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“What can we do about it But will anything we do really make a difference?”
“Isnt that just atechnical problem?™ “How can we find out?” “What do we really
want . .. what kind of conmunity . . . water resources .., environmeni
society?” “Can we get help?”

Since 1965, the League of Wonien Voters Education Fund (LWVEF) has been
helping selected groups of community teaders make o start toward finding answers
to many questions about fand and water. Under a training gront from the Office of
Water Programs of the Environmental Protection Agency, formerly the Federal
Water Quality Administration (FWQA). LLS. Department of the Interior. the Edu-
cation Fund has sponsored seventeen three-day seminars under volunteer leadership
on problems of water quality and related fand use in major river basins, Jake
basins. and coastal arcas, More than T400 men and women of 40 states have taken
part. A number of the seminars have anspired local financial support for Later
meetings along similar lines. Several thousand persons have been served through
these und other follow-up activities,

In 1967, the Education Fund. with the assistance of o grant from the FWOA,
published Land and Water for Tomorrow—Training Comimunity - Leaders: A
Handbook. This guide for planning river basin seminars under volunteer leader-
ship outlined a seminar teehmique through which selected leaders could learn how
to go about broadening the knowledge of their own citizen groups in cooperation
with others so that the whole community might be informed.

Public interest in the quality of the physical environment has exploded during
the six years since these seminars began. Federal liws have established new policics
and programs. News media have vastly expanded reporting on the nature, extent,
and ceflect of pollution. Organized citizen activity has surged to unprecedented
fevels as citizens strive to prevent environmental degradation, demand innovative
fegislation and even constitutional amendments, press for new privileges of litigation
and for new criteria against which to.measure “cconomic benefits.”

Greater chatlenges lie ahead. As interrelationships between all aspects of the
natural cnvironment beconte clearer, their complexity grows more bewildering.
Society faces basic questions about cconomic and population growth patterns and
their effect on energy supplies and land use. TUis vital that informed citizens every-
where take part in these grave social and political decisions.

A method of bringing diverse groups ol citizens together to survey the many
aspects of an environmental problem is therefore even more useful today than
in 1965.

This new edition of the manual on planning land and water use seminars for
citizen leaders draws on Fducation Fund experience gained through seventeen such
seminars. It updates information on governmental and institutional tools uscful to
citizens seeking solutions to their water resource problems. Organizational tech-
niques outlined in it are adaptable to small focal conferences, multicounty  or
stitewide projects. or conferences of national scope. They are atso® useful in
arranging mectings for leadership training on any environmental problem.
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GOALS AND SCOPE

In undertaking a project on environmental quality
ar any other subjeet, a group must first decide on ity
objectives in refation to an identified need, determine
what Kind of project would best fulfill those objec-
tives, and then draw up a plan of operation, including
a budget.

I its fand and water seminars the objective of the
League of Women Voters Education Fund has been
to meet the need for more public understanding of
and support for wise use of land and water resources.,
The League has observed that residents of diffevent
states or regions ina river basin or a problem-shed
are often unaware of cach other's needs and unin-
formed about the multiple effects stemming from
abuse of fand or water. Sometimes people are un-

aware that a pollution or use problem exists. Busi-

ness, civie, industrial, agricuttural, conservation, and
other groups luck communication channels by which
to discever mutual interests and areas of possible
agreement, Even wel-established  groups are some-
times unaware of upcoming decisions atfecting the
environment in their own arca or unequipped to par-
ticipate in decision-making. Many organizations un-

derstand the need and opportunities for citizen in-

volvement but find the problems so enormous that
sorting out priorities for attention seems impossible.

The Education Fund has sought to inform com-
munity leaders and stimulate them to show their own
organizations and other groups how to take i more
cfiective part in the kind and water decisions facing
their arcas. Where involvement of citizens iy already
strong, the Education Fund secks to help them en-
hance their elfectiveness as they search for new sohi-
tions. perhaps across established jurisdictions or con-
trary to traditions.,

The basic format it has uscd to these ends s o
series of three-day seminars for participants drawn
from diverse groups throughout the geographic arca
of concern. Filty participants has proved to be a
good number. -kuvge enough to be sumulating and

representative and to establish a nucleus of informed

AN

feadership for future CdllL‘&\lliUlHil activities through-
out an arca, vet small ind flexible enough for group
discussion and easy social mising. Participants are
not asked to pay their expenses, for two reasons:
planners are free to choose participants for potential
leadership rather than ability to pay, and participants
feet responsible for follow-up activity.

Each seminar to date surveys water resource prob-
fems specific to a basin or region, outlines govern-
mental functions and legal framework relating to
water management in the area, and presents examples
and techniques of citizen action. To encourage a
spirit of genuine inquiry and uninhibited exchange
of views, no votes are taken, no resolutions passed.

To stimulate interest in follow-up and spark
between LAND AND WATER
ROUNDUP, an informal newsletter, is sent 1o semi-
nar attendees for two years,

ideas regions?

FUNDING A SEMINAR

If a proposcd projeet reguires funding from outside
~ources, the organizing group should inquire of pro-
spective donors whether they will entertain a request
for a grant. The organizing group will then prepare
its proposal-in the format preferred by the interested
foundation, government agency, corporation, or in-
dividual, following any guidelines the prospective
donor suggests,

A proposal deseribes the niture and source of the
problem to be addressed. points out the need for the
project, states the objectives, lists the anticipated ac-
complishments, and presents o budget. The plin of
operation should be outlined in some detail.

The contributions which the applicant is prepared
to make in money and volunteer time and skills
should be stated and financial needs explained.

DRAWING UP A BUDGET I'R_(')I’OSAI.

The estimated budget accompanying applications
for Tunds for three-day  seminars should include
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travet, meads, and lodging for seminar participants,
commniittee, and speakers: printing and mimeograph-
ing. long-distance telephone, clerieal work, postage,
othier local expenses for planning the seminar and
for encouraging follow-up activities: and cost of guid-
ance and help needed from the sponsoring group,
including . travel, stall salary and office  expenses,
long-distance telephone calls, mailings. cte. (Detailed

* budget guidance will be found on page 37.)

All focal committee members for Education Fund
land and water seminars have been volunteers, but
pustige, printing, travel, and other expenses they in-
curred for the seminars and follow-up activity were
part of the project budget,

SELECTING AN APPROPRIATE AREA

In sclecting arcus for speceitic projects. consider
questions Tike these: Is there one outstanding com-
mon problem which recurs over a wide arc¢a? Is there
public coneern about a regional environmental prob-
lem? Is there an isste that provides a focus for citizen
coneern? Can a region be defined large enough to
cncourstge a regional approach yet compact enough
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so that seminar participants can keep in touch with-
out prohibitive travel expenses? Is there need to
bring together widely dispersed residents or oppos-
g interests for diseussion of a watershed on which
they all depend and which they all affeet?

The intensified cffort possible in a small arca is
tempting, but this advantage should be  weighed
against the need to find basin-wide or regional solu-
tions to environmental problems or against the wis-
dom of serving a larger arca within which problems
are similar. Travel facilities and costs must also be
considered. Are travel connections within the area
reasonably good?

For most local organizations, the geographic area
of concern is already established. A national orga-
nization wishing to initiate a projeet in o particular
region must make_sure, that focal lcadership s
available, A competent gencral chairman able to
devote substantial time to the project is cssential.
For example, when the Education Fund is exploring
the feasibility of specific land and water seminars,
state Leagues of Women Voters in the arcas under
consideration arc asked whether they would be inter-
ested and whether ‘they. could suggest trained leaders
to form the core of a regional planning commitice.
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SETTING UP THE PLANNING
COMMITTEE

Let us assume that you—the sponsoring group or
organization—have decided to hold a seminar, have
roughly defined the geographic arca and the theme.
and have found a general chairman. Carceful scleetion
of the planning committee is the most important nt
the general chairman’s first tasks.

The key ingredient of League of Women Noters
Education Fund seminars, the bringing together of
diverse and sometimes conflicting interests in a work-
ing situation, is applicd first in formation of the plan-
ning committee,

A planning committee for a seminar should in-
clude both sponsor and nonsponsor members—men
and women-—with a range of oceupational and avoca-
tional interests, all drawn from the geographic arca
covered by a seminar,

A total of 15 0 20 members has proved to be
clfective. Too farge a group becomes unwicldy: too
small a group facks the variety of viewpoints and
the manpower needed 1o do the planning job, A few
well-known persons lend prestige, but the committee
is essentially @ working group, with cach member
cxpected to do his share.,

For an interstate seminar, cach state involved
should be represented on the planning committee,
preferably by both o member and a nonmember of
the sponsoring organization. The major arcas within
a region, too, should be represented if possible. This
representation helps in recruiting participants from
cach Jocation, in gathering background data, in ob-
taining speakers, and especially in planning program
content and in follow-up. .

Committee members should know who are the
focal civie leaders, who helps 1o form opinion, und
how key clements of their governments work. Each
member should be sensitive to the needs, interests,
and prejudices of the area he represents but be willing
to cooperate with other groups.

In the search for nonsponsor members of the plin-
ning commitice, the chairman witl have the advice
and help of the sponsoring organization and should

Q
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seek suggestions from university, civie, conservation,
and official contacts, From these recommendations,
several experts from the region to be covered by the
seminar, representing various -interests  concerned
with water quality and water resources (or whatever
the subjeet may be), are then asked to serve on the
planning committee. Later they attend the seminar
as members of the committee. They bring different
points of view, and their participation assures broad
support.

Members of a university faculty, conservationists,
and representatives of state or regional agencics can
be helpful in developing the program. So can repre-
sentatives of important businesses or industrics in the
arci, whosce help in reeruiting participants from the
business community will be indispensable. A news-
paper cditor has uscful sources of information and
publicity outlets. If there is a present or potential hu-
man health problem, include a medical doctor. Sev-
eral skills, much knowledge, and considerable effort
go into a successful conference, and planning com-
mittec members need to understand that in accepting
the invitation to scrve on the committee, cach is
agreeing to aceept and discharge particutar respon-
sibilities.

MEETINGS OF THE PLANNING
COMMITTEE

Two mectings of the full planning committee are
necessary, with a third if it witl be productive and
the budget permits. A full day should be alotted to
cach. The first mecting should take place about six
months before the probable date for the seminar,

To.scttle many details and save planning -com-
mittee time, the committee members belonging to
the sponsoring organization should mect the day be-
fore for preliminary planning, tentative assignments,
discussion of the budget, and briefing on Lundalmcs
and administrative network.

The first full planning committee meeting is the
time to discuss project goals, firmly cstablish the
geographic boundaries, and clicit both expert and lay

7
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A CHECK LIST FOR
Y GENERAL CHAIRMAN

Help select a balanced. representative planning
¥ committee
¥ Make all subcommittee assignments

Establish workable lines of communication with
#all committee members :
B Set up a time schedule and see that it is followed B

g Make final decisions on motel, letterhead. print- @
fing and mimcographing. date. location and agenda |§

Bof all planning meetings. cte.

fl Supervise and coordinate all mailings

{ Attend ail program committee meetings

H Sign recruitment letter

8 Conduct meeting of planning committec on night

B bcfore seminar opens to review all program and §

8 arrangement details

d Establish adequate method to handle seminar’s |§

B finances and keep accurate records

§ At scminar, be available to greet participants, §
g open and close the program, introduce a speaker, §

Blor whatever is required
HSce that thank-you notes are written.

views on the nature and dimensions of the prob-
fem(s) the seminar is to deal with, Topics to be cov-
ered and names of good speakers should be proposed .
Recruitment should be  discussed  thoroughly and
apportionment ol places among the geographic arcas
decided by the commitiee. Members should be asked
to suggest organizations und individuals to be con-
sidered in recruitment and kit material to be solicited.
Initial recommendations for publicity, public rela-
tions, and recording the seminar shoukd be sought,
and there must be some diseussior of follow-up aims.
(Sce folowing chapters for more detail.)

In this tirst mecting the location and firm dates
of the seminar should be settled if possible. subeom-
mittee assignments made, the budget outlined. and

\

\

\

AL the second Tull meeting three\or four months
Later. but no later than two months Before the semi-
nar. the commitlee will seieet participanty from the
list of nominces. review the program. and plan for

- publicity and kits. Decisions on whether to tape the

conference and ithout whether to. publisha.summary:
or report are made final at this time. Here is a good
opportunity  to  discuss  follow-up  opportunities,
plans. and arrangements. and perhaps to set a date
for a post-semipar evaluation session. With all mem-
bers up to date”on seminar prospects, any required

policy decisiofis May be made by the committee ot

this time.

GENERAL CHAIRMAN'S DUTIES

The GENERAL CHAIRMAN will want to have
probable committee assignments and a tentative work
plan in mind before the first planning mecting. In-
deed. he should. in consultation with his organiza-
tion. insure that needed talent or experience from the
sponsoring organization will he available on the com-
mittee and that Certain Key members are willing to
assume specific responsibilities, particularly for pro-
gram, recruitment, follow-up, and publicity.

The general chaivman should send out an advance
agenda, well before the first planning  committee
mecting. and ask committee members to come pre-

" pared with certain information.

The general chairman will maintain close super-
vision over all aClivities of the planning committee,
chicfly by mail of telephone. In consultation with the
sponsoring organization, the chairman makes final
decisions on all matters of policy and on important
details. As an ex-Officio member of cuch subcommit-
tee. he should receive copics of all correspondence.
As project coordinator, he will keep members up to
date on what cach subcommittee is doing. This inter-
communicatior is imperative where committee mem-
bers Hive in different states,

The chairman should have administrative abitity
but need not be a Specialist in water resources. (Such
specialists are essential, of course, on the program
subcommittee.) He will probably need some paid
seerctarial help to handle the correspondence and
should have access (o mimeographing. addressing,
and muailing services,

The chairman approves all local expenditures and

committee work schedule set up. At its conclusion. keeps an accurdle pecord of the running budget
cveryone should know who is going to de what i O halance.

8
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These subcommittees are recommended:

Reervitment Committee p. 11
Program Content Committee p. 21
Follow-up Committee ' p. 28
Arrangements Committee p. 29 N
Kits Committee p. 32
Publicity Committee p. 34

Printing and Mimeographing Committee p. 36

Fhere will also be seeretarial and financial duties to assign (p. 37).

Work on subcommittee assignments must begin promptly after the first planning
committee meeting and continue throughout the planning period, during which
time the program, recruitment, and foltow-up subcommittees will need o meet
separately,

Committee chairmen are normally sclected from members of the sponsoring
organization who are on the planning committee. Other planning  commitice
‘members serve primarily on the program and recruitment subcommitices, atthotgh
sometimes one of these members will volunteer (o cheek motels in his vicinity or
help get wider press coverage, cte. Nonsponsor members help in other ways, oo

~for instance. by recommending material for Kits. obtaining materials in quantity,
and providing audiovisual equipment and operators.

Committee assignments may have to be adjusted after the planning committee
has decided on the tocation for the seminar, The arrangements  chairman, for
example. should Tive near the selected site, If the site is in or near a large city,
usually the public relations chairman should be from that area,

There will be paper work for all, much correspondence, many telephone calls,
At least one crisis is inevitable for cvery big project. But past committee members
have found the returns well worth the work, Newly aroused leadership inspires
new thinking and activity in the arca. The local sponsoring organization receives
new recognition and finds its contacts greatly broadened. Individual commitlee
members widen and deepen their own knowledge and background while develop-
g new skills, Most important. new alliances are forged.

ii 9
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COUNT-DOWN FOR MAJOR PLANNING STEPS

SUBCOMMITTEES

First mecting full Planning Commiittee
Decision on location, definition of scope,
organization of subcommittees

¢ Preparation of recruitment brochure, nomination
~form

3@ i “Reservation of meeting space
g L -Assembling of recruitment list
s . Decision on program framcwork. follow-up

{’ Budget

i Send out recruitment brochure w/ nominating
forni, tentative program cutline
¢ Colleet possible kit materials

~ Deadline for nominitions
‘Seeure all speakers, order visual aids

...~ Choose participants—send them acceptance form,
room reservation slip, list of participants

—- Notify individuals not selected.and all

organizations

.--Sclect and order kit materials, advance study

. materials

RN \Dralfl problems for discussion sessions
v Mail to participants: publicity request,
financial instructions

A Final arrangements, menus, ¢te.

- Print program

" Send out advance study materials

Prepare final Kits
-~ News announcements to media

Planning Committee arvives

12

1~

6 MONTHS

n

MONTHS

4 MONTHS

3 MONTHS

MONTHS

I MONTH

(2%

WEEKS

1 WEEK

I DAY

MINAR
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RECRUITMENT. WHO AND WHY

On his commitiee, the RECRUIIMENT CHAIR-
MAN needs at least one person from each state or
locale. The chairman also needs aceess to a mimeo-
graphing or photocopying machine, stationery, and
lats of stamps,

WHO SHOULD BE INVITED

Solutions to resource problems often entail sovial
and political decisions with wide implications that
need 1o be understood in the community. Seminar
recruitment systems are designed to locate and at-
tract citizen leaders from diverse segments ol the
community, leaders who can benefit from an oppor-
tunity to dearn more about fand and water, govern-
mental structure, or citizen eflectiveness; who will
also benefit from an inereased understanding of the
conflicts among cach other's interests; and who will
in wrn stimulate their own colleagues and constitu-
ents to take an active and concerned role,

Getting the right participants is vital to the sue-
cess of this type of project. They should be present
ar potendal conmunity leaders representing varied
ceonomic, vecupational, geographic, and avocutional
interests, with varied approaches to fand and water
resource use. They should have follow-up activity
outlets that will enable them to reach business, la-
bor, vivie, professional, industriad, or agricultural

groups, the news media, and cducational services.

Q

Examples of fay participants whose organizations
have an interest in related matters might include a
manutacturer whose industry requires waters a devel-
oper whose business involves kind - use, vequires
water supply and sewers. and affects land and water
resoureesy o labor deadery o professional whose al-
filiations are with planning, design, or enginecring of
and or water projectst an editor whose newspaper
neglects such issues: am ofticer of a0 preservition or
garden society that has not hecome involved  or
vllective in broader environmental allairs; @ mayor:
a teachery aninner-eity residents a law stwdents @
rancher: o retailery a banker,

An evpert, oo, may benelit from insight into the
social and economie aspeets of competing demands
on available Ld and water or into the workings of
government or the dynmmies of citizen action, A

RIC
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state legislator who serves on a committee deciding
on any aspect of fand- and/or water-use  policics
usually appreciates  the opportunity to view the
whole scope of problems presented. He can put the
informaticn to good use as well as leaven the discus-
sions. Young people and representatives of minor-
ity groups may add important points of view. In
short, the committee b beyond the
wiater and conservat’ '

Good questions o
ticipant are: “Wh =
What can he take awa, .

Choice of participants must be related to goals of
@ particular seminar. Each  planning  committce
should adapt and expand these guidelines to fit its
own situation, trying to avoid having too many cx-
perts, ofliciuls, industrialists, or conservationists. ‘The
committee should bear in mind that these categorices
will assuredly be represented on the tfaculty, too.

agested par-
w the semina?

SELECTING THE PARTICIPANTS

Developing a list of organizations within the seminar
area

Fhe first step in veervitment is to colleet names of
organizations active in the seminar arca and in-
terested in land and water issues. In this, the reeruit-
ment chairman needs everyone's help. Before the
first planning  committee meeting, someone  from
cach state should be asked to assemble a current,
comprehensive list of organizations in his stete, If
organizations are to be asked to send names of
nominees (sce p. 13), the current president's name
and address will also be needed.

Among the obvious organizations are chambers
of commeree, garden clubs, industrial groups, sporls-
men's elubs, farm groups, lubor unions, conserva-
tion organizations, student and other yauth groups,
teachers, and service elubs,

The Conservation: Directory, issued annually by
the National Wildlife Federation, the three-volume
Eneyclopedia of dssociations—available at univer-
sity and large city libruries—state yearbaoks or pub-
lic alfairs directories put out by the General Fed-
cration of Women's Clubs and chambers of com-
meree, local library listings, and the women's; state,
business, and furm pages of loeal newspapers are ull
sources of this Kind of infarmation,



SOME OFFICIALS AND ORGANIZATIONS THAT
WHO NON”NATES? MAY BE ASKED TO NOMINATE l’.\R'lfl('II’A\N'I'S

Conservation Gronps Large-scale farming

Scientists and Engineers for Appalachia Associated Industries of state

Audubon socicty Assaciated General Contractors

Citizens for Wilderness Plannir | Industrial foundation

Federation of garden clubs Fisheries association

Nature Conservaney Resort association

Enviconmental couaeil Marina builders

Wilderness Society Land developers—recreational, resit tial, co !
Hell's Canyon Prescrvation Council Feedlot operators

Association of Soil Conservation Districts Sand, gravel industry

Sierra Club Ottshore minerals industry

State Wildlife Federation

Watershed association . Labor

Tzaak Walton League AFL-CIO or area labor council

Canou club, hiking club United Steelworkers, Qil, Chemical & Atomic Workers,
Trout Unlimited United Auto Workers

. Statc organizations or locals
Academic World

Student government Health
Water Resourees Research Center Medi:zal Society
Chairman of department—natural sciences, engineering, Nursing Assaciation
planning. political science Dental Socicty

Student Council on Pollution and Environment (SCOPE)
Dean of faculty or law school Government
Education association State fisherics, wildlife, parks department
School board Mayor, ¢ity manager, or city council
High school prineipal Leader or speaker, state legistature
Yarent teachers associatian Governor

. L . Ixtension services
Professional Socicties & Associations Department of planning and community atfairs
Engincering society: civil, eleetrical, chemical, mechanical State health board
Farmers Chemical Association, Ine. Association of countics
Cattleman's assoviation Water resourees board
Amcerican Institute of Architects River Basin Commission
Board of realtors Zoning cammission
Gualagical society
American Trial Lawyers Association Quasi-Governmental
Farm Bureau Federation Economic development district
Heolagical Society of America Repional planning commission
Association of Tand planners Rural development district
Associatian of fandscape architects .
Wildlite Society Civie, Service &'bpclclnl Interest
Society of American Faresters Wamen's arginization
Oceanographic institute Boy Scouts, Girl Scouts

4-FL Future Farmers of America

Industry & Business Lions, Kiwanis, Rotary. Jayeees
Lumber mill, paper, pulp Junior League
Mining company, mining association League of Women Vaters
Chemical industry Citizens or hameawners association
Petraleum mdustry iand components) American Legion
Foad processing industry Chareh or religious groups
Textile industry
Steel company Media
Electric power companics Newspaper publisher or editor
Highway plannets and builders Manager. television or radio station
Ayuaculture industry 1 i Qutdoor Writers Association

O
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The list of organizations interested in land and
water use in o river bisin may number 250 or more,
front which fifty seminar participants will he chosen.
The selection can be made in a number of WHYS.

Obtaining nominations

Noninations from the recruinment and the planning
conmittees The planning comniittee can assume
vesponsibility for nominating the participants. Fach
conmittee member suggests names of organizations
and individuals 1o be considered, accompanying his
suggestion with the fullest possible information on
cach, plus his reasons for the nomination. The re-
cruitment commiittee seeks out supplementiny infor-
mation and then meets to select puarticivants and
alternates 1o recommend for the full committee’s
constderation. AL its second meeting, the planning
conmmittee makes the final decisions, lnvitations are
then sent promptly to the individuals chosen.

Nominations jrom selected Qreanizations In o
variation of the first method, the planning committee
-individually  and colleetively-——investigates  cach
organization on the dist to fearn whether it has lead-
ers who wonld be promising participants. The plan-
ning committee then seleets fifty organizations and
asks cach to nominate someone to attend the semi-
nav, ‘These nominees are then invited,

Nominations from many organizationy Where
the planning committee does not know the area's org-
nizations or individual Teaders well cnough to make
direet selections, many organizations can be asked
o nominate participants from whom the planning
commitiee can choose.

A letter, signed by the peneral chairman, ashs
cich organization to nominate one of its leaders on
ait enclosed form, An attractive recruitment bro-
chure and o tentative owtline of the program explain
the project, stimulate the organization's interest, and
puide it selection of w nominee, Inclwde o list of
plamning committee: members with their aftilintions.
Remember the tame and address of the recruitment
chairman for returns.

Fach of these picees should have the approval of
the general chairman. Mail them ar least four-and-a-
hali months betore the seminar. State the deadline
tor return on the form and in the letter or brochure
and sevatar leavt owo-and-a-halt months betore the

O
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seminar date and two weeks before the second plan-
ning commitiee mecling,

I, as nominations come in, some citegories are
underrepresentee, the recruitment commitiee sug-
gests nominees. The reeruitment chairman compiles
information reeeived  about those nominated and
presents it to the planning committee, which selects
the fifty names 1o whom invitations are sent.

The advantage 1o this procedure is that it alerts
whole groups to the project and confers organiza-
tional backing on the persons selected. The disad-
vantage is that many nominces must be rejected
simply b he number of participants is strictly

limite * ¢ « and occupational variety is
sougie s casons have fittle to do with «
nominee ations, misunderstanding and  re-

sentment may result.

Preparing the lists

Whatever the source of nominations, the recruit-
ment chairman prepares a list of nominees for re-
cruitment committee and full planning  committee
consideration. Nominees are grouped by states or
localities. with a thumbnail sketeh of citch—occupa-
tion, background, interests, and organization or per-
son nominating him, Thorough background informa-
tion about nominces who are members of state, lo-
cale and regional boards and commissions is espe-
cially needed, so that the planning committee can
decide whether an official’s thinking will be so
strongly determined by his private interests that he
will not benefit from or add to the balance of the
sentinar. I possible, send the list to committee mem-
bers before the second planning mecting,

Receruitment chairmen find it helpful to assemble
information about cach nominee on separate card
with space for home town, occupation, professional
training, oflicial and volunteer posts held, avocation,
and afliliations. By sorting the cards as nominees are
considered, o reeruitment  chairman  can quickly
cheek on geographic, occupational, or organizational
baliice of the group,

Choosing those to invige
In seleeting the participants., the planning com-
mittee will take into accouri twse factors:
Is the nominee o leader of the organization?

13
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SNAKE RiVER BASIN-

Land and Water for
Tomorrow

A Seminar for Citizens
June 3-4-5, 1971

Rodeway Inn, Boise, Idaho

OMEN

o3

The Snake River Basin in Perspective
An ecenomic commodity? An ecological community? Both? ;
Natural resources -—— what's in the basin?
Human resources - who's in the basin? ;

Habitat of the Snake
How do we use and misuse our land - forest - range - rural - urban?
How does land use alfect water quality? 1
How may the Public Land Law Review Commussion Report affect the future of two- :
thirds of the basin's land?

Water of the Snake
How does waler law govern life 1n the basin?
Who needs the water --— municipahtios - larmers -— power companies — SpOFts-
men - - industries - - individuals wildhife — the land — the rive-?

} Who Should Decide Our Basin's =:..re?

; Who's in charge hoere - Corps of Z: @ aeers — Bureau »f Reclamation — Sports
Fishotes and Wildlife - Pacihic N ~ost River Basing Commussion — Environmen-
¢ tal Protection Agency? Where de e citizen fit in?

B What Are the Costs and Who Pa;

. ' What distinctive economics apply - land and water uses?

P

How Can We Keep the Snake Anve?

u Can we set prontiog for protecting our most vital resoutce -+ a haalthy river which

will meet afl our noads?
: 0
Parhcipants will determine from the seninar's information the land and water usa

problems pertinent to then gengraphic areas

N what Do Citizens Need to Knew for Successtul Acticn?

How 1o aet the tacts — how to woe  «<th covernmental agenciles vt pavate organ:

‘ Lrations how ta get laws piserr =0 eoforced -- how to deveop puhlic under

: S b The alternatiyes. ai e water use - how to stie ate citizen offort
toe ot aase use 0f the oo o304 o8

. What Ca- We Learn From Coas .0 ies of Successtul and Lnsuccassiul

Citizernt Action?

ERIC

Aruitoxt provided by Eic:



ERI

CITIZENS” SEMINAR

Db BSOS

Comstal tands and Waters

of New England

DLHPARYICIEAN TS

Apnl 7,89, 1970

Sheraton Hlyanniy 1hn, Hyanmy Massachusalts
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MEN V
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© The recruitment brochure to the left accompanied
invitations to individuals selected as -participants
and was their first information about the seminar.
On this page are a brochure and ‘letter asking for.
noninations, both to be sent to orgnnizations.
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Leaguo of Uomen Vorets Rducetion Yund
IR YOUR OPINION, WHAT ARE THE NOMINER'S SPECIAL QUALIFICATIONS?

mu_v_xnc 'Of.‘l. (Plesse snswat fuily.)

\ far Pareseipation In
L :
tha Sem(nst on Land snd Weter Use :
ARKANIAS-WHITZ«RED PIVIK i‘l‘l” < Middle and Lover fections
Herch 17, 18, 19, 1970 |
Poee Sxith, Arkansas

Iv your nosminse toncetned with ¢ pstticuler 1end or wetsr problem in yout eres?
1 s, vhat o fe? : .

(Nama of Utganizetion)

(asdress of Otgaatzatlon)

prapuses 88 8 Perticipent -

Hana, Phons,
Addreea,
Woatnes's Reckgrovud: Plosse ragurs not letar than Jenuery 15, 1970
Tor Mrs, Peul ¥, Andtess, '
A, Preesar Occupetion '
. . 3549 Wesg 1lch Strese,

¥, Exparisnce in commnity projects, govetnment, othet otgentsations

(protessiunal a: vol A . Wichica, Kanses 67200

Wii1 your numines ogras to =~
1. Do preriatnery rasding for the semivar? (Natstiale will by fursished (o

advence,

1. Atéwnd il sssstons af the semineel

Pertlcipsnta vtll bs espected to catry tha loformstion geined st the Semtner back
to thaly cosunitisn and tn repote on focsl activity to the planaing committee
feom rims to tine fot Jotlusion in s newslscter te be sent to all perticipanis.

18 vour avmines able snd wiiling to carcy out thix plaal,
.

s your otgealzation sble te offer him wose \J

(Plesss cantlnua on the other sude.)

\

\iter the planning committee has selected about RENIH &
PT A - Yeuth - Fude - 4 Ptrstasm

ticipants, considering nswers to guestions like those on the

shove nomination forms,- it pauses to check whether the Frensation - Ftraatin - Z’A«yw . /ZAIW

desired halance of interests is being achiesed. (Right)
h

ARARVW u E
C«"—y-/z-* Lop 0t
U t)' ZFﬁ - 1] L
-Cv&a—-&n-...%.cw ; ’(‘/'( fant g‘f
Bawke 70 Cememie D

. ;’v"" C’M‘."""‘."" "

Al,aw-a' /
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Docs he have good organizational connections
or potential for elfective tollow-uy,?

Docs he already have some interest?

Daoes Tis organization agree to cooperate?

I ohe i already an expert, should he be con-
sidered as aspeaker or panel menier instead?
Is e reeeptive to new information and ditferent
points of view?

About some nominees, there will be immediate
agreement. When the ist approaches 30 or so, pause
tolook at the overall picture. Is the list geographi-
cally balanced? s it balaneed for occapations and
interests? Special attention may be required to obtain
representation from certain arcas or interests, Changes
may be necessary to round out the coverage,

Don't expect 100 percent aceeptance and do an-
ticipats o few mevitable List-nimute cancellations.
Pheretore, o have SO participants, send iavitations
to 60 persons and authorize the recruitment chair-
man tooselect bist-minute additions from a0 reserve
NS

INVITING THE PARTICIPANITS

When the invietion list s fivn, the reas ent
chunriman notties those selected Tetters 1o aem
melude

A Aceeptanee rorm, 1o he suee they understand
then conmitient oo attendance tor the full three
dins and to folos up activity, Participants sign this
form and retarn 1o the recruitment chaivman,
b Roonr reservation slip. Participants 611 out
this forne and vetarn it to the recraitment chairman,
who turns it over 1o the arrangements chairman
¢ Mimeographed list of all selected participants,
with their addiesses amd the mames of organizatons
they represent. (s bist facilitates car-pooling h
can be osent wath the later preseminar mailing Jde-
serthed on po 33
d A more detaided Tist o speakers or program,
threads and funds pernit '
[ nominations were requested from organizations,
the rectitment chamman lso notities:

l Indiiduals not selected, by a personal e
2 Fach onganzation whose nominees were o

selected, with a comteons explimation of the reas
R} Onraneeations whose nomimee wis select.

{RECRUITMENT CHAIRMAN

g Coordinate with ceneral chairman of planning com- §
g niittee on all mailings

§ Collect: names and  addresses of interested  orga- §
i nizations, with name of current president or executive |
B otficer of organizitions to be asked to nominate

¥ Send recruitment letter or brochure, with nominat- #
8 ing form (if this method seleeted). or

B Colleet names and addresses of individual nominees B
g and coordinate rescarch of recruitment committec §
f (if this method selected)

B Make Bist of nominees, with thumbnail sketch of |
§ buckground and aftiliation

f Help planning committee choose SO participants
B [nvite those selected (and notity those not seleeted |

4 il third method used, as well as the organizations §
B which nominated)

fl :nclose brochure, reservation and aceeptance forms |

§ Compile lists of participants with addresses and B
¥ organizational aftiliation, to mimeograph for Kits

g 1.ist for follow-up chairman those not selected

B Work with genceral, publicity, arrangements chair-
f§ men, give lists to Kits and follow-up chairmen

Help with registration at seminar

ADAPTING RECRUITMENT PROCEDURES
TO NEEDS

All recvintment procedures can be altered in ses -
eral ways. For example, to reach more widely into
the community, nominations of members of  the
sponsoring organization are strictly limited, though
its local chapters should be asked to nominate peo-
ple from their owns, However, particularly  well
qualifiecd members from the sponsoring organization
iy be aecepted as nominees,

Gieographic halance s desirable, but for some
serrnns it may be appropriate to weight representa
ton toward a particular locade

Fach planning committee should adopt the recruie
ment methad suitabic for its members and s are.
bearing in mind that the goal is to achieve leaderstip
representation from diverse and contlicting interesis,

17
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LAND AND WATER SEMINAR

ACCELERATED GROWTH ACCELERATE.D EROSION
Sediment, Our Wasted Wealth

April 14, 1971

Pedar cexxgxxx !

We are pleased to invite you to o Land and YWater Seminav at the
Baltimore West Holiday [on, starcing at 9:00 A M, Teesday, May 25,
and ending at 3:00 P.M, Thursday, May 27, The Buminar is financed
under A grant from tne Water uality Ofifce of the tnvironuweatal
Protection Apency.

Encivsed is a peneral outline of the proposed program which will
comecery urban=suburban erosion and sedimentation problems and solutions.

A distinpuished facalty has apreed to serve as stimulators of
discunsion, ang you are one of Uity community leaders from Maryland,
Yirginia and tae District of Columbia who have been selected to par-
trcipate,  Tne invitation list is deliberately small and carefully

chosen b oatiowe o free flow of ddeas from individuals with a wide
e Lo e,

weoare Cow oo oadd that oax elett permitn o to provide trans-
portation an o comodation espenses, Lo facilitate the making of

final arvamueents, we aslk toat you reply o our invitation on the
wncloied card by Tuesday, aprail 20,

We look forward to your attendance at this Seminar on May 25.
Your presence will help assure its success.

SNAKE RIVER BASIN — today und tomorrow
Seminar on Land and Water Use

28¢5 Wenmoreland Diove

Tana Saity 1dato 2401

You areinvited ta be one of 50 participants tror Haho, Orepon and Washington
to attend an expense pod three-day seminar on Busl and v cer use in the snake [iver Basin,
The meeting witl be held at the Rodeway Innin Baise, Tl o June 3-5, from mid-morning
Thursday througrh mid-asternoon Satnrday,

‘ Key deeigions tor the Snake River Basin on pres at and future uses of Land and
water e constantly bernge made, A a cotmumity Teader cou will be mare and more
involved it makinge those deeisions that will affect the Tives of us all. This semiwr,
sponsored hy the League of Women Voters Fdueation Funed. provides an opportunity lor
yau ta ohitain infortation from outstanding professional people in the Tields ol Tand and
water management,  You sl meot Jeaders froma winle variety of activities and interests
e snake River Basin and he able to exchange wdeas with them, The enclosed hrochure
alfears additlonal dotaat,

Treavel, Tomd gz lodgimg costs are heang pravided Teom o modest geant to the
Lo fram e Water coality Otfice of the Environmental Peotection Ageney, Washington,
Do, o tainvolve this Tyree o group of pacticipants i the seminare, we are asking
that rose T o in the e aee o ceeange o trave] together whore possible,  \ hist ol
all partieuee o will he snded teocog Tater,

We hape s emu wob] assist citbzens of the suake River Basm to anderstand
more tutly rhe copeelatom bet cothe uses of Lind and water, uses that are olten con-
Meting - e b the quatine o thees e, A outstndime e ndtv will Teadd the semaag e “The
prograt csedute nebades mece s e fae gquestians and desenssions hetween the tacuhy
aml the partichpants,

We beliove, as o paets seont, you Wil want otk haeh o vour commumty ideias
lor fulare o eound protectian of e sake Rivers Uhe s atinday session wall L hagshliphit
of the senon or an il foedses one - o citizens cun he etlective e planmng,

Plestse complete the strched favms aml vetuen thems by Priday, Apri) do -
tocthe adihie s lstes]l on The fue-ss, We do hope you wik! e able tosdtend,. The meeting
should prove i he govaluahle e exetimg theoo daya,
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Dear Jommunity D

Thans you tor
Waters seminar te

AS e oanticipats
woosan acsept,
when reprenoant g
somibnar and tha
T probloms ot
utideratam) that .
f the problems.
tor each othi,

Rewqret ful ly o we
ahall have yeoor
tiopant wilt i
the hope you wils

©wha may not already have a backaround of experience 1in

ARKANSAS-WHITE-RED RIVER BASIN — today and tomorrow

Senunar on Land and Water Use

1012 Elmwood Drive
Norman, Oklahoma 73069

Dear

We are pleased to inform you that your candidal-- [ENI :to
participate in the Seminar on land and Water kor Jomorrow, Atoas=-white-
Red River Basin, to be held at the Downtown Holiday Inn, iort osmtth, Ark-
@G, March 17-18-19, 1970. His qualifications should contribute greatly
L. the success of this pilot project.

Your cooperation has be=n most helpful, and we xnow that your support and
continuing Interest will be of great assistance to
when he undertakes follow-up activities in ycur area.

W2 are in direct contact with
to whom we shall send all details of the Seminar.

Ve look forward to a continulng cooperation between our organizations.

Sincerely yours,

Sabine Rwver to the Flanda Keys

January 20, 1970

ader:

intercest an the culf of
in Pensacola ain March,

Uoexpression ot
be hel |

Nexane CeoLstal

1 cur bBrochure, wo have had many more nominees than
Soare gaving priovity to several categories:  those
nLsatong or interesta not already reprosented in the

Santal water develapment and management . 1 am nure you
soare rrying pramarily tooexpand citizen comprehension
sither than gather together a aroup of oxperts to talk
the Yope that real grasc raots action will result,

et orurn dawn your hominaticnc Howsver we hope we
ntyoang inturest, Foltowires she Seminar, cach par-
Linting a progqram or prodrams o hitn oWwnocommunity,
~lp o plannaing and earrying cat these programs,

Sincerely ypours,



Forms to be completed and returned, enclosed with the invita-
tions to participants, are informal in tone yet convey firmly that
those who attend accept the serious purpose of the seminar.

('\ 2
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PROGRAM: WHAT, HOW, AND WHO

The Program Committee plans the seminar pro-
gram and invites the speakers, Project goals and
program topics discussed at the first meeting of the
planning committee guide the program committee,
which presents its plan for discussion and sugges-
tions at the second planning committee meeting.
Frequent revisions of the proposed progran:. formal
fetters to speakers, and communication with plan-
ning committee: members responsible for printing,
public relations, and arrangements are part of the
program subcommittee’s challenging work.

The committee has an immediate assignmient: to
draw up’a general outline of program topics to be
incorporated into the recruitment brochure or en-
closed with the recruitment fetter. An interesting
outline which captures the essence of the seminar
and suggests s content will enhanee the appeal of
the invitation. Obviously, at this stage it will be im-
possible to list speakers’ names.,

The PROGRAM CHAIRMAN should be @ mem-
ber of the sponsoring organization and must be
knowledgeable about the subjeet of the seminar, For
the EWVEFE land and water seminars, for example,
@ presenc or pasi League of Women Voters state
water resources charrman usually handles this assign-
ment. Fhe general chairman, the foHow-up chair-
man, and several experts from the planning commit-
fee serve on the program committee, as do the pub-
lic relations and kit chairmen, i geography and
funds aflow.

PROGRAM CONTENT

To make experts of the participants is not the
goal of the seminar program. Rather, the seminar
should be designed 1o feave the participants veh g
sense of the breadth of the problem: the complex
interrelationships of its environmental, social, and
ceonomiv factors: and the importance of public par-
ticipation in decisions,

The challenge is to cover the highlights in three
days in ways that awaken or enlarge a participant’s
interest, impel him to wmake clfective use of the in-
formation provided by the program and the kits. put
hin in touch with other people of like interests. ond

show him how and where to find further information
and help,

PROGRAM FORMAT

Although no format will guarantee 2 successful
program, certain conditions are nccessary:  able |
speakers, a clear structural relationship between the
parts, varicty and change of pace, ample audience
purticipation,

A successful plan can be built around two major
speakers, one philosophical and one informational.
The first—the keynoter—will set the tocal or re-
gional” situation or the problem (if. the seminar
focuses on one problem) in broud perspective; the
sccond will deal, from his expert knowledge, with
one major facet of the seminar theme. For the rest
of the program, vary the format. Use shorter talks,
panels, films and slides, and small-group sessions.

After-dinner sessions are an accepted part of a
seminar, but they should not be too heavy or run too
fate. Everyone is grateful to have his time used to
full advantage, but enough is cnough. A major tatk
by a noted speaker will be well received an the first
evening. A short, lively talk, small group discus-
sions, a film, or a series of inspiring and informative
case histories might be & happy choice for the second
evening. Or that evening could be used to bring to-
gether small groups of participants from the same
focality to discuss its needs and how they can work
together at home,

Because participans should have a chance 1o par-
ticipate, provide plenty of time throughout the pro-
gram for questions and discussion from the floor.
List these periods on the printed program. Ex-
changes between pancelists fiven up a program. En-
courage them! :

In planning the program format, ample time must
be allowed for coflee/coke breaks in both morning
and afternoon sessions,

The program commitiee considers seating arringe-
ments for meals, Plans could be made to seat partici-
pants according to arca at one meat and to mix them
at another. Packets of table assignments could be
given out at registration time. Or the committee may
prefer not to mitke any assignments exeept to see
that speakers and committee distribute themselves
widely. Topies for diseussion can be placed at cach
tuble il you wish to emphasize the problem-solving
arientation of the seminar, or one meal could be
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reserved for discussion of their problems by area
groups, However, mealtimes are really not satisface-
tory for sessions ut which decisions are to be tuken
about goals or follow-up. '

ELEMENTS OF A GOOD PROGRAM

In the Education Fund fand and water seminars
dealing with a basin or region, program content falls
into three categories: information about water and
the arca, about governmental and legal institutional
arrangements for water quality management, about
techniques of effective citizen action. More speeif-
ically, these programs are usuadly built from the
following clements:

Keynote address .

The keynote speaker may come from the aci-
demic, political, or government ficlds, or he may be

a scientist, regional planner, cconomist, or conservi-

tion oflicial.

Water in the basin or region

1 Water (river, lake, coastal waters, aquifer) as
a natural phenomenon and as o resource: how it
serves man’s needs, how it has been developed to
date. Several experts are needed who can cxplain
the water needs of various segments of the total
community-—agriculture, industry, municipal, reerea-
tion, power generation, transportation. Major cxist-
ing projects for flood control, navigation, irrigation,
ground water and fand development in the region
might be explained.

2 Proiects and programs curvently in preparation
or planned i the basin: not only developments on
the water body proper are appropriate, but larvpe-
scale residential, commercial, and industrial develop-
ment, extractive industries, highways, reereation or
conscervation projects, power plants, livestoek opera-
tons, even weather maodification. Al these diveetly
affeet the water resource and are appropriite to the
progrant it projected for the given area.

R Warer law: constraints it imposes on the solu-
tions o problems, especially in the western United
States.

4 Eects

of ceonomic development: on the

i
—-

water body. its tribWtarics, the land they drain, and
on groundwater. EXamples of industries that have
successfully corrected their poliution problems or of

development harmoOnious with environment are more....

effective than  descriptions  of harmful examples,
though these should not be glossed over.

Institutional arrangements

1 Relevant locdl, state, and  federal programs:
water management missjions of agencies operating
in the region. Where authority over a water resource
has been delegated 1o a large private company, a
power or irrigation company or i port authority, for
example, that arrangement should not be overlooked.
2 Legal framework

3 Regional arrangementy: what they are and
how they compare With othery noteworthy for new
or outstanding teehniques,

4 Water quality: whose problem? A regional
representative from the federal water quality agency
should be invited tO describe his ageney's operation,
tools at its disposali problems of financing, coordi-
nation, and enforceMent, and danger spots. The cur-
rent status of water quality standards will be impor-
tant here as well as overlupping or conflicting
authorities between ageneics and between levels of
government.

5 Pianning for the futnre: work and composition
of any large-scale unit whether o public body or not,
whose assignment includes jurisdiction over water
resources. How will these future developments affect
the focal people and their physicat environment?
What costs and benefits will these bring ta all USS,
citizens?

Presentations in this seetion of the pragram should
include answers o questions about public input into
gavernment policics and programs, Is there an op-
portunity far public and official weighing of social
as well as tradition! cconomie eflects of alternative
solutions o walter Problems? Will governmental de-
cisions be responsive to the wishes of the majority
of affeeted citizens” Ave there gaps in jurisdiction or
in exeeution of programs? Where and how can civic
groups participate in decision-making? Is there o
need (o cut across jurisdictiony] lines?

Preparation for eficetive citizen aetion

| Case historieS of ¢iticen action: suecessful or
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unsuceessful-und-why examples of civie action told
by persons who led or participated in the activity,
Curcfully chosen, these accounts are stimulating, they
show vividly whiat people can accomplish and offer
a welcome change of pace.

2 Problem solving n small groupy: @ common
technique for stimulating cach individual o think
through u problem, Problem-solving groups give par-
ticipants a chance to exchange ideas and to test their
own. (Sce p. 25 for techniques of setting up and
handling problem-solving groups.) =

3 Tools and techniques of citizen action: tailored
1o fit the needs of cach seminar's participants,

Follow-up

Plans for keeping in contact, getting ‘and sharing

information, assignment of initial goals and immedi- |

ate responsibilities,

SELECTING SPEAKERS

To make the complexities and conflicts of a land
and waler situation clear to your audicence, use semi-
nar speakers of many viewpoints. Avoid filling the
pragram with conservationists or overweighting it
with industrialists and officials. Do use speakers from
different sections of your arca.

JTry to choose speakers who are expert in their
liclds. Try, too, ta choose speakers who value citizen
effort and weleome new techniques and subjects for
conmmunity and regional action, If you approach a
federal ageney or a corporation or business orgi-
nization for o speaker, make clear your preference
for a person who actually deals with the problems on
which you want him to speak yet is knowledgeable
in the whole ficld. A big name is not important; the
man with the title may or may not have the informa-
tion you are secking, Nor is the public refations ofli-
cer usually the Kind of speaker you want,

Consider the budget before inviting speakers. Will
bringing someone from a great distunce use up (oo
much of the money budgeted for speakers? Will the
government ageney pay the travel costs of its speak-
ers? Federal departments, and some states and cities,
can pay travel expenses when their people speak, but
requests often exceed ageney Tunds, Will the senator
expect i large honorarium? A member of the UL,
Congress mav he willing to speak without payment

24
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in his own arca. A congressman from clsewhere will
expect a fee, the size inercasing with his prominence.

Planning committee members will be able to sug-
gest professors, businessmen, association people, clc.,
who will talk over seminar plans with the program
chairman and recommend possible speakers. Somce
subjects can be covered by faculty members from
arca universities or officials of local, state, or region-
al agencies. Seme parts of the program can be han-
dled by planning committee members, Spcakers can
help with mare than one topic: for example, in addi-
tion to giving his talk a spcaker can scrve on a
panel, act as moderator, or be a resource person dur-
irg the problem-solving sessions. Don’t overlook
good speakers from the sponsoring organization or
other civie groups.

Try to check with somcone who has heard the
proposed specaker. Do his manncr and his prescnta- -
tion hold the interest of his audicnce? Does he speak
to his topic und make his idcas clear? Will he bring
fresh ideas for the seminar or give an old speech?
Don’t depend on the fact that he wrote a good book
on the subject,

When inviting a speaker, cxplain the purpose of
the project, outline the program, and describe the
size and make-up of the audicnce. Enclosc a copy of
the recruitment brochure. In the first letter tell what
you wish the, speaker to discuss or what point of
view you wish him to represent and approximatcly
how much time he will have on the program, Statc
unambiguously whether or not your organization will
pay his travel and seminar expenses. If prepared to
offer an honorarium, state the amount you are pre-
pared to pay or inquire what he will expecet to re-
ceive. The LWVEF practice is to pay travel and liv-
ing expenses for speakers whose agencies. compit-
nics, or organizations do not absorb the cost, but not
to pay honoraria,

Urge cach speaker to come for the eatire three
days, or, if he cannot do this, to stay as long as
possible. Whether or not he fills more than one spot
on the program. his continued presence will be valu-
able in informal discussions and in answering par-
ticipants” questions, He may become keenly inter-
esteds decide to stay longer than he planned, and
tuke part in subsequent activities!

I yvour correspondence after o speaker aceepts,
outline as speeifically as possible what you wish him
to deal with in his presentation and the exact time
allotted for it. Send him o tentative program outline
showing what others will cover before and after his
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" tograph of the keynoter

T resource person for

talk. If he is to be on @ pancl, let him know who
else is on it and, in some detail, what you have asked’
cach to cover. Tell panelists the name of the panel
maoderator. A.sl\ cach speaker whether he will need
any special equipment such as a projector, and if so
what kind (and tefl the arrangements chairman).
Ask him to send or bring 85 copies of his speeeh
(this nced not apply to the “citizen action™ and fol-
tow-up speakers) plus uny reference material he
wishes to distribute.

Request his biography immediately and keep after
him or his secretary until you get it. Request a pho-
for newspaper usc just be-
fore the seminar, Then send these to the public
relations chairman and the person in charge of the
printed program and supply a copy for the person
who will be introducing him.

Before the seminar, speakers will nced a hotcl
reservation slip, instructions for reaching the hotel,
und any other advance information which is going to
the participants. Take care that the arrangements
chairman and program chairman do not cach think
the other is sending this material to the speakers.
Both chairmen need to know how long cach speaker
expects to stay. ’

After the seminar, the program chairmian or the
general chairman writes a thank-you letter to- cach
speaker.

PLANNING PROBLEM-SOLVING SESSIONS

If—as training for effcctive citizen action—the
program is to include problem-solving group scs-
sions, the program committee should draft the prob-
lems well in advance of the seminar. Problems
should not be too fanciful or too complex but should
resecmble real situations that participants might face
in their own communitics. Howcver, problems
should not be identical with any wcll-known, con-
troversial issue. Frame questions accompanying the
problem to stimulate discussion about what facts
people need to have, where and how to g:t the
information, which government agencies and private
interests are involved, and how to initiate a course
of action.

Arrange for an experienced discussion leader and

discussion feaders in advance: ask cach to be ready
with an approuach to guide participants. At the Edu-
cation Fund seminars. League members from the
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cach group of ten. Brief the

planning committee or present in other capacities
serve as discussion leaders; speakers and expert com-
mittce members serve as resource people. Because
group participants always ask for morc information
about the fictitious communitics described in the
problems, u speaker or committec member might be
assigned to cach group to make up hypothetical an-
swers to such questions, The three leaders in each
group, but no onc clse, nced copics of the problems
in advancc.

Setting up the problems

Probleni-solving sessions are an opportunity to be
creative—in planning the sessions and in working on
the problems. As a rule, each group is assigned a
diffcrent problem, for which it triecs to work out a
suitable und cffective citizen response.

One variation is to assign the same problem, with,
scveral alternative solutions briefly outlined, to all
groups. Each group discusses the implications of the
alternatives, fleshes out what citizens will need to
do to implement each, and chooses onc.

Another cffective approach to problem-solving
sessions is to assign participants to small groups ac-
cording to placc of residence. To make this structurc
work, have cach group, carly in the seminar select,
through discussion, and list thc mujor environmental
problems in its arca. Later on, nearer the end of the
substantive part of the program, cach group mecets
again to revise its list and to focus on issues most
necding citizen attention, These preliminary sessions
lead casily into discussion of “What to do when we
get back home.”

In & seminar concentrating on a single ﬁubject
cach problem-solving group might work on a plan
for problem analysis and a step-by-stcp stratcgy for
problem solving, kceping in mine the goals of citizen
organizations and the technologizal, financial, legal,
administrative, and other constraints on them.

Reports from the groups

After problem-solving discussion is well under
way, cach group .lppolnts one of the p.lrnc1p.mt§
“(not a speaker or committcc member) to report
orally to the entire seminar. Reporting, usually pre-
sented with humor and imagination, stimulates

groups to carnest application und changes the pace.

25
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 TWO PROBLEM-SOLVING SAMPLES

At the New England Coastal Waters Seminar, §
§ cach small group cxamined a different problem. §
f ‘I'his was one group’s problem: :
| “To handle projected demands for inexpensive ,
f clectricity in your area, your regional clectric§
I company plans to build a nuclear power plant. @
The proposed site is on your town's tidal marsh-§
i land, and considerable ucreage will be dredged, §
j fitled, or otherwise altered from its natural con- :
§ dition. Various groups disagree as to how much, g
) if uny, change and/or damage to the environment j
8 will result from the rise in water temperature of 3
the estuary as a result of the power plant's usc of §
B salt water for cooling. A number of schemes have :
i been advanced for turning the heat to constructive
| usc. Fishing interests, conscrvationists, ccologists, §
g power people all cite different sets of facts in
| support of their views.” b

These were the accompanying questions: How
could citizens get and evaluate facts, includingfg
il information on possible accidents, disposal of §
I nuclear wastes, etc? What are the alternatives forf
more and cheaper power? Are economic or bio-§
logic results of existing plants known? What local §
benefits or drawbacks might the nuclear plantf§
B bring? Who will make the final decisions? Howf

could citizens influence decisions?

Do nothing
Local crosion control ordinances
State faw with local implementation

Strong state luw affecting all jurisdictions
cqually

S National law requiring states to set federally §

approved standards,

with gencrous space for notes and comments,

26

At the seminar on urban sediment and croston,
| all the small groups examined the same problem,
on the basis of these alternatives;

Each alternative.was on_a_separate. page. Ad- .-
§ vantages and disadvantages for cach were listed,

28

Four minutes per group is ample time for cach
report. perhaps with a short period for comment by
the whole seminar and the moderator on the groups’
decisions.

Remember these details

Where groups work on diflerent problems, cach
group receives copics of only the one problemn it is
to analyze. Number and mimeograph each problem
scparately. Leave about fifteen copics of cach prob-
lem unasscmbled for distribution to the group as-
signed to it. Just before the reporting session dis-
tribute assembled scts to everyone so reporters need
not waste time reading cach problem aloud.

Each participant’s group assignment should be:
included in his kit or marked on his name tag. Un-
less group discussions arc intended to bring peopic
from the same area together, the program and the
recruitment chairman try to put stimulating com-
binations of unlike interests in cach group.

Holding small-group sessions carly in the program
helps participants get acquainted and start thinking
about solutions to their environmentat probiems. On
the other hand, problem-solving sessions scheduled
on the sccond afternoon or evening make a welcome
change from concentrated fistening;

PLANNING THE CITIZEN ACTION SESSION

As citizen action is so closely related to follow-up,
the program chairman may wish to ask the follow-
up chairman to help plan this portion of the pro-
gram. This last session is extremely important be-
cause it offers guidance on what cach participant is
expected to do On returning home. However, it co.n-
petes with fatigue and with the rush of departure,
Plan it, therefore, to be dynamic, and let it be
Known throughout the three days that this final ses-
sion is all-important. An cnthusiastic moderator who
can send participants home full of ideas and deter-
mination is, of course, one Key to success.

Consider the participants’ experience

If the participants’ experience in citizen action is
modest, include talks and the opportunity for ques-
tions on basic topics such as how to get the facts,



reach the public, build a committee, work with pub-
lic officials, use media, devetop eflective spokesmen.

If most participants are experienced in citizen
action, gear this part of the program to their more
advanced needs. How to create and work with a
coalition of organizations or how to get ofticial rec-
ognition or quasi-ofticial status for a state or local
citizen environmental advisory bouard will jntcrest
some groups. How to lobby cffectively wilt be uscful
to many. Tips on how to prepare persuasive testi-
mony and arrange for appearances at hearings could
be hetpful. Ways and types of situations in which
citizens may use the courts, as individuals or in
class action suits, might be offered. Discuss how civie
groups can communicate and coordinate simply,
without violating cach group'’s independence and
mode of op¢ration. ’

“How-10" sessions can be presented to an entire
seminar or can run concurrently, cach participant
clecting to attend the onc most uscful to him. Or
a brief outline of all"how-tos™ can be presented, fol-
lowed by work sessions.

Some suggestions from past seminars

Land and water seminars have used these deviees,
among others. in the citizen action session and found
they worked well:

A lawyer knowledgeable in environmental matters,
spotlighting those provisions in applicable laws that
citizens can usc to accomplish their.ends.

What other states or other groups of citizens in the
general region are doing, or what other seminar
groups have done, followed by discussion of how
to arouse and focus the public’s concern. -
Discussion sessions with the group divided by arcas
or jurisdictions, with cach scction reviewing where
its arca stands now, the gaps or weaknesses, what
needs to be done, and where the pressure points arc.
One way to structure this kind of arca session is to
ask w panct made up of a legislator, an official, a
speciatist, and an experienced citizen leader, with a

« moderator, to lead discussions for cach jurisdiction,

Analyzing weaknesses and examining strengths in

past programs of groups represented at the seminar

Q
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so that future cffectiveness could be increased.
/
The stage is then set for reporting the immediate
follow-up plans of cach area group.

dCHECK LIST FOR
{PROGRAM CHAIRMAN

'_ Coordinate with general chairman of planning com- §
i mittce

BCall first program committee mecting early

§ Draft outlinc of topics to be discussed at secminar,
§to be part of recruitment mailing

fDevelop a balanced program in detail

§ Present outline, and. fater, proposed program in de- |
ftail, to planning committee for comments and sug-

g restions »
hSend invitations to spcakers as early as possible,

obtaining biographics and information on cquipment §

Rrequired by cach
fPlan small group scssions and draft “problems”
M Give special attention to sessions on citizen action
dand follow-up activity .
BDctail for cach speaker his allotted subject, time,
jond place in program framework
BSupply on time all details for printed program _
jBc surc publicity chairman is fully informed on all
Qdctails regarding program and spcakers

~BAt-seminar, keep~elose contact™ Wil §peukers; help :
Amodcrators arrange bricfings for their pancls, and §
handle any program adjustments
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FOLLOW-UP: THE MULTIPLIER

If the
ward, fob

um of the seminar is to carry o
must be emphiasized from the begis-
anning committee, the subcomny
seminar sessions, Throughout 1t

follow-u: iy shoubd »o su.
acnactivity - mes

nin_\; 1L in
tees  an
seimr

gesic bowee oo peed fos

tion: Mammoaren on oup o oming hearings. on o
port e e soon b refeased or cu ren:
unde copdJderatios skould include hov o
ZCNS o sy s Refercnee to what other - s
and ciner - are dowg should carry the con
notation -up possibilities. Planning com

niittee e
ing this <inneo

ast be especiatly attuned 1o mak
41 during discussion periods and
informal -nn. sations, The general chairman, the
program  _hn - nan. and  the follow-up  chairman
work togethe keep follow-up constantly bhefore
the planning committee,

The seminar budget should contain a definite sum
for folow-up activitics. An absolute minimum is
moncy cnough for preparation, reproduction, and
postage for two mailings. If a substantial amount of
follow-up moncey is available, the planning commit-
tee should make provision for deciding how it is to
be spent,

The FOLLOW-UP CHAIRMAN should be—or
beeeme—-well informed on the seminar’s subject and
on pendirg issues, be well acquainted with govern-
mental processes. and  understand effective  aetion
techniques,

As a member of the program commitice, the fol-
fow-up chairman will become familiar with issues
suggested for seminar examination and will help plan
the seminar sessions on citizen action and follow-up
(Sce p. 26).

The follow-up chairman’s work begins carly-—
at the first meeting of the full committee. As the
progrant shapes up and opportunities for productive
citizen action are seen, the follow-up committee con-
siders ways to stimulate and help all participants to
work clleetively after the seminar,

The follow-up chairman has numerous avenucs
for working with community leaders. Generally, the
_imipetus for their activities comes from the partici-
pants themselv ves. in the fields where thv themselves
sce a need. The follow-up chairman keeps in touch
with participants and encourages-—and occasionally

28

prods-—them to carry out their pledge on follow-up.

The chairman cannot, of course, be drawn into
every undertaking of the participants but is ~rimarily
a coordinator and source of information.  owever.
a creative and imaginative chairman and committee
see many  potentialitics for effective act. 0 and
through timely sugpest: mis and o couragen-m e
new proj sod stars Follow-uy che
men, for o o0 0 s been cat dysts in oo e
of environmeinnal Cinating ¢ ommittees ardoac-
tion councils or

PREPARATIONS FOR FOLLOW-UP

For clicctive follow-up, the chairman work  wib
a committee of two or three others at least 70
scminar includes -« eral states, a follow-up ch: .n
and committee f. cach is essental. The foli ap
chairman can enlurpe the committee after the semi-
nar by uadding inmerested seminar faculty, partici-
pants, or members of the sponsoring organization.

Before arriving at the seminar, the follow-up
chairman tries to become acquainted with the name,
city, and background of cach participant, having ob-
tained a complete list from the recruitment chairman
as carly as possible. Participants meet the follow-up
chairman when, near the start of the scminar, the
general chairman introduces the subjeet of follow-up
and its chairman from the platform.

During the scminar the foliow-up chairman will
want to talk with cveryone present, making friends
and building lines of communication, learning us
much as possible about participants’ intcrests, capa-
bilitics, and community nceds. During these three
days the state or city follow-up chairman and other
members of the follow-up committee meet to flesh
out follow-up plans. They set an carly date for a
post-seminar cvaluation session. to be attended by
all with responsibilities for follow-up. At this scs-
sion, while impressions are fresh, the follow-up com-
mittee can consider the aims and interests expressed
by seminar participants, decide what is to be done,
and who is to do it.

Where follow-up funds are available, the follow-
up committee cvatuates proposals for use of such
funds. Usually participants and their organizations
willingly support incidental cxpenses of follow-up

9

work, and seminars that open significant new vistas
often generate financial support for more substan-
tal follow-up activities. At first, though. the chair-



TN plans o operate within the sum originally re-
served tor foflow-up in the overall seminar budget.

RECORDING THE SEMINAR

the follow-up chainman and her committee will
#oudu record of the tatks and ol discussion periods
duable, In deciding whether o publish o summary
©oreport on the seminar, the planning committee
<omsiders: '
its cost compared to the benefits derived from
pub’ation
who will use it

who will prepare it,

I a swinmary is 1o be published, who is to be in
Crarge and who will take the notes should be decided
Larly, ;

The most satisfactory system s to utilize both
notes and tape recordings. Notes supplement avail-
uble copics of speeches, are casier to work with (a
wepe has to be listened to and transeribed) and will
be reftable if taken by two persons for cach session.

Fapes, well-indexed as they are being made so
that the desired purt can be located casily, are a
precaution for review of the discussion periods and
are useful to fill in gaps in the notes.

[CHECK LIST FOR
JFOLLOW-UP CHAIRMAN

FALend planning and progrant committee mectings
8 Help plan program session on follow-up
¥Becone familiar with participants’ backgrounds

Consider desirability of and best format for a sum-}

» . .
dmary of the seminar
B At seminar, get to know participants

AMcct with follow-up committee during seminar tog
assess potentials, make any adjustments in schedule
Bfor follow-up scssion .

BHold post-seminar evaluation session at carliest pos-§
fisible time to firm up initial plans ’
B After seminar, prepare and send follow-up  ques-|
tionnaires, mailings; help with newsletter

HAfter seminar, be available for suggestions

B funds available, uli[m“luN\vn»h"toh()w-up commit-§

tee proposils for their use
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SRRAMEEMENTS:
wiHERE AND WEAT?

o OSEY THE CITY

= e .oz the city for the meeting, the plar-ing
rmizec ould give high priority to aceessit ity
Hoth -« oxers and participants. This is very im-
ante oo will affeet the budget. Will most at-
e ey e I-ving? Will the majority fly? Come by
o Il distances are long, avoid a locale

N sy v infrequent connections.

b THE MEETING PLACE

T ANGEMENTS CHAIRMAN  should

Swvaz motels 1o compare rates and facilities,
pooowew Uhoconvenienee of travelers in mind. If
=2 flying, an airport motel which is also
¢ v wesible to pn’rlicipanls who arc driving may

I e

b, e weest convenient. Local participants should
bo v araged from going home overnight, for this
[T e feeling of group solidarity and causcs

then to miss the benefits of continuous discussion
and e upportunity to establish new connections. If
mor: erendees will be driving, an inn well away
froir . uy distractions may best serve the group’s
needs. Recommendations should be sought from the
comezates for motels and inns whose price will lic
within the proiect budget.

It o Loead university has formal conference facili-

in cem. . wowever, a darmitory offered during a
schoe wuiian. may not provide the comfort or prop-
er aunceisome for a good conference. Poor hotel
facilizics mir. save moncy but they will dampen the
whoic project. About 85 people (participants, speak-
ers, and planning committec) will be giving their
time for two nights and three days. They should be
comfortable. -

Beiore vamsclect a motel

1 Cheek the meeting room being offered. Ts it
bis enough-for about 90 people (there will be speak-
craress. and a few visitors to provide for), with

29
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T Usine he breadih of the
froom lps o knit the
roup  .ecther, Space at
the 1o and at the sides )

Taan obeoased for displays
ur Tefr iments,

H®q 1 Tape Record ramd

Oper o

2 Mar

3 Bulicun board

- IR

: 5 Sa~ . Oniy

dispi. area

B ¢ Su— _mentary materials

7 Supe mentary matenals

B % Raoed speakers' plinform
Y I
10 Co
g !l Proes.

iy

Serviee

B 12 Mg, cte. 9orli

at least 50 participants sitting at tables, facing the
speakers® platform? Participants, of course, have
priority in all arrungements, and chairs for speak-
ers, committee members, and any  visitors can be
furnished at the rear or sides of the room.

[s the meeting room  pleasantly  designed and
decorated? Do pillars block the view? Are acoustics
good?

A slightly raised platform along one wall large
cnough to hold a panel of speakers is a must. Is
there room for it? Can the motel supply one? Is
there room near the door for a press table? Is there
room for tables where pamphlets and copics of
speeches may be put ont? Will the displays be sccure
overnight?

Check the ventilation or the air conditioning. An
interior room dependent on air conditioning can be
very stully between scasons: o room without a ther-
mostat, regulated only by an on-off switch, is very
likely to alternate between being veev cold and very
hot. Two or three days before the conference. the
arrangements chairman shoukd personally make sure
the ventilation system is in good, and quict, working
order. On the day of the meeting it will be too late.

- 2-~Check -the “dining"arrangementsT AT Sepurate™ T T

dining room, away from other motel guests, is need-
vl preferably not too far from the meéting room

30

v o special guests.
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and cquipped with round tables for no more than
six or cight if possible. Long banquet tables stifle
good conversation. If the dining room is adjacent to
the meeting room, is the partition between the two
thick enough so that the noisc of clearing and set-
ting up tables will not interfere with the mecting?
Cun this dining room be available for small problem-
solving groups in the afternoon or evening?

3 Check the menu possibilitics and prices. With
the cxception of breakfast, all menus “should be
selected by the arrungements chairman ahcad of
time. Within the project budget, what docs the motel
suggest for lunch and dinner?

4 Check facilities for no-host social hours, away
from other motel guests. Social -hours, reserved for
the group, are an essential part of the seminar. They
foster group fecling and draw the more retiring par-
ticipunts into discussions. Arc there problems con-
neeted with serving or charging for liquor at the
meeting ‘Site? Can special arrangements be made?

5 Cheek  sleeping accommodations. Are  bed-
rooms clean and adequate? Will heating and cooling
arrangements be satisfactory? You will need twin-

bed double rooms. which are less expensive per per-

son, and i block of singles Tor participants who wish
to-pay extra for privacy, as well as for faculty and

t



Finul hoice of mote! is left to the arrungemens
chairmez  in consultation with the general «hairm o
of the p ning comuittee. This decision uld

made i~ on as possible, Specific details sho o
confirme:: by the management in writing, Then v
arrangen: nts chairman should obtain all the fac-,
neeessary to prepare mimeographed room reserv.-
tion fornmis and travel direetions to the motel.

‘The a4 ungements chairman, with the finance or
cer, woshe out the procedure for handling the hot.
Sills for the seminar (see section on “Money M-
ters”). The kit given to cach seminar attendee co-
tains a sheet explaining the procedure clearly.

OTHER ARRANGEMENTS
RESPONSIBILITIES

Arrangements  also  include  registration  table.
name tags, coffce, tea and coke breaks, microphones,
speakers' table, lectern, builetin bourd, projectors,
screen, ash trays, drinking water, display tables,
blackbourd if desired, and a typewriter for the press
plus one for the committee. Panel mikes are desir-
able for panel discussions. Do various speakers wazt
different kinds of projection cquipment? Are thoy
providin: “ieir own projectors and operators? If e
mectings e to be taped, provide . tape recorder.
tapes, and. i competent operator. Siyme hotels offer
mimcograph services, handy for last minute lists, for
room numbers of committee members, or for pro-
gram amendments, for example. [f a0t in the hotel,
is reproduction service available nearby?

Insist on verification from the hotel, two or three
days before the meceting, that all equipment to be
supplied by them is actually in working order.

Name tags can be prepared as soon as registration
forms are returned. Tags can be keyed by color or
ribbon for faculty, committee, or participants. States
also may be differentiated if the arca covered is
large. A “convention typewriter,” which has extra-
large letters is particufarly good for name tags. I
not avaifable ask somcone with large. clear printing
to make them by hand with a felt pen. Name taps
are useless wunless casy to read.

Name tags should give the home town and state
as well as the name, as area notation helps a -par-

———_ticipant locate_thosc._with whom he_will want to work

Q
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on local follow-up. But it is usually a good idea not
to include on the tags the name of the organization
rcpresented. Informal exchange is casier and freer

d “Money Matters™
& Check working order of equipmezn: before seminar

when unaffected v preconceived. ideus.

A chart showi: ‘ho wi'l ber present for cach
meal and lor cuc ight, «ostts included, will be
invaluable to the angements chuirman. Partici-
pants will, with al= 1 no exzeptions. be present the
full time, but speu.v:. come @ f o= and so do a few
local committee - moers.,

Other useful w. -isheets 1 be crawn up and
posted for casy ref. . nee to simow who will be at the
door, who is to be v the plutfone. when, who will
introduce cach speaker, who wil Jezd and who will
be resource person for cach -itscusszon group. Such
work sheets will help alf committee members know
exactly where they are to be during the seminar,

At the seminar itself, the arrangements chairman
keeps the restaurant management advised of Tast-
minutec changes in numbers to be served at cach
meal and checks bills for group meals and coffce
breaks. The chatrman is available for questions
about cxpenses or room assignments and checks all
room bills tefore forwarding them for payment.

The main function of the arrangements chairman,
though, is to see that everything runs smoothly and
to settle any difficultics unobtrusively.

LcHECK LisT FOR
| ARRANGEMENTS CHAIRMAN

&8 Work closely with general planning chairman

Select motel or hotel carly. Get firm commitment in§

P writing regarding prices, accommodations, facilities, § '
& and scrvices
& Draft room reservation form, zad travel directions
f.if desirable. to be mailed to participants

8 Work with program chairman or-special cquipment
} for speaker=z :

Arrungc for microphoncs, raised platform, tables, §

and so forth

Choosc menus

Arrangz Eor pame sags

With gemer] chasman prepare Szt written instruc-
tions negarding payment of hotel bills for manage-
ment, cashicr, committce and  participants  (sec

Handle all details atoseminar (sec—At the Seminar™)
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K'TS AND OTHZR MATEF LS

Fhaving enough pub cutions at © wemina:
cause no worry. Rather. the problen is 1o sck
fow best and most use: ol items fros
pauphlets and flyers ¢ iable, avoio ng the temota-
tron o put into the senzaar kit an ite=1 on each  ub-
tocb of interest to the « =inar group.

The astute KITS CHIRMAN wiil hold dows
size of the kits by pers.ading the planning commm:
tee to include only the choicest materiais that rate
dircetly to the theme «+ the conference and supiie-
ment information given 1 the seminar sessions. M=
ticipants have little tim- - or reading during the semi-
nar. Therefore, kit macmials shoutd be chosen ritin-
ly with an cye to follow-up activity afier particip-nts
return home.

Y
Li it

the wedih o3

Kits also contain seminar information:
the program
biographics of speakers—unless in program
lists—name, address.  telephone  number—of
participants and planning committee, and some-
times of nominees who could not be invited but
may be drawn into follow-up
financial instructions
travel reimbursement forms
check-out information
information about the hotel
cvaluation questionnaire,

It is the kits chairman’s job to write fo- sumples
and for price and quantity information anc + alace
the orders. Planning committee members ety by
fending sample copies of items they sugges for ai
materials and arranging for quantity zoeies o Ftems
at no cost or at a discount. Many vrieanzar s -a
willing to give sufficent copies of tveir put
for seminar usc.

The kits chairman writes nautanal orgasz/.ioms,
such as the League of Women oters, key badms-
trics. and conservation organizasens, explemn - o
nature of the projeer and requesi:ng samples of wub-
lications suitable for kits. Professors, local indusisial--
ists. and associations are asked for sugge stiems, Suite

O
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and federal agencies can furnish publications. Re-
gional offices-of the Environmental Protection Ager -
¢y, the Departments of Agriculture, Interior. Hou.-

32

-
-

C) !

ing and Urbr Dervelopment. and the Corps of En-
gineers have i i orelating to land and water
use.

Participants are e more likely than other people
to read long wnd wniirely technical pamphlets. but
they will be cager 94 actual, accurate material, well
presented by rdiaihle sources. Include al -least onc
light picce.

As soon as the pnning commitlec approves the
sclection, the kit-  sirman starts to collcet needed
quantities of the iz, for it is almost inevitable that
onc will be-out ¢ =rint, another won't be free after
all, and that sore= nisadventure will befall a third.
A large volume «:f naterial must be stored, so de-
cide carly on the widress for delivery.

Assemble Kits 2 cast the day before the seminar,
onc for cvery per-wi present, including faculty, com-
mitlee, special gues. <. and press. If Kits are not iden-
ticul—if, for cxanrie, pcoplec arc 1o receive only
their own state’s wier quality standards and regula-
tions—Ilabel cach kit with the individual's name and
present it 1o him wizen he registers.

SUPPLEMENTARY MATERIALS

Some attendees will bring publications for dis-
tribution ut the sermnar, Place these along with sup-
plementary materiuls obtained by the kits chairman
on display (ables where those who wish may take
t=m. They-willl A separate table can be rescerved
frr copies of specches if therc is not room at the
reoss table. U mame items arc being Jent and are for
craminatio™ zaty, put them'in a special arca, con-
svrcuously yened.

DBPLAYS

Display= are also the responsibility of the Kits
Shairman. Some arsssolictted, and others are offered.
IEsplays aiad to theatiractiveness of the setting, but
Becnuse wf space dmmitations, the chairman needs to
plasz wome restriction: on the size or number that
cum bewepted.

Do put . large. cEzarly marked map at the front
o the_principal nie=ing room. If one_can’t _be bor=_ .

rowed, ‘make a hug= rough outline map on news-
print, with lettering —fiat can be read from the back
of the room.



| USEFUL KIT MATERIALS

#
1
4

General article placing water  quality and  other
resource problems in a broad perspective
Basic federal laws
Fereral Water Pollution Zontrol Act  (with
m ¢ reeent amendments)
: Niaonal Environmental Policy Act (Pubiic
Law 91-190)
Reruse Act (section 13 of she River and Harvor
Az of 1899)
Wwid and Scenic Rivers Act (Public Low
01-542)

@ Chart pius cxpluanation of the hydrologic cyvcle

M U.S. Geological Survey primers on water

Environmental Protection Agency leaflets and publi-

cations '

Information on regional water resources, quality

problems, management arrangements, governmental

progriuns

§ Survey-. studies. plans for the area:t a map

d Materii on cach state invelved: a model state Jaw

‘# Publications of environmental. industrial and techni-
cal organizations. including information on resource
recycling. land use, encrgy

' Material on an important topic omitted from the

f program because of time

B Studies or articles on catzgorical problems pertincnt

to the area. for example. oil pollution, toxic sub-

stitnces. wrosion and sediment, floods and droughts.

offskore minerals, vegetation. mining

Aids to _itizen action. including lists:
of reeommended films
of local. regional. state and federal agencics
with responsibilities or interest in water man-
agement )
of citizen groups zctive locally or nationally in
environmental affairs

&

e~ B Glossary- Of- water resource terms . e
Bibliography
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Purchas it covess:
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ADVANCE HCMEWO=H

A mild assign? :nt . acvance homework stimu-
lates participants (o think .vout the coming seminar.
It also provides buckgroumd and vocabulary which
they would otherwise noi sirarc.

Therefore, the kits chaizman mails one or two, but
no more than three, fairiy simple items to arrive
about a week before the seminar.

Among the publicatioms suitable for this -purpose
arc the following titles mw*fished by the League of
Women Voters of the Umited States:

Population - Productian -~ Pollution

Who Pays for a Ciean Stzzam?

Where Rivers Mcet the.Sea

So You'd Like to Do Sormzthing About Water Pollu-
tion,

CHECK LST FOR KITS CHAIRMAIL

Select pamphieis - =d reports for inclusion @ Xits
Order 85-100 « jnex of cach

Send advance homyework if desired

Compile ' bliogaphy or list oi tilms, if desired

T desirable. label individually
fer evars, particoy ant. facuiity member and planning

Obtair . ~minar materials (c.g.. biographics. instruc-
tions) 1. inclusion inKits from subcommittec chair-
men

Huve kits stuffed and ready day before the seminar
Sez that kits are delivered to hotel

A;*ru'ngc display tables, exhibits, and map

Arrange tables with other literature for exammuiation
or taking by participants

CAL seminar.-handle-distribution-of specches and any .

~applementary material

A
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PUBLICITY

News about the seminar can stimulate public
nterest in fand and water decisions, cemphasize the
citizen’s role. and identify the problems of a region.
Phe seminar gives representatives of the press an
opportunity to get acquainted with communily, in-
dustrial, and professional leaders active in environ-
mental atfuirs and to discover new information, out-
looks, or leads for future articles on water quality
and fand use.

At the lirst mecting of the whole planning com-
mittee, the PUBLICITY CHAIRMAN starts to com-
pile a list of newspapers and radio and TV stations
to receive news releases before and during the semi-
nar. Ask planning committee members for names
and addresses of media in their arcas and names of
the best person to reach—cditor, news cditor, ¢n-
vironmental reporter, Don’t overlook area magazines
and weekly newspapers, college papers and stations,
public hroadeasting stations, talk programs. and—
il the vegion is large—media from urban centers not
represented on the planning committee.

The pubhlicity chairman works with the general

chairman and the recruitment and program chair- |

men. As the seminars are not open to ithe general
public. advance publicity that makes people want 1o
attend is undesirable. Concentrate on news releases
about participants and on media coverage of the
seminar sessions,

DURING THE PLANNING PERIOD

After the first planning committee meeting, the

' publicity chairmun sends a release to the home news-

papers of cach planning commitee member, an-
nouncing that he or she is serving. explaining the
purpose, scope, and sponsorship of the seminar, and
giving the title, approximate dates. and place of the
nieeting,

When participants have accepted. prepare a similar
release on cuch participant and send it to his local
papers  To help the publicity chairman, ask par-

iaddresses, and environmental reporter or editor of

the newspepoers (including weeklies) in their arcas. o ,:)x
SAN
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“ticipamrsto-list-on-theirdece ptance [orims the nianigs

Lawr. when the program is virtualls complete.
the publicity chairman goes in person to newspapers
and 1o television and radio staticns, tuks with the
environsiental reporter or news ediz ot (or the editor
on smaller papers), asks to have reporers assigned
to cover the entire seminar, or—if that & impossible
—specifically rec:mmniends two or thres particularly
newsworthy highlights,

Possibilitics for interesting the i
stations in some facet of the semirr program are
numerous. Educational broadeasting <zztions may be
interested in taping the program. Ber they and the
commerceial steons can record intervies s or provo-
cative discussion. set up between twe o more of
those attending.

A brief news story, which can be date for release,
naming two ot timze of the principal speakers, their
topics, and somzihing of interest :about the par-
ticipants is lef: with the paper or broade:sting station
and sent to those that cannot be visiteo personally.

or television

In urban cenzers these contacts sh sl he made o
week to ten days before the seminar. A mwch carlies
approach is better for dailies anc. weekizzs ix smaller
towns. For a regulardy scheduied telsistm show
{not news) that = jgh: =1 interesaed i congrmg the
seminar or inters iewing o of tre partuapants. start
advanee work almest six weeks hefore the seminar.

Muke a reminde - Jephone el te 3 media a day
or two before the < -riar,

I's worth the e¢fonr to ash major sexakers for
advance texts and v prepare reicases o the most
newsworthy for disirwmation during the serminar, For
an advance story on the day the seminar awens, fur-
nish:papers in the seminar city with a release focus-
ing on a major speaker, probably the kKeynmier, with
biographical data and o photograzsii,

DEALING "MITH T== PRESS

Broadeasting aud press people wos. on deadlines,
They appreciate being notified in advance of a func-
tion. but find out the person’s schedule and never
interrupt him when his deadline is nearime:. Organize
your information and present it concisci- . highlight
interesting features and names.



———to-uttend. Give copies-of-this-overall-wrap-up 1o-par-——— B
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Sinee it is expensive to assign o reporter to eae
mecting for three days, a news editor will need some
persuasion Lo give maximum coverage to the sctili-
nar. 11 a new study is to be unveiled, fresh facts pre-
sented, or new proposals for regional cooperation
matde, point these out,

Bear in mind that 10:00 a.m. to 3:00 p.m. are
the best working hours for reporters. Find out the
deadlines for morning and cvening papers and TV
programs. Remember that unless something is ex-
tremely interesting, the time it takes place will strong-
ly affect whether it is covered and the story pub-
Hshed.

If u paper sends o reporter to cover the full
seminar, it will expect to pay his expenses, but it is
customary 1o invite reporters who do not stay over-
night to be seminar guests at group meals, wnd the -
publicity chairman extends this invitation.

AT THE SEMINAR

The publicity chairman greets reporters, saes that
cach has a kit, helps them meet people and get their
material. '

Reserve a suitable table for the press in the semi-
nar nieeting roont. The publicity chairman or one of
his committee should be at the press table at ali
times, ready and able to answer reporters” guestions.

Although these seminars are not farge enough 1o
require a regular press room, provide a typewriter
and have in mind some place for the reporters 10 use
a phone. Provide copies of a general release or a fuct
sheet about the seminar for reporters to take. Give
them copies of a speech as the speaker begins.

If a speaker is o natipnal figure, the local press,
radio, or television will probably wish to interview
him. Fhroughout the seminar the publicity chairman
and her committee members watch for leads for
focal-interest stories arising from presentations and
discussions and alert the media to interesting local.
personalitics. The publicity chairman encourages and
arranges interviews and provides a suitable place for
them.

If possible, prepare a final conference wrap-up on
the spot, for immediate distribution to media unable

ticipants and commitice members to use with their
local media as the first step in follow-up when they
return home. :
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ETWO SAMPLES FOR NEWSPAPERSH
4 TO ANNOUNCE PLANNING COMMITTEE
A (Name), of (residence), has been appointed o the ;
planning Committee for “Sediment, Our Wasted
i Wealth,” w seminar on land and water use problems B
H1o be held May 25-27, (Name), (organization, title), §
joins other professional and lay experts and leaders &
j of the League of Women Voters in the region in the §
{ organization of the three-day seminar. :
f  The mecting will focus on soil crosion and silting §
g caused by urbanization. Building constrirction and §
B roadbuilding are major problems in all rapidly devel- :
8 oping arcas and are especially severe in Maryland,
f{ Virginia and the District of Columbia.

I Noting that sediment is by volume the principal
i water pollutant, Mrs. (general chairman) said, “Un-
f controlled development and urbanization is pouring
f over o million tons of sediment into the Potomac §
M River per. year. Sediment has destroyed half the
B oyster grounds in the Uppgr Chesapeake Bay.” '
| The seminar will be the 16th in a series which
B began six years ago under a grant to the League of §
B Wonien Voters Education Fund from the Office of §
N Water Programs in the Environmental Protection §
H Agency. The others have dealt with major river, '
{ lake or coastal basins of the country. Their purposc |
{ is 10 stimulate citizens to take an effective part in B
g lund and water resource decisions. ‘

§TO STIMULATE COVERAGE OF THE
f SEMINAR ' _
M (Name, title, and residence) will keynote the Snake
B River Basin Seminar to be held June 3-5 in Boisc, §
8 (name of chairman) announced. <
i During the three-day event some 90 community g
leaders, speakers, and planning commitliee members §
8 will interiet in an effort to bridge the gap of under- B
I standing between citizens and the land and waler usc
goxperts. !
B (Program chairman) called faculty: outstanding and §
fcxplained that views presented in pancls and discus-
flsions will contlict . . . ‘
8 Moceting in small groups participants will definc 8
basin-wide land and water use problems, then sct g
f prioritics for action in their own arcas.”

8 A Tucsday pancl on (subject) will feature . . . :
I Thursday participants will question how the Snake §
§ can be kept a healthy river through citizen action
§ and use of the 1969 National Environmental Pro-B
d tcction Act._Topics. include legislation, testifying, g

8 cnforcement, and citizen input. )
B Fuaculty members from the Boise arca are fnames).
8 Out-of-Idaho faculty includes (names).

35



ICHECK LIST FOR
JPUBLICITY CHAIRMAN

B Scend press releases:

810 their local papers announcing  appointmient  of B

fl committee members
B o participants’ local newspapers
§ Arrange any preseminar publicity advisable

Help program chairman compile biographical bricfs §

§ on speakers for printed program

| Notify arca media of dates, speakers, program con-

[ tent. purpose of project; urge coverage

fl Prepare fact sheet for reporters covering conference
8 Prepare: release(s) based on advance text(s) of ma-g

l jor speaker(s), if desirable

# At seminar:

# Greet

reporters; see that they have Kkits,

B speeches before delivery
f§ Help them gt facts and interviews: provide type-
R writcr and space

H Advise

arrangements  chairman  about

# nicals

B If ncwsworthy developments oceur,
i patch release _
§ Prepare wrap-up release on entire seminar, if feasible §

PRINTING AND MIMEOGRAPHING

The general chairman of the planning committee
needs to be in close touch with printing and mimco-
graphing, so arrangements should suit her conveni-
ence. These services should be budgeted for, though
nonprofit organizations arc somctimes fortunate
recipients of contributed art services or of” discount
or at-cost work from commercial printers.

For reproducing materials to be sent to the com-
mittee, photocopying may be casiest. Most cities, and
many public librarics, have centers or businesses
where copies may be made at 5¢ per page. When
_only a few copies are needed the cost will usually be

texts of

reporters’ B

write and dis-§

TlessTihan T the cost of Llllllnj_, and runmm_ a4 mimeo-
graph stencil.
For mimcographing or multilithing, line up some-
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onc on whom you can depend and give him advance
notice of quantitics and deadline for cach work
order,

Itis recommended that at least 100 extra copies
of the recruitment brochure and the final program
be printed. Both are useful in follow-up activity and
in answering queries about the project or about the
work of the sponsoring organization, The Education
Fund, for example, asks for 100 copics of brochure
and program from cach of the land and water semi-
nars it sponsors—iand never seems to have enough.

LIST OF ITEMS TO BE REPRODUCED

Special stationery, if desired

Agenda for each meeling

Minutes, including list of committee, with addresses
Notices of .each planning committee mecting and

final instructions, if any, to committec before seminar.

Recruitment brochure, usually printed (otherwise
multilithed or offset program outline and names of
planning committec members 1o accompany letters
of invitation 1o pdrucxp‘mle)

Nominating form, if used

Letter to organizations requesting nominations (if
onc of these methods is used)

Lists giving thumbnail sketch of cach nomince
Letters to nominces sclected as participants

Individualized lctters 1o nominces not sclected as
participunts

Individualized letters to all organizations that nom-
tnated participants. whether or not nominces were
selected (if this method was used)

Acceptance form

Room reservation form

Draft program (two or three will usually be drawn
up)

Press releases

Problems for small group discussio
cach)

{100 copies of

Final program : -

List of sclected participants who aceepl, with home
address, affiliation, and name of nominator

List of those nominated but not sclected, with_ad-

“dress and’ nominating organization {for use in fol-

low-up)
Financial and check-out instructions
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SECRETARIAL DUTIES

Some sponsoring  organizations will be able to
detail.a paid secrctary to handle work for the semi-
nar and to allow use of office facilitics, Others will
be less fortunate. In these, a planning committee
member conyeniently near the general chairman s
needed to assume duties of the seerctary, such
arranging for mimeographing and sending notices of
meetings, preparing other mailings (agendas, "draft
programs, instructions, ctc.) as proposed by the
committee, preparing minutes of some committee
mectings, and helping write thank-you notes to all
faculty and planning committee members at the close
of the seminar. At thesseminar itself, she may act as
recorder, with help from other planning committee
members. :

Since it is difficult, time-consuming, and risky to
mail materials back and forfh between a chairman
and a sceretary, if no nearly scerctary can be re-
cruited from the planning ¢dmmittee the chairman
should make other convenient arrangements, Typing
help for the general chairman and the recruitment,
program, and perhaps the publicity chairmen should
be in the budget.

MONEY MATTERS

In money matters the pattern is cut according to
the cloth. Whether you can offer all, or only part,
of all attendees's expenses will depend ¢n the funds
aviailable for . your seminar.
mimcographing, printing, ditto, and photo-offset, on
the quality of stationery, and on reimbursement to
committee members for such cxpenses as long-dis-
tance telephone calls, postage and tocal travel (taxis,
parking, mileage) depend on your budget.

PREPARING THE BUDGET

Consider the fnllowln«' expenses in preparing a

Decisions  between

Travel

Planning committee mectings: transportation; food
and lodging

Subcommittee meetings: transportation; meal
Seminar: transportation for participants, committee,
and speakers; meals and lodging for participants,
speakers, and committee

Miscellancous local travel

Other

Consumable supplics, including printed stationery,
if desired

Printing

Reproduction

Clerical help

Postage

Long-distance telephone

Rental of projectors, cte.

Kit covers

Publicutions for kits and for the committee’s rescarch

Follow-up

Report or summary of proceedings, if desired
Newsletter? Other mailings? Postage
Evaluation-cum-follow-up session for committec
Other mectings? Hall rental?

Overhead

If the project is conducted under the auspices of
a central organization which has received and is ad-
ministering a grant, the sponsor will require a per-
centage for its indireet costs (overhead) and for ex-
penses incurred in connection with the project.

Costs of meals and lodging are relatively casy to
calculate after the location and approximate number
of persons is known, Include gratuitics and taxes in
your multiplication,

To estimate travel costs, get round-trip farcs from
air, rail, or bus lines, and automobile mileage from
a representative scelection of citics to your site,
Terms of most grants require that less-than-first-class
travel must be used when available, Follow your
central organization's guidelines when sctting a per-

E
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seminar budget. Will “seminar funding cover them?
Must they be omitted? Can they be met in some
other way?
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mile figure for automobile travel rcimbursement.
Then figure the cost of the likely mode of transporta-
tion from cach place, not forgetting tips and taxis
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Community Leaders Conference
Coastal Lands and Yaters of b England

The Leogue of Women Voters Education Fund wiil pay expenses
as follows for participants and committee memsars at tew
seminar,

HOTEL ACCOMMOOAT[ONS

A shared double room is allowed for each persen for Tussday
and Wedncesday nights, April 7 and 8

MEALS

Heals provided by the £ducation Fund include luncheon and
dinner Tuesday, April 7; three meals Wednesday, April B8,

and breakfast and luncheon Thursday, April 9. All luncheons
and dinners will be group meals. A $1,50 breakfast is al-
lowed; pay any amount over 51.50, sign the breakfast check,
and have $1.50 placed on your hotel bill.

WHEN YOU CHECK OUT OF THE HOTEL
Check out time is 12 noon. Ask for your bill at ‘ne desk
and pay any charges over those allowed by the Education
Fund. For example, the difference between a singie and
double room if you ashed for and received a single room
($3.18 per night), telephone calls, room service, and extra
nights, etc. Sign the bill and leave it with the notel.

IF YOUR AGENCY OR ORGANIZATION WISHES TO PAY YQUR EXPENSES

Some organizations and participants have asked if they may
cover a participant's expenses. All unexpended funds in
the conference budget will be used later on for fol low-up
projects in local communities. Special arrangements may
be made if you wish contribution of your exprnses to be
deductible for income tax purposes.

If you or your organization pays conference wspenses, please
handle your hotel bill in your usual manner. IFf you wish

to arrange for tax deductibility. see Mrs. Richard Roberts,
who will advise you of the proper procedure.

TRAVEL EXPENSE

Round trip--actual plane or bus fare: 9 cenr: per mile for
the driver of a car.

Should you require reimbursement for travel expenses, pick
up a travel voucher at the seminar registration desk. Fill
out and return to Mrs. Richard Raberts before the end of

Please note any participants who drove
A check will be sent to you.

the conference.
with you if you came by car.,

PLANNING COMMITTEE MEMBERS will handle their expenses as
they have in the past, SPEAKERS who need expense vouchers
may plck them up at the conference registration desk.
Please note this one exception to the above arrangements.:
the Education Fund provides single rooms for faculty
members .

:

and connectimg travel, and multiplying by the num-
ber you think may come from that general arca. This
will give you .+ working budget which may be re-
fircd later when more specifics are known.

Be sure (o make these initial calculations before
wou promise wn all-expenses-paid seminar.

EANDLING THE MONEY

For a one-trme project of a local organization, it
is advisable to establish a project bank account and
appotte one person to act as budget officer and
reasurzr. This person pays the bills, staying within
the buddget, and makes a full financial report when
the = ect is completed,

’ <entrai organization will probably allocate a

set Zgwre for the total expenses of the project and
will e on the local portion to the planning commit-

tee %o nudget. The Education Fund provides budget
guidefines, indicating kinds and extent of allowabic
expenses, and instructions for record-keeping and
for zcounting: designates the procedure for request-
me wimharsement: and pays the major bills for the
~CEHINITS  SDONSOrS,

Safh un arrangement, like the first, requires as-
~gmment of financial responsibility to a member of
: cal planning committee. In Education Fuid
semmars, the chairman usually assumes this respon-
sibilicy. All bills, requests for reimbursement and
any requests for advances must be sent to the chair-
muz or his designee for-approval and forwarding to
the ceentral office for payment. A running account of
cxpenditires must be kept, as it will be referred to
frequentty.

For Education Fund environmental projects the
national office supplies vouchers to be used in re-
questiviz payment. Other organizations should pre-
pare dorms, in duplicate at least, on which to request
reimiursement or account for advances, if they arc
net fumished by the sponsor. One copy is for the
mzmber of the local committee with financial respon-
simility (referred to as “finance officer™ in the follow-
imzr paragzaphs).

The form should carry instructions for itemization
ared recerpts, bills, or memoranda required.

Includz two copics of the form in cach seminar
kit. Persons to be reimbursed _fill_ou t.and_return
both .copies to the finance officer, who verifies and
pays.ow keeps one copy and forwards the other to

_the sponsoring..organization, -if~it-is~handling pay-

i
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ment, Fhe finance ofticer should be at the seminar
to answer questions and to collect the vouchers,

PROCEDURES FOR PAYING
THE HOTEL BILLS

Arrangements can usually be made with the hotel
management for cach seminar guest to sign  his
hotel bill, which may then be charged to @ master
account for the seminar, In this way only travel cx-
penses, breakfasts, and meals en route need be reim-
bursed to the individual. A similar arrangement, with
a master account, should be made for meetings of the
full planning committee. The arrangements chairman
and the finance officer should have a clear under-
standing with the management, confirmed in writing,
on items (telephone calls, room service, extra meals)
to be paid by individuals and those to be charged to
the master account.

If it is the planning committee’s policy to allow
only the cost of a shared double room, then arrange-
ments for payment for the ditference between single
and double rates, by individuals desiring  single
rooms; must also be clear and firm,

1t should also be settled in advance that the ar-
rangenients chairman and the finance officer will
reecive from the hotel the total bill for meals and
lodging, with individual room bills and restaurant
cheeks for cach group meal attached. After the bill
has been checked and approved, it is paid by the
finanee ofticer or forwarded for payment by the
sponsoring organization, whichever plan the latter
has approved,

Clear instructions for handling the above matters
should be prepared for the cashier and desk person-
nel. Clear instractions should be included in each
kit on how 1o sign the hotel bill and how to request
reimbursement for other expenses,

KEEPING RECORDS AND ACCOUNTING

AN committee members should be instructed at
the heginning of the planning period 1o keep all bills,
vouchers, stuby, receipes, telephone bitls, mileage
records, ete., for which they will vk reimbursement,

Accounting for monies received under a grant
must be made in the format required by the donor,
For its environmental projects, for example, the
Education Fund maintains the oflicial books and pre-

N
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pares formal accountings for submission to the grant-
ing agency. ,

The chairman needs to know what has been spent
and how much remains in the various categorics in
the budget and therefore also keeps accurate records,

The task will be cased for both the project chair-
man and the central office if local recordkecping is
set up so that individual jtems may be recorded
under category headings corresponding to those in
the budget. The finance ofticer will want to ditferen-
tiate between bills forwarded for payment, itemiza-
tion of cxpenditures for which rcimbursement will
be requested, and requests for advances.

To sum up, bookkecping procedures should be as
simple as possible, but detailed enough to:

1 record which payments have been requested
or made;

2 give current bulance in cach budget category:
and

3 provide records needed for the formal finan-

cial report to sponsor or donor, convenient to the
format required for the submission,

ICHECK LIST FOR FINANCE OFFICER

Draw up budget

Sct up procedures for approval of expenditures,
finanecial record-keeping, and paying bills

A Check and submit bills to central organization

With arrangements chairman, have clear written un-
derstanding with hotel management on arrangements
for payment '
With arrangements chairman, draw up financial in-
structions to go in cach Kit, with copies for hotel
manager and cashier

f e sure reimbursement request forms are in Kits, if

those attending are to be reimbursed
At seminar, be available for questions, cheek hotel

and meal bills

Make detailed financial aceounting




Thoughiful planning, left, leads to a lively seminar
discussion, center, and even to a contented volun-
teer projectionist, below.

A A
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THE, AFTERNOON AND EVENING BEFORE

An aie of excitement prevails as the climax of
months ol preparation nears, This is the time to
check all arrangements and set all signals at “*go.”
Each committee chairnan is busy with tinal prepara-
tions, The wrrangements chairman goes over all de-
tails with the hotel management and mukes sure that
procedures Tor billing are set up as planned. The kits
and display committee arrange supplementary and
siample publications tables and displays. The pro-
grin and recruitment chairmen check periodically
with the hotel management to fearn if any speakers
or participants have arrived and can be welcomed,

The general chairman and the full planning com-
mittee meet to run through the whole plan, making
sure all details are arranged and cach member's
sentinar duties understood.

Physical arrangements to doubie-check

| Are tables in mecting room arranged in rows,
with chairs at cach place?

2 Is the raised platforn for speakers in place? s
it long cnough Tor a panet group? Wide enough tor
acurved or VT arcangement of the panel?

3 Do the microphones and projectors work? s
the sereen placed where all cin see it easity?
4 Is air conditioning working  properly?  Are

there curtains to shield the group from the sun?

5 Is the registration table set up? Are name tags
arranged alphabeticallh? Are the mechanices set o
run smoothly?

6 Avre Kits stutfed and in alphabeticat order?

7 Atre display tables arranged? Is extra space
or eximination only L‘(\ll\'lwl'i("(l'\\ll-.ly marked®! Is each
such item nuarked?

8 Will colfee service and setting up and elearing
for meals be handled  guiethy without  disturbing
ST sessions?

9 Ate PRESS amd DISPELAY ables marked?

O
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Hy Are mimeographed problems ready for the
problem-solving session? Are complete sets ready
for distribution at the reporting session?

11 Will arrangements for the no-host social area
afford all attendees o pleasant place to mix freely
and atk informally? How will drinks be paid for?
12 Where will the small groups meet?

Details for final review at a preseminar
committee meeting

1 Is & committee member assigned to be major-
domo, Keeping everything on time (starting sessions,
petting people back from colfee breaks, meals)?

2 Who is to man the registration table? (Two
the first day and one through the second day.)

3 Who is greeting each arrival?

4 Who is extending greetings 1o open the pro-

pram? Who is introducing the lirst speaker? Subse-
quent speikers? Who chairs cach session?

5 How are you letting speakers know their time
is running out?
6 Will the general ehairman or the program

chitirman exphiin to moderators the points they need
to know about conducting their pancls?

7 Who is to lead the discussion at cach small
group session? Who will be serving as resource per-
sons? How are discussion Jeaders being briefed?

8 How are participants to be assigned to small
groups?

Y How and when are stiate groups being brought
together?

10 Are there some important questions  that
should be asked of the speakers by the commitiee
members ifan issue has not otherwise been aired?
Who will ask the guestions?

I Who are assigned as note-takers for cuch
session??

12 Who is going to operate tape recorders, pro-
jectors, and Hghts?

13 Can the Kits chairman or someone on his
committee veniin near the display section?
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14 What is the plan for seating at meals?

IS Who is to be at the dining room door to sug-
gest scating and sce that speakers and experts do not
cluster? '

CURTAIN UP!

Expect o few crises; it is a rarc function that
comes off without at Icast onc. But all details have
been taken care of before opening day and cvery-
one’s duties have been reviewed at the planning
committee meeting directly prior to the seminar, so
the chairman is free to cope.

Greeting participants, speakers, and guests

An informal and friendly tone can be set by greet-
ers at cach door: if several, so much the better!
Post one welcomer near the hotel registration desk.
Coffee and rolls available during registration help
people mect one another. Recruitment committee
mecmbers should be near the registration and coffec
tables. They know names and organizations of par-
ticipants and can do much to make them feel wel-
come. Program chairman and committce members
should be watching out for speakers.

Instructing the Moderators

Unless all moderators can meet  together, the
general chairman or the program chairman (as de-
cided carlier) explains to cach moderator, soon after
e arrives, how the committee expeets his scssion to
operiate. Ask each maoderator to get his speakers or
pancl members together briefly before their segment
so all hear the ground rules and duplications ean be
climinated, But such a meeting must not become «
dress rehearsal, for this detracts from the liveliness
of the panel presentation.

Sessions are exciting when speakers and panelists
engarge with one another and when spirited inter-
changes develop from the audience. Ask maoderitors
to encourage interchange, especially of unlike views,
but to move the discussion along before it becomes
acrimonious. Ovdinarily, moderators should not al-
low the same participants or faculty to speak re-
peatedly or at great length from the floor.

Remind  moderators not to - forget  the  colfee

breaks. Somectimes o short stand-up break during
cach morning, but cspecially in the afternoons, is
uscful. Remember what Confucius say: “The mind
can absorb only what the backside can endure.”

Keeping on schedule

The general chairman, the program chairman, and
the arrangements chairman will be watching the
time closcly, but it is best to avoid much mention of
keeping on schedule. Participants should not fecl
pressed, though they must be reminded of when to
be where and that sessions will start on time.

Keeping on schedule will call for a firm hand on
the speakers, but there is perhaps no single other
duty so important to the success of the conference.
Speakers will not resent having to relinquish the
floor at the cxpiration of their allotted time if time
limits are enforced for everyone and with good
fuemor. Using a timekeeper prescrves program bal-
ance, is a courtesy to speakers scheduled late in the
scssion, and preserves time for discussion scssions.

Encourage spcuakers to make comments from the
podium and from the floor during audience partici-
pation pcriods, for these cxperts arc often aware of
rclationships not apparent to laymen. However, the
moderator will nced to avoid lctting the experts
monopolize the discussion. Once of the main purposes
of the seminar is to bring the participants together
for exchange of vicws, and they will be scattering
once the seminar is over. Try to preserve the full
time you planned for the discussion scssions.

Be flexible. Not only may last-minute adjustments
in the program be necessary, but they may be desir-
able. If, for example, a participant shows some spe-
cial insight pertinent to the discussion, let him have
a minute or two on the platform. This kind of in-
formal use of participants strengthens the cohesive-
ness of the group, though flexibility should not be
allowed to totally disrupt_the schedule.

And, finally, the chairman nceds to allow about
five minutes during cach day for announcements,
These will include financial instructions, location
and hours of meals, cheek-out instructions, where -
to get copies of speeches. Most of this information
will be in the Kits, but some people will negleet to
read it Copies of speeches should not be distributed
before the talks are given, except to members of the
press, as noted in the preeeding chapter, and to the
seminar's note-takers.
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Informed and effective follow-up by participants
in their own communitics is really the whole goul
of the seminar. Follow-up is emphasized from the
beginning—in planning committee, subcommitices,
and seminar sessions. Suggestions on how to carry
on citizen action arc built into the program. At the
seminar, state and arca groups make plans for keep-
ing in contact, for getting and sharing information,
Before departing from the meeting, cach state and
local group considers what is to be done next and
who is te do it. Participants leave the seminar ready
to impart their coneern to others.

Helping participants sce and recognize immediate
and potential needs and opportunities for follow-up
is an important responsibility of all members of the
planning committee. It will occupy many informal
conversations as well as those formal sessions devot-
ed to citizen action and follow-up.

M’/\"V——

WHAT IS FOLEOW-UP?
.r/"

The r:mgﬂ\ of passible and feasible types of citizen
activities is rapidly growing, and many opportunitics
toact on evels not previously accessible to citizens

sure emerging. Simuhtancously, the interretationship
between water quality, air pollution, tand use, cuergy
production, agriculture, industry, and transportation
has become evident. Major resource and polution
problems have o targe social and political content,
and consequently, in our democracy, the natural
environnient is evervbady's business.

Opportunities for acting to proteet or improve the
quality of our water resources and our environment
extend well beyond the immediate role of the voting
citizen and member of civie or conservation groups.
Businesses, industry councils, banks, religious de-
nominations, kibor unions are other organizations
that can influence goveriunent decisions allecting the
environment. Company executives, engineers, or ¢m-
ployees can act more direetly by persuading their
corporations to manage their own waste water more

Q
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cifectively und to safeguard cnvironmental values in
their operations. Some participants will be drawn
from these ficlds: all have such organizations in their
communitics.

The paragraphs which follow may be uscful not
only to the follow-up committee but to other com-
mittee members in their guidance to participants,

KEEPING IN TOUCH

A ncwsletter is onc of the best tools for passing
along new information and idcas as well as for kecep-
ing everyone informed of participants’ activities. The
Education Fund, for cxample, prepares and mails
LAND AND WATER ROUNDUP twicc a year to
attendees of the latest serics of seminars. Through
bricf notes on what various participants arc doing,
it reports o varicty of activities which in turn give
ideas to other groups. As space permits, ROUNDUP
includes short reports of new legislation on water
subjects, major governmental appointimients, studics
or reports, notices of meetings or hearings, and re-
vicws of books and films,

A newsletter used for follow-up for a more local
audience could include much the same sort of in-
formation but cover local matters, hearing schedules,
and so forth, in more detail,

If funds for postage, publications, or reproduction
arc available, the chairman can mail reprints of im-
portant new articles, pamphlcts, citizen guides, data
on regional plans and projects or bond issues, sum-
mavries of issues stated for public hearings, or notices
of important mecetings to participants.

I Tollow-up conference is being organized, cven
very preliminary plans make exciting news for the
Seminar group.,

A questionnaire, sent to cach attendee a couple
of months following the seminar and every few
munths therealter, makes it casy for participants to
teport to the follow-up chairman and also reminds
them that others are interested in their progress,

43
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COMMUNITY LEADERS COINFERENCE

Coastal Lands and \laters of New England
Box 313

South Vellfleet, Mass. 02663

PCST-CONFERENCE ACTIVITIES REPORT

(Please fill out completely. Uaé back of report, if necessary. Include clippings
and pictures, if available.)

I.

II.

III.

VI.

VII.

VIII.

IX.

\

HAVE YOU SFOKEN TO ANY GROUPS ABOUT THE COASTAL ZONE?
List organizations and special details.

HAVE YOU PARTICIPATED IN FIELD TRIPS? ORGANIZED ANY?
\hat organization sponsored the trip? Describe the trip.

HAVE YOU ATTENDED ANY HEARING OM COASTAL ZONE MATTERS?
Agency holding hearing. Date.

Did you testify?

Include’ a copy of your testimony.

HAVE YOU ATTTNDED ANY MEETING CONCERNED WITH THE COASTAL ZOMNE?
Name of orzanization? Date-
Subject of meeting.

HAVE YOU BEEN APPOINTED QR ELZCTED TO ANY GOVERNMERTAL BODY INVOLVED
IN LAND OR VUATER USE?
Give name of agency, area of responsibility and your title.

HAVE YOU BEEN APPOINTED (R ELEC <D TO ANY PRIVATE AGENCY INVOLVED IN
LAND OR WATER USE?
Give name of agency, area of responsibility and your title.

HAVE YOU YRITTEN FOR PUBLICATION ANY MATERIAL ON THE COASTAL ZONE?
Send copy of material.
Publication. Date.

DO YQU HAVE ANY PROWECTS YOU \OULD LIKE TO ANNOUNCE?

ADDITIONAL COMMENTG.

Name Address
Trwn State Zip .
Period covered from to

NAIL TO COMMUNITY LEADERS CONFERENCE, BOX 313, SOUTH VELLFILET, NASS. 02663
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CHOOSING A COURSE OF ACTION

In the course of the seminar. participants will dis-
cuss specific water quality and land resource prob-
lems in their arca and the region's immediate needs.
These may be sewers, a new treatment plant, en-
forcement ‘of zoning ordinances, financing ¢nforce-
ment of an adequate plan, more funds for enforce-
ment stafl, pollution from an important factory, ex-
cessive runolt or pollution from roads, sedimentation
from road-building, from housing development, from
bad agricultural practices. logging or, overgrazing,
runofl from feedlots,

- Next, groups should ask themscelves what they see
as fong-term goals for their region. A land use plan?
Regional  planning? Flood plain zoning? Urban

renewal? River basin planning? An improved water

supply? Protection of ground water? Adjustment of
principles governing water management?

Should civie groups focr. on one specific g oal or
work across the board? Some groups face clear-cut
local problems, casy ' to detine. Other group- face
broader problems requiring a state-wide or rezzonal
solution,

In cither case, having selected their  proviem,
those who have attended the seminar witl inevizinly
need to gather more facts—an exeellent assignmient
for a committee. In addition to the technical, scien-
titic, social, cconomic, and political factors of any
issue, they should know the applicable laws, reguta-
tions, and procedures and should get acquainted with
the administrators. Tt will help them if the problem
can be examined tirst-hand with people of differing
viewpoints, Community leaders will want to find out
what studies and planning projects are underway
and get the reports. They must investigate where the
power to remedy or improve lies, learn about the
people who have decision-making power, They can
get help, reports, and information about programs
from state personnel. They could make a survey of
open space. sources of pollution, conservation or
aesthetic values, cte, They should understand the op-
position and its sources.

Weighing these various considerations lights the
wiy to the most productive courses of action;
whether to

build public awareness i

encourage diseussion and try to resolve conflicts
vupport (or oppose) a specific proposal

continie o back an existing program, appropria-

Q
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tion. enforcement, cte.

prod ofticials to attack a problem

encourage an official study or planning project
support steps in implementing such a study or plan.

BUILDING PUBLIC CONCERN

If the initial course of action chosen by a partici-
pant or his group is to build public concern about
a problem, they must next choose their audience and
their means,

Meetings cun be planned: for lcaders whose sup-
port they hope to win; for the public, with clected
officials present to observe support for the issue:
an organizing meeting, with reporters present, One-,
two- ov three-day conferences for a selected group,
perhaps state legislators and officials: workshops;
briefings: go-see tours; o serizs of programs or ex-
tension cour:es in conjunction with university. -mu-
seum, librar . water resources institute, or state or
local agencic. — all are follow-up possibilitics.

No list of ways to communicate can pretend 1o be
complete, but any group planning a program of ac-
tion will consider speakers for meetings, slide pres-
cntations, radio or television programs, interviews
and spots, documentary films, literature stalls, port-
able displays, mailings of pamphlets and flyers, an-
swers to common objections, legislative information,
newspaper and newsletter stories, and background
information for press use.

Help participants appreciate that through these
a-tvities they are helping to inform the public by
offering scientific and technical information in terms

people can understand, and that — through the

seminar — they are acquainted with many articulate
persons who hring o wide varicty of points of view
to the issuc,

Opportunities are everywhere!

TAKING PART IN THE PROCESSES
OF GOVERNMENT

Committee members can encourage participants,
and they in turn other citizens, to demonstrate the
public interest in an issuc through attendance at
hearings and mectings of boards, legistative com-
mittees, city councils, or other responsible bodics
when environmental matters are to be  discussed.

45
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Citizen lcaders should ask to be put on lists to be
notified of hearings — both local and regional —
and should urge local media to publicize and cover
them.

Muaintaining contact with officials at all levels en-
ables civic leaders to feed them ideas. information
and citizen views. If the citizen group establishes
itself as reliablé and responsible, officials may well
come to seck its views on matters before them,
Questionnaires to candidates for oftice are useful in
getting information to the voter and as o basis for
going back to the person clected.

Encourage citizen groups to make .ite governo: or
mayor awarc of their concern when he is appointing
members to an environmental council, water board.
or zoning commis-ion: they may suggest nominces
for these positions. Help them sce why citizen groups
that have a plan cor solving a particular preblem
should go first to their mayor or ceuncil, to censult
them and ask for their support. They will hive a
better chance of suecess if the officials can muke the
plan their own!

THE COALITION OR COORDINATING
COUNCIL

The follow-up committee can help  participants
sce the value of the interorganization coalition,
whether it be a continuing organization or an ad hoc
arrangement, whether it be geared for action or
serves primarily to colleet and disseminate informa-
tion.

The coalition or coordinating council can be a
powerful instrument, multiplying the cffeet and di-
viding the work. \a cffectise coalition includes not
only a nucleus ot the principal conscervation organi-
zations in the region but a variety of organizations
whose ditfering interests give it broader appeal. Such
a coatition could in time receive quasi-ofticial status
as advisor to the exeeutive of the arca.

A coalition makes it possible to enlist more help-
ers, make more news, reach more people, use ofli-
cials” time more efficiently. lts larger resources may
make it possible to keep up with the meeting sched-
ule of all agencies dealing with stream or air control,
to publish a fact sheet about state agencies and laws,
to prepare a digest of bills, to retain counsel, to com-
mission an independent engineering report, to finance
an ceological inventory or a scientific study of the
region.

46

48

An adjunct of the coalition is the technieal ad-
visory committce comprising experts of several dis-
ciplines. Such a committee can evaluate the scientific
and technical aspects of major water resource pro-
posals for the coalition, for example, and the results
of its studics can be presented to the -appropriate
government body and the press.

A major advantage of the coalition is that it
facilitates citizen representation at hearings, which
arc becoming more numerous and more technical.
The coalition can draw on its pool of resources in
translating scicntifie, technical, and legal information
into a lay explanation of how the citizens’ interests
will be affeczzd by a given proposal. The coalition
an provide zomembers who wish to testify informa-
tion on procedures to be followed and, if the subject
is a technicii one, ean conduct workshops on the
subject mattzr or on preparing appropriate testi-
mony. The coalition is in a position to bore’in on
the topic from many sides. It can linc up panels to
testify on difierent aspects, recruiting specialists on
cach, and at thc same time carn the gratitude of
legislators and other officials for reducing repetition.

Still another advantage of a coalition arises from
the scale and complexity of environmental problems.
Even for local problems, solutions must often be
regional and interdisciplinary. The larger, more het-
crogencous group can cultivate the wider support
required for the larger scale solution.

To cncourage formation of interorganization
groups a follow-up chairman ecan tap her own
sources (not forgetting scminar committee and
spcakers) for information to pass along on organizing
and on'what other citizen coalitions or coordinating
councils arc doing.

EVOLVING CITIZEN ROLYE, IN AN
EVOLVING FRAMEWORK

Fundamental changes in concepts of land and
water values and of citizens® rights are occurring.
Long-accepted cconomic precepts are being scruti-
nized in a sociological context that newly encom-
passes environmental amenities, Giant industries such
as transportation and power gencration, formerly re-
garded as exclusively cconomic phenomena, are scen
as directly and greatly affecting environmental qual-
ity. Laws, doctrines and formulac which have gov-
erned the use of water, though deeply rooted in tra-
dition and in history, are recognized as inadequate
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today. Land use is becoming a major issuc.

It is a time of change for the governmental frame-
work too. A provision of the National Environmental
Protection Act of 1969, which established a strong
national policy for the protection and cnhancement
of the natural environment, requires that every pro-
posal or recommendation “for legislation and other
major federal actions significantly aflecting the qual-
ity of the human environment™ be accompanicd by a
statement on the environmental impact of the pro-
posed action. These impact statements, as they are
alled. prepared by federal agercies, are available to
the public by law and afford new and important op-
portunitics to ensure that environmental values are
properly considered in resouree decisions. '

Citizens may obtain & copy of-a draft or final im-

pact statement by writing directly to the ageney pre-
paring the statement, or may order statements by
number from the National Technical Information
Service (NTIS) of the Department of Commerce,
Springticld, Virginia 22151, The price is $3 for a
statement of up to 300 pages, 36 for statcments over
300 pages. Order numbers may be obtained from
the 702 Monitor published by the Council on En-
vironmental Quality, or from the Semi-Monthly An-
nouncement of the NTIS, Series No. 68, Emviron-
mental Pollution and Control. (Copics of federal laws
may be ordered by number from the Superintendent
of Documents, Washington, D.C. 20402.)

The cestablishment of the Environmental Protec-
tion Agency, grouping together in one organization
six formerly scattered pollution ¢ontrol offices, has
stimuedated the foraation of similar umbrella agencics
o the state level. How their own states or regions
ire organized for control of pollution and whether the
arrangement could be improved is a question to which
participants might address themselves,

Participants might want to consider whether a
particular free-flowing river in their state could ap-
propriately be included in the National Wild and
Scenie Rivers System, thus protecting it from harm-
ful cncroachment. They might want to work for
establishment of a comparable state system.

THROUGH THE COURTS

New coneepts also are evolving in“the law and in
the use of the courts, and more environmental issues
are being referred to the courts.

The developing principle that the public is an
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interested party in legal actions involving such mat-
ters as pollution from an industrial plant or struc-
tural alterations of bodies of water has opened a
new channel for cxpression of citizen opinion and
influecnce. As cnvironmental law evolves, citizen or-
ganization= may incrcasingly decide to join together
for purposes of litigation.

There is a further trend in legislation and in court
decisions to establish the principle that an indjvidual
citizen may file as a party likely to suffer environ-
mental injury. Individuals in some instances may file
class action suits on behalf of a large class of simi-
larly affccted citizens.

Another technique, which does not involve the
substantial costs that must be borne by the party to
any suit and which is often appropriate, is to filc a
bricf as amicus curiae, that is, “friend of the court,”
prescnting the citizen group’s point of view on an
environmental charge or complaint, usually in agrec-
ment with and with the consent of the plaintiff. A
brief filed in this way may raisc questions not posed
in the plaintifi’s bricf, which reflect the particular
concern of the group and to which answers arc

* needed, A group must scek permission . of the court

to file as amicus curiae.

A lawsuit has many audicnces: the court, regula-
tory agencies, the press, the public, other cnviron-
mental organizations, the scientifie, business, and in-
dustrial communitics, clected officials and legislative
bodies. In its larger context it can be viewed as part
of the political process.

Litigation may often not be appropriate, but if no
other alternatives secem to be effective, citizens should
consult lawyers in their own state for guidance. If
4 group receives apparently contradictory advice
from different sources, it should consider its goal
carefully and let that guide the decision, keeping in
mind that a lawsuit is a long process, requiring not
only funds but scicntilic cvidence, witnesses, and
much volunteer time to assist the lawyer in prepara-
tion of the case.

THE IMPORTANCE OF FINANCING
ENVIRONMENTAL PROTECTION

Financing water pollution abatement and water
quality protection is a subject on which citizen wishes
should be expressed mare vigorously. The citizen role
in passage of bond issucs for sewer tines and sewage
treatment plants is well known. Tt has undoubtedly
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been due to the public’s voice that bankers in one
state adopted a pollution code: that in another they
now oflfer antipollution bonds: and that in o third
they estublished a public interest fund trom which to
make low-interest loans for public interest purposes
including pollution control installations by industries,
Seminar participants should bhe encouraged 1o ex-
amine tax policies which encourage fand and water
devetopment rather than watershed proteetion and
to support appropriations for water pollution abate-
ntent pr()grm.n\'.

STATE AND LOCAL ACTION IS THE KEY

I has become increasingly clear that despite the
nuny important federal progriuns designed to achicve
environmental quality much of the job must fall on

state governments, In nearly all federal environ-

mental programs, the task of implementing and en-
forcing poHlution control plans is a state or local
function. Federal water and air pollution faws re-
guire public hearings where citizens may voice their
wishes regarding the quality of uir and water they
desire and ways to achieve that fevel. How his state
organizes itsell’ for water quatity protection, whether
the power to regulate an activity is to be separated
from the power to promote it, how legislative, police,
and entorecnient awthorities are to be divided —- all

these are very much the citizens’ concern. Yet pas-
sage of o law is only the first step. Implementing the
Faw. monitoring its application and enioreing its pro-
visions — and financing cach of these processes —
are the Tong, hard chores,

Citizen action in water quality matters ranges from
stufting envelopes with notices of a meeting; or carry-
ing placards at that meeting, to developing and sup-
porting u complex regional plan based on scientifie
and legal studies, to promoting needed alterations in
basic national policies. As seminar participants think
about what they should do. they may be tempted to
feel that some kinds of problems and some kinds of
cltort are small and insignificant, that others are be-
vond their strength and competence. 1t is true that
opportunitics and talents vary widely, However, citi-
zens should remember that just as they often need
professional help in developing solutions to their
communities” cnvironmental problems, expert sotu-
tions require popular support to be put into effeet,
To control pollution effectively, officials need the
backing of the citizenry as much as they need an
etlicient plan 10 exccute.

The cffectiveness of the national ¢fforts 1o safe-
guard and improve the guality o Ge waviaonment
rests on shaed responsifulity among povernment and
business as well as among the various levels of gov-
ernment. 1 rests equally firmly on citizen support
and action,
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