s contact to change or add information about YOUR League only.  No one else can accidentally change the information on your League.

5. Any technical challenges or questions should be directed to Lela Sallis.

Can anyone change the information about my League?

No, only your League’s officially designated clearinghouse contact can receive your League’s password from the LWVUS and can then change your information. Each password is designated for a particular League. Your League’s password enables your contact to post information about your League ONLY. 

Are there training materials available?
Yes – your contact person will be able to access online training in the clearinghouse administrator site. We also are including a hard copy manual for your administrator to refer to.  You can also get coaching from the LWVUS staff – call (202) 429-1965.

Who is eligible to post information to the Clearinghouse?

Any state League, Inter League Organization (ILO), Member At Large (MAL) unit of the State, local League or student unit can post information to the Clearinghouse

What information can be posted?

Information your League wants to share with other members and Leagues about your official League activities, including updates on your debates, publications, local, state and national projects, studies, training opportunities, etc.

What policies govern the clearinghouse?

All regular League policies are applicable to the clearinghouse.  For example, all information posted must be related to official League activities only and must follow League nonpartisan policies. If you have any questions, please contact the LWVUS.

Don’t forget to update!

The new League Clearinghouse is an important tool for all Leagues. Its value will grow as we all work to build the database over time. The more information we share with each other in timely way in the months and years ahead, the more useful it will be for everyone.

STARTING AN EDUCATION FUND ACCOUNT WITH THE LWVEF

Leagues have increased their attention on raising funds from outside resources.  Therefore, Leagues have considered establishing education funds in order to attract support from donors who want to give tax-deductible contributions.  The IRS defines all state and local Leagues as 501(c)(4) nonprofit organizations; donations to them are not tax-deductible.  However, an education fund is a non-profit organization allowed to solicit contributions that are tax-deductible for educational purposes, as described in Section 501(c)(3) of the IRS.  

The League of Women Voters has an education fund that is available to all Leagues through the League of Women Voters Education Fund (LWVEF).  It was established in 1957 as a separate, tax-exempt organization with a 501(c)(3) tax status. The purpose of this service is to allow Leagues to obtain tax-deductible funding for educational projects while at the same time relieving Leagues of administrative burdens connected with maintaining an educational fund.

How to start an education fund account with LWVEF:

1. Contact Francine Harley, Coordinator, Membership, to obtain necessary information and forms.  You may contact her via e-mail at GrantServices@lwv.org or call (202) 429-1965 x 346.

2. New forms for deposits and withdrawals have been created and will be available online, or can be sent via email, fax or hard copy.

3. On all forms, it is important to include your League number as an identifying number for accuracy in tracking deposits and withdrawals.

4. Send contributions and raised funds payable to the LWVEF with a completed Deposit Form.  Make sure to put the amount of the contributions on the first line, indicating that the money be placed in the “League Grant Service Account indicated at the top of the form, and noting the number of checks and the amount for each check submitted.”  Once the money has been deposited and the account has been updated, a report will be generated from the accounting department to indicate a deposit has been added to your League’s account.

5. If a project is ongoing, year-to-year, Leagues simply need to submit a request for Withdrawal using the new forms (continue to briefly describe the project on the withdrawal form).  A check will be cut and sent.  No other notice is necessary.  No other notice will accompany check – however each check will include the project number as a means of tracking resources for each project.  If you have any questions, please email: GrantServices@lwv.org.

6. If you have a new project, please email the following: Project Title, Description, Budget amount, Timeline of Activities to: GrantServices@lwv.org.  An approval email or questions will follow.

7. Once approval has been granted via email notification, and if sufficient funds are already in the account of the League making the request, a check will be disbursed upon receipt of a completed Withdrawal Form including the project number. The check may take two to three weeks to be sent depending on when the form reaches the national office. Again, the check serves as notice of approval.  If there are not enough funds in the account, the League must make additional deposits to the account using the Deposit Form.

8. After funds have been disbursed and the project has been completed, fill out a Project Final Report.  The project will be closed in the corresponding League’s account.

In order to use the grant service for funding, the projects must meet IRS and League criteria.

IRS Criteria:

1. The projects must be educational.  The project must be completed for the purpose of informing the public in a fair and objective manner.  The League cannot advocate a particular position on legislation or urge any action to affect legislation (federal, state, or local).  The project cannot involve the development of a League position by consensus or other form of agreement nor can it promote a League position.  The project cannot involve work with political parties or candidates for office (other than nonpartisan voter service activities such as candidate debates or Voter Guides).  It cannot influence the outcome of an election

2. The project must serve the general public, not League members exclusively.

3. The project cannot be conducted for the sole purpose of building League membership.  The project’s resources cannot be used to support the membership recruitment or membership maintenance activities of the League.  Education fund resources cannot be used to promote League membership.  Therefore, internal membership materials do not qualify for funding.

The League Criteria:

1. The project cannot be started before the approval application is submitted and approved.  LWVEF trustees must ensure that it will meet IRS and LWV criteria.

2. The project must not give direct grants to outside organizations.

3. The project must be nonpartisan.

4. If your project generates income, the income must be used for educational purposes only.

5. The LWVEF must be properly credited. 

LWVUS Membership/Donor Database Q & A
1. What information is in the LWVUS Database and why is it maintained?

The LWVUS database contains the name, address, membership status and contribution status of more than 130,000 active members and supporters. The greater the number of League members and donors, the stronger our organization’s clout is with Congress. 

The LWVUS database contains individual member and donor information, as well as, League-specific information, i.e., name, home address, e-mail address and phone number of the president; address, e-mail address, phone and fax numbers of the League office; and number of members. The LWVUS sends periodic Presidents Mailings and Duplicate Presidents Mailings (DPMs) to state, local and Inter-League Organization (ILO) presidents. These mailings contain program and voters service material, legislative action alerts, Post-Board Summaries and convention and council information.  League membership rosters are sent in separate mailings twice a year. 

2. What is the role of state and local Leagues in maintaining a membership list?

Since about 93 percent of the membership information initiates at the state and local League levels, it is imperative that state and local Leagues send new and changed information to LWVUS Database Services as soon as possible. League leaders must take this proactive role to ensure their members are on the LWVUS database.

3. What is the LWVUS responsibility?

The LWVUS maintains and protects the database information with the services of a computer service bureau. Working hand in hand, state and local Leagues and the LWVUS maintain as clean a database as possible.

4. Why does the LWVUS send everything to the president?

The LWVUS relies on state, local and ILO presidents to distribute materials to other League leaders as appropriate. It is, therefore, critical that changes in state and local League presidential status be sent immediately to LWVUS Database Services.

5. Can my League order membership diskettes and labels from LWVUS Database Services?
Membership record information is available on diskettes and labels.  See next page for ordering information.

LWVUS Database Extraction Price Chart



Labels



For all mailing labels there is a $55 base charge for the first 1,000 records.  For each additional 1,000 records add $22.  See chart below.



Number
1-1000
1001-2000
2001-3000
3001-4000
4001-5000
5001-6000
6001-7000

Price
$55.00
$67.00
79.00
$91.00
$103.00
$115.00
$127.00



*Add $22.00 for each additional 1,000 names



Diskettes and Files



There is a base charge of 35.00 for the first 1,000 records.  For each additional 1,000 records there is a charge of $20.00. See chart below.



Number
1-1000
1001-2000
2001-3000
3001-4000
4001-5000
5001-6000
6001-7000

Price
35.00
45.00
55.00
65.00
75.00
85.00
95.00



*Add $20.00 for each additional 1,000 names



Prices do not include shipping and handling.



Your order must include :

Your Name

League Name

League ID Number

Address where order is be shipped or emailed

Daytime telephone number

Type of labels or format of file

Member Categories to be omitted.

Nationally Recruited Members (NRM) Q&A
1. What is a Nationally Recruited Member?

A Nationally Recruited Member (NRM) is a full member of the League who is recruited by and pays membership dues to the LWVUS office. The League is a three-level organization and regardless of the level at which an individual joins the League, the member belongs to all three levels - local, state and national. If there is no local League available, the member is a state member-at-large (MAL).

2. What benefits of membership does an NRM receive?

An NRM receives the same benefits as any other member:  The National Voter, the state LWV newsletter and local bulletin and also may buy LWVUS publications at a member discount. An NRM may serve as a voting delegate to state and national conventions and councils.

3. How do new NRMs get assigned to the appropriate state and local League?

The LWVUS assigns new NRMs to the appropriate state and local Leagues by zip code. The database matches League zip codes with each new member’s zip code and assigns the member to the League with the appropriate zip code.

4. How do state and local Leagues know when they have a new NRM?

New member activity reports are sent to state and local Leagues quarterly. You may also request an activity report any time by contacting the National office.

5. How can an NRM be converted to a state or local League member?

Local and state Leagues can invite NRMs to renew locally before their expiration date, thereby converting the NRM to a state or locally renewed League member. The LWVUS sends the first renewal notice to three months prior to their member expiration date.

6. How is an NRM inactivated (dropped)?

Since the LWVUS receives the dues payment of the NRMs, only the LWVUS can inactivate or drop an NRM for failure to renew.

7. How do state and local Leagues know when a NRM is dropped or inactivated?

Inactivation of an NRM is reported in the quarterly activity report.

8. What is the schedule for mailing renewal notices to the NRMs?

The first in a series of five renewal notices is sent three months prior to the member expiration date with the other notices mailed on a monthly basis thereafter. For example, if a member has a membership expiration date of October, the member receives her/his first renewal notice from the LWVUS in July, the second renewal notice in September, the third renewal notice in October, etc. Local and state Leagues are encouraged to begin asking NRMs to renew locally a few months before their expiration date.

9. What is the member code for an NRM?

The member code for an NRM is “N” for Nationally Recruited Member. Local Leagues cannot add an “N” member because NRMs, by definition, pay their dues to the LWVUS. If an “N” member renews locally, the member code should be changed from an “N” to an “R” for renews locally. The member codes are printed on the twice-yearly member rosters.

10. What about the membership form in The National Voter?

The National Voter is sent to all members and every donor who has contributed $25 or more to the LWVUS or LWVEF. As part of our overall goal to increase membership and strengthen the League, we include a membership coupon in each issue of The National Voter that can be used by anyone to join the League. These members are nationally recruited but we urge local and state Leagues to renew them locally.

11. What is the LWVUS Per Member Payment (PMP) obligation of local Leagues for NRMs?
State and local Leagues do not pay LWVUS PMP on NRMs because NRMs do not pay dues to them. When an NRM renews locally, however, the local League does pay PMP to the LWVUS for that member.

12. What is the policy on Distribution of League Member Names?

It is LWVUS board policy not to give, rent or exchange local member names with other organizations or companies for the purpose of solicitation of any type. This policy applies to all active local members, including those who also are donors.  The names of NRMs and donors only are rented or exchanged with other organizations in order for the League to receive names of potential donors and members.

13.  Do Leagues receive a rebate for a National Recruited Member (NRM)?

The budget for FY 2002-2003 includes funds to provide local and state Leagues a $5.00 credit for each nationally recruited member for NRM’s reported on the January 2002 summary sheet.  Leagues will receive a credit of $5.00 per NRM listed on their January 2002 summary sheet. The credit(s) will appear on the July 2002 PMP Invoice.  The credit is a means of dues sharing from the national to the local/state level to help defray the cost of providing services to these members.
Most Frequently Asked Questions about

LWVUS Rosters
Q. When does a person become a member of the LWVUS?
A. When a person pays their dues to either the LWVUS or to their state or local League.

Q.
When should a local and/or state League notify the LWVUS of a new member? 
A.  Immediately upon receiving notification of a new member, complete a Member Information Change Form (MICF) and return it to Database Services at the LWVUS. You can also send an electronic MICF via the member site on the LWVUS homepage.  The Internet address is (www.lwv.org).

Q.  Can a member join more than one local or state League?
A.  League policy does not allow for a person to belong to more than one local or state League.  A member who desires to support more than one League may do so in the form of volunteer and/or financial support.  This person is referred to as a “supporter.” However, that member should not be listed on that League’s official roster and is not required to pay PMP dues.

Members who wish to be considered “supporters” of Leagues should first join the League in their local area.  That member will be listed on that roster and pay PMP dues to their state League and the LWVUS.

Leagues who have “supporters” should keep these names in a separate database from the one that makes up their roster from which PMP is collected.  Leagues who have “supporters” should not report this information on their official LWVUS roster.  Reporting a “supporter” as a member creates two separate member records in the LWVUS database and could eventually result in the member being dropped completely. 

     Q.   Does the LWVUS have a student member category?
     A.   At this time, the LWVUS does not have a student member category but there is a student PMP rate. According to the bylaws adopted at Convention 2000, student PMP shall be equal to one-half the per member payment amount determined at convention.  At this time, the National per member payment is $24.35.  A student would pay a LWVUS PMP rate of $12.17. A student is defined as an individual enrolled either full or part-time in an accredited institution. The LWVUS supports the formation of student units and programs throughout the country.  For more information, contact LWVUS Field Support at 202-429-1965.
Q.  When should a League send in an MICF to the LWVUS?


    A.  Anytime there is a change in a member’s status. There is no need to wait for a roster mailing to return MICFs. The sooner a MICF is received, the sooner the member can begin receiving mailings from the LWVUS.

Q. Is there such a term as “carrying” a member on the roster until his/her dues are paid?

A. A League should never carry members who have not paid their dues. Members who have not paid can be dropped from a roster and then reinstated when they pay. A MICF is used to reinstate a member. (Although this may seem like extra paperwork on the part of the League, it may save the League the responsibility of paying a PMP for a member who has not paid his/her dues.)

Q. Of the two rosters that are mailed throughout the year, which roster is a League’s PMP based on?

A. The Fall roster, which is mailed in November. This roster and summary sheet are sent to all League presidents and must be received by January 10, 2003 or postmarked with a date of January 10, 2003 or earlier.  This roster and summary sheet are used to create the official January 1 count for fiscal year 2003-2004; whereby PMP is billed in July of 2003. A signed summary sheet that is returned to the LWVUS by the deadline will help to assure a correct PMP invoice. Membership counts received on forms other than the official LWVUS summary sheet will not be accepted. 

Q. Why haven’t the changes I’ve sent to the LWVUS been reflected on the current roster?

A.  Roster changes are made at specific intervals. To make certain the changes are 



processed and reflected on your next roster, return the roster by the deadline.

2002-2004 MEMBER ROSTER CALENDAR





Corrections


Mailed to 

LWVUS deadline:

will appear on:

Leagues on:




Fall Activity Reports

October 11, 2002

September 6, 2002

Fall Roster


November 8, 2002

January 10, 2003

Spring Roster


March 7, 2003





Summer Activity Reports
July 11, 2003  





Fall Activity Reports

October 10, 2003

September 12, 2003

Fall Roster


November 14, 2003

January 9, 2004

Spring Roster


March 12, 2004

DemocracyNet

A project of 

The League of Women Voters Education Fund

State and Local League Guidelines

for Candidate Participation in 

DNet 2002
Introduction
The DemocracyNet (DNet) is a nationwide interactive, online network of electoral information that is made possible by the League of Women Voters Education Fund (LWVEF). The League of Women Voters Education Fund has long been a trusted source of objective and nonpartisan information about candidates and issues.  DemocracyNet is an innovative voter information resource that provides citizens across the country with nonpartisan educational information and addresses the issues foremost in the minds of American voters.

DNet will sponsor online debates among candidates. The purpose of the debates is to educate the nation’s electorate in a nonpartisan manner, and to stimulate voter interest and participation in the electoral process. In an effort to use technology to further its educational goals, the LWVEF has developed the following guidelines for state and local League use in the DNet 2002 project, which includes online presentations of candidates’ views on issues.  These guidelines are designed to apply established principles governing voter education activities to “online” projects.

Leagues participating in the DNet project are strongly encouraged to adopt a set of criteria and operating procedures based on these guidelines and adapted to meet the legal requirements of the relevant jurisdictions. Upon adoption, the sponsoring League is asked to send a copy to the attention of the DNet Administrator at the League's national office.

Candidate Eligibility
· By its nature, an online-debate format may be more inclusive – allowing a larger number of participants – than a live debate, without becoming impractical or deterring from the debate's educational purpose of informing the electorate about candidates and their views.  In an effort to ensure participation by a meaningful field of candidates while maintaining the educational nature of the online debate format, the League of Women Voters Education Fund has determined that, in general, the educational value to the electorate of online debates is diminished if more than 15 candidates participate in any one debate.  Therefore, to further the educational goals of the project, and in the absence of circumstances that weigh in favor of a different level of candidate participation, the sponsoring League, in consultation with the LWVEF, will attempt to limit participation for any one seat to no more than 15 candidates through the consistent and nonarbitrary application of locally adopted reasonable and objective criteria.  If a different participation limit is imposed, it must be established in advance of the project.

· If there are 15 or fewer legally qualified candidates, as defined by the relevant election officials, for an office being covered by the DNet 2002 project, all such legally qualified candidates may use the DNet system to raise and/or engage in debate on issues.

· The definition of a legally qualified candidate will vary among relevant jurisdictions and needs to be verified by the sponsoring League at the start of the DNet 2002 project.  As an example, the FEC definition of a legally qualified candidate is an individual who has filed for office, is eligible under the applicable laws to hold the office being sought, and either has qualified to be on the ballot or has publicly committed to be a write-in candidate and can show that the candidacy is bona fide (e.g., by making campaign speeches, distributing literature, issuing press releases, maintaining a campaign committee and/or establishing campaign headquarters).

· If there are more than 15 legally qualified candidates, all significant candidates must be invited to participate in the online debate.  In determining whether an individual is a significant candidate, the sponsoring League, in consultation with the LWVEF, will use reasonable and objective criteria developed in advance and applied consistently and nonarbitrarily to all legally qualified candidates.  No one criterion will be controlling, but will be considered along with all other objective factors in determining candidate significance.  These criteria may include, but are not limited to, such factors as the following:

· In a multi-district election, is the candidate qualified to appear on the ballots in enough districts that the candidate has a legal possibility of being elected?

· In an election in which federal, state or local matching funds are made available to certain candidates, has the candidate qualified to receive matching funds?

· Has the candidate reached a preestablished share (e.g., 10%) of popular support as reflected in at least one independent district wide poll?

· Is there evidence that the candidate is recognized as significant by the media?   

· The sponsoring League may consider such other factors that in its good faith judgment may provide substantive evidence of voter interest in a candidate.

· The sponsoring League will issue invitations for candidate participation, once the deadline for registering as a candidate with the relevant election officials has passed, to all candidates who have filed to run for the office being covered.

· In circumstances where a candidate, although listed by the relevant election officials or the FEC, has publicly stated that he/she is not running for office, or has publicly announced that he/she is dropping out of the election, the sponsoring League, after verifying that the candidate is not running, may remove the candidate and all of his/her content from DNet. Verification can be accomplished by written notification from the candidate, media coverage, written or oral notice from candidate's party or a well-documented phone call from the candidate's campaign. Removing such individuals, who have publicly stated that they are not candidates, serves the public interest and furthers the LWVEF's mission to provide comprehensive, nonpartisan, educational information to voters. 

· In circumstances where it would serve the public interest and further the LWVEF's mission to provide comprehensive, nonpartisan, educational information, a sponsoring League may choose to begin election coverage and invite candidate participation prior to the close of the filing period. Factors to consider when deciding to cover elections early include active campaigning by at least two candidates, significant media attention and a demonstrated strong public interest in a particular election. In such instances it may be important, as a voter service, for Leagues to get involved in covering the election process at an earlier date.

In such instances the sponsoring League shall use one of the following two criteria to identify those candidates eligible to participate: 

1) Candidate has filed official paperwork to run for office with the appropriate election officials.

2) Candidate has filed official paperwork with the appropriate election officials (i.e. state/municipal/county/city), to establish a campaign committee and/or begin raising or spending campaign funds. 

Leagues that begin DNet election coverage prior to the close of the filing period must establish both the date on which they will initiate coverage and a schedule (e.g. every two weeks) for consulting the relevant election officials to update the list of candidates for any new additions. Once the filing deadline has passed, any candidates who have not formally registered as a candidate with the relevant election officials shall be dropped from the DNet system.
Candidate Participation

· Candidates can upload textual issue statements with each statement being no more than 4,000 characters.  (Video or audio clips will be accepted in specified format and file size, which will be predetermined and conveyed in candidate materials. Candidates will be notified as soon as the video and audio features are available.)

· A red check will appear on the appropriate candidate grid box when the candidate has uploaded a position on an issue in which dialogue is currently occurring.

· A “No Comment” will appear in a candidate’s grid box when the candidate has not uploaded a position on an issue in which dialogue is currently occurring.

· Each candidate may initiate dialogue by uploading statements on up to five issues.  The exact number of issues (up to five) that each candidate in any debate will be permitted to upload will be determined at the outset of each project by the sponsoring League, in consultation with the LWVEF, taking into account the educational goals of the League and the number of candidates eligible to participate in the debate (under the criteria set forth above).

· Once a candidate’s opponent(s) responds to any one of the candidate’s issues, the candidate gains the right to add a new issue to the debate.

· All candidates are notified, as soon as practicable, when an opponent or opponents respond on the system.

· In order to stimulate and ensure ongoing discussion the sponsoring League reserves the right to submit nonpartisan questions to all candidates.

· Candidates may change statements they have made.  The most recent candidate statement will be the one presented in the on-going grid.  
· The LWVEF or the sponsoring League has the right to categorize or recategorize issue titles or combine topics for clarity purposes.  The League will not change statements or combine issues a candidate meant to be separate.

· By participating in any online debate sponsored by the LWVEF, a candidate agrees not to upload any libelous statements or information.  Nor shall a candidate upload copyrighted or other legally protected material without the permission of the owner of such material.

· Candidates may not enter active links to other sites within their statements or biography. Such links are entered in the area provided for contact information. They may, of course, direct people elsewhere without providing an active link provided that such direction is not offered in lieu of an issue statement.

· Candidates may not upload any solicitation for funds within their statements or biographies.

· In an effort to increase participation by candidates, the sponsoring League (depending on staff and resource availability) will provide assistance to candidates who lack the technological means necessary to participate.  If offered, such assistance will be provided on a consistent and nonpartisan basis.  The extent to which assistance will be offered will be established in advance of any dialogue project.

· For example, to help candidates who are unable to upload or have difficulty uploading statements on their own, a sponsoring League may agree to upload (on a preset schedule, e.g., every other Friday) issue statements not to exceed 4,000 characters, if typed or handwritten versions of such statements are provided to the sponsoring League a designated number of days in advance.

· In uploading a statement, the sponsoring League will not edit the statement submitted by a candidate or otherwise change the candidate’s statement in any way (e.g., the sponsoring League will not correct a candidate’s typographical or spelling efforts) except in cases of the statement exceeding the word limit. Where the statement exceeds the limit the DNet system will cut it off at 4,000 characters.

Biographical Material

· Candidates may upload biographical statements of up to 1,000 words.

· Candidates may upload a head-and-shoulders picture of themselves, not more than two years old, no greater than 100 pixels wide by 135 pixels high and with a file size no larger than 75K.
· Candidates may upload the names of up to ten endorsers.

Disclaimer for Links from the DemocracyNet

· Both 501(c)(3) and 501(c)(4) websites are strongly encouraged to include a disclaimer stating that the League of Women Voters does not endorse the contents of any websites to which it links:

At certain places on the DemocracyNet site, live "links" to other Internet addresses can be accessed.  Such external Internet addresses contain information created, published, maintained, or otherwise posted by institutions or organizations independent of the League of Women Voters Education Fund (LWVEF) the DemocracyNet (DNet), and are only to provide convenient access to additional information for viewers of the website who wish to obtain such information. Neither the LWVEF nor DNet endorse, approve, certify or control these external Internet addresses, and they do not guarantee the accuracy, completeness, efficacy, timeliness or correct sequencing of information located at such addresses.  Use of any information obtained from such addresses is voluntary, and reliance on it should only be undertaken after an independent review of its accuracy, completeness, efficacy and timeliness.  Reference therein to any specific commercial product, process, or service by trade name, trademark, service mark, manufacturer, or otherwise, does not constitute or imply endorsement, recommendation or favoring by the LWVEF or DNet.

* As of 1/19/2001
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