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November 5, 2021
Dear County Chairs,

Thank you for taking the bold and productive adventure in leading your county
party! The role of county chair is one of the most rewarding and challenging roles in
politics, and it requires a wide range of skills and talents. Some of these skills and
talents you have already, and others you will find among those in your volunteer
community. You will find that the deeper your commitment to your county party, the
more folks will step up to help, and the more deeply satisfying you will find this work.
It takes a village.

County parties are the backbone of the Texas Democratic Party, and county chairs
are the keys to Democratic successes in the State of Texas. Our schedules are full, and
we carry a lot of responsibility on our shoulders. In fact, there are times when the
workload can be overwhelming. What | hope you will know from reading this
handbook is that you are not alone: there are hundreds of county chairs across Texas
who share your questions and concerns, your burdens, and triumphs. Our fellow
chairs are often the most useful resources for best practices and are a treasure trove
of good information and funny stories. Any time | have an opportunity to gather with
other chairs, | learn more from them than any other source. | hope you will cultivate
and befriend the county chairs who cross paths with you: they are valuable guides.

This handbook was written with great care and consideration to help you navigate
your statutory and political duties as chairman, and | hope that you will find it a
practical and accommodating guide in your work. Huge thanks to Brenda Cruz, our
Regional Political Manager, who put in the enormous effort to outline
comprehensively what we do. In these uncertain times, when Democracy itself is on
the line, your role in county party leadership is more needed and more deeply
appreciated than any other time in recent memory. Thank you for your tireless
advocacy and persistent commitment to Texas Democrats and for your service as a
county chair. It matters. It matters a lot.

All the best,

Chris Rosenberg
President, Texas Democratic County Chairs Association
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Your Role as County Chair

In your role as County Chair, you are the local leader of the Democratic Party. You are
a bridge-builder, a team manager, and a vote-getter. In some communities, this
means putting together a coordinated campaign that puts thousands of dollars to
work helping elect Democrats up and down the ticket. In others, this means working
your network hard in order to build a team of volunteers through social events, block
walks and phone banks.

The role of County Chair is incredibly important to Democratic politics. Why? You are
the elected leader of the Democratic Party in your community, the one who spreads
our values and engages the community to elect Democrats to office. Additionally,

there are requirements set out in Texas statutes, court decisions, regulations and the
Rules of the Texas Democratic Party that set out responsibilities of the County Chair.

Statutory responsibilities of a County Chair:
% The Chair is the chief administrator of the primary election.

o The Chair presents to the Commissioner’s Court a list of a
Democratic Judges or Alternate Judges for each voting precinct
in the County.

o The Chair accepts applications from candidates for a place on the
ballot, for every position from Precinct Chair to state legislature
(depending on your county.

o The Chair must open a bank account for deposit and expenditure
of filing fees and state monies for funding the Democratic Party
(commonly referred to as the Primary Fund), if they accept any of
these funds.

% The Chair is the chief administrator of the County Party.

o The Chair calls and presides over meetings of the County
Executive Committees (CEC). The CEC shall meet at least
quarterly throughout the two year term, and many CECs meet
monthly.

% The Chair plans and hosts the County Convention for Democratic
Primary Voters.

Political responsibilities of a County Chair:

% The Chair creates and fosters partnerships with the State Party and
allied clubs and organizations.

% The Chair recruits candidates to run for office in their county.
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% The Chair invests time and resources in building the party and voter
outreach infrastructure in their county through:

o Voter Registration, Identifying Voters' Partisanship, VAN Data
Management, Volunteer Recruitment, Training

o Developing and Directing Precinct Chairs in Organizing Their
Precincts

o Raising the profile of the county party through social media and
earned local media

% The Chair drafts a budget and raises funds in preparation for GOTV
programs and voter outreach for the election cycle.

How to use The County Chair Manual

The purpose of this manual is to make it easier for you to perform your statutory

duties, help you think strategically about the direction of your county party, and
ultimately, help you become more successful.

We hope this County Chair Manual serves as a helpful resource as you embark on
your job as County Chair. This manual is an overview and reference point, but things
may change and additional guidance and support will be shared with you. We
encourage you to bookmark this page, and reference this manual regularly. If any
updates are made to this manual, we will notify you. You can always access a copy of

this manual at https://txdem.co/cc-manual.

If you have ANY questions or need resources, please reach out to your Regional
Political Manager, or our Political Team by submitting a Help Ticket at

txdem.co/help.
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County Party Calendar

The dates listed in this calendar are events, training, Weekends of Action and
Secretary of State deadlines. We encourage County Chairs and to bookmark this link
and check this timeline regularly for updates and new additions.

Dates marked with an asterisk (*) are set only if Primary Election Day stays March 1,
2022. Important Secretary of State Dates and Deadlines are highlighted in yellow for
easy reference.

You can access the calendar at txdem.co/co-calendar.
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Your Statutory Responsibilities as County Chair

The role of County Chair is incredibly important to Democratic politics. A County
Chair is the local leader of the Democratic Party, the person who represents our party
and our values in their community. In that role, there are requirements set out in
Texas statutes, regulations and the Rules of the Texas Democratic Party.

Administration of Primary Election
The Democratic Primary election is critically important for many reasons. Texas
Democrats are granted an opportunity, and hold a responsibility to the general
electorate, to cast their vote for Democratic candidates up and down the ballot that
will become our nominees and work hard to elect Democrats in November. At the
same time, these elections are important because County Chairs are responsible for
the successful and lawful execution of a countywide primary election. Texas Statute
requires County Chairs to:
e Conduct, or arrange for the appropriate conduct of the primary election.
e Accept partisan candidate filings during the filing period (if there are
candidates running for an office that is fully contained in your county, like
Constable or County Judge).

Conducting the Election

The Chair is the chief administrator of the primary election. Work with your
county Election Administrator (EA) or County Clerk, whichever of these positions is in
charge of administering elections in your county. A collaborative, decent, working
relationship with your Clerk or EA will be instrumental in administering elections on
the local level. If an issue arises with your local election official, the State Party is
happy to help you consider how to best navigate and address it; please submit a help

ticket at txdem.co/help.
Contracting With Local Elections Office

During the time period from November of an odd year through the run-off in May of
an even year, the County Chair is responsible for all election-related issues around
making the election occur in the county. However, most counties contract with their
Clerk or EA to take care of most of these tasks (with the exception of accepting
candidate filings, which cannot be delegated to the Clerk/EA) -- and the State Party
highly recommends you contract as much as possible with your EA or Clerk.

Complete a contract for your election and move as much of the work as possible to
the local elections office, which has the experience and resources to do it more than
you do. Election administration is a complex and technical field, and those whose day
job it is to do this are best positioned to execute it (while leaving more time for you to
lay the groundwork needed to turn out more Democratic votes in your county). In
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most counties, the contract with the County Clerk or Election Administrator will
cover the following:

e Order programming and/or printing of ballots
Locate and organize polling places for Election Day voting
Purchase all supplies required
Pay election workers in a timely manner
Template contracts for the 2022 primary election can be found here. For
additional assistance with your contract, please submit a help ticket at
txdem.co/help.

Accept Candidate Filing

Candidates are required by law to file an application for a place on the primary ballot.
As a County Chair, you are required to accept completed applications (or you may
delegate that task). Like you read above, the candidate filing process must be
transparent and accessible. That is why you are required to post on your website the
address at which you will accept applications.

Beginning in September of odd-numbered years, the Chair accepts notarized
applications for ballot positions for persons wishing to run for Precinct Chair offices.

This process will work a little differently for the 2022 election due to the delayed
redistricting process, including offering a second Precinct Chair filing period in 2022
(see this Advisory from the Secretary of State and monitor the County Chronicle for
details).

In November of odd-numbered years, for a 30-day period, the Chair accepts
notarized applications and filing fees or petitions for candidates for partisan offices
that fall within their county, including for County Chair. (In 2021, that filing period is
slated to be November 13 through 6pm on December 13, 2021.)

Applications for a place on the primary ballot can be submitted in person or by mail,
and if a candidate’s filing does not include a filing fee, their application (and any
petitions) may be submitted via email.

Candidates running for office wholly contained within one county must file their
application with their local county party. Candidates running for office in a district
containing multiple counties, or candidates running for statewide office, must file
with the Texas Democratic Party. Candidates and Chairs can download the forms
necessary at the Secretary of State's Forms Page on their website. The website will
list the following ballot application forms:

e Precinct Chair and County Chair candidates

e County or State Office candidates.

e Congressional candidates (i.e., federal office).
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To accept the filing and assign a spot on the ballot:

e Accept the filing and additional qualifying documents, double checking that
everything is complete and legible (a guide can be found in this Primary
Resources folder);

Complete and sign the bottom sections of the candidate filing form;
Administer the required oath found at the bottom of the application;
Input the applicable information into the SOS Candidate Filing Platform;
Deposit filing fees into your primary account (For a detailed explanation
regarding your Primary Account, please refer to the Primary Fiscal
Administration Section); and
e Retain the candidate filing form in a safe and secure place for at least 22
months.

Precinct chairs who would like to serve another term are required to file a notarized
application. Precinct chairs are not required to collect signatures nor pay a filing fee
in order to be added to the ballot. Precinct chairs who are unopposed will not appear
on the ballot; however contested races for precinct chairs will. In 2022, they will
appear on the primary runoff ballot.

Management of Primary Election Funds

The Chair is the chief administrator and financial officer of the County Party and is
responsible for management of all Primary Election Funds in compliance with all
rules and regulations.

The Chair should open a (or maintain the existing) bank account for deposit and
expenditure of filing fees of candidates and Secretary of State monies for funding the
Democratic Party Primary Election (commmonly referred to as the Primary Fund). We
have found that local banks, rather than large, national chains, are often the easier
venue for a county party to open a bank account. If this is not feasible for your
county, submit a help ticket (txdem.co/help) and we can evaluate what's needed in
your specific circumstances and find alternative solutions.

Assuming your county party is also raising/spending funds for organizational and
political activities, these must be separate bank accounts. Nothing other than
primary election administration related expenses acceptable to the State of
Texas should be paid for from your official primary election bank account.
o All candidate filing fees must be deposited into the Primary Fund.
o Official Guidelines from the State of Texas about acceptable expenses
can be found here
o For more information on Candidate Filing Fees, you can visit the
Secretary of State's website. The Secretary of State also provides
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in-depth training in the late summer/early fall of each odd year to train
County Chairs on these responsibilities.

Within 10 days following the filing deadline, you will also draw lots to determine the
order the candidates for any given office should appear on the ballot, and enter that
into the Secretary of State's system. Candidates have a right to observe this, if they
would like to.

Supporting Ballot Accurac

The Chair will proof the ballot. Since you are the one who accepted the filing
paperwork from the candidate, you have the official record of how their name should
appear on the ballot and should compare the primary election ballot proof against
that record. When the ballot is released by the county, the chair should verify that
the ballot order is correct, candidate names have correct spelling, and should check
each precinct’s ballot style individually.

Canvass the Vote

The elections administrator or clerk will provide the election results and the Chair
must go online to the Secretary of State's website and verify that the count is
accurate. This is a pro forma process but must be completed in a timely way.

Election Commission

The County Chair also serves as a member of their county’s Election Commission
alongside the County Judge, Tax Assessor Collector, County Clerk, and County
Republican Chair. The Election Commission’s main (and in many cases only) duty is
to hire or fire the Election Administrator, in counties with that position.

Recruitment of Election Judges, Early Vote Ballot Board Members, Central Count
Workers
Let's start with a few definitions:

e Presiding Judge - In charge of and responsible for the management and
conduct of the election at the assigned polling place. They are responsible for
picking up election equipment for the assigned precinct, locating Election
Clerks (Election Workers) to work at the polls and making sure the election is
fair and problem-free. Whichever political party’'s gubernatorial candidate last
won that precinct gets to appoint the Presiding Judge for the general election.

e Alternate Presiding Judge - The lead election worker from the other political
party, who steps in and takes on the Presiding Judge responsibilities if the
Presiding Judge is unavailable for the general election.

e Election Clerk - The election worker who checks voters in, hands out ballots,
monitors the tabulation device, and/or otherwise facilitates the smooth

Paid for by the Texas Democratic Party. Not authorized by any candidate or candidate’'s committee.




TEXAS -+ DEMOCRATS County Chair Manual | 11

operation of the polling place, under the supervision of the Presiding Election
Judge.

e FEarly Vote Ballot Board - Responsible for qualifying and accepting all mail
ballots and provisional ballots (works for a couple weeks or a couple days,
depending on the size of the county and number of ballots)

e Central Count Presiding Judge / Alternate Judge / Clerks - Assist with the
processing of ballots and polling place returns, as needed (mostly on Election
Day)

The opportunity to appoint Democrats to these positions who are committed to
ensuring the election process is fair and supports voters is huge -- through the
people you appoint to these positions you are determining what a voter's experience
will be on Election Day and whether ballots in your county are counted accurately.
The Chair is responsible for recruiting election judges for each of the
precincts/polling places in your county for every election (primary and general) and
supporting those judges in recruiting election clerks who will serve with them. While
the Presiding Election Judge is statutorily responsible for hiring clerks, we suggest
you take a significant role in this to be absolutely sure that all the polling places are
fully staffed -- and that you have backup clerks on call trained and ready to deploy if a
judge or clerk isn't able to make it at the last minute.

These appointments are technically for either one- or two-year terms. In the summer,
the Chair presents to the Commissioner’s Court a list of a Democratic Election
Judges or Alternate Election Judges for each voting precinct in the County and for
the Early Voting Ballot Board and Central Counting Station (in counties using a
Central Counting Station). Check with your Clerk/EA about the appointment
schedule for your county (many counties appoint for two-year terms in odd years, but
this varies). However, you will need to confirm these judges -- two months before
every election to make sure they're available and replace them if they are not.

Election clerk appointment processes vary by county, depending on your Clerk/EA
and custom (i.e., how things have traditionally been done in your county) with your
election judges. Technically, the presiding election judge for each polling place is
responsible for appointing their election clerks, choosing clerks from lists provided by
each political party. In practice, this may vary though. You should recruit election
clerks and provide a list to your county clerk/EA of available Democratic clerks for the
Republican presiding judges to choose from and be ready to support (or even
manage) the clerk appointment process for your Democratic presiding judges. It is
imperative that every election judge and clerk slot be filled -- and polling places not
be closed due to a lack of judges/clerks -- in order to run an election that works well
for the voters.
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As County Chair, you will also be able to recruit folks to serve on the Early Voting
Ballot Board (EVBB) and Central Counting Station (where applicable). To have a
Democrat present at each election polling center and as part of EVBB and Central
Count will ensure that each citizen presenting themselves at the poll to vote is
treated fairly without fear of being intimidated and that every vote counts.

County Party Administration

County Executive Committee (CEC)

County Chairs serve as the head of the County Executive Committee (CEC), a county
level Democratic Party governing body. The CEC is led by the County Chair and is
composed of each elected or appointed precinct chair.

The CEC is required by Texas Democratic Party Rules to meet, at a minimum,
quarterly each year. Many meet monthly. The County Chair presides over CEC
meetings. The CEC is governed by State Party Rules and, often, Texas law. A CEC may
adopt additional rules locally that are not in conflict with State Party Rules or Texas
Statute.

There are few official duties of the CEC. The following activities are the entire
statutory and required activities of a precinct chair:

e Appoint a new county chair and fill precinct chair vacancies when they
occur.

e Select nominees for the ballot when a candidate withdraws or dies. This is
done by only those chairs in the candidate’s district.
Make decisions about local county party activities.
Perform oversight on county party business and finances.

The primary difference between larger county CEC's and smaller county CEC's is how
business is conducted. Many larger counties appoint committees and persons to
perform business between meetings. Almost all small counties act as committees of
the whole and do everything as one body. County chairs should propose a method of
conducting business that will be most conducive to team building, leadership
development, and accomplishing voter contact goals.

The Texas Democratic Party strongly urges each precinct chair to be their precinct's
political organizer: this means working directly with the county party to register and
mobilize Democratic voters, as well as building more volunteer capacity for the
county party’s voter contact efforts.

However, if an elected precinct chair does not wish to do so or fails to do, the County
Party will often appoint a precinct organizer to do this work. This person may or may
not be a resident of the precinct. Once again, this is not a legally required activity, but
is work that is absolutely necessary to elect more Democrats in 2022 and beyond.

Paid for by the Texas Democratic Party. Not authorized by any candidate or candidate’'s committee.




TEXAS + DEMOCRATS County Chair Manual | 13

The County Chair is also responsible for keeping the Secretary of State's office
updated with precinct chair lists as folks are added and resign. This is especially
important because only officially appointed precinct chairs can vote when vacancies
occur for County Chairs or local elected officials.

County Chair & Precinct Chairs Term of Office

The county chair and precinct chairs file for the office and are elected on the March
primary ballot (just like county, state, and federal Democratic candidates). Assuming
no runoff is necessary, they take office for a new term in mid-June and terms last for
two years. (Note that this is likely to change for 2022 due to redistricting.)

CEC Governing Rules & State Party Rules|

Texas Democratic Party rules are enacted by the State Democratic Convention and
the State Democratic Executive Committee (SDEC), the governing body of the State
Party. Rules are enacted to clearly outline how the SDEC conducts business on the
state level, how the state party conducts business at the state convention,
establishes guidelines for conducting business on the local level, and establishes
requirements for eligibility for pursuing state party officers positions.

To view the current, public Texas Democratic Party rules visit txdem.co/Party-Rules.
Rules adopted on the local CEC level are supplementary to existing Texas
Democratic Party rules. A CEC may adopt additional rules locally that are not in
conflict with State Party Rules or Texas Statute. Local rules cannot contradict the
rules of the State Party or Texas/National law. Good examples of helpful bylaws could
be related to setting training requirements for precinct chairs to maintain good
standing, or setting requirements for endorsements, or proper handling of
accounting or reporting from the Treasurer.

Any bylaws, standing rules, and rules that a local party has, as well as any updates,
should be submitted to the State Party at txdem.co/HELP so that they may be

publically available at txdem.co/Party-Docs.

Local bylaws, standing rules, rules are never required, but may assist you in making
the party function.

Public Meeting

All meetings of the County Executive Committee are public, open, and open to the
press. To conduct strategic planning work sessions, you may call the committee into
Executive Session, which will require press and non committee members to vacate
the room. However, all votes must be made during the public portion of the meeting.
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Public does not mean participatory, so only members/officers of the committee must
be recognized by the Chair appropriately. It is at the Chair’s discretion when it is
appropriate to recognize a non-member of the committee.

More info is in the Party Rules at txdem.co/Party-Rules.

District Executive Committee Meeting for Nominee Replacemen

A District Executive Committee Meeting will be convened in the event that a Primary
Nominee position must be filled to nominate and elect a nominee for the vacancy
after a nominee has won the primary but is vacated. The Committee will be
composed of Precinct chairs who live in the district where there is a vacant position.
Updating and maintaining an accurate list of Precinct Chairs on the SOS website is
necessary when conducting meetings to elect a candidate for vacancies. For support
holding one of these elections if the district is completely in your county, contact the
Deputy Political Director for Party Business at txdem.co/help and see the rules

regarding nominee replacement at txdem.co/Party-Rules

County/Senate District Conventions

County Chairs are required to plan and host County/SD Conventions for Democratic
primary voters for the purpose of electing State Convention delegates or delegate
this responsibility to a convention chair. County Chairs may delegate the
responsibility of County Convention Chair, and in cases where counties are split by
Senate District, each Senate District Convention will need a Chair.

At County/SD Conventions, participants and delegates will also debate resolutions to
be sent to the State Convention for consideration. Delegates to the State Convention
in Midterm Election Years will elect State Party Officers and in Presidential Election
years, elect delegates to the National Convention, DNC Members, and Presidential
Electors. Every State Convention will elect Convention Committee Members, and
SDEC Members, as well as conduct other state convention party business such as
adopting resolutions, rules, and the party platform. County/SD Conventions are
important because they are the first stop in the convention process, and the most
grassroots, local part of the convention process.

Just like the primary is an open and transparent process, County/SD Conventions are
meant to be transparent and accessible to every grassroots Democrat.

If you have more than one Senate District in your county, then each SD will have to
meet for their own convention.
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**Regardless of when the primary is held, county conventions must be held on March
19, 2022 according to a new party rule**

More info is in the Party Rules about County/SD Conventions at

txdem.co/Party-Rules in Article IV.

We recommend that you scale the County/SD Convention to your county'’s size as
appropriate. County Chairs should look for and secure a location for their County/SD
Convention. Because this is an official party function, this responsibility cannot be
contracted out like administration of primary elections. And the county party is
financially responsible for the convention -- you cannot pay for it out of primary
administration funds.

The County Party Chair should consult with the SDEC members who live in their
county to determine how the county will hold its convention(s):

e If a County is completely contained in one SD, then hold a County Convention.
e Ifa County is split between two SDs, do one of the following,

o Hold a joint County Convention with SD Conventions; OR

o Hold SD Conventions at two separate locations.
e Ifa County is split between three or more SDs, do one of the following,

o Hold a joint County Convention with SD Conventions; OR

o Hold a joint County Convention with some SD Conventions and some

SD Conventions at separate locations; OR
o Hold SD Conventions all at separate locations.

The County Chair (or in some cases, a delegated County Convention Chair or Senate
District Convention Chair(s)) should set the time and select a venue for the
Convention. If you aren’t sure what size venue you need, the State Party can provide
you with registration information from recent years (submit a help ticket at
txdem.co/help).

The location that is secured for the county convention must be accessible to all
people as required by the Americans With Disabilities Act (“ADA"). Keep in mind
stairwell access, ramps, and easy traffic access. For more information or assistance on
accessibility for your County Convention, submit a help ticket at txdem.co/help, and
your RPM will assist you, and can provide access to our SDEC Disabilities Caucus.

Additionally, statute requires that if public buildings are used for the county
convention, the only charges that will be assessed are actual use charges, not
marked-up fees that can bring in a profit like other private facilities may charge. If a

Paid for by the Texas Democratic Party. Not authorized by any candidate or candidate’'s committee.




TEXAS + DEMOCRATS County Chair Manual | 16

facility is rented for a county convention, we suggest you purchase event insurance
for that day (e.g., The Event Helper).

You will receive from the Texas Democratic Party:
o Training and materials on how to run a County/SD convention
o List of possible attendees that sign up via the Texas Democratic Party’s
Convention Signup Tool

For more detailed information on County/SD Conventions, we highly recommend to
check out:
1. The County/SD Convention Section of the Party Rules, Article 1V, Section B:

txdem.co/Party-Rules

The General Convention Section of the Party Rules, Article IV, Section A:
txdem.co/Party-RulesThe Party Rules link goes to a PDF version of the rules, so,
please download it. But, if you need a Word or Google Docs version to make a copy of

or download, go to txdem.co/Party-Docs.

Note: The SDEC from time to time at SDEC Meetings or the State Convention pass
Rules that go into effect immediately. So, make sure you are using the latest version
of the Party Rules by utilizing the links above.

Texas Secretary of State - Agency that Regulates Elections

The Secretary of State (SOS) is the chief election officer of the state. While they often
provide advice to county EAs/Clerks around election administration and County
Chairs around the primary elections, they are not in charge of any of these entities or
their boss. If you have questions about election-related matters, we encourage you to
use the resources available on the Secretary of State’s website. This section will help
you navigate the SOS website. However, if you have questions about procedures, we
generally suggest you reach out to the State Party first rather than the SOS. We can

be reached quickly at txdem.co/help.

Biennial Primary Election Administration Training for County Party Chair

Certain travel expenses of the County Chair’s are paid for by the SOS, including one
night at a hotel and, if travel is over 200 miles, they can pay mileage or flight. You will
need to fill out an SOS expense report.

The State Party typically holds a training session in conjunction with the SoS training
to interpret and clarify the SoS material.
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You are entitled to order and be reimbursed for a copy of the Texas election laws,
which is usually available at this event.

It is critical that chairs -- or the person you've delegated primary election
administration responsibilities to -- attend this training, as election law changes
every cycle. This is also a great opportunity for chairs to meet the SOS staff that
interacts with county chairs.

The Biennial Primary Election Administration Training took place virtually this year.
You can find digital copies of the material presented at

https://txdems.co/pri-admin-sos.
SoS Website

Main Point of interaction for conducting business with SoS: txdem.co/SoS-Elections

There are several tasks you will need to perform by logging into the SOS's website,
including:

Filing finance reports related to your primary administration funds
Officially entering info of candidates who have filed for office
Officially entering info of precinct chairs who have filed for office
Entering the order in which candidates will appear on your primary
ballot, after conducting the drawing

Officially approving the canvass of results for the primary election
Updating your precinct chair rosters

O O O O

There are different login pages for these various tasks, but your username and
password should be the same for each.

e If you have forgotten your username but know your password, submit a help
ticket and your Regional Political Manager can provide that to you.

e |f you need your password reset, the Secretary of State's office must do that for
you. The easiest way to do that is to email them at EEMAdmMIin@sos.texas.gov
(Elections Fund Management Admin). Or make sure you are in front of a
computer and call 1-800-252-8683 (press 3) and let them know your name,
what county you're in, and that you need your password reset.

There are a couple different systems within the SOS's website where you will need to
log In, depending on the task you're performing:
o To enter your primary finance info:
m |nyour web browser go to:
https://www.sos.texas.gov/elections/funds/primary-finance/index.s
html
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Click on “2022 Online Primary System”
You will now be on a page entitled: “Primary Finance - Election
Year 2022"

m  Enter your username and password and log in.

e Ifyou do not have your username and/or password, or have
forgotten them, call the Secretary of State’s hotline during
business hours at 1.800.252.8683 and press 3 when
prompted to see if someone else can help you.

Adding, removing, and editing Precinct Chair information
It is crucial that you maintain your list of current Precinct Chairs, and update that
information on the SoS website as changes occur.

Only Precinct Chairs recorded on the SoS website will be legally recognized in the
event they need to perform any votes, or other statutory business.

You can access the “Current County and Precinct Chair Contact Information Data

Entry” page at https://webservices.sos.state.tx.us/cpc-contact-info/index.aspx.
EAM Candidate Filing System

TEAM is the candidate filing system through which County Chairs submit candidate
information. County Chairs will use the accepted application for a place on the ballot
from their candidates for this process.

All users of the TEAM system must complete the required security training before
being given TEAM access. To complete the required security training, please send an
email to electionsecurity@sos.texas.gov with your name, title, and county
information. Credentials to the TEAM system will be sent via email to all users who
have completed the security training beginning November 3, 2021. However, please
note, access to the candidate filing module will not open until November 13, 2021.
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Your Political Responsibilities as County Chair

Up to this point, you have read extensively about your statutory responsibilities as a
County Chair, how to run your primary, and how to plan your County Conventions.

Ultimately, we are Democrats for a reason. We all believe every person living in this
country should have a fair shot at opportunity, and the right to pursue the American
Dream, regardless of their race, age, gender, religious beliefs, sexual orientation, or
physical ability. Whether you have been a lifelong Democrat, or if you are a relatively
recent convert, you are a Democrat and recognize that we must take action to get
our state back on course.

Many County Chairs, activists, and precinct chairs are called to action, but are not
sure what needs to be done, or how to do it. Texas Democrats need to be organizing
and talking to voters in every county across the state. Tactics will vary by county, but
the underlying commitment of putting in work to gain more Democratic votes is
critically important to future success of Democrats. In this section we will lay out the
political responsibilities of a County Chair.

Fostering Partnerships with the State Party
For many county parties in Texas, building a large grassroots voter contact program
may not be something that has been done in many years (or ever). The Texas
Democratic Party wants to help facilitate this voter contact and will create
opportunities for rural counties to partner with the State Party to have Democrats in
their counties covered by statewide Democratic GOTV programs. As more
information becomes available, including cost estimates for your county’s portion of
the statewide programs, we will reach out and ask for financial contributions that will
cover your county. We are in the process of evaluating past efficacy of these
programs and determining which will make sense for 2022. But to give you a sense
for planning purposes, these programs have previously included:

e Vote By Mail Application Mailings to Senior Citizens

e Re-Registration Mailings to Individuals who have Filled out the National
Change of Address (NCOA)
Get Out The Vote (GOTV) Digital Advertisements
Get Out The Vote (GOTV) Mail
Slate Cards for Canvassing
Yard Signs

Candidate Recruitment
By the start of November, your candidate recruitment efforts may be wrapping up.
That's great!
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However, you could also be scrambling to fill positions on your ballot last minute.
Have no fear! The Texas Democratic Party is here to support your effort to fill every
spot on your ballot so we can contest every single race where Republicans are
running.

We have organized information on how to file for the ballot on our website, which
includes a link to a form the State Party will need all candidates to fill out in order to
receive ongoing information and support.

If you need help from the State Party to offer guidance, advice, or want us to talk
someone into running, please let us know about those opportunities, as well. Please
submit a help ticket with your questions at txdem.co/help, and a member of our
team will reach out to you.

Data Management

The Texas VAN (Voter Activation Network) is an online database containing the
statewide voter file maintained by the TX Secretary of State's office, as well as
appended voter data (i.e. phone numbers, partisanship modeling, voting history,
districts, and more.). Users of VAN can utilize the database to create voter contact
lists that best suit their campaign or county party’s needs. VAN access also includes
the ability to create phonebanks to call voters and create blockwalking lists.

The Texas Democratic Party is the sole owner of the Texas VAN. While VAN access is
free for County Party VAN users, campaigns will need to purchase their own VAN
license. VAN fees for campaigns are heavily subsidized to help make it affordable for
campaigns. VAN access also includes a free Mobilize account for the County
Party/Campaign -- submit a ticket at txdem.co/help to request Mobilize. Note: For
compliance purposes, each candidate campaign that uses VAN must purchase their
own VAN license. It is a violation of the terms of service for your county party to share
data from VAN with candidates to get around this. Once the candidate has their own
license, we're happy to assist with data-sharing between the campaign and county

party.

Texas Democratic Party staff administer VAN, process requests, and offer VAN
technical support. If you ever have a VAN issue or question, you must fill out a help
ticket in order to receive VAN support from the Texas Democratic Party Data Team.
To submit what's known as a “VAN Help Ticket” you can do one of the following:
e Email vanhelp@txdemocrats.org, OR;
e Complete the help ticket form at txdem.co/help and select “VAN/VoteBuilder”
from the dropdown.
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The Data Staff have also created a VAN “Frequently Asked Questions” Live Guide.
Staff update the guide document regularly as they answer new questions related to
VAN usage and troubleshooting. Be sure to bookmark this guide: txdem.co/van-faq.

You will receive regular updates about VAN, trainings, and changes to the platform

via email. Be sure to add data@txdemocrats.org and vanhelp@txdemocrats.org to

your email account’s address book to ensure that you do not miss one of our emails.

VAN is a powerful tool in our Democratic toolbelt. However, it can take some training
and time working in the tool to be able to utilize it to its fullest. To help you do that,
the Texas Democratic Party has specialized VAN trainings, for entry level users and
experts. These trainings can be found 24/7 on the State Party Online Training
Platform at MyTexaslLearns.com and our Data Team offers live Zoom trainings each

month. Sign up for monthly trainings here: txdem.co/data-trainings..

Haven't used our learning platform before? Sign up at txdem.co/Training.

County Chairs often delegate the responsibility of being their county’s data manager
to a volunteer or precinct chair who is more experienced with VAN or data
management -- or eager to dig into this. You have a lot on your plate -- you don't
need to be the expert on or point person for everything. Consider identifying a
volunteer County VAN Administrator. There are volunteers who don't feel
comfortable with voter contact, but still want to volunteer. If they have strong data
skills or have managed VAN before, consider providing this volunteer opportunity to
them.

Fundraising

Fundraising helps your program meet its potential. Regardless of whether you are
running a multi-hundred thousand dollar voter contact and mail program, or if you
are trying to raise money to partner with State-Local partnership programs, or if you
are trying to raise money to print your own slate cards, it takes financial resources.

When you are raising money (or recruiting volunteers) remember this: you are
offering donors and potential donors an opportunity to invest in a people-driven
movement. You are offering these folks an opportunity to invest in ideas, in people,
and ultimately in a better future for all Texans -- to help create the future they want
in this state.

Why is Good Bookkeeping Important?

County Parties that do not meet the threshold of $33,750 in contributions in a given
year, can raise and spend money under that amount for their normal political
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activities without having to report to the TEC. This can include activities like sending
mail to voters, buying yard signs, printing literature to hand out on canvasses, renting
booths at parades, etc.

We highly recommend and encourage good record-keeping of incoming donations
and expenditures regardless of the amounts in case your county party unexpectedly
hits that threshold and needs to report to the TEC.

Fundraising: Training and How-To

The Texas Democratic Party has compiled fundraising trainings and houses them on
the Online Training Platform. Built by non-profit fundraising experts and campaign
veterans, these trainings will teach you every component of a successful fundraising
effort, and ultimately, how to be creative, and keep time spent on fundraising sacred.

In the “Introduction to Finance and Budgeting” online training alone, you will
learn how to:

Time and track a budget

Use a template expense tracker

Use a template contribution tracker

Identify potential donors

Build your own campaign network rolodex

Use a template budget document

Set timelines and benchmarks

Utilize ActBlue for your fundraising efforts online

A key component of what our Political Team will offer to county parties are:
e estimates of voter contact program costs
e State-Local Partnership program costs
e (Coals for fundraising and spending
e Possible tracking of expenditures in your county

Remember, fundraising needs to fit your county party, needs and styles. What works
in one county, may not work in yours. Consider diversifying your fundraising efforts to
include events like brunches, movie nights and bbqg'’s. As you have budgets drafted,
or need help drafting one that includes robust voter contact programming, please
reach out to us so we can help you draft. You can request assistance by submitting a

help ticket at txdem.co/help.
Ethics Reporting

Much of this section will not apply to many county parties because most will not
raise $33,750 per calendar year. Parties that do not raise that amount are advised
against starting a political committee. We highly recommend and encourage good
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record-keeping of incoming donations and expenditures regardless of the amounts
in case your county party unexpectedly hits that threshold and needs to report to the
TEC. County parties that don't meet the $33,750 threshold should still keep records of
all income and expenses.

IMPORTANT NOTE:
The Texas Democratic Party strongly advises that county parties consult with State
Party Staff before creating a PAC. To begin discussions on this subject submit a help

ticket at txdem.co/help.

Another important note: don't be afraid! The biggest piece of succeeding at
compliance is good record-keeping. Focus on systems for organizing your receipts
and expenditures so that when it is time to report you will be in great shape. A
system of organizing your receipts might include:
e Making copies of all checks and deposit slips and attach deposit receipt; and
e Organizing by date and by bank account, if you have more than one.

For information regarding Report Deadlines, please refer to the Filing Schedules.
Please note that not all counties will report to the TEC. Please refer to the TEC

Campaign Finance Guide for Political Parties to review reporting thresholds.

Utilizing your Bank Accoun

Use your bank account as a check on your bookkeeping. At the very least, you should
do a timely reconciliation of your bank statement against your other records (e.g.,
spreadsheet) as soon as you receive it. This simply means proving or documenting
that an account balance is correct. The goal is to ensure an accurate report;
reconciling an account guarantees that you won't miss any transactions and that
your account balance will be correct. Most bank statements have a grid on the last
page that guides you on the steps to reconcile your account.

If you have access to online banking, you may want to periodically check your activity
online to make sure you are not overlooking any contributions or expenditures.

Rememober, that your County’s Primary Account is only for funds that will be used for
the Primary Election. Funds cannot be combined or used interchangeably. Every
county party should have two bank accounts: one for the primary election, and a
second for general county party activity.

Opening a Bank Accoun

When setting up a bank account, it is recommended that the account isset up at a
local bank. Common documentation that will be required at the time of set up are

Paid for by the Texas Democratic Party. Not authorized by any candidate or candidate’'s committee.




TEXAS + DEMOCRATS County Chair Manual | 24

your EIN and your Letter of Appointment as County Chair. If you need a copy of your
Letter of Appointment, please submit a help ticket to txdem.co/help.

In order to create a bank account for your county party, you will need to apply for an
EIN from the Intemal Revenue Service. To request an EIN, click this link:

gloyer |dent|f|cat|on number-ein-online and at Step 3, click on “Apply Online Now.”
Here are some tips:

e Click “Begin Application”
Select “View Additional Types..."
Click on “Political Organization” (second column, half way down)
Click “Continue”
Click “Banking Purposes”
Click on “Individual”
Fill in your name and Social Security Number
Click on “l am a responsible and duly authorized officer or a board member
having knowledge of this organization's affairs.”
Fill in the address of the Party (This may be your home mailing address).
Fill in mailing address if you have a different one (such as a Party PO Box)
Legal name of Political Organization (Example: Jones County Democratic
Party)
e If the system says “there is an organization with that name”, restate it as
“Democratic Party of Jones County” or anything similar.
Political Organization start date: Use current date

Closing month of accounting year: Use December

Recording Contributions|

Maintain good records of your contributions as you receive them. You should collect
ALL OF the following information from donors, their:

Name

Complete address

Employer

Occupation

A Contribution Tracker is recommended for record keeping purposes. A template
Contribution Tracker can be found at http:/txdem.co/ContributionTracker.

This is legally required on contributions above 50 dollars in a reporting period, for ALL
county parties, HOWEVER you will want to collect this information on all donations in
case donors have made previous contributions (or will make future contributions)
that will push them over this threshold. You'll also want to make sure that everyone
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who is raising money is well aware of the limitation on cash contributions — no
contributor may give more than $100 in cash during a reporting period.

Be aware that if you take a contribution from a PAC that is outside the state

of Texas, the Ethics Commission requires you to get additional documentation from
the PAC regarding who THEIR donors are. Needless to say, most PAC's are not overly
excited to provide this.

racking Expenditures

You also need to diligently track expenditures so that they may be reported. Be sure
to have physical addresses for all the vendors you pay. You'll need to categorize your
payments (according to TEC) and then add a description for the purpose of payment.
If you make withdrawals or use a debit card on your account, be sure to get those
transactions entered too. A template Expense Tracker can be found at

txdem.co/ExpenseTracker.
Opening an ActBlue Page

ActBlue is an online fundraising platform for Democratic candidates, progressive
organizations, and nonprofits. ActBlue operates as a conduit, which means that every
donation made through ActBlue to a campaign or organization is considered an
individual donation. If your county party will be accepting online donations and
contributions, ActBlue is the recommmended platform as they are built for political
donations and automatically collect the legally required information.

To set up an ActBlue account you will need a bank account where all of the
donations you raise using ActBlue will be transferred, and your party’s EIN.

The bank account used for ActBlue should not be the account used for the Primary
Election -- it should be your Political Account. For more information on setting up an

ActBlue account, please visit the ActBlue website's Requirements and Setup info.

More Information

Campaign finance reports are filed electronically with the Texas Ethics Commission
(TEC). There is a lot of helpful information on TEC's website, including specifications
you'll need if you want to import contributions and expenditures as a file rather than
entering them one-by-one, and a filing schedule.

If you have compliance questions, the TEC is a very good resource because they have
a staff of compliance lawyers. You can reach them by phone at 512-463-5800. If you
ask for a compliance lawyer, they will refer you to one and you can ask all your
questions. If there's any doubt or clarification is needed, they will research your issue
and call you back.
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Recap of Additional Reporting Laws|

As a helpful recap of compliance and ethics law and rules applicable to county
parties, we have provided a brief summary below of important notes you should
always keep in mind and begin planning conversations for, if you haven't prepared
for this already.

e FEvery county party that accepts political contributions, or makes political
expenditures, must maintain records of those contributions or expenditures
per Texas Ethics Commission rules.

e County parties that raise $33,750 and under in a calendar year are:

o Not required to appoint a treasurer before raising money; and
o Not required to file a report to the Texas Ethics Commission detailing
contributions or expenditures.

e County parties must report contributions to the Texas Ethics Commission if
they raise over $33,750 in a calendar year, and appoint a treasurer to file the
report. These parties must also appoint a treasurer within 15 days of exceeding
$33,750 raised.

e County parties may accept contributions from corporations and labor
organizations that must be held in a separate bank account and used for only
very specific purposes, but will need to file reports for these contributions.

For more information on Texas Ethics Commission rules related to compliance
reporting for CEC's, click here. If you have any questions about these rules, please
submit a help ticket at txdem.co/help, and we will help you find an answer.

Party Building

Turning out Democratic voters in the general election does not start on Labor Day,
2022. Turning out voters starts with your first volunteer recruitment event of 2021,
your first voter registration event or your first neighborhood blockwalk. It takes time,
hard work, and commitment to build a strong army of Democratic volunteers. That's
why we need to put in the time and resources now to invest in building our volunteer
infrastructure, as well as building our Democratic base of voters.

After a series of post election debrief sessions, surveys and conversations with county
chairs, elected officials and allied organizations, the State Party has defined 7 goals
for county parties to invest in for 2021. These goals are crucial to building your local
party's infrastructure, expanding our voter base and to winning in 2022.

The Shared Goals for 2021 are:
1. Voter Registration
2. ldentifying Voters' Partisanship
3. Volunteer Recruitment & Development
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Localized Communications
Candidate Recruitment
Local Election Advocacy
Local Redistricting

SEQNGIEN

We encourage each county party to focus on 2-5 of these goals based on what your
county needs, set numerical goals they want to achieve this calendar year, and focus
their energies there during 2021. For more information on our Shared Goals for 2021,

please visit txdem.co/2021-Shared-Goals.

Voter Registration

Building our base of Democrats starts with targeted voter registration efforts. To win
in 2022, and to combat Republican super PAC's that are spending millions of dollars
on voter registration efforts this year and next, we have to make sure our volunteers
are deputized to register voters in our counties.

Texas Democrats need to register more voters. With Project Texas -- Texas
Democrats’ 2022 Voter Registration Plan -- that's exactly what we're planning to do.
The numbers show that of Texans who are eligible to vote but are not registered,
nearly 2 million are likely to vote Democratic. We want to register all of them.

You and your county party are critical to that effort. Every voter registration drive you
hold in an area with a large number of unregistered Democrats, the closer we are to
meeting these goals. State Party has created a Voter Registration Resource Folder to
help you recruit Voter Deputy Registrars (VDR), plan Voter Registration events, tips
on volunteer recruitment and more! To view this folder please visit
txdem.co/VR-Event-Resources. We will keep this updated as we roll out additional
voter registration options and resources.

Remember, in order to register voters, a volunteer must be deputized to register
voters by their county's elections officer, according to state law. It is illegal to
register voters if you are not legally deputized. And a volunteer can only register
voters who live in counties in which the volunteer is deputized (but can give out
mail-in forms to anyone). Your county’s elections officer can facilitate the
deputization of volunteers, and they will be required to complete a training. Reach
out to your county’s elections officer for more information, and ask how to set up
training for your team. Our Voter Registration resources will walk you through all
steps of the process, including contacting your local elections officer for VDR
training.
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Identifying Voters’ Partisanship

Across the state, there is a large population of voters that we are unable to
conclusively determine that they are Democrats. That's why we must mobilize our
volunteer armies to hit the streets or make phone calls, talk to these targeted
individuals, and have them affirmatively state that they intend to support Democrats
in 2022. The goal when making this kind of contact is to gather as much data as we
can to make future voter contact efforts as efficient and effective as possible.

When we are able to identify new Democrats, we can include these folks into our Get
Out the Vote “GOTV" contact lists, called a “universe”. This allows State Party and local
county parties to communicate with them via numerous modes of communication,
and make sure they hear from us regularly. When we identify Republicans within this
target list, we can mark them as such in TexasVAN, and de-prioritize communication
with them.

State Party has made available a Partisan ID Resource Folder to help you recruit
volunteers, review the material, and set up this block walks and phone banks. To

view this folder please visit txdem.co/Partisan-Rural-ID-Resources.

Volunteer Recruitment & Development

Volunteers not only value the cause for which they donate their time, labor, and
money--they also value the community surrounding the cause. It's up to us to create
a fun, safe, welcoming atmosphere that entices volunteers to come back and feel
invested in the hard work of winning camypaigns. Volunteers are the backbone of
your county party, and are crucial to our success at the ballot box.

County chairs should set a recruitment goal for new volunteers, and a goal of
volunteers who can be trained and developed to take on a leadership role within
your county party and lead volunteer events. Volunteer recruitment is an ongoing
effort that never stops, always be on the lookout for more volunteers.

Here are some helpful strategies for casting a wide invitation net for social events:
e Ask existing volunteers, precinct chairs, and members to bring a friend
(personal asks are often the most effective);
Social media promotion, including on Mobilize;
Calling or knocking on the doors of voters who are identified as Volunteer

Targets within VAN (more info at txdem.co/TDP-Targets);

e |ow cost, handmade written invitations to voters who are identified as

Volunteer Targets within VAN (more info at txdem.co/TDP-Targets).

Within most of our other trainings and resources, we have embedded discussions of
volunteer recruitment and engagement strategies. Additionally, National Democratic
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Training Committee offers a great volunteer engagement training you can take
online, and your RPM is always happy to talk to you about your county’s specific
needs and collaborate to develop a recruitment plan or ladder of engagement to
help you develop volunteer leaders in your community.

Localized Communications

Raising the profile of your county party through earned local media and online can
help you achieve your other goals -- and help build a positive perception of the
Democratic Party in your community. County chairs know their community best,
consider your county’s current communication tools and your target audience when
deciding what strategies to work toward. It is highly recommended that Chairs
cultivate relationships with their local media, newspapers, radio stations, etc.

Potential communications goals could be:

e Two op-edsin a local news outlet from a County Party member with an
explicitly Democratic perspective in 2022

e Develop a Facebook audience so your average engagement on a post is 50
people

e Develop a Twitter audience so your average engagement on a Tweet is 25 likes
or retweets

e Creating a media list, rate card, etc.

The State Party will provide talking points, social graphics and toolkits, and sample
op-eds for adaptation and submission to local press -- keep an eye out for Localized
Communications Toolkit. The State Party will also host upcoming training
opportunities for social media and Canva to help create or adapt template State
Party graphics.

Candidate Recruitment

Like mentioned above, The Texas Democratic Party is here to support your effort to
fill every spot on your ballot because the more spots on the ballot we contest, the
better. Local candidates boost enthusiasm and bring out voters who might not
otherwise vote, so the more of them running and waging campaigns, the better for
everyone. County Chairs are encouraged to identify local community leaders and
recruit them to run for office. Chairs should set a recruitment goal for the 2024
election cycle and work with their CEC to meet that goal.

When you have someone who is thinking about running -- or has decided to do so --
encourage them to let the State Party know they're running, too. We offer trainings,
informational updates and other resources for candidates that they won't want to
miss out on. They can find more details and share their contact info with us at:
https.//wWww.texasdemocrats.org/run-for-office/
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Local Election Advocacy

Developing and maintaining an open and collaborative relationship with your EA or
your County Clerk and Tax Assessor (if they handle elections) is an important duty of
the County Chair. Remember, a County Chair is the chief administrator of the
Democratic Primary in their county, and it is your statutory responsibility. Taking the
time to develop this relationship,, will be beneficial to your success in advocating for
your election judges, poll workers and voters in anticipation of the 2022 Primary and
General Election.

The State Party would be happy to work with you to identify key needs to focus your
advocacy and suggestions on, based on voter experiences in 2020 and your
knowledge of past challenges. An example might be improving poll worker training
so that poll workers have hands-on training with the equipment prior to working. Or
even something as simple as doubling the signage at a polling place that a number
of voters said was hard to find.

Local Redistricting

An important goal for 2021 was to maximize Democratic election opportunities in the
county by organizing volunteers to advocate during the redistricting process. The
State Party hosted several trainings for activists to learn how to testify at the state
and local levels. If we offer additional trainings, those will be shared in the County
Chronicle for you to spread the word about. .

You can also advocate for a more transparent and participatory process at the local

level, using this worksheet at txdem.co/localredist-research. If you have questions

about the redistricting process, please submit a help ticket at txdem.co/help.
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Additional Tools & Resources

County Chair Onboarding Checklist
Have you gained access to?
[J Secretary of State
0 TEAM
[J Precinct & County Chair Data Entry
[J Bank Accounts
[J Primary Account
[J General Party Account
[J County Party Technology
[J Computer Log-In
[J VAN (Voter Database)
[J Website Information
[J Social Media Log-In for County Party Accounts

Have you set up?
[J Introductory Meeting with Local Elections Administrator
[J Introductory Meeting with SDEC Representatives
[J Introductory Meeting with TDP's Regional Political Manager

*Updates to this checklist are being made. If you have suggestions for additions,
please reach out to us at txdem.co/help *
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Please see txdem.co/Staff-Org-Chart for the latest State Party Staff organizational

chart.

Co-Executive Directors:

Hannah Roe Beck

Chief of Staff:
Stephani Clark

Finance Director:
Alex Oblensky

Digital Strategist

Sabrina Savoie Sina Nemazi

Operations Director & Comptroller:
Ceryta Lockett

Office Manager:
Nina Topsana

Chief Technology Officer:
John Elson

Data Science
Director:
Hudson Cavanagh

Data Director:
Danni Gonyo

Data Scientist:
Kevin Matthew Li

Voter File

Manager:
Andrea Flores

Call Time Manager:

Jamarr Brown

Senior Advisor:
Bill Brannon

\Voter Protection Director:
Rose Clouston

Policy & Advocacy Strategist:
Darcy Caballero

Deputy Political Director of Party
Business:
Marco Orrantia

Deputy Political Director:

Sr. Communications Director:
Angelica Luna Kaufman

Press Secretary & Senior Writer:
Clare Donohue-Meyer

John Mott
Regional Regional Regional
Political Political Political
Manager: Manager: Manager:
Brenda Cruz Allison Manning  LaShun Roy
Social Media Strategist:

Brigette Bowen

If you need assistance from a member of our team, please submit a help ticket at

txdem.co/help.
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SDEC

Our State Democratic Executive Committee (SDEC) carries on the activities of the
party in communities across Texas and conducts party business in committees. The
SDEC is composed of leaders from Texas' 31 senate districts elected at every State
Convention and caucus representatives elected by their caucuses. You can view the
State Party's SDEC members at txdem.co/SDEC.

Help Ticket

Our team is available to help you, please submit a help ticket at txdem.co/help, and
a member of our team will get in touch with you. We ask that you primarily use the
help ticket system, rather than emailing your Regional Political Manager directly,
because that allows us to provide the most efficient support -- when one team
member is out sick or on vacation, someone else can respond and get you what you
need without delay.

County Party Calendar

To better support our County Parties, we've created a calendar that includes events,
trainings, Weekends of Action, Secretary of State deadlines, and Party Business
meetings. We encourage County Chairs to check this timeline regularly for updates
and new additions. You can access the calendar at txdem.co/co-calendar.

Mobilize

MobilizeAmerica is an action-management software that helps you reach new
supporters and retain existing ones. The Texas Democratic Party provides county
parties MobilizeAmerica as representatives of the state party to organize their
communities. Through Mobilize your data can sync immediately with VAN, promote
events on the Texas Democratic Party dashboard and website, and send text
messages and email reminders to your event attendees and volunteers to increase
attendance. If you have any questions regarding Mobilize, please submit a help ticket
to txdem.co/help.

MyTexasLearns

The Texas Democratic Party's Online Learning Platform contains courses on how to
use VAN for your campaign and county party, organizing, and fundraising. The
learning platform is completely free to use at MyTexasLearns.com

After selecting a course, you will be asked to “Add to cart.” Next, enter your
information to create a profile. Then, an email will be sent to your inbox and prompt
you to log into our platform so be sure to use an email you can access. Finally, start
learning!
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Haven't used our learning platform before? Sign up at txdem.co/Training.

VAN

The Texas Democratic Party maintains an online voter file, the Texas VAN (Voter
Activation Network), to empower campaigns and activists with the tools they need to
Turn Texas Blue. The VAN is an online database that allows us to organize
information about voters and volunteers to ensure we're targeting the right voters
and turning them out to vote. It makes our work more efficient and effective and
allows campaigns and county parties to track their projects and successes.

Have questions about VAN? Please fill out a help ticket at txdem.co/help.

Google Docs

Google Docs is an online word processor included as part of the free, web-based
Google Suite offered by Google, which also includes Google Sheets, Google Slides.
The State Party will send resources as Google Docs to allow for easier access and
timely updates.

If you are just setting yourself up and getting a new email for your Chair business
(not necessary or even a best practice), a Google email will make things a bit easier.
To download a copy of any Google Doc, Slides, or Spreadsheet:

1. Click on “File" on the top left.

2. Scroll to “Download” on the drop down menu.

3. Download a copy of the material in the format of your choosing.

Untitled document ¥ 8 (@-
File Edit View Insert Format Tools Add-ons Help
- - Share ormaltet ~ Montserat ~ - 11 + B 7 U A & o Ay EE=EE|(fE|vc=EviEvEE|X 2| ~
= 1 2 3 4 5 6 - 7
New
E Open #0

Make a copy

Download % Microsoft Word (.docx)
Make available offline OpenDocument Format (.odt)
Rich Text Format (.rtf)
Rename PDF Document (.pdf)

Plain Text (.txt)

Web Page (.html, zipped)

Publish to the web EPUB Publication (.epub)

Language
Page setup

& Print 8P
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Pending Updates:

e Onboarding/Transition Checklist for County Chairs
e Glossary of Terms

Thank you for stepping up and taking on the role of County Chair. County Chairs and
County Parties are the backbone of our Texas Democratic Party. We hope this
manual serves as a resource for you as you embark on this journey. As we update
this manual and further resources, we will let you know. If you need any further
guidance and assistance, please do not hesitate to reach out to us. And, if you have
suggestions on additions to this manual, please feel free to let us know.
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