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Overview of Democratic Party
The national organization is the Democratic Party, often referred to as the DNC or Democratic National Committee.  The Minnesota state democratic party is the Democratic-Farmer-Labor Party (DFL).  Some key documents that you will want to become familiar with for the State DFL party include the Constitution, Official Call, and Party Platform.  Senate District 33 is also part of the Third Congressional District and is consequently part of the DFL Third Congressional Party Unit.  

Senate District 33 does have its own constitution and rules as well and those can be viewed at our website. 

A state organizational chart is included in Appendix  A to provide an overview of the levels of our party.  
Senate District 33
Senate District 33 is divided into:

Minnesota House District 33A, which includes Mound, Independence, St. Bonifacius, Minnetrista, Spring Park, Medina, Loretto, and parts of Plymouth.
  and
Minnesota District 33B, which includes the Western edge of Minnetonka, Excelsior, Wayzata, Tonka Bay, Long Lake, Shorewood, Minnetonka Beach, Woodland, Orono, Deephaven, and Greenwood.
Individual precinct maps can be downloaded at the Geographic Information Services website at
http://www.gis.leg.mn/html/precincts.htm 
Demographically, the west suburbs that consist of Senate District 33 are composed of highly educated, affluent citizens with a Republican voting base of 62-67%.  A demographic breakdown of House District 33A and 33B is available on the internet.

Current state  legislators representing the district are State Senator Gen Olson, State Representative Connie Doepke (33B), and State Representative Steve Smith (33A).   Federal legislators are U.S. Representative Erik Paulsen (3rd Congressional District) and U.S. Senator Amy Klobuchar. 
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Officer Roles and Positions 
within Senate District 33
Precinct Chair
The Precinct Chair organizes the DFL Party at the precinct level, which is the grassroots foundation of the DFL party.  Organizing at the precinct level includes:


· Recruiting new DFL members year round

· Keeping members engaged through volunteer opportunities that match their interests, skills, and availability.

· Establishing a social network for members and keeping it fun (house parties, etc.)

· Ensuring that members have the training they need.

· Continuously updating your own skills in such areas as fundraising, voter activation network (VAN) database, and other leadership skill areas.

· Regularly communicating with members in your precinct about DFL activities.

Some other specific activities include:

· Canvassing precinct residents to identify likely DFL voters.

· Conducting voter registration drives.

· Distributing DFL literature and campaign literature for endorsed DFL candidates.

· Compiling lists of DFL residents willing to work on campaigns or have lawn signs.

· Connecting members with local Progressive Groups at www.dflsd33.org

Associate Precinct Chair(s)

The Associate Precinct Chair(s) assist the Precinct Chair in organizing the DFL Party at the precinct level.  The Associate Chair (s) work as a team with the Chair to perform duties as assigned.  

Senate District Chair
The senate district chair has the responsibility to lead the senate district.  That person must have the ability to organize, provide direction and work well with others.  The senate district chair must monitor those assigned tasks to insure their completion, including his/her own tasks.  A senate district chair should consult with other officers about decisions, yet must use his/her own discretion on some matters.
For a senate district meeting, the senate district chair should:

· Prepare for the meeting by creating an agenda and discussion topics and distributing it to committee members two weeks prior to the scheduled meeting. 

· Always be in control of the meeting by following the agenda closely and moving the meeting along quickly, without discouraging meaningful discussion. 

· Plan appointments and delegation of specific tasks in advance. 

· Appoint people to a committee if one needs to be formed. 

· Invite a guest speaker to your meeting.  The DFL has many legislative leaders, elected officials and potential candidates who would be interested in speaking to your meeting and might offer a new dynamic to your meeting. 

Some of the duties required of a senate district chair are:

· Preside at meetings of the county executive and central committees 

· Represent the senate district on the State DFL Central Committee 

· Represent the senate district on the Congressional District DFL Central Committee 

· Act as an ex-officio member of all senate district committees 
· Call, organize and convene senate district conventions 
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· General organization of precinct caucuses including recruiting precinct conveners, reserving handicapped accessible locations for precinct caucuses within the senate district and making sure there is public notification about local caucuses, etc. 

· Submit a list of individuals interested in serving as election judges to the county auditor or city clerk. 

· Act as the main local contact in your area for campaigns and the State DFL office

The following is a suggested checklist of things that most effective senate district chairs do:

· Survey the county to make certain that every precinct is covered by a precinct chair. 

· Appoint committees to carry out party activities.  Some examples are: Fundraising, Publicity, Newsletters, Issues or Research, Community Service, Volunteer Recruitment, Speaker’s Bureau, Precinct Organization, Campaign Coordination; Candidate Recruitment and Get-Out-The-Vote (GOTV). 

· Meet with these committees or the committee chairs to make sure each committee has members, is interested in its duties and is prepared to pass information on to party leaders and workers.  See that their activities are properly coordinated with other committee or party activities. 

· Arrange regular meetings of the senate district to give precinct chairs and party workers training and information on programs, campaigns and issues. 

· Coordinate efforts and provide information between the senate district, congressional district and state DFL party organizations. 

· Develop a budget and timetable for fundraising so that the party organization and campaigns can be properly financed to carry out their program or projects. 

· Seek out and encourage potential candidates for state legislative, county or local office.

Senate District Associate Chair
The senate district associate chair should be the complement to the senate district chair.  The associate chair should advise and share information with the chair to make each of their jobs easier.  The associate chair should keep abreast of all activities and duties of the chair in the event that the chair would be unable to fulfill their job (this could be due to illness or personal schedule conflict).  The associate chair can also assume the unofficial position of a certain committee chair or a specific senate district project, such as: senate district fundraiser, newsletter editor, program chair, etc.
The associate chair should:

· Remain abreast of the senate district’s activities 

· Be prepared to assume the duties of the chair, if need be 

· Be at the disposal of the chair to assist him or her as necessary 

· Represent the senate district at congressional district and state central committee meetings 

· Be willing to take extra initiative in a specific project, such as fundraising, newsletter, program or issues, etc.

Senate District Secretary
The secretary of the senate district is the recorder and keeper of the records of the senate district DFL.  Through accurate recording of the minutes of the meeting the secretary can:
· Prevent a repeat of old business, allowing more time to discuss new items. 

· Help define assigned individual or group tasks to prevent any misunderstandings at a later date. 

· Keep a record of lists, such as good DFLers, contributors, costs of activities, etc. and provide a record of proceedings to help settle disputes.

The secretary can also relieve some of the burden of details of correspondence from the chair.  
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The secretary’s usual duties include the following:

· Recording the minutes of the meeting. 

· Sending out meeting notices and agendas to all members, including the minutes of the previous meeting. 

· Maintaining a list of all members, updating addresses and telephone numbers, and helping the state headquarters by sending in revisions. 

· Maintaining a permanent record of activities for use by future senate district officers. 

· Sending the state office a copy of the senate district’s latest constitution with any new revisions. 

· Sending meeting, rally and fundraising notices to the state headquarters for publication on the State DFL Web site.
Senate District Treasurer
The senate district treasurer is, according to state law, the legal representative of the senate district.  It is the treasurer’s responsibility to keep strict financial records of contributions and expenditures, and submit those records in the required format.  The best listing of the duties of the senate district treasurer is found in the Minnesota Public Disclosure Law – Political Committee and Fund Handbook, compiled by the Ethical Practices Board.  This should be considered the treasurer’s bible and be read by all DFL Party officers.   
The senate district treasurer is sometimes also the senate district’s chief fundraiser.

Senate District  Affirmative Action Officer
The affirmative action officer should be the senate district’s officer responsible for taking the lead in expanding and encouraging greater participation in the unit’s DFL party activities.  The affirmative action officer is responsible for developing and then implementing a senate district’s affirmative action plan.  
The affirmative action officer should be responsible for seeking out citizens groups that include persons of color, senior citizens, youth, farmers, persons with disabilities, women, gays, lesbians and others.  He or she should encourage these constituent groups and individuals to participate in the DFL Party and then educate them as to how they can effectively participate.

Senate District Directors
The senate district director can perform various duties for the senate district party organization.  Many senate districts specify in their unit’s constitution what responsibilities are assigned to each director.  Examples are: Fundraising Director, Publicity Director, Voter Registration Director, Issues and Program Director, Volunteer Director, Legislative Liaison Director, etc.  For those units that do not specifically assign duties to the senate district director, these directors are assigned specific projects to supervise during their term in office either by the senate district chair or central committee.
Senate district directors are members of the senate district’s executive and central committees.

Senate District State Central Committee Members (delegates and alternates)
The state central committee delegate in your senate district may automatically be the senate district chair and associate chair if the senate district is allotted two votes or less to the DFL State Central Committee.  If your senate district is entitled to more than two votes to the state central committee, the senate district will elect at-large state central committee delegates.  An equal number of alternates will be elected in your senate district for each delegate.  In some senate districts the constitution prescribes that the alternates to the chair and associate chair to the state central committee be the secretary and treasurer of the senate district.
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The state central committee delegate represents your senate district on the DFL State Central Committee.  The state central committee is the governing body of the DFL party between conventions.  State central committee delegates and alternates are also representatives to their respective congressional district central committee.
Precinct Structure
Precinct Organization
The Precinct is the grassroots party unit that is the foundation of the Democratic Farmer Labor Party.  Senate District 33 is composed of 40 precinct units of which 18 are in Minnesota House District 33A and 22 are in Minnesota House District 33B.  If you do not know which House District your precinct is in, you might want to visit www.dflsd33.org  (“About Us” )and review the map to determine where your precinct is located.  This will be important during election season when you will have potential Minnesota House candidates for senate district 33 approach you to work on their campaigns.  
Role of Precinct Chair and Associate Chairs
Your leadership at the precinct level is extremely important to the DFL party.  You are the local grassroots leaders who will organize your precinct, perform outreach to new prospective DFL members, and support getting DFL candidates elected at the local and state levels.  You will actively participate in “Party Building” during the off election cycle and participate in “Campaign Support” during an election year cycle.  
Voter Activation Network (VAN) Database
The Voter Activation Network Database, often referred to as “VAN” is a key database system that you will learn to use in order to:


--find other fellow democrats and potential democrats in your precinct
--assist in canvassing your precinct and keeping records in the database up-to-date so you can more efficiently organize your precinct.
--assist in election year doorknocking and phone banking within your precinct for state and local offices.

Therefore, we highly encourage every precinct chair and associate chairs to get the VAN database training offered by the State DFL.  In order to obtain information or request training on VAN, you can contact the SD 33 Chair.

Recruiting Members and Keeping Them
Now that you have utilized the VAN and found new members in your precinct, you want to be sure they are engaged in work they find interesting, while helping build the DFL base in your precinct.  While the following tips are common sense, they are often overlooked.

Tip #1:  Determine what types of day-to-day tasks that need to be performed to keep the precinct
                  operating smoothly.  Make a list and write brief job descriptions for each.  Try to provide
                  a time commitment in hours/week or some other measure for each job so volunteers have an
                  idea of the amount of time they will need to set aside.            

Tip #2:  When you recruit a new member to volunteer, be sure to ask what their interests are, 
                  areas of expertise, and availability.  Mis-matching a volunteer to an activity that they are not
                   interested in and/or that is beyond the time commitment they can provide is a sure fire way 
                   to lose a volunteer.  
Tip #3   Don’t burn out the worker bees.  Oftentimes, you will find a couple of people who are highly
                 reliable and do a great job.  While it is tempting to rely on those people time after time, restrain
                 yourself.    Make sure they have adequate breaks between tasks.

Tip #4    Always thank volunteers for their time.  It can be as simple as a personal “thank you” to
                  providing a treat or meal, or even a small gift.   
Tip #5   If location, location, location is the motto for real estate, “take care of your volunteers, take
                 care of your volunteers, take care of volunteers”  is yours.  Be sure volunteers are provided
                 food and are provided a safe, comfortable work area to do their tasks.  Make tasks as fun
                 as possible.  
Tip #6   Be sure to provide training and/or have a volunteer with less experience work alongside a
                 more experienced volunteer. 
Tip #7   Be sure to follow-up with volunteers to be sure they are completing their assignments.  If need
                 be re-distribute the workload.  

Here’s some more resources on volunteer recruitment and management on the internet:

Energize, Especially for Leaders of Volunteers


 More Volunteers.com
About.com; Recruiting Volunteers
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Running Effective Meetings

A few quick tips on having effective meetings that get things done and keep people coming back:

1. Determine what the purpose of the meeting and some objectives if you plan on making assignments for a future project.  
2. Create an agenda
3. Determine how long the meeting will last (1 ½ - 2 hours is the maximum you should schedule).

4. Schedule guests.  This can be informational speakers, candidates, and others.

5. Plan to have some type of appetizer or snack.  Encourage other attendees to bring food or beverage.  Those who are assigned this items often show up because they have already made a commitment to the group.  

6. Welcome guests and have sign-in sheets for attendees

7. Assign a time keeper
8. Make sure the physical environment is comfortable. 

9. Finish on time
Another thing you might want to consider is whether your group will want to set monthly meetings at a specific time/date/location.  If people have a consistent date/time every month, they are more likely to schedule it and come.  Also, be sure to distribute meeting minutes to everyone after the meeting.  This is helpful for those who did not attend.  

Here’s some more resources on running effective meetings on the internet:
 
About.com:  Meeting Management
Running Fun and Effective Meetings
Running An Effective Staff Meeting
Running More  Effective  Meetings
 

Untangling Parlimentary Procedure
Here are a few great websites to learn more about parliamentary procedure: 

Parlimentary Procedure Charts and Articles
Robert’s Rules of Order Revised
National  Association of Pariamentarians
   --separate cheat sheets on parliamentary procedure at this site
American Institute of Parliamentarians


The Political Campaign Refund Program
This is one way you can ask for contributions to support the DFL, your local senate district, and candidates.  This program allows Minnesotans to give up to $50 per person or $100 per married couple to a political party or candidate for state office and get a full refund from the Minnesota Department of Revenue if that candidate has agreed to abide by state spending limits.  Please note that donations to the following DO NOT QUALIFY for this program:  U.S.  Congress, U.S. Senator, U.S. President, local city council, county commissioner, school board, other Federal or Local office candidates who do not abide by spending limits.  

Contributions to Senate District 33 should have checks made payable to “DFL SD 33” and mailed to:


Debra Thurlo, Treasurer
1135 Loma Linda Avenue
Orono, MN  55364
(952) 472-4473
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To receive a refund, a contributor must: 

1. Get a receipt (EP-3)  from the Minnesota Senate District 33 DFL, which we will mail to you once your contribution has been processed. 

2. Fill out Form PCR, which can be downloaded at this link or obtained from the Minnesota Department of Revenue. 

3. Attach the receipt (EP-3)  to the application (Form PCR) for the appropriate year. 

4. Mail the application form and receipt to the Minnesota Department of Revenue at: 

Minnesota Political Contribution Refund
Minnesota Department of Revenue
St. Paul, MN 55146-1800 

The refund program is not tied to the state income tax form. PCR forms must be filed separately. A taxpayer may file a claim for the PCR immediately after making the contribution. Claims for contributions made during one calendar year may be filed during that calendar year and must be filed not later than April 15th of the next calendar year. 

Call Jeanne Olson at 651-296-1721 or 800-657-3889 if you have questions about the PCR programs. You may also contact the Department of Revenue by sending an email to: indinctax@state.mn.us or visit http://www.cfboard.state.mn.us/publicsubsidy/conrefund.htm
Door knocking or Canvassing 101
During election season, you will be contacted by the DFL and candidates to do door knocking in your precinct.  As the precinct leader, you will be relied upon to find volunteers to go out and do this activity and be sure they are organized for the activity.  Specific trainings will be offered by campaigns and SD 33 during election season on the “How To Do Door Knocking,” but during this activity you will be doing “Voter Identification Door Knocks” early in the campaign year and in the Fall you will be participating in “Persuasion Door Knocks.”  Each type of direct voter contact has a very specific script that will be provided to volunteers so they know what to say to the voter at the door.  Door Knocking is a fun activity for volunteers and also gives them an opportunity to get to know their neighbors as well as find out what is important to others in their community.  
Voter Registration
Voter registration is an activity that you will be doing in your precinct year-round in order to encourage fellow democrats to be active in our electoral system.  More information on specifics regarding voter’s registration and eligibility can be found at the Minnesota Secretary of State website.  

For a supply of voter registration forms, you can contact the Minnesota Secretary of State website or call your local SD 33 Senate District for a supply.  
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