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CAUCUS CONVENER RESPONSIBILITIES 
A Caucus Convener will be recruited to conduct the caucus in each precinct. Responsibilities 
during the caucus will include: 

 Electing Precinct officers for a 2-year term 

 Electing delegates and alternates for a 2-year term 

 Discussing Resolutions to the State Party Platform 

 Recruiting volunteers for election judge and poll challenger 

BEFORE THE CAUCUS 
1. Attend convener training and pick up your Convener Packet of caucus supplies. 

2. If your Caucus Coordinator has not recruited a Secretary to work with you at the caucus 
you should select a person to fill that position and review the Secretary’s responsibilities 
with him/her. Have your Secretary trained ahead of time so that he/she will be ready to 
help you with setup. You may also want to recruit 2 additional people to greet and help 
to sign-in attendees. 

3. Review training materials before the caucus and be certain that you have sufficient 
copies of all handouts for your expected attendance: (Your Caucus Coordinator or BPOU 
Chair should be able to tell you how many people attended in the past) 

It is expected that the forms will be provided in your Convener Packet, along with all 
other materials listed on the Convener Packet Contents list. You may have to make 
additional copies. The documents can also be found online at www.mngop.com/action-
center 

4. There are additional items that you may need to provide: (If not given to you by your 
Caucus Coordinator.) 

 Blank paper which may be needed when voting for officers, delegates and 
alternates. The ballots for officers can be small pieces of paper because only 
one name will need to be written. Ballots for delegates will need to be large 
enough to write the names of the number of allocated delegates for your 
precinct. You should have blank paper and a scissors handy in your packet of 
materials in case you need to cut more ballots. 

 Black markers for printing names on name tags (Sharpie fine point) 

 Good quality ballpoint pens for registration, filling out ballots, other forms, 
etc.  

 Envelope to pass around for donations 
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 Painters tape to tape up your precinct map and signs 

 If you are in a location with other precincts, your Site Captain will put up 
signs in the building and will have a staff of greeters to direct people to their 
correct precinct room. 

 If you are the only precinct meeting in a building, you will need to put up 
directional signs to guide people to your room. 

 Other supplies that you may need are paper clips, stapler, colored markers, 
post it notes. 

5. Be certain that you have been given the following information by your Caucus 
Coordinator or BPOU Chair: 

 Cell phone number for your Caucus Coordinator in case you have questions.  

 How your packet of completed materials is to be turned in following the 
caucus. 

 

SETTING UP FOR THE CAUCUS  

1. Arrive early – no later than 6:00 PM.  Your Secretary and those helping with registration 
should also arrive early. 

2. Check your room to be sure that you have the following:  If you do not have what you 
need, contact your Caucus Coordinator or the person in charge at your location 
(Custodian, Administrative Assistant, etc.). 

 Chairs for the expected number of attendees 

 Registration tables 

 Table for candidate literature and any other materials for attendees 

 Table for you and your Secretary to be seated 

 White board and DRY ERASE markers / or easel, paper, and marker / or large sheets 
of paper that you can masking tape to a board or wall.  Do not erase anything 
written on a board unless you have permission to do so. DO NOT WRITE ON AN 
ELECTRONIC BOARD OR YOU MAY HAVE TO REPLACE IT. 

 American flag 

(You may move furniture in the room to better fit your needs, but you must put 
everything back as it was before you leave.) 
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3. See that directional signs are put up to direct attendees to your room.  Tape up your 
precinct map in your room. 

 

REGISTRATION 

We understand that BPOUs may be using slightly different methods of registering attendees at 
their caucuses.  Every caucus attendee will have to sign in on a blank sign-in form. The following 
method is suggested by the State Party: 

 Set up multiple registration stations and train your registration helpers. There should be 
numerous copies of blank-sign in sheets and a few copies of the observer forms at each 
station. Ask attendees to PLEASE PRINT LEGIBLY.  

 Observers are to sign-in on the Observer Sign-In Form. 

DO NOT HAND OUT ANY BALLOTS FOR THE GOVERNOR POLL DURING REGISTRATION  

You may find that some people approach the registration people and ask for a ballot to 
vote in the Governor Preference Poll. To ensure the integrity of our election, please do 
not give them a ballot at this time. They must follow the procedure described above to 
register and qualify to participate in the caucus. There is a specific time in the Caucus 
Script when the ballots will be distributed to those who have registered and who qualify 
to participate. Only at that time will they receive a ballot and be allowed to vote. 

DURING THE CAUCUS 

1. Use the Precinct Caucus Convener Script for reference during the caucus. 

2. When electing delegates, there are no automatic delegates. All delegates must be 
nominated and elected. 

3. It is not a requirement that all delegates be available to attend all conventions.  If a 
person comments that he/she is not available on a specific convention date, that person 
may run for delegate if he/she is willing to fulfill the other responsibilities of the 
position…that is the reason that alternates are elected. 

4. Keep a running record of all elected delegates and alternates – this information will be 
added to the Caucus Book at the end of the caucus. 

5. Some candidates will be traveling around the state to speak to caucus attendees. If a 
candidate comes to your room, take a break in what you are doing and allow him/her to 
speak for a few minutes. The candidates want to move on quickly to speak to as many 
caucuses as possible.  If the candidate wishes to leave literature, have him/her drop it 
on a table for distribution to your attendees. 



5 

 

 

AFTER THE CAUCUS 

1. Help your Secretary record all the elected officers, delegates, and alternates in the 
Caucus Book and on the individual sign-in pages. 

2. If any people were nominated for officer, delegate, or alternate who were not in 
attendance at the caucus, you must fill in all of their contact information including their 
address, phone number, and email address.  Note that they were not in attendance. 

3. See that the information in the upper right-hand box of the Caucus Book is filled in 
correctly.  

 # of delegates elected:  This should be the same number as the allocated delegates 
unless your precinct was not able to fill all of the delegate positions. 

 # of alternates elected:  This should be the same number as the allocated alternates 
unless your precinct was not able to fill all of the alternate positions. 

4. You and your Secretary must sign the forms to certify the election of officers, delegates, 
and alternates. 

5. Look over the Caucus Book, all sign-in forms, Election Judge Sign-Up Forms, and Poll 
Challenger Sign-Up Forms, to see that they are complete and legible. 

6. Gather all materials and place them back in your packet.  

7. Put the room back in order as you found it. 

8. Return the packet as you were instructed by your Caucus Coordinator or BPOU Chair.   

 


