Candidate Forum Checklist
PRIOR TO FORUM
	WHAT (Notes expand on steps)
	WHO
	BY WHEN

	1.
	Set date*
	
	

	2.
	Secure location.*  (If LWV hosting, ask if a certificate of insurance is needed.)
	
	

	3.
	Get names, addresses, and email of candidates. (Candidates now include emails on their filing papers.) 
	
	

	4. 
	Secure an out-of-voting-area LWV moderator. 

· Submit request to the LWVNJ office lwvnj.org, (609-394-3303)

· Contact moderator by phone or email to confirm
	
	

	5.
	When steps 1 through 3 are complete, send “Save the Date” email to candidates and let them know they will be receiving a formal invitation and candidate package by both USPS mail and email.*
	
	

	6
	Set the format and ground rules. 
	
	

	7
	Prepare candidates packages (Cover letter, format and ground rules, return card with signature, SAE) and Name Tents
	
	

	8. 
	Send candidates packages by email and USPS mail to candidates. 
	
	

	9. 
	Arrange for videotaping. Send copy of format to videographer. Arrange for LWV to receive copy/link to video.*
	
	

	10. 
	Prepare and send publicity to local media.* (Share boilerplate on LWV with host organization if needed.)
	
	

	11.
	Develop LWV questions for the forum: 2 or 3 to “seed” the Q&A, as appropriate
	
	

	12.
	Assign jobs for night of forum:

1. Greeter at door ____________________________________

2.  Greeter at table with LWV material ___________________________________
3.  Host (Welcome, introduction of moderator) __________________________________________
4.  Timekeepers 1) _________________________________ 2) _____________________________

5.  Question collectors (consider tapping students, scouts, et.al.) 1)_______________________2)___________________________

6. Question screeners 1)​​​​​______________________________ 2)_________________________________________

	
	


* If LWV is not sponsoring/hosting, these steps may be done by the sponsor/host organization. Confirm this. And advise, as appropriate.
WEEK BEFORE FORUM

	
	WHAT
	WHO

	1.
	Gather and pack-up equipment/material:

· Red and Yellow cards for timekeeper

· Stopwatch or smartphone for timekeeper

· LWV Banner and tape/wire for hanging

· Index cards for questions from audience

· Pens/pencils for audience questions

· Name tents for candidates (on card stock)
· Large paper clips for Question Screeners
· Playing cards to pick order of opening and closing statements

· LWV buttons for volunteers
· LWV literature and voting forms
· “Reserved” sign to put on timekeeper seats

· LWVTO.ORG business cards to place on seats

· “Louder” sign
· Ground rules agreement cards (if needed)

· Copy of ground rules for Timekeepers

· Water and cups for candidates/moderator

· Name tents for candidates

	

	2. 
	Contact venue to confirm access to building and set up of microphones, etc. Get number of contact for time of Forum. 
	


DAY/NIGHT OF FORUM
	1. 
	Arrive at least 30 minutes before candidates are due to check set-up and make any adjustments

· Hang LWV banner ________________________________

· Place candidates’ name tents and water _____________________________

· Set up LWV table with literature ____________________________________

· Place and test the microphones

· Set up a table and two chairs (not easily visible or AUDIBLE to audience) for question screeners

· Place WVTO.ORG and/or VOTE411card on each seat

	2.
	Greet the moderator and candidates.  Test the microphones with the candidates and instruct candidates about staying seated, etc. in consideration of videotaping, etc. 

	3.
	Moderator reviews ground rules with candidates and secures signatures on agreement cards for candidates who did not mail them in. Moderator uses playing cards or name tents to randomly select order of opening and closing statements.

	4.
	Run the forum:

· Sponsor/Host welcomes audience and introduces moderator

· Moderator reviews the format, states meeting end time, introduces the timekeepers, and explains the ground rules

· Moderator conducts the meeting

· Moderator closes the meeting: Thank you’s, reminders to vote—what, where, and when


NOTES:

1. DATE
When LWV is setting date, we generally pick a date and send a “Save the date” email to candidates (Step 5) as early as possible, to give them maximum time to clear their calendars.  If the forum involves just two candidates, we sometimes check availability informally with both campaigns before making a choice. The underlying principle is fairness—not to give an advantage to any candidate or party. 
2. LOCATION
If we are hosting and venue requires a proof of insurance, get the email address to which it should be sent. Then email LWVSMC treasurer Robert Grove at rgrove42@optonline.net and he will arrange to have certificate emailed to the appropriate person at the venue. Considerations for choice of venue: Size sufficient for expected audience and number of candidates; Podium for moderator; Microphones— (moderator must have his/her own); Tables for candidates (ideally with skirts); Table for Screeners; Adequate security.
3. CANDIDATE INFORMATION
For 2019, BoE emails are available on LWVSMC.ORG; municipal candidate emails are available from municipal clerks.
4. MODERATOR
The Moderator must be from outside the voting area of the race. LWVSMC has a list of trained moderators that we have worked with (consult with Evelyn).  It’s okay to check availability and “book” the moderator informally—but we must notify the state office of the moderator assignment.
5. SAVE THE DATE EMAIL
In some cases, this is done by a host/sponsor organization.  Since the email will come from your personal account, be use to use “Candidate Forum Invitation” in the subject line.  Enter the email addresses of ALL CANDIDATES in the “To” line so candidates see they are all receiving the same information at the same time.  Blind copy the moderator and yourself (keep copies of all your correspondence with candidates—and a log of any other communications).
6. FORMAT/GROUND RULES
Use the generic three-part format and ground rules. If there are slates, we usually alphabetize within slate and the format/ground rules need to say this. Tweak the timing of opening statements, question responses, and closing statements based on the number of candidates.  (We’ve handled as many as 23 candidates and reduced time for opening statements to 30 seconds, and it worked!) The LWV offers other formats, available to meet other situations.  They are described in the LWV Voter Service Manual and should be considered with the advice and consent of the LWVSMC Voter Service Director.
7. CANDIDATE PACKAGES
Templates for the invitation package (cover letter, format/ground rules/ response card, return evelope) and the Name Tents are on LWVSMC.ORG, “Members Only” page (pw: league1920), “Forum Toolkit.”  
a. It’s wise to work with another LWV member/teammate in preparing the packages.

b. The cover letter is addressed to “Candidates for the [name of race], and all candidates with home addresses are listed as cc’s after the signature. The cover letter can be signed by the LWV Forum Organizer, the LWV Voter Service Director or President. The opening paragraph of the cover letter identifies the host organization, and if not the League, clarifies the League’s role in organizing and moderating the event.  (See templates.)
c. The response card: Template is designed to be printed on 4x6” index card.  Can be printed on 8.5x11”, if preferred.

d. Return envelope: #6 2/3 addressed to the LWVSMC, P.O. Box 414, Oakhurst, NJ 07755 with the same return address.
e. The Name Tent template is a POWERPOINT file and the tents are printed on 8.5”x11” card stock.  You can email the names of the candidates to peggydellinger@gmail.com to have them produced.  
8. SEND INVITATIONS

a. EMAIL: Consists of cover note (sample available on LWVSMC.ORG, “Members Only” page [pw: league1920], “Forum Toolkit”) and attachments, Generic—To Candidate—cover letter, Format/Ground Rules/ and Response Card. The body of the email explains that the candidate will be receiving the SAME package vis USPS for their convenience and that they can simply scan/photograph the signed response card and email it back. Address the email candidate package to all the candidates so that list of candidate recipients is visible and blind copy the moderator and yourself
b. USPS MAIL: Consists of cover letter, format/ground rules, response card, self-addressed envelope. Mailed via normal first class mail.
c. Keep track of returned, signed forms (returned by U.S. Mail or email).  If a candidate fails to respond, call or email to confirm receipt of the invitation and participation in the forum and have agreement forms at the forum for those who never respond to sign before participating.)
9. VIDEOTAPING
Host organization (if separate from LWV) may arrange this.  It will help to send the videographer a copy of the format/ground rules. Need to arrange for the LWVSMC to get either a file (via thumb-drive, e.g.) or link to the finished video.  The candidates need to be told that the event is being videotaped (included in the cover letter) and where it will be available for viewing. The moderator needs this information, as well, to inform the audience at the event.  All parties are told that neither candidates nor their supporters/staff may photograph or record this event or edit the official recording for use in their campaigns or for any other public application.
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