
DIRECTING LEAGUE ACTION ON ISSUES 
 
JOB DESCRIPTION:  ACTION DIRECTOR 
 
OBJECTIVES: To oversee and coordinate the action activities of the local League. 
 
RESPONSIBILITIES: 

1. Assist the board in establishing annual local action priorities. 
2. Be familiar with and up-to-date on local, state, and national League program positions 

and action priorities. 
3. Coordinate League action, advise and assist program item directors and public relations 

director and state League off board specialists as needed.  Make sure that appropriate 
board approvals are obtained and that members understand and agree with positions 
taken.  (Review "Speaking with One Voice:  A Guide to Local League Action" in this 
section in In League in New York State.) 

4. Direct local response to state and national League action requests.  Report to state and 
national Leagues the action taken and replies received. 

5. Maintain contact with your state and national legislators and officials.  Arrange and 
document periodic lobby visits with state and national legislators.  Inform state and 
national Leagues of their positions on items. 

6. Inform and involve members in action activities. 
7. Maintain files on action taken and replies received. 

                                                        
**************************************** 

 
"Action is agitating, organizing, educating, pleading, and persuading" - said Carrie Chapman 
Catt, a leader of the women's suffrage movement and founder of the League of Women Voters.  
Action is whatever the League does to influence government officials to implement the League's 
program goals.  Action is sending emails , writing letters, visiting public officials, mobilizing 
public support and testifying at hearings. 
 
In every League, one person needs to be responsible for coordinating the League's action 
activities.  This could be an action director, an overall program director, or it may be the 
president.  Coordination is needed in order to avoid duplicate requests to public officials and to 
make sure that League efforts are not so fragmented that they become ineffective. 
 
In all action activities, it is vital that appropriate board approvals are obtained and that League 
members understand and support the League's position and the proposed action.  It is equally 
important that appropriate procedures for taking action at the state and national levels be 
followed and that the state and national Leagues are kept informed of action taken and responses 
received. 
 
SETTING ACTION PRIORITIES 
At each level of the League, the appropriate board of directors determines action priorities 
annually.  Priority issues should, of course, be based on League positions.  Other points to 
consider are:  impact the League can make, visibility, and member interest.  If your League has 



just completed a local study, the time is right for action.  Goals can be either long term or short 
term.  Be flexible—if your issue dies during the year, maybe there is another for which the time 
is right. 
 
DEVELOPING AN ACTION PLAN 

1. For each action priority a plan of action should be developed.  The plan should be divided 
into specific steps so that the board and those involved will be clear about what is 
required and how much time and work are involved. 

2. Decide who will direct the action - the action director?  Program item director?  Form a 
committee to help.  Often the study/resource committee members will be the nucleus, but 
others such as the public relations chair, the bulletin editor, and the publications chair 
should be included. 

3. Determining which strategies would be best for achieving the League's purposes.  Some 
possibilities are: 

a. lobbying officials 
b. testifying at hearings 
c. conducting a letter-writing or  
d. email campaign 
e. conducting a public forum or meetings 
f. preparing information and fact sheets 
g. writing letters to the editor, contributing to an Op-Ed piece and/or arranging for 

an editorial board meeting 
h. circulating petitions 
i. monitoring/observing 
j. organizing or joining coalitions 
k. informal surveys and polls 
l. developing a public display 
m. publishing an informational booklet 

4. Develop a plan for the strategies you have decided on:  e.g. a plan for contacting key 
public officials and mobilizing public support. 

5. Inform and involve members in your plan.  The earlier the involvement, the clearer the 
understanding, the stronger the commitment. 

6. Determine an action budget.  You may want to include the following items:  production 
and/or purchase of publications and other materials; reimbursement of volunteers' 
expenses; postage, telephone calls, and travel; fees for joining coalitions. 

7. Evaluate your campaign.  Some questions to ask yourself as you prepare your evaluation:  
was the issue really important to the community; was the timing right; was the League's 
approach the right one/ where did the League's support come from; who was opposed; 
was it a victory or defeat; was the coalition effective?  The evaluation will help in 
planning future action efforts. 

 
MORE ABOUT STRATEGIES 
 
Contacting Public Officials 
Elected officials respond to their constituents.  In addition to official League contacts with 
legislators, involve members in both email and letter writing and making personal contacts. 



 
1. Letters

a. Use the legislator's correct name, title and address. 

:  A concise, well written letter will have the greatest impact.  When writing to 
elected officials, remember a few simple rules: 

b. Reference the bill number and the purpose of the legislation. 
c. State clearly what you are asking the legislator to do (vote for or against; appoint 

the rest of the commission, etc.) 
d. Localize if possible ("housing needs in our county are...") 
e. Give reasons why the issue should be addressed. 

2. Visit to Legislators

 

:  Remember that it is the firm policy of the League to contact only 
your own legislators.  Remember to coordinate with other local Leagues in your area that 
have the same legislator.  Further information on how to lobby can be obtained from the 
State Board Report, and from the state Legislative Director. 

1. When possible, 2 or 3 League members should be present for a given lobby visit.  One 
member should take notes. 

Lobbying Techniques 

2. Sign in and identify yourself at the legislator's office.  Be sure to indicate if you are a 
constituent. 

3. If the legislator is not available, ask to see a legislative aide.  It is best to call in advance 
to see if a meeting is possible.  If you do not have an appointment and cannot meet with 
your legislator, the aide is knowledgeable about the legislator's positions and will report 
your position.  If neither is immediately available, ask for an appointment later in the day 
or at a later time back in the home district. 

4. Be friendly and constructive.  This is crucial—no matter what you think of a person's 
record, no matter what he/she may say that discourages or angers you, hostility or threats 
will be counterproductive.  To make any impact, you must have an interested, receptive 
listener. 

5. Know your legislator or official.  Know his/her party, areas of interest, record in office, 
who and what he/she is influenced by. 

6. Know your issue.  Know the legislative process; know the facts on all sides of your issue; 
know the status of the issue.  Good, factual information, well-presented, is your strongest 
ally. 

7. Get your points across succinctly.  Legislators and officials are enormously busy; they 
will be more receptive to your ideas if you don't waste their time.  Don't let them duck the 
issue by changing the subject or bringing up irrelevant topics, or by monopolizing the 
interview.  Give them brief, easy-to-read literature (such as a memo) with important facts 
and arguments highlighted.  Don't issue too many memos—they will be ignored. 

8. Treat legislators, officials and staff courteously.  Always identify yourself immediately, 
since they see so many people it is difficult for them to place everyone immediately.  
Listen to their viewpoints; ask their advice.  They are all potential friends—if not on this 
issue, then on a future one. 

9. Concentrate on the positive.  Look for actions and issues on which you can commend the 
legislator.  Remember to thank him/her for their support or opposition to a measure on 
which you agreed.  When necessary, express your disagreements firmly, but politely.  
Don't get into protracted arguments.  We have something to say; we have a right to a 



portion of their time.  Leave on a friendly note—you might think of something later to 
change his/her position.  Respect off-the-record comments by keeping them confidential. 

10. Admit when you don't know something.  Find out the answers and get back to the 
legislator/staff person.  Be sure to follow up—this could be the reason for your next 
contact. 

11. Report all contact to your group.  Communications between all those working on an issue 
is vital.  Effective action is dependent upon putting together all the pieces. 

12. Work with other groups who support your issue.  Establish early rapport with other 
lobbyists, even those who may eventually disagree with you. 

 
REMEMBER: Effective techniques are based on the MERITS of the issue, on credibility (the 
truth), and on POLITICAL considerations.  Your legislator will offer support when he/she is for 
an issue, or if he/she is neutral
Reaching the Public 

. 

There is a demand for news.  Radio and television stations need to fill airtime and newspapers 
need to fill pages.  Contact your local media and offer to help fill airtime and pages with the 
League’s message.  Develop a working relationship with the media.  Working with the media in 
your efforts to inform citizens will also serve to enhance your League’s visibility.  The following 
suggestions may assist you in this effort. 

1. 
Format should include: Media Contact/Address (TO) 
Media releases 

a. LWV Contact/Title  (FROM) 
b. Date of Sending  (DATE) 
c. Date of Release  (RELEASE DATE) Usually 

this is immediately 
d. Subject   (SUBJECT – title of topic) 

 
Be concise and straightforward.  Releases should state who, what, when, where, and why.  
Send releases to all print media, radio and television stations in your area.  The League 
member listed as the contact should immediately prepare several sentences written for the 
ear and ready to deliver on the air.  Radio personnel frequently do telephone interviews 
after receiving a media release. When contacted for this purpose it is helpful to ask if this 
is being recorded. 

2. 
If your local paper(s) has not taken a position on the League issue, contact its editorial 
board to schedule a meeting with the editors.  Try to schedule a meeting when several 
members of the editorial board can meet with two or three League members.  When 
scheduling the meeting be certain to ask how long the editors are planning on meeting 
with you.  Prior to the meeting, League members should meet to determine the role each 
member will play and the specifics of the group’s presentation.  

Editorial board meetings 

Remember the goal is to 
convince the editorial board to write an editorial supporting the League’s position

3. 

.  Try to 
anticipate the questions the editors may ask you and also prepare a packet of materials to 
leave with each editor.  During the meeting, your points should be made succinctly and 
include an explanation of how the League arrived at its position. 
Letters to the editor and op-ed pieces 



Sometimes these formats are a more effective way to reach the public than a press 
release. A newspaper may, however, refuse to publish League letters if they are sent too 
frequently, even if they cover different issues. Guidelines for letters and op-ed pieces 
should be obtained from your local newspaper. Remember to ask your members to write 
individuals letters also. 

4. 
a. Contact program directors of local radio and television stations to arrange an 

interview.  While the message will be the same as the one used for an editorial 
board meeting, the League member appearing will be presenting our position and 
trying to convince listeners to support the League's position on a given issue. 
Remember that you are speaking for the League and to be careful not to inject 
your personal opinions. It is best not to wear "two hats" when representing the 
League to the public. The following suggestions may help you prepare for and 
enjoy an interview: 

Radio and television appearances 

b. Select several key points you want to stress. They should be simple, powerful, and 
relevant.  

c. Listen to or watch the program to become familiar with the host's style. 
d. Ask for specifics regarding the format; length of interview, other guests, taped or 

live, and policy on call-ins. 
e. Send the producer an accurate description of your credentials, including the 

correct pronunciation of your name. 
f. Prepare answers to questions you anticipate the host may ask you. Effective 

answers should be brief, specific and in terms the audience will understand. 
Practice by writing out your answers and reading them out loud. Cut any 
irrelevant parts and delete parts you simply are not comfortable delivering. 

g. Arrive ten or fifteen minutes before the interview and if possible look around and 
become familiar with the setting. 

h. Once the interview begins, listen carefully to the interviewer's questions and seize 
the opportunities where you can reinforce your main points. 

i. Be conversational and avoid jargon. 
j. During commercial breaks do a mental rundown to make sure you are making 

your critical points. This is a good time to suggest to the host a specific area that 
you'd like to cover before the end of the interview. 

k. Question patterns and hints on how to handle them 
i. The " A" or "B" question -"Which is more important to the League -

campaign finance reform or the delegate selection process?" Answer, 
"They are both important and let me explain how they are related. " 

ii. The multiple questions -"If the voters approve holding a constitutional 
convention, will the League work to reform the delegate selection process 
before the election of delegates? And will the League continue to work to 
reform the budget process?" Do not be confused by the multiple question 
approach, or the fact that one question is not on the topic being discussed. 
Answer only one question at a time and make sure you specify which 
question you are answering at a given time. Answer, "I will start by 
answering your first question, yes the League will work to reform the 
delegate selection process before the election. In July the governor 



submitted a bill that would amend the election law to reform the delegate 
selection process (etc.). Now to your question regarding the League's work 
to reform the budget process. Yes we will continue to work for the timely 
presentation of a budget. We cannot be certain that a constitutional 
convention will bring the changes necessary to reform the state budget 
process. The League's position regarding this process was approved by the 
League board in 1993. (Then you might explain the League's position.)" 

iii. The open question -"Tell me about the League's campaign to defeat the 
constitutional convention ballot question." Try to anticipate open-ended 
questions you may be asked and prepare in advance. This type of question 
provides an opportunity to explain how League functions to promote 
responsible citizen participation in government. 

5. 
Discuss with local television and radio stations the possible use of PSAs to provide 
citizens with information. 

Public service announcements (PSAs) 

6. 
A cadre of well trained speakers on a variety of subjects can be a service to the 
community as well as a means to further the League cause and image.  Build interest by 
sending out a letter or brochure at the time that other groups make their program plans.  A 
phone call in late summer or early fall when ballot proposals are known will prompt more 
invitations.  During an action campaign, contact other groups and ask to speak at their 
meetings refer to the state League website at 

Speakers Bureau  

.lwvny.  for prepared speakers notes on 
specific topics 

7. 
It may be helpful to know the prevailing opinions about your action goal.  Surveys can be 
taken by mail or at shopping areas or fairs.  Questions should be carefully formulated and 
tabulated to ensure proper results.  The results will assist you in planning campaign 
strategy and give you interesting material to include in news releases and campaign 
material.  A word of caution:  scientifically valid surveys and polls are difficult to 
formulate and should be done by a professional. 

Informed Surveys   

8. 
As your action campaign gathers momentum and community interest, you will want to 
share information among supporters.  Open meetings can be used to communicate 
additional facts to enhance the effectiveness of the campaign. 

Public Meetings:   

 
Sometimes a League chooses to hold an open forum which presents both sides of an issue 
rather than one advocating the League's position.  (This format qualifies as an educational 
function and can be financed by tax deductible funds.)  It should be decided in advance 
whether to include a statement giving the League position as a point of information at the 
meeting.  Be careful in selecting speakers so that they are balanced and the League 
viewpoint is effectively represented.  It is imperative that members be well informed 
beforehand about League position. 

 
 

http://www.lwvny.org/�
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