2009 Minneapolis Caucus and Convention Planning Guide

Caucus Night - Tuesday, March 3, 2009
Caucus Night is Tuesday, 3 March 2009
Whether you’ve planned many caucuses, or this is your first, you know that there are lots of things to consider. This manual is intended to function both as a checklist and to provide more in-depth information and suggestions about any parts of the process with which you are not familiar. This document includes general guidelines for caucus and convention planning. Use the methods that work best for your area.

Location

Location Confirmation – Due January 26
Most caucus locations should already be identified, but if you are considering changes, these need to be finalized as soon as possible!

Report caucus locations to Tim Bonham, Minneapolis DFL Treasurer (t-bonham@scc.net).

Location Considerations

Note that it is preferable to hold a caucus within the precinct if feasible (note page 2 of the DFL Official Call, as well as Minnesota statutes 202A.15 and 202A.156).  However, many areas hold at least some precincts together to make it easier to manage locations and facilitate easy collection of materials.
Accessibility

Consider whether you will be using

· One centralized location

· One location for each precinct

· Multiple locations within a ward
If you use multiple locations, make sure to be very clear in your advertisements, invitations, and flyers, which precincts will convene at which locations

If using one location

· For geographically large areas, make sure the location is centrally-located or near a transportation hub

· For large turn-out areas, make sure the location has multiple large break-out rooms, as many precincts will not fit into standard classroom sizes

· Consider how you will ensure accessibility for those who are disabled or have limited mobility
Locations must be fully handicapped accessible.  While most public buildings are required to be so by code, many are not actually as accessible as they appear on paper

Do a personal tour before booking the location. Look for:

· Sufficient handicapped parking spaces

· Automatic door openers on at least one entrance or low push-bars

· Restrooms with wide aisles and doors

· Room for all precincts to be in locations reachable without stairs

Site Arrangement

A large entryway or common area is desirable for sign-in, so that attendees are not confined to a small area if they have to wait in line for help

An easily understandable floor plan, and maps of the building, are desirable

If the location is more complex, provide runners who have been given a tour beforehand

Consider handing out individual building maps, marked with precinct and room numbers, to people as they enter the building

If precincts are likely to be either very small, or too big for a normal classroom, it is often possible to have multiple precincts meet in large common areas such as cafeterias and auditoriums

If you have multiple locations, make sure you have a site coordinator who can handle each site

Convenors

Convenor Selection and Reporting

Caucus convenor is often, but not necessarily, the precinct chair

Things to keep in mind for convenor selection

Are they comfortable being in front of a group

Can they be at the site on time
Can they get to a training prior to caucus night
Let them know they don’t have to be caucus chair, but can be if they want to

Convenor Training

Plan to have at least one in-person training for caucus convenors

Try to sit down one on one with as many convenors as possible, if they cannot attend the training

If you absolutely cannot meet with every convenor, make sure you have written materials for convenors who cannot attend the event.

Training Outline

Make sure all convenors know they are representing the DFL party to their precinct

Caucus convenors must arrive early to set up their sites.  Convenors should each find an additional volunteer from their precinct to manage the caucus.  Caucus timeline is as follows:

· 6:00 pm set up

· 6:30 registration begins

· 7:00 time-certain for convening caucus

Convenors should listen to their caucus, be friendly, and keep things on task.  Have caucus members introduce themselves if caucus size permits.

Go through the convenor/chair instructions from start to finish during training.

Be sure they understand each portion of the instructions.

· Review the agenda and rules, allowing time for discussion and questions
Make sure convenors have convention information for the 2009 cycle:
· Local elections

· Party unit elections

· Convention committee elections 

· Most wards will elect these at caucuses, but some wards may set different numbers or use a slightly different committee structure. Be sure that everyone knows how your ward is handling these, and have information about committee meetings available at the precinct caucus.

Let convenors know how they will pick up packets and materials

Remind convenors where to drop off materials after caucuses

Convenor packets

Convenor packets should be handed out either at convenor trainings or before precinct caucuses so that convenors have time to become familiar with them

They should include all copies of the documents convenors will need for their caucuses
Documents for the District

Signage

Door Signs

Main entrances

Each room

· Precinct Name (should be very prominent) 

· Precinct Map

Restroom signs

In main corridors

At main entrances

Point directions to nearest accessible restrooms

Main reception

Post signs with precinct caucus room numbers

Include map of building if it has an intricate layout

Post map showing which precincts are caucusing at the location

Caucus Advertising

Alert local media to caucus locations and times

Precinct caucus brochures

The State DFL can provide precinct caucus brochures for handing out before caucuses

Sample brochures can be found in county unit caucus kits or online at www.dfl.org
The brochure can be distributed in different venues

· Precinct meetings

· Local coffee houses and gathering spots

· Posted on public bulletin boards

Finding local media representatives

· Don’t forget to contact all neighborhood newspapers, radio stations, television stations, and blogs that cover your area

DFL Links Meetings

If you have a local DFL Links meeting, or something similar, make sure upcoming caucuses are discussed

These meetings provide a good opportunity to do general public caucus training

Precinct Caucus Yard Signs

Yard signs have been used by many districts to let people know when and where caucuses will be held

Documents for each Caucus

Registration Cards
Sample Registration Cards have been distributed with this guide. Actual registration cards will be provided by the Minneapolis DFL Party before caucus night. 
Make sure to have plenty of registration cards for each precinct. Have extras at any caucus site hosting multiple precincts.
Remind convenors that caucus attendees who have not registered or sent a letter cannot participate in the caucus or be elected as a delegate to a convention

Precinct Caucus Script
A copy of this must be provided to each convenor
Map of Precinct Boundaries

Can be found at: http://www.gis.leg.mn/html/precincts.htm
2008-2009 Official Call

Hand out one per precinct

Used for clarifying caucus rules and rules for conventions

Constitution and Bylaws

Hand out one per precinct

Used for clarifying caucus rules and rules for conventions

Political Contribution Refund Program Letters and Envelopes 
Distribute these envelopes in the convenor packets according to estimated turnout
Attendee Handouts

Estimating Expected Attendance

Enough copies of each handouts should be made and placed in convenor packets for expected turnout in each precinct

If meeting in a central location, have extra handouts available at a central desk in case of much higher attendance than expected

Precinct Caucus Agenda and Rules
This handout includes sample rules for precincts

Caucus attendees will have to vote on these rules to make them valid for each caucus, and may vote to amend the rules

Petition Nominee Letters (Absentee Letters)

If any of your precincts have received any petition nominee letters in advance, please be sure to include these in the materials provided to caucus convenors. Convenors will need these letters for use on caucus night during the election of delegates.

People who cannot attend their precinct caucuses can submit letters indicating their willingness to serve as delegates or alternates to the county unit and senate district conventions (or other local conventions).

If a precinct elects delegates using the subcaucus system, petition nominees will only be nominated for a subcaucus of their written choice.

The names of petition nominees should be placed in nomination along with all other names of caucus attendees. They must be elected through the same process as any other delegate or alternate.

Petition nominees cannot vote on any issue addressed at the caucus, and should not be counted for the purposes of delegate allocation.

Local information on events or other activities

If your area has a regular meeting schedule, a DFL Links group, a political discussion group, or some other activity to which you can invite caucus attendees, be sure to provide a brochure or handout for attendees to take home with them. 

Ballot box or collection envelope

An envelope or ballot box should be provided to each precinct for delegates to place completed ballots

Clearly label each ballot box with precinct name if more than one precinct is meeting in the same room. You must have one ballot box per precinct.

Caucus Night Procedures

Distribution and Collection of Materials from each Precinct

Arrange with precinct caucus convenors to deliver all materials to them before the caucus.

Arrange with precinct caucus convenors where to have materials delivered at the end of the night

Think ahead to your unit conventions. Be sure that all convenors have information to distribute to all caucus attendees. This may be the only opportunity to convey important information before the upcoming conventions.

After Caucus Night 

Data Entry for Precinct Caucus Attendees

Each ward must arrange plans to enter into VoteBuilder all data gathered on caucus night.

Some wards may be planning their own data entry, whereas others may be coordinating joint operations for data entry. Be sure that you determine how the data will be gathered and entered immediately following precinct caucus night.

All people who will work on data entry will need special VoteBuilder access. Report all members of your data team to DFL Party Affairs Director David Weinlick (651-251-6304or dweinlick@dfl.org).

Pre-Convention Committees for Ward Conventions

Each committee will need to meet and begin its work very soon after precinct caucus night. Most committees will meet the weekend immediately following precinct caucuses (February 7-8)

Arrange for committee meeting space and designate a time for the initial meeting. It works well to have one time and venue for all committees to hold their initial meetings, if your ward has a suitable location.

Appoint volunteers to convene each committee so you can prepare them with any necessary materials. Find people who have served on convention committees in the past. Most conventions will need the following committees. 
Arrangements

Credentials

Nominations

Rules

Your Precinct Caucus Report includes these committees. If your ward is adjusting these at all, be sure to update the Precinct Caucus Report before distributing it to your convenors.

Ward Convention Preparation

Your training packet includes sample rules and a Ward Convention Report for your use.  It also includes a guide to Organizing and Running a DFL Convention. If you have any questions, please contact the Minneapolis DFL Party officers, your Senate District Chair, or the DFL Party Headquarters to get assistance as soon as possible.
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