
Thank you for your assistance in the precinct caucus process.  It is important that everyone understands each of the steps necessary to ensure that caucuses run smoothly.  Please read over these instructions and examine the contents of this kit carefully.  

The caucus kits include a variety of information for the February 2 precinct caucuses in 2010, although some items will need to be delivered later, in particular the instructions for handling the preference ballot and reporting results to the Secretary of State. The Secretary of State’s office is still finalizing both the online precinct caucus finder and the reporting system for the preference ballot. We also need to wait to confirm the final roster of candidates who will appear on the ballot, so information on conducting the ballot will be sent to you in January, along with more information for the county unit conventions. 
We are counting on county unit chairs to distribute the information in these caucus kits to each of your precincts and to act as the contact between the state DFL office and each precinct.  To make this as easy as possible, please follow these instructions carefully. (Please refer to the 2010-2011 Official Call for questions on procedure, or contact Party Affairs Director David Weinlick at 651-251-6304 or dweinlick@dfl.org).
By now, you should have identified a location and caucus convenor for each precinct in your county unit. Reports of caucus locations were due to the state DFL office by November 15.  We have reported those locations to the Secretary of State’s office. Enclosed you will find a list of the precincts in your county unit, their delegate allocations to the county unit convention, and the caucus locations that have been reported. If there are any errors or omissions in this information, please report them immediately to the state DFL office.
As county unit chair, you will know best how many people are likely to attend caucuses in each precinct and therefore can make the closest estimate of how many copies are needed. If you do not know, use your best estimate. Upon receiving your boxes, you should plan on making copies of the Minnesota DFL Resolution Form and the Caucus Agenda/Sample Rules.
Your caucus kit includes a large envelope for each precinct that can be used to package the materials for each precinct. 
Before stuffing the envelopes for each precinct, fill in the information for each precinct:

1. Precinct Name

2. Delegate Allocation (from list provided with this caucus kit)

3. County Unit convention information

4. Congressional District convention information
5. Note that the State Convention dates on the envelope include a typographical error--they should read April 23-25. When you add the information above, please make this correction.
This information must be posted at the precinct caucus location on caucus night. If all the information for the precinct doesn’t fit in the envelope, you can use something else to pack the materials, but be sure to include that envelope for convenors to post.  

On the following page, you will see the list of materials that should be included in this kit. If you received this kit before all materials were completed, be sure to get the remaining materials. Electronic Ma Precinct Caucus materials will be made available online at www.dflers.org/caucus
 Documents needed for each Precinct Caucus
· Precinct Envelope
Complete the information by adding the number of delegates allocated to the precinct and local convention information. Correct the State Convention dates to read April 23-25. Place other material in this envelope. 

· Precinct Caucus Report Form
These forms will be pre-printed and included in your caucus kits. They will be a primary record of what occurred at each caucus, and will provide easy access to essential information 
· Precinct Convenor/Caucus Chair Instructions – Short Form
The short form version provides the basic instructions Convenors and Caucus Chairs will need to run the caucus, and includes the required readings for caucus night.

· Precinct Convenor/Caucus Chair Instructions – Long Form
The longer version provides more detailed instructions for Convenors and Caucus Chairs. This document is available online as a Word document, which will allow you to add local agenda items or instructions if needed. If you want to use this version, make any additions for your county unit, and provide one copy in the convenor envelopes. If your unit chooses to provide the longer instructions, please also include the short form for convenors who want to have the single sheet for easy use.
· Precinct Caucus Agenda, Sample Rules for Precincts, Minnesota DFL Resolution Form
These items are all provided on one double-sided sheet of paper. This is the basic information that any attendee should use to participate in the precinct caucus.
(Make enough copies of this sheet for your estimate of one per caucus attendee.)
· DFL Party Governing Documents 
These three party documents are now included in one booklet for easy reference. Your caucus kit should include enough for all of your precincts.
· 2010 – 2011 Official Call

· DFL Constitution & Bylaws
· DFL Platform
Materials that you will need to prepare for each precinct

· Map or description of precinct boundaries 
(Available online at http://www.gis.leg.mn/html/precincts.htm)

· Registration Forms
Your data team will need to print registration forms using VoteBuilder sometime in January before distributing caucus materials to each convenor. Each precinct should receive registration cover sheet(s), pre-printed registration forms, and blank registration forms.
Materials that we will be sending separately
· Fundraising envelopes – estimate one of each per expected attendee
· Preference Ballot materials
You will need to tally ballot results for each precinct, and report the results to the office of the Secretary of State. The login information for reporting those results will come separately. As county unit chair, you will be responsible for providing enough ballots for each precinct in your unit. These can be blank sheets of paper, but only those names appearing on the ballot envelope will be eligible to have their votes counted on caucus night. 
Collection of Precinct Materials on Caucus Night
Although it is absolutely necessary that all of the precincts have the proper materials in advance of caucus night, it is also imperative that you can ensure that all materials get returned to the proper place as soon as possible.  You should develop a plan with your convenors for collecting important material from each precinct and reporting it promptly.
The results of the Statewide Preference Ballot for precincts in your county unit must be reported on the night of February 2nd. To do this, the Secretary of State’s office is setting up a system for county unit chairs to report this information, as it did in 2008.  Each county unit chair will receive a user name and password specific to your district and the precincts within.  You may call in the results or enter them electronically between 8:00 p.m. - 10:00 p.m. on the night of February 2nd.  Specific details including your username and password will be mailed with the additional Preference Ballot information.  

In 2010, the Minnesota DFL will again use VoteBuilder for reporting caucus attendees and county unit delegates. 
The DFL VoteBuilder caucus data system is designed to use technology coupled with local knowledge to significantly streamline the gathering of data, to improve the quality of that data, and to share that data in a manner that ensures increased fairness for campaigns and party units. If you have any questions about caucus data entry, please contact Warren Claflin (wclaflin@dfl.org) or Kent Berg (kberg@dfl.org), as they are working with each local data team to ensure success. If your data team has not yet been trained, please contact Warren or Kent as soon as possible.

Local units can now retain the original sign-in sheets for your local credentials committee, as long as the information is entered into the VoteBuilder system immediately after caucuses. Once a local unit is done using them, sign-in sheets should be sent to the State DFL Office to be archived. Each unit should determine how caucus attendee information will be provided to precinct chairs. Some precinct chairs prefer to have copies of the sign-in sheets for their records, for use in precinct caucus activities. Some precinct chairs will prefer to copy down the names from the sign-in sheet or take them to make copies themselves before turning in the sheets. Others will request a copy of their precinct’s sign-in sheets after they have been entered into VoteBuilder. Plan beforehand when you want the sign-in sheets returned, and communicate this to precinct chairs as well as to caucus convenors.
If precinct chairs are taking original sheets to copy before turning them in, be sure they have a deadline to get sheets back so your caucus data team can complete all data entry by Friday, February 5. The original caucus materials will also be essential for your county unit convention credentials committee.
For any questions about Precinct Caucuses, please contact the State DFL office at 1-800-999-7457 or 651-293-1200. We want to ensure that you have everything you need to ensure that caucus night runs smoothly. Thanks again for your hard work as we head into the 2010 election. 
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