May 30, 2003

Dear League leader:

This disc is a compilation of LWVUS resources.  It is meant to be a tool for new, as well as more experienced, League leaders.  While you may be familiar with many of the documents contained on the disc, we thought that it was important to compile this information in one place for two reasons:

1. To create a comprehensive resource for you which is easy to access and use; and

2. To provide this information in a format that is easy to share with Board members and other League leaders.

Because not every leader will need or use all of information contained on this disc during his/her term, we have sorted the materials into six general categories:

· League Operations, which contains information about internal League matters such as bylaws and strategic planning;

· Issues & Advocacy, which has information pertaining to League positions and on LWV’s current priority item, the implementation of the Help America Vote Act;

· Visibility & the Media, which has tips on working with the media and information to help you promote your League;

· Treasurer’s Tools, which contains resources about setting up and using an Education Fund account;

· Membership & Outreach, which has tips on recruiting members, working with local Leagues, and using the new membership database; and

· Fundraising & Development, which contains resources about appeals, planned giving, and more.

Each category has its own folder within the LWV folder that appears when you pull up information from this disc.  There is a complete table of contents – with the name of each specific document – at the end of this “read me” file.

In using this disc, there are a few minor technical details to keep in mind.  All of the documents contained on this disc appear in one of three formats:  Microsoft Word, PowerPoint, or PDF.  In order to view the files on this disc, you have the option of accessing them directly from the disc or copying them to your hard drive in order to access them locally on your computer.  Depending upon your hardware setup, you may find browsing from your hard drive to be quicker and/or smoother.  If you do choose to copy the files to your hard drive, please note that you will not be able to EDIT the files without first switching off the "Read-Only" file attribute of any file you wish to edit.  In order to turn off the "Read-Only" attribute of a file that you have copied to your hard drive, using your mouse right-click on the file name and in the drop down list that appears, chose “Properties” and uncheck the box labeled "Read Only".  To simply view files, this step is not necessary.  You only need to change the "Read-Only" status of files that you intend to edit (by adding or deleting text, for instance, or changing the formatting for easier printing).  Please also note that to open PDF files, you must have Adobe Acrobat installed on your computer.  This is a free program and can be downloaded from the LWVUS web site at www.lwv.org.

Many of the documents on this disc are currently available on the LWVUS web site (www.lwv.org).  Documents that mainly pertain to “internal” League matters, such In League and the LWVUS bylaws, are in the MEMBERS SECTION of the web site.  (The user name to enter this area is lwv, and the password is carriecatt.)  Other documents, such as Face to Face or Impact on Issues, are available in the Barbara Stuhler E-library, which can be accessed from the homepage.

All of the departments of LWVUS worked together to compile the information contained on this disc.  If you have any questions or concerns about a specific document, please use the following chart to direct your inquiry –

	Document appears in this category…
	Contact email…

	League Operations 
	membership@lwv.org

	Issues & Advocacy
	lobbying@lwv.org

	Visibility & the Media
	media@lwv.org

	Membership & Outreach
	membership@lwv.org

	Fundraising & Development
	development@lwv.org


Thank you for all of your efforts on behalf of LWV.  We hope that this disc is a useful tool for you and your Board.  We would welcome any feedback about this resource.

Sincerely,

LWVUS Staff
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