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New Committee Reporting Structure and Committee Guidelines, Revised 

For IndivisibleSOS Santa Fe Committee Chairs, April 11, 2022 

From Marti Burt 

Although IndivisibleSOS Santa Fe is 5 years old, the committee structure is very recent. 

During the past few years we have grown in membership, sophistication, recognition, and ambition. It is 

time to create an organizational structure and expectations for our committees.  

Committee goals/mission 

This is a clear written statement of what the committee is working to accomplish. Your committee’s 

goals/mission statement will be the basis of its ability to take independent action on alerts (see item 4c) 

1. Write out the committee’s goals/mission statement.  

a. This can relatively long if needed, but please ALSO: 

b. Use the webmaster’s (Dottie’s) template to translate this goals/mission statement into a 

short, succinct statement (500 words max) for the committee’s section of the 

IndivisibleSOS Santa Fe website.  

c. Also include a brief summary of the committee’s short-term (next 6 months) strategies 

and campaigns. This website information lets potential supporters and new members 

know what we do and where they can fit in.  

i. Update the strategies and tactics portion of the committee’s website 

information at least every 6 months. The committees’ liaison can help with this 

if a chair does not want to do the writing herself.  

ii. Expect it to take a week for your new information to be put on the website. 

2. Committees present their goals/mission statement to leadership and get them approved. This 

happens once, unless the goals change in major ways. That might happen if: 

a. A committee splits into two committees, each with half the focus of the original 

committee, because the work on each focus has expanded 

b. A committee takes on a major new focus 

3. Once a committee’s statement has leadership approval, any action that furthers its 

goals/mission can be done without checking with leadership—e.g., deciding which bills to 

support; sending out alerts; working with interim committees or specific legislators or 

government agencies. 

Communications Between Committees and Leadership, and Among Committees 

Committee chairs will maintain good communication with leadership and with other chairs, by: 

1. Committee Chairs meeting: NEW meeting, from 11-12:30 on the second Monday of every 

month, after the regular meeting. This meeting will be for committee chairs and leadership to 

meet, chairs to describe their work during the previous month, successes, semi-successes, 

failures, strategies for reversing failures. Convenes monthly on the 2nd Monday of the month. 

2. Keeping a Record of Committee Work: At this point in our growth, when one or a few people 

cannot keep track of everything that is happening, it becomes important to leave behind some 

kind of record of our activities, successes, failures, and lessons learned. We can figure out where 

to store these records, but we should start doing them. The committees’ liaison can be 
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responsible for collecting them. A suggestion: Committee chairs already prepare agendas for 

their meetings and circulate them to members in advance of the meeting. As a way to 

streamline record-keeping, what about editing the agenda immediately after the meeting to 

indicate what decisions were taken for each agenda item, and maybe a small flavor of the issues 

discussed in reaching those decisions? Then the edited agendas can be archived.  What do folks 

think of this modification of the idea of keeping a written record?  

3. “Domain” negotiations, new committees: Situations will arise where an issue comes within the 

bailiwick of more than one committee. We have also had new committees spin off from old 

(Immigration from Civil Rights/CJS Reform), or a new committee because a new member has a 

specific passion not otherwise represented. And we have had ad hoc single-issue committees 

that fade away once the issue is resolved (Redistricting, and hopefully Child Testimony will 

eventually be one of these).  

 

Requesting an All-SOS Letter 

These letters will most likely be in support of a particular bill, but could also be about a regulation 

or a policy, such as what we did with the Social Studies Curriculum. You write the letter, send it to 

the President. Expect some back and forth on wording and formatting. President sends to 

membership with 24-hour turnaround. If a majority of members support sending the letter, 

President (or letter writer) sends to relevant people, preferably on IndivisibleSOS Santa Fe 

letterhead. If not quite a majority, the president will make calls to quickly get the needed 

signatures.  All letters and accompanying permissions to sign name are kept in files by President. 

 

Ways of Being a Committee Member 

IndivisibleSOSers may want to be members of a committee for various reasons, and we want to 

welcome them all. Reasons may range from Reasons may range from:  

1. Being a committee chair or co-chair 

2. Being willing to take charge of IndivisibleSOS’s response to one issue within the 

committee’s purview, but not all of them 

3. Wanting to take action, under someone else’s guidance, on issues within the committee’s 

purview, although maybe not every one of them 

4. Wanting to learn more about one or more issues within the committee’s purview 

5. Wanting to learn how a committee operates 

6. Wanting to serve as a liaison between IndivisibleSOS and its actions and one or more 

other organizations, whether the member works for that other organization or just works 

with it.  

Committee chairs need to accommodate members with any of these different levels of interest 

and motivation. Some people may only attend meetings to listen. Others may be willing to take 

on specific tasks. One or two may be willing to share leadership, or primary responsibility for a 

particular component of the committee’s work. 
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Addendum 2 

What is an alert vs. what is general committee business? 
Who gets alerts, who gets emails about general committee business? 

What goes into an alert, template for alerts. 

An ALERT is a call to action. This is when you want people to write emails right now, call 

their legislators or governors, submit testimony to affect state agency rule-making, etc. it 

has urgency and a short time frame. 

 WHO GETS AN ALERT? Everyone on your committee PLUS everyone who has signed up to 

get alerts from your committee. 

In contrast, general committee business is when you call a meeting, make assignments, 

check on attendance, try to see what progress someone has made on something she said 

she would do, set meeting times, and similar communications. 

 WHO GETS THIS TYPE OF EMAIL? Only members of your committee.  NOT the non-

committee members who signed up to get alerts. 

What Goes into an Alert 

1. An Alert should come from the committee chair and go to committee members and 

others who have said they want to get Alerts from that committee. 

2. Write your own, don’t just forward. A committee chair will likely be tracking a bill or 

other activity by checking the websites of other activist organizations or being on their 

email lists. This is obviously an efficient way to keep up to date.  BUT, please do NOT 

simply forward these emails, however time-saving that may be. Instead, write your 

own. It is most important that our members know that what they receive in their 

inboxes comes from US, not from other advocacy organizations. It is fine to copy 

information from those other organizations into your own email, or provide links, but 

make sure that the email/Alert comes from YOU and is clearly identified as from 

IndivisibleSOS Santa Fe. 

 

Template for alerts 

We have a template for Alerts that shows what should go into an Alert and in what order. 

Please use it when sending Alerts. 

(ALERTS TEMPLATE STILL NEEDED) 


