CHECKLIST FOR HOSTING DELEGATE SELECTION TRAININGS

(] Select Date(s) of Training
o Date(s):
» When selecting a date, consider factors such as:
» Conflicting events (e.g. County Party meetings)clihinay impact turnout to your
e training;
* Holidays;
* Weekend vs. weekday evenings (i.e. which dategeitlerate the most
participation/attendance)

1 Select and Secure Location
0 Address:
» Factors in selecting a suitable training site:

* Whether the venue is in a centralized location
* Whether the facility is relatively easy to find
* Can the facility reasonably accommodate a largev@ro
* Is the venue accessible to persons with disalsilitie
* Parking

] Notify TDP of your training

0 Be sure that the TDP office receives notice of yarent (whether via phone, email, etw)later than
two (2) weeks befordghe date of your event
= Advance notice will allow the TDP to assist yowygnerating publicity and will also ensure that
the TDP can provide trainers or other resourcegdar event

[l Post your Delegate Selection Training on the TDP Hoepage fvww.txdemocrats.org
o Click on the “Create an Event” button on the TDPnlepage and fill out the required information
0 Label the event with your SD and city for clarity
= Example) SD 14 (Austin) — Training on How to Be a Delgo the Democratic
National Convention

Time: Wednesday, October 3, 2007 at 7 p.m.

Duration: 2 hours

Host: John Smith (your email address will apmagomatically as the contact)
Location: XYZ Community College — Auditorium

1234 Legacy Lane
Austin, TX 78759

[ Visit the TDP Website and Download Training Resources
0 The following resources are available to all Sinees:
2008 Texas Delegate Selection Plapon DNC approval)
PowerPointraining presentation on “Delegate Selection”
Template press releaaad explanatory memo on how to notify the medigonfr event
Template letter to local elected officiafss/iting them to your Delegate Selection training
Template publicity flyeto help publicize your training
Handouton “The ABC's of Conducting Your Precinct Convemti
Brochureentitled “How to be a Delegate to the 2008 Nati@anvention”

“EZ Math” Form (with hypothetical) used to calculate threshold delegate allocation at the
Precinct Convention

[ Fill out and send your template press release to yolocal media outlets
0 Send your press release to:
= Local TV



= Local Daily newspaper
= Specialty Media outlets, such as:
* Minority press (e.g. African-American daily papktispanic weekly newsletter)
» LGBT press
» Internet Resources
e Email groups
» Postings on blogs and webpages
o Ingeneral, local TV, your daily newspaper andgpecialty media outlets should receive your press
releaseno later than 2 weeks beforehe date of your event
= Note: The two-week notice provision is only a guidelifrer certain media outlets, such as a
monthly paper, they may have a different timelirso-be sure to check with your media contact!

(1 Send letter to local elected officials inviting the to the training
0 This is the template letter which has been tailonedified to your SD
0 Your local Democratic elected officials should rieeeyour lettemo later than two (2) weeks beforéhe
date of your event
= Invite:
» Democratic State Senator for your SD
» Democratic State Representative(s) for your SD
* Texas DNC member (if any) who resides in your SD
» Other local Democratic elected officials and digngs

[l Post and distribute flyer entitled “Interested in atending the 2008 National Convention in Denver,
Colorado?”
o A template flyer can be downloaded from the TDP siteb
o Email to various Democratic contacts, including @minty Chair, members of Democratic Clubs and
Organizations, etc.
o Postin approved public areas (e.g. library) foximaim outreach to the general public

T] Prepare for your training in advance
0 Practice your presentation
o Contact the TDP if you have any questions you reeestivered on the material or the process

] Confirm you have necessary tools/resources you wileed for your training
0 Be sure to have copies of the following informatiorhand out at the training:
= Brochure entitled “How to be a Delegate to the 2B@%&onal Convention”

» Contact TDP if you need copies of the “How to Heedegate to the 2008 National
Convention” brochure. TDP can bring copies of trechure with them when they attend
the training if you request they do so prior to titaening

0 Note: you can also download and print the brochureobthe TDP website
= Multiple copies of the “Rules of the Texas Democr&arty”

» Contact TDP if you need copies of the “Rules”

Computer with “Delegate Selection” PowerPoint preagon installed
LCD projector

Screen

Supply of pens/pencils for note taking

Sign-in sheets
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[l Enjoy the feeling of getting new Democrats and lorgme activists alike energized and motivated
for the 2008 Election cycle!
0 Be sure to remind training attendees that muchefriformation on the Delegate Selection process is
available on the TDP website (e.g. 2008 Texas R¢de§election Plan; the “How-to” brochure; matarial
on how to run a precinct convention, etc.)



