LEAGUE OF WOMEN VOTERS OF PLACER COUNTY

Board Policies and Procedures


POLICIES

NONPARTISAN POLICY
Adopted November 2007

The League of Women Voters of Placer County (LWVPC) shall not support or oppose any political party or any candidate.  The board and each board member have the responsibility to maintain the fact of nonpartisanship of the organization.  When questions are raised, decisions will be made on the basis of the specific situation.  The President and Voters Service Director will not take an active, visible role in political candidates’ campaigns.  A board member or member of the nominating committee may not run for elective office.

Any board member who has a question about the propriety of political activity shall present the problem to the Board and shall abide by its decision.

Unit chairs may engage in partisan activities, but when serving officially as unit chairs may not use this position in a partisan manner.  They must neither discuss nor distribute material of a candidate or party when serving as unit chairs, nor allow distribution by other members.  Unit chairs interpret board policies and directives to the League members, and in this function they must be completely nonpartisan.

DIVERSITY POLICY
Adopted November 2007

The League of Women Voters of Placer County affirms, in both its values and practices, its belief and commitment to diversity and pluralism, which means there shall be no barriers to participation on the basis of national origin, race, gender, creed/religion, age, sexual orientation, or disability.

CO-SPONSORSHIP POLICY
Adopted July 2008
Copies of this policy for co-sponsorship must be distributed to each participating organization at the beginning of each co-sponsorship activity.

We recognize the advantage of co-sponsorship, that it can be an efficient and effective method of reaching a wider public and of providing additional funding and needed workers.  The League will co-sponsor only those activities directly related to League program (positions, studies and voter service) or of general membership recruitment, community education, etc.
Guidelines for Co-sponsorship

I.
The board must approve a co-sponsorship activity before a commitment of any kind can be made.  Each instance of co-sponsorship should be determined on its own merits (time, personnel, scheduling, funding, publicity).  If necessary, the executive committee may approve a conditional commitment.

II.
Standards for approval of co-sponsoring organizations:

A. Co-sponsorship with the organization must promote the objectives of the League of Women Voters.

B.  Association with co-sponsorship will maintain the reputation of the League.

C.  The level of the League's financial involvement, the purpose for any financial contribution and the approximate ticket cost for any co-sponsored event must be discussed at the outset.

  

III.
The League can function at two levels in sponsorship:  primary and secondary.


A.  Primary:

1.
A meeting of all primary sponsors should be held as soon as possible to decide time, place, format, and responsibilities.

2.
Any plans and changes in plans must be approved by a representative of each primary sponsor and all sponsors must be notified.

3.
League reserves the right to veto plans or withdraw its name or sponsorship from any printed material, press release and/or project.

4.
In voter service activities, the League must always be a primary participant; the activity must conform to voter service guidelines as defined in the LWV Voter Service Handbook.  Whether cooperation can be obtained on League terms should be a critical factor in deciding whether to co-sponsor such activities.

            B.  At the secondary level, the League does not participate in all decisions.    

1.
A statement of plans for the event should be presented to the board in writing, or in person, by a representative of the primary sponsors.

2.
A League member should be an official liaison person between primary sponsors and the board.  The liaison person will secure approval of any changes from the board, or if necessary, from the executive committee.

3.
The League reserves the right to withdraw its name and/or sponsorship from any printed material, press release and/or project.

DESIGNATED SPEAKERS POLICY

Adopted July 2008
Any testimony or speaking opportunity that purports to represent League position must have prior approval by the board of directors.

1.
Consultants may at any time state adopted League positions.

2. 
Consultants may at any time reiterate positions or statements that have been previously approved by the LWVPC board.

3.
League members serving on committees, task forces, etc. may discuss and "interpret" League positions as long as they do not commit the board without the board's prior approval.

4.
Testimony that is to be presented publicly for the first time, (for example, at City Council meetings, Board of Supervisors meetings, or to the press) must have prior LWVPC board approval. This can be obtained through the Program Chair who will have the item put on the agenda and will discuss (or arrange for the discussion of) the item at the next board meeting.  If time is short, either the consultant or the Program Chair may contact the President or either Vice-President, who will arrange for an immediate decision by the executive committee.

5.
The League President may offer testimony without prior board approval if she/he deems that an important opportunity will be lost if not seized at the moment.
6.
Members speaking on behalf of the League for informational presentations, moderating debates, facilitating meetings, etc. may suggest a donation for the speaking engagement to offset expenses and raise funds for the League.  A suggested donation will be based on the size of the organization and/or their ability to pay.
BOARDS AND COMMISSIONS APPOINTMENT POLICY
Adopted July 2008

The LWVPC board may appoint a member to represent the League on a local board or commission.

1.
The applicant must be a League member in good standing, i.e., dues payment must be current.

2.
The Board of Directors will have the authority to approve the appointment and will communicate the appointment to the membership.
3.
The President will submit a letter of recommendation to the board or commission listing the League member’s qualifications and urging consideration for appointment.

MEMBERSHIP SUPPORT FUND POLICY
Adopted July 2008
With the goal of diversifying its membership, the Board of Directors of the LWVPC has originated the Membership Support Fund.  Monies from this fund will make membership easier for those on limited incomes by awarding grants to help defray the cost of one year’s membership.  The applicant for financial assistance must be a registered voter, must make his/her own application, and must make a minimum $20.00 payment.  Prospective members will be awarded support from the Membership Support Fund on a first come-first served basis based on a decision by the executive committee.  The privacy of the applicant will be maintained.  Contributions to this fund are not tax deductible.

VOTER SERVICE POLICY
Adopted July 2008

The LWVPC will ensure all voter service activities are carried out in a fair, neutral, nonpartisan manner.

Speakers

Any speaker representing the LWVPC at any voter service event (ballot measure presentation, candidate forum, etc.) must present the information in a neutral, non-partisan manner and should receive training on League voter service policies and procedures.

Candidate Forums.  
1. Representatives of candidates attending a forum or debate may not participate in place of the candidate they are representing, but may only give a statement about the absence of the candidate.  

2. All candidates for a particular office will be invited to participate in any forum in which the LWVPC participates.

3. Candidate materials may not be actively distributed before or during a candidate forum in which LWVPC participates.  However, materials may be made available to attendees on tables located in a designated area.


Ballot Measure Presentations

Only materials approved by the LWVPC (e.g., Pros and Cons, Easy Voter Guide) may be actively distributed before or during a ballot measure presentation in which the LWVPC participates.  However, other materials may be made available to attendees on tables located in a designated area.
PROCEDURES
BOARD PROCEDURES
Adopted July 2008

Board Portfolios—Board tools and publications purchased by the League for the use of Board members shall remain the property of the League and should be passed on from one Board to the next.  Such material should be plainly marked "LWVPC board" with the name of the portfolio.

Subscription Services—The board will subscribe to all necessary state and national League subscription services, to be distributed where needed.

Board Meetings—Board meetings are open to all members, who are encouraged to attend.  Any LWVPC member wishing a place on the board meeting agenda should contact the president in advance of the meeting.  Only board members are permitted to vote.
FINANCIAL PROCEDURES
Adopted July 2008
Treasurer's Report - The treasurer will make a monthly financial report at each board meeting and a fiscal report to the Annual Membership Meeting.

Fiscal Report – The board shall send the members an annual financial report, not later than 120 days following the end of the League’s fiscal year.

Money Management - Money received will be recorded by the Treasurer and categorized into appropriate income accounts.  Income will be deposited regularly into the bank by the Treasurer.  The Treasurer will issue checks upon receipt of voucher and receipts for approved expenditures or at the direction of the board of directors.  Only one signature is required on each check.  Designated signators are the President, First Vice President and Secretary.   Income will be deposited into one or more financial institutions with an effort to minimize banking fees.  An internal audit of income and expenses will be conducted by the budget committee within three months of the end of the fiscal year.

Education Fund – LWVPC may maintain an education fund account with League of Women Voters of California Education Fund.  Contributions received from members or others that have been designated for educational purposes will be forwarded either in the form of the original check or with an LWVPC check.  The board of directors of LWVPC can authorize transfer of other funds to the education fund.  Money contributed to the education fund is tax deductible to the donor.  These funds can be used for educational purposes including but not limited to voter service activities.  Acknowledgment of contributions to the education fund will be sent to the donor.  Since the education fund is a separate corporation, record keeping of the income and expenses will be maintained separately from the LWVPC general ledger.  

Expenditures - Directors are responsible for monitoring/maintaining the budget line items pertaining to their portfolio.  A director (or designate) will authorize expenditures by submitting a voucher (with receipts attached as appropriate) to the Treasurer for payment or reimbursement.  Budgeted expenditures do not require board approval.

Each director may delegate authority to committee chairs to authorize expenditures from his/her budget line item.  The committee chair shall become familiar with the budget line item and manage committee expenses to stay within the budget category.   The chair will keep other committee members informed of the budget prior to spending.  The chair will work with the director to enforce the budget and seek approval if expenditures appear to be greater than anticipated.  If so designated by the director, the chair may also be responsible for authorizing vouchers to be submitted to the Treasurer.

Each director is ultimately responsible for keeping expenditures within budget.  The board will hear and evaluate appeals to spend more money than budgeted for any account as presented by the Treasurer (and the director).  The board will then approve or veto the additional expense.

In-Kind Contributions - League members will record on the designated record sheet, all expenses for League that are paid with personal funds.  This will clarify actual costs of League activities for grant proposal writing and budget purposes.

Donations to Non-League Projects - LWVPC does not make donations.  League monies are available for joint projects which further League program and in which the League has active participation.  This participation is subject to the approval of the board.

Billing Policy for LWV Functions - Those who make a reservation but do not cancel by the cancellation deadline and do not attend the function will be billed for the function or will not be given a refund.
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