Headquarters Management Errors

	#
	Wrong Way
	Right Way

	1
	Unclear location
	· Clearly identify location by address on printed documents
· Clearly identify location by address on website

· Provide map on website

	2
	Obscure location; only one 8 ½ x 11 sheet of paper taped to window indicates that it is the headquarters!
	· Ensure banners & signs are as large & colorful as permitted by local signage regulations

· Employ the use of lights at night to highlight the location 

	3
	Hours of operations not defined
	· Post the schedule when the headquarters will be open on the web

· Post the schedule when the headquarters will be open inside the front window where drop-bys cans see it.

	4
	Hours of operations not convenient
	· Ensure that the headquarters is open during lunch hour, evenings & weekends to accommodate working people, plus day schedule for people available during the day

	5
	Headquarters locked when it is supposed to be open; volunteers can’t work when scheduled, passersby annoyed.
	· Make sure that at least one reliable person is assigned to open up the facility; have at least one “emergency” opener is available in case of a problem

	6
	Lobby unattended
	· Make sure that the lobby is attended or visible at all times; drop-ins should always be welcomed or assisted

	7
	The first thing a drop-by sees are fundraising appeals and pledge cards
	· Avoid the image that the party is only for “blue-blooded, country-clubbing, exclusionary plutocrats” by emphasizing volunteer & supporter opportunities, the message (platforms), messengers (candidates), and fundraising events/membership in that order.

	8
	No place for kids/No place to wait
	· There should always be a “visitor’s” area where people can wait comfortably, with appropriate reading material and toys

	9
	Headquarters is disorganized, disheveled or dirty
	· Headquarters is maintained in an orderly and clean state, refreshments should be available for drop-ins

	10
	Drop-ins are treated with paranoia, indifference or annoyance
	· Drop-ins should always be welcomed or assisted

	11
	People who want to help are given fabricated (“it is impossible for a person such as you to understand”) excuses to refuse their support
	· People who want to help should be guided to use their offered support in constructive ways.  Any reason that what they want can’t be done must be factual, reasonable and ethical

	12
	Drop-ins are subjected to a discourse on the personal sacrifices and martyrdom of the greeter
	· Greeters are to be pleasant and helpful at all times; if personal issues prevent the greeter from having a positive attitude they should find a substitute while they attend to their personal issues

	13
	People who want more than 1 bumper sticker or yard sign are refused without exception
	· Exceptions should be made for volunteers and precinct workers wishing to distribute materials to others
· People wanting more than 1 items should be encouraged to make a contribution to pay for a reorder

	14
	People who are affiliated with other organizations are resisted; arguments are made about the party being prevented from supporting or working with other organizations
	· Encourage people affiliated with other organizations to help build the “coalition” that will work together toward the common goal
· Provide links and announcements that help identify other elements of the coalition, and build up their ability to contribute to the victory

	15
	People who want to attend an event and have come to get tickets are subjected to a demand for their identity
	· Events that are open to the public are an opportunity to attract new people, many of whom are independent or “switching” democrats; they should be welcomed not offended

	16
	People who are shown on the voter history file as Democrats are treated with distrust and contempt
	· While not being incautious, every effort should be made to encourage and welcome Independents and crossover Democrats

· Republicans who participated in “Operation Chaos” as encouraged by Rush Limbaugh are identified in voter history files as “Democrat” because of their vote in the Democrat primary. 

	17
	People may not use their freedom of speech to express their political views, whether on phone calls, mailings, home made yard signs, etc.); they may not host “unauthorized” events
	· Individuals should be encouraged to perform individual grassroots organizing as well as participate in organized activities

· The First Amendment has not been repealed

	18
	Published headquarters phone # is never answered
	· Someone should be scheduled to man the “party line” at all times

	19
	Calls to headquarters phone (recorder) are not returned in a timely manner (24-48 hours)
	· All phone calls must be acknowledged within 24 hours, and responded to by an appropriate representative within 48 hours

	20
	Emails sent to headquarters email contact not acknowledged/answered 
	· Someone should be scheduled to check  the “party email” at least daily
· All emails must be acknowledged within 24 hours, and responded to by an appropriate representative within 48 hours


*Note – This list is developed as a result of our personal exposure to the mistakes being made at a county political headquarters in the 2008 Presidential election, and indicates what the management of the party headquarters should have done instead.  From what we hear, this same pattern of mismanagement is not an isolated incident, but occurred in many counties from coast to coast.  The list is offered as “Lessons Learned” to “regular party” officials, and as a policy guide to the conservative grassroots activists that we hope will be the “regular party” officials in 2010, from coast to coast.
