
Part of a series of self-help booklets from the English Liberal
Democrats to get your Liberal Democrat Local Party really moving.

The “How do we do that?” guide to:

The purpose of this booklet is to help
you make a success of the things that
your local party does.  This guide also
suggests some new things that could
help you be even more successful.
There are six guides in all.  Each guide
is written in non-technical, “normal”
English and should be easy to
understand by any member.  The other
guides in this series are:

Campaigns made easy
Membership made easy
Teamwork made easy
Communication made easy
Fundraising made easy

Please contact the address beneath for
copies of any of the other booklets.
For more copies or to comment on the
“Made Easy” series please contact the

English Party
4 Cowley Street
London
SW1P 3NB
Tel 020 7222 7999 ext 525
englishlibdems@cix.co.uk

© 2005 English Liberal Democrats
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Local Party Made Easy
Local Party Executive
What it does…
An Executive runs the Local Party.  It is made up of people with
official positions such as Chair, Treasurer, Campaigns Officer
and so on.  The Executives vary in size.  The smallest should
have at least a Chairperson, a Secretary, a Treasurer and a
Membership Secretary.

The officers get elected every year and different people take
over from each other as time goes by.

Benefits of a good Executive
A good Executive brings the Local Party to life!!  Attendance at
meetings is high, the membership goes up and people enjoy
being involved.  A good Executive also handles the hard times
when there may be conflict or difficulties in the Local Party.  A
good Executive can usually see
trouble ahead and takes
steps to prevent it.  Above all
a good Executive sets out a
vision and encourages the
Local Party to win more seats
and achieve political success
in the future.

Do
keep written records of officers and their roles
run proper elections for officer positions
publish officers’ names in your newsletter
give people jobs they enjoy doing
give people freedom to take responsibility
encourage team spirit
seek out the positives in other people

Don’t
hope that everyone will remember things in their head
agree privately the officers’ positions without elections
expect everyone to know who you are
force the bad jobs on “victim” members
breathe down people’s necks
encourage competition within the group
let the Executive seek out the faults in everyone else
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Local Party Chair
The Chair takes the chair at Lo-
cal Party Executive meetings.
These are likely to be held
about once every two months
and should bring together rep-
resentatives from all the
branches, plus the
other Local Party offic-
ers
The Chair is the point of
communication between the
Local Party and the region and national party
The Chair takes responsibility with the Treasurer to make
sure that there is compliance with legal requirements*
The Chair is usually the national party’s Designated
Nominating Officer (DNO) for the Local Party. This means
s/he signs the document allowing candidates to use the
description “Liberal Democrat” and the party emblem on
the ballot paper.
The Chair takes responsibility for ensuring that the Local
Party is run according to the local party and national con-
stitution.
The Chair takes responsibility for ensuring candidate se-
lection takes place and is carried out according to the rules
in the Local Party constitution
The Chair ensures, working with others, that the constitu-
ency has an action programme and works to fulfil it.
The Chair should ensure that all Executive members have
the opportunity and are encouraged to be involved in
delivering the Local Party’s objectives.

What happens at a
Local Party
Executive
meeting?

There should be a report from all
the officers on what they have done
since the last meeting.

It is important that the Treasurer
gives a regular update on the fi-
nances.

If the Local Party has set out a plan
for the year and a budget for that
plan then progress with this should
be reported and the next months’
tasks and targets agreed and set
out.

The Local Party Executive hears
reports of activity from the wards
and any councillors and this can be
a useful place to swap ideas and
information.

Accept new members into the
Local Party in accordance with the
membership rules.

The Executive is also a forum for
advertising events and for passing
on information from the region and
the party nationally.

The Local Party Executive can be
a forum for discussing political
and policy issues, though it is pri-
marily a working body and party
business should take precedence.

Vice Chair
The Vice Chair deputises for the Chair when necessary.
The Vice Chair takes, in agreement with the Chair, some
of the work of the Chair, this often includes liaison work,
possibly with new members, with councillors, and with
local branches.

ANNUAL GENERAL MEETINGS
Officers should ensure that these take place according to the rules in the Local Party constitution (in
October or November) and are convened annually at a time which allows for them to report newly
elected officers and federal party conference representatives for the following calendar year  to Cowley
Street by 15th December. This means starting to plan your AGM in September at the latest.
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Secretary

The Secretary will usually write, print and circulate
agendas, minutes and calling notices for  local
party meetings, which will include the regular
Executive meeting, the AGM, and may include
social events. The Secretary will also send
notification of  any sub committee meetings or
the officer group if these meetings are felt
necessary.
The Secretary will keep the diary of events to
ensure that people are notified and that clashes
are avoided.
The Secretary will communicate with the party
HQ and the regional party the list of Executive
officers and conference representatives, ensure
that list is also circulated to those concerned.
The secretary may co-ordinate the reports back
from conference from representatives at special
meeting or in the members’ newsletter which my
be delivered at the Executive, or via newsletters.
The Secretary usually holds a copy of the Local
Party constitution and should be able to consult
in  the case of any queries about procedure. If
in doubt, the secretary should consult Regional
Officers.
The Secretary may well produce a regular letter
to the members or a newsletter. This will
encourage members to attend events and keep
them informed of activity of the local party and
its branches and the region.

Treasurer
The Treasurer will prepare a budget for the year.
This will usually be in consultation with the
officers or a campaign committee if the Local
Party has one. The budget should be approved
by the Executive and is a useful tool to monitor
income and expenditure on a regular basis.
The Treasurer must put in donation reports to
the national party in accordance with the PPERA
rules.*

The Treasurer will need to work with the
fundraiser or the officer group to set targets.
The Treasurer needs to liaise with branch
treasurers and election agents to ensure records
are kept and budgets are complied with.
The Treasurer needs to keep accounts which
must be audited annually, approved by the
Executive and sent to Party HQ. Parties with an
annual income or expenditure of over £25,000
must comply with more complex rules.*
The Treasurer needs to fill in campaign
expenditure records as required by PPERA.*

*PPERA and other legal
compliance rules are explained

more fully on page 5 of this
leaflet or in “The Compliance

Guide” available from the
English Party Office.
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Local Party Executives can
decide to have other designated
posts. These can include:

Youth and Student
Co-ordinator

A Youth and Student Co-ordinator makes links with
local schools and colleges.
A Youth and Student Co-ordinator liaises with the
regional and national LDYS (Liberal Democrat
Youth & Students).
A Youth and Student Co-ordinator may co-ordinate
mailings to young voters and recruitment drives.
A Youth and Student Co-ordinator may organise
events for young members and work to get them
actively involved.

Fundraiser
A Fundraiser gets together a group of people who
will help fund raise.
A Fundraiser works with the treasurer and other
officers to devise and carry out a programme which
will raise the funds the local party needs to fulfil its
plan.

Agent/Organiser
An Agent/Organiser works with officers to develop
an action plan
An Agent/Organiser drives the action plan forward
and reports on progress
An Agent/Organiser may co-ordinate campaign
training (from the regional party)
An Agent/Organiser will co-ordinate election cam-
paigns

Press Officer
Publicise the work of the Local Party in the media.  To
achieve this they should maintain a contact list of local
and regional media and establish a working relationship
with journalists and editors.  They should also be
responsible for press releases and ensure that the
Local Party members write letters to the local press
and take part in radio programmes.

The one-off
It’s OK to create one off positions to run a particular
campaign or project.

Membership
Development
Officer

Organised and run member-
ship recruitment and renewal
campaigns
Ensure that the Local Party
has a wide range of social
and political activities to
facilitate member reten-
tion
The Membership Devel-
opment Officer ensures
that non-renewing mem-
bers are chased up
The Membership Development Officer may
organise recruitment campaigns and train-
ing (which is available from the region and
from the party’s Membership Services De-
partment)
The Membership Development Officer en-
courages members to move onto direct
debit payment
The Membership Development Officer may
take on liaison with new members, ensur-
ing they are invited to meetings and events
and know how they can get further involved
The Membership Development Officer may
produce a regular newsletter for members
(may work with others to do this.)

Data Officer
Responsible for Membership and Election
(EARS) data
The Data Officer liaises with the national
party’s Membership Services Department,
receiving membership lists and sending in
information on new members, moves and
deaths
Ensures that changes to members data
are passed on promptly
The Data Officer ensures that use of mem-
bership information complies with Data
Protection rules. (Chiefly this means that
the information is not passed on to third
parties without the members’ permission,
and is not used for purposes other than
those for which it is given.)
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ACCOUNTING
REQUIREMENTS –
The Accounting Year for the
whole party is January-
December. This is determined
by the Electoral Commission

If the accounts of the Local Party
have a turnover (income or
expenditure) of more than
£25,000 they have to be
completed in accordance with
the format issued by the
Electoral Commission, approved
by the Executive Committee and
submitted to the Electoral
Commission, via HQ, by 31st

March. They must also have
been audited by a qualified
person.

Local parties whose income and
expenditure fall below the
threshold should keep accounts
in accordance with the
guidelines issued by Cowley
Street and sent out annually.

All Local Parties should have
their accounts running from
January to December. They
should be signed off by an
independent person (see
guidelines), put to the Local
Party Executive for approval,
submitted to Cowley St by 15th

March annually and received
by the subsequent AGM for
noting.

This is just a summary of the
rules. Anybody raising money
should read the full guidance
available on the Electoral
Commission website for
themselves or contact David
Allworthy on 020 7227 1339 or
davidallworthy@cix.co.uk for
specific advice on what they are
doing.

DONATION CHECKING
& REPORTING
Where a donation is recordable (£200 or over) the national party must
have a record on the party’s database of the amount and that the
statutory checks have been carried out. These rules apply to all cash
transactions including membership fees, they also cover gifts in kind
and anything where we are given a discount of more than 10% from
the commercial valuation.

Donation Reports have to be submitted to party HQ on the prescribed
form (available from David Allworthy at Cowley St and supplied to
Treasurers) by the prescribed date (normally the 15th day after the
end of the reporting period on the form).
For donations received during an election period the threshold is £50
and the reporting window is shorter.

Important facts about donations reporting
£200 is the limit below which donations are not recordable
officially, except in election periods when the limit is £50

donations must be checked to ensure they are from
permissible donors (must be on the electoral roll or a UK
registered company)

a £1,000 donation to an Accounting Unit (all levels of the Party
below the Federal Party) goes on the public record.

£5,000 to the Federal Party goes on the public record

aggregates of £5,000 going to lots of different parts of the party
from the same donor go on the public record

cumulative donations go on the public record if over the limit
of £1000, eg: a £100 per month Standing Order to a Local
Party, total £1200 per year)

Loans are not declarable in themselves but the interest
foregone by the donor is reportable if it reaches a declarable
threshold.

Gifts “in kind” have the same rules as cash

Overseas donations are permitted below £200 or from overseas
UK electors

Remember some
Commonwealth
and European
citizens are
eligible to be on
the electoral register
and are therefore
permissible donors
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Where to go from here...
Your Region

Group activities
Developing a plan and ensuring it is carried out

It is a good annual exercise for Local Party officers to
construct a year plan. Apart from planning campaigning
which may be constituency wide or planned and
carried out by the branches, as a Local Party
you may wish to set targets for-

 membership
 fundraising

Plan out meetings for the year and ensure that there is some real progress.
It will also mean that you get ‘doers’ on your committees and not just talkers.
If you set out month by month the activities you want to achieve this, it will help give focus to
the Local Party

Welcoming new members
This is something that Local Party officers should ensure they allocate
amongst themselves. Members who have personal contact are more
likely to renew at the end of their first year. It is also an important
opportunity to talent spot.

Talent spotting and development of established
members
It is the responsibility of officers to keep the organisation developing

so looking out for potential candidates, officers and activists and making sure there are
opportunities for them to become more involved is important.

Membership
Kit

Membership
Kit

Membership
Kit

To interpret the Federal, English or
Model Local Party Constitution
contact the English Party Office.

For more information on the role of
the Local Party Treasurer -  “The
Compliance Guide” available
from the English Party Office

For more information on the role of
the Membership Secretary -
“Membership Secretaries’
Handbook” available from the
Membership Department at
Cowley Street - 020 7222 7999

English Party
4 Cowley Street
London
SW1P 3NB
Tel 0207 222 7999 ext 525
englishlibdems@cix.co.uk

How to select local council
election and by-election
candidates
Association of Liberal Democrat
Councillors (ALDC) 01422 843785
The Birchcliffe Centre, Hebden
Bridge, West Yorkshire HX7 8DG
info@aldc.org
Candidate Approval - A step by
step guide to make sure you end
up with the right candidates, £4

How to select a Prospective
Parliamentary Candidate & rules
for Returning Officers

- Contact your Regional
Party

- Contact the Candidates
Officer at Cowley Street
020 7222 7999


