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Unit Presidents: 
 

You have been elected to the highest office of your Unit – President.  
Congratulations!!  With this honor comes a responsibility for patience and respect for 
the members of your Unit.  Also remember the rest of the officers were also elected 
by the members.  They may not have been our choice but, deserve the respect of 
the office they hold. 

 
The American Legion Auxiliary does not have an official uniform however some 
Units wish to have a coordinated dress, that's their choice.  Neatness is the answer, 
you set the example. 

 
To keep control of the meeting let the members know what you want.  Inform them 
as to whether they are to rise or raise their hand to be recognized to speak.  It is 
difficult at times to keep them from rambling on and on, when they take a breath say 
thank you and go on with the meeting.  Talking among themselves is a problem, 
sometimes a look will stop them if necessary use your gavel. 

 
Legion and Auxiliary, most Posts and Units get along very well however as they say 
we are family does not mean it is 50/50.  If you have to give 75 percent at times and 
you achieve what you want that's what it's all about to make things work.  However 
they cannot revoke your charter.  The Unit is a guest in their Post home so they can 
deny you access to the facility for cause and at the vote of the Legion membership.  
You can meet somewhere else as long as all members are informed.  THIS IS 
EXTREME AND RARELY HAPPENS. 

 
The Legion cannot request your financial statement, or control your finances; they 
can charge you rent for the use of the facilities.  Most Units do help the Legion with 
the finances in the form of a gift etc. 

 
The Legion and Unit members -- The Unit is a guest so is the member.  If the Legion 
has a reason to revoke the member access to the social quarters, she can still 
attend meetings.  They can also stop her from coming on the property.  This would 
take a vote of the legion membership and they would have to notify the member by 
mail.  They cannot revoke her membership.   AGAIN THIS RARELY HAPPENS.  

 
This Unit President’s book has been compiled to help you fulfill the duties of your 
office and to answer as many questions you may have.  Remember, if you have 
questions or concerns that are not covered in this book, you have many, many 
people in the organization who are here to help, beginning with your District 
President and your Department officers, chairmen, and staff.   

 
Once again, congratulations, and have a wonderful year and have fun. 
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THE AMERICAN LEGION AUXILIARY EMBLEM 

 
 

The emblem of The American Legion Auxiliary is your badge of distinction and 

honor.  It stands for God and Country and the highest rights of man.  It 
consists of several parts, and each part has a meaning: 

 
The rays of the sun that form the background stand for the principles of The 

American Legion Auxiliary, for Loyalty, Justice, Freedom and Democracy; 
dispelling the darkness of violence, strife and evil. 

 
Unity and Loyalty are represented by the unbroken circle of blue. 

 
The field of white exemplifies the hope of Freedom. 

 
The star of blue is the emblem of service in war; it is no less the emblem of 

service in time of peace. 
 

"The emblem of The American Legion Auxiliary is the emblem of Americanism.  
As members of The American Legion Auxiliary we must preach and teach 

principles of Americanism.  Let us not forget that to each generation comes its 
patriotic duty and that upon your willingness to sacrifice and endure as those 
before you have sacrificed and endured, rests the hope of the nation." 
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PREAMBLE TO THE CONSTITUTION OF THE AMERICAN LEGION AUXILIARY 
 

For God and Country, we associate ourselves together for the following purposes:   
 

to uphold and defend the Constitution of the United States of America; 

to maintain law and order 

to foster and perpetuate a one hundred percent Americanism; 

to preserve the memories and incidents of our associations during the Great Wars; 

to inculcate a sense of individual obligation to the community, state and nation; 

to combat the autocracy of both the classes and the masses; 

to make right the master of might; 

To promote peace and goodwill on earth; 

to safeguard and transmit to posterity the principles of justice, freedom, and 

democracy; 

to participate in and contribute to the accomplishment of the aims and purposes of 

The American Legion; 

to consecrate and sanctify our association by our devotion to mutual helpfulness. 
 

THE PURPOSE OF THE AMERICAN LEGION AUXILIARY 
 

The American Legion Auxiliary has one great purpose – “to contribute to the 

accomplishment of the aims and purposes of The American Legion.”  Except for the 

addition of those words, the Preamble to its National Constitution is nearly the same 

as that of The American Legion. 

 

The American Legion Auxiliary does not establish any policy that conflicts with those 

of The American Legion.  Its activities are designed to enhance The American 

Legion’s programs. 

 

The American Legion Auxiliary was formed to aid The American Legion in carrying 

out the great program of peacetime service to America to which the American 

Legion is dedicated.  All of its activities are designed to promote the work of The 

American Legion and to help The American Legion reach its objective.  Although 

often working independently on project of its own, the Auxiliary has no purposes 
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which are apart from the aims of The American Legion.  It is in every sense an 

“Auxiliary” to The American Legion, and its members serve side by side with the 

members of The American Legion in a spirit of unselfish devotion to the well being of 

the American republic.  

THE STRUCTURE OF THE AMERICAN LEGION AUXILIARY 
 

In the American Legion Auxiliary there is the National organization, Department, 
District, and Unit. 

 
NATIONAL 

 
National officers are elected and installed at the National Convention.  The National 

President appoints Chairmen for each of the programs of the American Legion 

Auxiliary.  The National organization publishes many books, pamphlets, and 

brochures in the various programs.  It also sets the policies and procedures for the 

organization.  The National organization has its own Constitution & ByLaws, which 

governs its operation. 
 

The National Chairmen set the policies in each of the programs and produces and 

distributes the National Plan of Work, which is then distributed to each Department. 
 

DEPARTMENT 
 

Our Department officers are elected and installed at our Department Convention.  

This includes the District Presidents, who are Department officers and a part of the 

Department Executive Committee.  Department Chairmen are appointed by the 

Department President and ratified by the Executive Committee at Department 

Convention.  The Department has its own Constitution & ByLaws and Standing 

Rules which governs its operation. 
 

The Department Chairmen write their plan of work, using the National Plan of Work 
as a guideline.  The Department Plan of Work is then distributed to the Districts and 
Units. 

DISTRICT 
 

The District President is elected at the District Constitutional Conference and 

installed at the Department Convention.  The District staff is appointed by the District 

President.  The Department officers and chairmen depend upon the District staff to 
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bring information to all of the Units and to organize certain events. 

UNIT 
Each Unit operates as its own entity and has its own Constitution, ByLaws, and 

Standing Rules.  The President and officers are elected (or appointed, depending 

upon the Unit’s Constitution & ByLaws), not more than 90 days nor less than 15 

days prior to Department Convention.  *See the chapter on Constitution, ByLaws, 

and Standing Rules. 

CONSTITUTION, BYLAWS, AND STANDING RULES 
 

 
The Constitution explains the structure – the name, purpose, and membership 
eligibility, elected and appointed officers and Executive Committee, and the 
procedure to amend. 

 

The ByLaws governs us and deals with issues.  It defines the procedures to elect 
officers, the duties of the officers; it defines the standing committees, the amount of 
dues, the frequency of Unit meetings, discipline; it defines what constitutes a 
quorum, filling vacancies, and the procedure to amend. 

 

The Standing Rules relates to the administration and operation of the Unit.  It 
outlines the customs and wishes of the Unit.  Standing Rules can be adopted by a 
majority vote of the members present without previous notice.  Examples:  who is in 
charge of Membership, who signs checks, and any other issue that may be unique 
to that Unit. 

 

The Constitution, ByLaws, and Standing Rules of any Unit CANNOT be in conflict 
with National Constitution, ByLaws, and Standing Rules, nor with Department 
Constitution, ByLaws, and Standing Rules.  When there is any question, we must 
abide by the ruling of the National Judge Advocate of The American Legion. 

 

If there is an issue that is not addressed in our rules, we follow the rules of The 
American Legion.   

 

Every Unit must have a Constitution & ByLaws and they must be approved by the 
members of the Unit (not the Executive Committee).  The Unit Constitution, ByLaws 
and Standing Rules MAY be updated whenever it is warranted by a change in your 
Unit’s operation.  For example, if it is voted to change the meeting date of your Unit, 
then you must change your Constitution & ByLaws. 
 

Once changes are made, if no changes have been made, two signed copies of the 
ENTIRE DOCUMENT (Constitution, Bylaws & Standing Rules) are to be sent to the 
Department Constitution & Bylaws Chairman (Name and address in the current Unit 
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Guide). 
 

Once they are approved, the Chairman will mail a signed copy to the Unit and the 
other signed copy to be placed on file at Department.  The final approved documents 
will be scanned and placed on the Department web site. 
 

All members of the Unit are entitled to and should be given copies of the Unit’s 
Constitution, Bylaws and Standing Rules. 

 
 
 

HOW TO CONDUCT A MEETING 
 
 

CALL TO ORDER - Rap gavel once 
 

MEMBERSHIP TO RISE - Rap gavel three times 
 

SEAT MEMBERSHIP - Rap gavel once 
 

ROLL CALL - Roll call of officers and chairmen is taken by the Secretary. It is 
important to establish that a quorum has been met and it should be stated for the 
minutes.  Remember a quorum is total number of members required to have a legal 
meeting.  There is no requirement of number of officers or chairman.  A sign-in book 
is an excellent way to record the attendance at all meetings. 

 
MINUTES - Essentials of minutes: Remember minutes are a record of what is done, 
not everything that is said.  Minutes need no descriptive adjectives, they are a legal 
record.  It takes a 2/3 vote to amend old minutes.  Therefore, the time to correct 
minutes is prior to the approval of same.  After minutes are read and approved, the 
President should sign them.  Copies should be given to the President, Treasurer, 
and Historian. 

 
TREASURER'S REPORT - (Financial Statement) Have a form to make the report 
on.  Should have three (3) copies: President, Secretary, and Treasurer.  Auditor's 
report should be read and adopted, but the Treasurer's report is filed for audit.  A 
sample report is in the back of this book. 

 
CORRESPONDENCE - NOT REQUIRING ACTION - Secretary reads to members.  
The President should share correspondence from her District or Department 
President as well as any bulletin material received from Department Headquarters.  
The Chaplain should read any thank you notes and acknowledgments received. 

 
EXECUTIVE COMMITTEE MINUTES - Minutes of Executive Committee meeting 
are not read, but a report of results or recommendations must be read. 

 
COMMITTEE REPORTS - Call on the Chairmen to report at each meeting.  Don't 
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simply comment "Are there any reports?”  Reports should be what the  
Committee has done including any recommendations, expenditures etc.  A file  
should be maintained by each Chairman, with copies to President. 

 
UNFINISHED BUSINESS - The President and Secretary should be aware of any 
items of unfinished business.  Past minutes should be checked by the Secretary to 
see if there was any unfinished business to be acted upon and a list given to the 
President. 
 
NEW BUSINESS - Correspondence requiring action - Prior to meeting, the 
Secretary summarizes lengthy correspondence.  At the meetings the Secretary 
states  who signed the communication, presents essentials of the correspondence, 
and may move any necessary action or motion. 

 
Bills - Treasurer explains bills received; she may make necessary motions for 
payment. If the budget has been approved and the bill has been approved in the 
budget than a motion in not necessary.  

 
Any other business coming from the general membership. 

 
 

FURTHER BUSINESS - Any business not already covered during this meeting. 
 
 

ANNOUNCEMENTS - Next regular meeting, Executive Committee Meeting, Special 
Events within the Post, Auxiliary, District, or Department 

 
 

ADJOURNMENT - No need for a motion to adjourn the meeting. 
 

ON THE AGENDA, ELECTIONS COME AFTER NEW BUSINESS. 
 

ELECTIONS - The Nominating Committee is an elected committee.  The current 
President cannot be a member of this committee.  Unit Bylaws should state this 
information and also the number to be elected to the Nominating Committee. 

 
 

TELLERS - Each Candidate should choose a teller and the Chair should choose a 
teller.  The full Teller's Report of the election results should be written in the minutes. 
See the Chapter on Elections. 
 
NOTE:  If you record the meeting, it must be voted on and approved by the 
body to do so.  If it is in the Unit’s Standing Rules to record the meeting, it 
must be announced at the beginning of the meeting that it is being recorded. 
 
Meetings can only be recorded for the purpose of accurate minutes.  Once 
minutes are approved, the recordings should be erased or recorded over. 
 
****** DO NOT ALLOW SMOKING OR DRINKING AT UNIT MEETINGS! ******
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SUGGESTED AGENDA 

 
 

ORDER OF BUSINESS 
 
 

(One rap of gavel) 
 
Call to order "The meeting will come to order" 
 

(Three raps of gavel for membership to rise) 
 

!  "Color Bearers will advance the Colors" or “The colors are already in Place” 
 

! "The Chaplain will offer prayer" 
 

!  "In memory of our dead, let us share a moment of silent prayer.....Amen" 
 

! "Please join me in the Pledge of Allegiance to the Flag" 
 

! "We will sing the National Anthem" (Optional) 
 

! "We will recite the Preamble to The American Legion Auxiliary" 
 

(One rap of gavel seats the membership) 
 

! "I now declare                       Unit #      , Department of Florida, regularly 
convened." 

 
! Welcome and introduce any guests present or members attending their first 

meeting. 
 

! Order of Business 
Reading of minutes of previous meeting 
Treasurer's Report 
Correspondence (not requiring action) 
Executive Committee recommendations or actions 
Committee Reports 
Unfinished Business 
New Business  
Other Business 
Elections when needed 

 
! Announcements 
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ORDER OF BUSINESS (Continued) 
 
 

! "Is there any further business to come before this meeting?  If not, the 
Chaplain will lead us in prayer for peace." 

 
(Three raps of gavel for membership to stand) 

 
! "Till we meet again, let us remember that our obligation to our country can be 

fulfilled only by the faithful performance of all duties of citizenship.  Let service 
to the community, state and nation be ever a main objective of the American 
Legion Auxiliary and its members.  Let us be ever watchful of our organization 
and ourselves, that nothing shall swerve us from the path of justice, freedom, 
and democracy." 

 
! "The color bearers will retire the flags." 

 
! "I now declare this meeting of                       Unit #      , American Legion 

Auxiliary, Department of Florida adjourned. 
 

(One rap of gavel for dismissal) 
 
 

 
BASIC SEATING 

 
The Presiding Officer is ALWAYS seated in the center. 
 
The Distinguished Guest is ALWAYS on her right, regardless of who else is      present. 
 
The highest ranking group of guests may be seated to the right of the Presiding Officer, 
the lesser ranking to the left.  However, it is usually the practice of seating right-left-
right-left of the Presiding Officer alternating as to rank. 
 
At a business meeting, no matter who is thrown out of line, the Parliamentarian should 
ALWAYS be seated to the right of the President during the business part of the meeting.  
She may move to a seat provided nearby immediately after the business part of the 
meeting is finished. 
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PROPER ADVANCEMENT OF THE COLORS 
 

!  The Flag of the United States is ALWAYS carried on the RIGHT. 
 

!  The left hand is on the staff, not on the flag. 
 

!  The right hand is firmly on staff and resting on right hip.  (A good hint is to have 
the staff on the flag riding firmly against your right hip when advancing or retiring 
the colors.) 

 
!  The eagle faces (flies) forward. 

 
!  The United States Flag is always carried slightly higher than any other banner. 

 
!  The flags cross directly in front of the podium; the Flag of the United States 

crosses between the Auxiliary banner and podium. 
 

!  The Flag of the United States is posted first. 
 

!  The Auxiliary Banner is immediately posted after the United States Flag is posted. 
 

!  The eagles face the audience - fly toward the audience. 
 

!  The flag carriers do not touch the Flag or the Banner after they are posted.  Let 
them hang free. 

 
!  The flag carriers take one step back from the Flag and the Banner, perform a 

hand salute, turn and retreat. 
 

!  It is perfectly acceptable to Pre-post the flags before the meeting begins.  Some 
Units have a table set of flags on the head table. 
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HALLOWED GROUND 
 
 

Why you don't walk between the colors 
 
 

Between these flags that proudly fly 
let no man dare to stand, 

For here our fallen Comrades lie, 
We call it Hallowed Ground. 

A symbol, yes, but mark it well; 
Here let us ever humbly pause 
In memory of the lad who fell 

In fighting for our sacred cause. 
 

On sea or land these buddies died. 
Some lie beneath a foreign sod 

In graves caressed by winds and tide, 
In spots unknown to all but God. 

And so, this place is Hallowed Ground. 
And it shall be forever blest 

As though it were a grassy mound 
Beneath which gallant heroes rest. 

 
Be ever watchful, Legionnaire, 

Of those two flags which signify 
That we should guard this spot with care 

Where our departed comrades lie. 
And, if a man should dare to tread 

This spot where lie our gallant brave. 
He desecrates those noble dead 

As though he walked upon their grave. 
 

"Breaking the Colors" is not a violation of the United States Flag Code.  The 
American Legion Auxiliary in Florida has developed a tradition and meaningful 
custom in which one does not pass between the American Flag and the Auxiliary 
Banner.  This custom of preserving "Hallowed Ground" shows honor and respect to 
our fallen veterans.  This is strictly a tradition. 

 
Ladies approaching the podium and the American Flag do not pause, unless you are 
being escorted by or are escorting a Legionnaire.  At that time you should stop and 
stand straight (at Attention) while the Legionnaire salutes the Flag.  You may render 
a hand over the heart salute at the same time as the Legionnaire, and then proceed 
to the banner side to reach the podium.  If escorting a Legionnaire, you would take 
him/her to the flag side to reach the podium. 
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RESPONSIBILITIES OF UNIT OFFICERS 

 
 

It is the duty of all Officers to support the President and each other at all times during 
the term of office.  It is also your duty to attend all meetings - Executive Committee 
and General. 

 
PRESIDENT: 

 
!   Presides at all Unit meetings - Executive Committee, General and Special. 

 
!   Appoints Committee Chairmen and Committee Members. 

 
! Appoints a Parliamentarian. 

 
!   Actively participates and is involved in all activities of the Unit.  Willing to work 

just as any other Unit member. 
 

!   Keeps the members informed on all activities and news of the American Legion 
Auxiliary from Department and District.  (Monthly bulletins, District Newsletters, 
etc.) 

 
!   Represents the Unit at all District meetings and activities. 

 
!   Represents the Unit at District Constitutional Conference and Department 

Convention.  Encourages Unit members to attend these conventions. 
 

!   Appoints an audit committee of at least three members to audit the books at the 
close of her year. 

 
!   Is an ex-officio member of all committees except the nominating committee 

 
!  Sets a budget committee to develop a budget at the beginning of each 

administrative year 
 

FIRST VICE PRESIDENT: 
 

!   Attends all meetings of the Unit 
 

!   Has a thorough understanding of the duties of fellow officers and programs 
planned by the Unit committee chairman.  Must be prepared to take over in the 
absence of the President 

 
!   Serves as Membership Chairman only if stated in the Unit Standing Rules or if 

appointed by the President 
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RESPONSIBILITIES OF UNIT OFFICERS (Continued) 
 

SECOND AND THIRD VICE PRESIDENTS: 
 

Some Units elect Second and Third Vice Presidents and give them particular duties, 
such as Ways and Means, Poppy, Entertainment or Kitchen Chairman, etc.  The 
responsibilities of these offices should be thoroughly detailed in the Unit Standing 
Rules 

 
SECRETARY: 

 
!   Attends all General and Executive Committee meetings, makes notes of all 

motions, recommendations and action taken by the body 
 

!   Keeps record of all Committee activities and reports 
 

!   Prepares minutes of all meetings with copies given to the President, 
Treasurer, and Historian.  The minutes should be clear and concise, free from 
rambling remarks or opinions and should reflect new business as well as 
activity already completed 

 
!   Maintains for roll call at each meeting a list of names of all Officers and              

Committee Chairmen 
 

!   Replies promptly to correspondence as directed 
 

!   Sends certification of new Unit officers to Department Headquarters 
immediately after the annual election of officers.  Notifies Department of any 
changes or corrections to the Officer’s list for the Unit 

 
CHAPLAIN: 

 
!   Gives the opening and closing prayers at meetings 

 
!   Reports on ill members.  If it is in the Standing Rules, sends cards or flowers to ill 

or bereaved members 
 

!   Drapes the Charter and conducts Memorial Services when needed 
 

!   Responsible for notifying the District and Department Chaplain of the names of 
Unit members deceased each year.  This information is necessary for the 
Memorial Services at Conventions 

 
!   Compiles a Book of Prayers, Devotional Thoughts and Inspirations to be             

presented to the Unit President.  It may be entered in the Department Prayer 
Book Competition 

 



18 
 

RESPONSIBILITIES OF UNIT OFFICERS (Continued) 
 
 

HISTORIAN: 
 

!   Keeps records for the written history of the year's activity within the Unit.  This 
includes business, donations, activities such as pot luck dinners, garage sales, 
parties, holiday events, etc.  This information comes from the Secretary's minutes 
of each meeting 

 
!   This written history is entered in the Department History competition and then is 

presented to the Unit as a permanent record of the years activities 
 

TREASURER: 
 

!   Is bonded through Department 
 

!   Handles all funds of the Unit.  Deposits of incoming funds should be banked 
promptly and regularly (at least weekly) 

 
!  Gives a financial report at each meeting 

 
!  Issues all checks from the Unit.  All checks must be backed up with proper 

authorization; such as minutes, budget or standing rules.  Receipts should be 
attached to the report 

 
!  All checks should require 2 signatures.  The Unit Standing Rules should state who 

and how many signatures are required on checks 
 

!  At the beginning of each Auxiliary year the Unit is to pay $5.50 to Department for 
the bonding fee. This amount is included in the annual invoice.  Do not mail 
payment separately  

 
!  Make sure the Membership Chairman is able to obtain a check to transmit           

membership at all times 
 

!  Files a 990 form with the IRS 4 months and 15 days after close of books.  All 
Unit’s financial year is to be July 1 – June 30th.  Your date to file would be 
November 15th each year 

 
!  Renews the Corporation each year between January 1st and May 1st at 

Sunbiz.org 
 

!  Remember, all monies spent must be approved by a motion of the membership at 
general Unit meetings, if not covered in an approved budget or the Unit's 
Standing Rules.  All expenditures must be accompanied by proper receipts 
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!  The books are open to the general membership for review or audit at any time.  
An internal audit committee is appointed by the President and the books are to 
have a thorough audit at the end of each term   

 
!  Turns the checkbook over to the President (or other designated member)  if she 

is going to be away or unavailable 
 
SERGEANT-AT-ARMS: 

 
! Functions at meetings arriving early to set-up the room 

 
! Is responsible for advancing and retiring the Colors at each meeting or having 

them pre-posted 
 

! Informs the President of any guests at the meeting 
 

! Distributes materials and escorts guests/speakers to and from the   podium 
 

! Keeps order at all meetings 
 
 

EXECUTIVE COMMITTEE MEMBERS AT LARGE: 
 

!   Attends all meetings  
 

!  Is an active participating member weighing carefully each decision and making 
sure the wishes of the members whom you represent are the prime concern 

 
!  The number of Members-at-Large of the Executive Committee are outlined in the 

Constitution and Bylaws.  A Past President is not automatically a member of the 
Executive Committee or automatically one of the Members-at-Large   

 
 

PARLIAMENTARIAN: 
 

!  Is appointed by the President, is never elected 
 

!  Always sits next to the President for consultation 
 

!  Never takes sides 
 

!  Does not vote on issues 
 

!  Speaks only upon request 
 

!  Consults with the presiding officer privately.  Interprets parliamentary rules if 
asked 

 
!   The Parliamentarian does not rule.  Upon being asked for an opinion the Chair 

may or may not (at her own discretion) abide by the opinion of the                       
Parliamentarian 

 
!    Most Parliamentary procedure is just good common sense and good manners 
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PROGRAMS AND COMMITTEES 
 

The Auxiliary programs are the heartbeat of our organization.  The way we 
participate in these activities will determine our success as a Unit and as an 
organization.  You should first refer to your Auxiliary Handbook to learn what the 
program is to assist you in carrying out the activities to the best of the Unit's ability.  
Remember, the American Legion Auxiliary embraces no program unless that of The 
American Legion. 

 
A good committee Chairman should make herself aware of all aspects of the activity 
program she is to chair.  She should not expect to do all the work herself.  She 
should enlist the aid of her committee and Unit. 

 
Helpful hints for Committee Chairmen: 

 
1.   Be innovative - develop new ideas and activities for your committee. 

 
2.   Call each member of your committee as soon as possible after officers are          

installed.  Establish a "team spirit" relationship early - have a committee              
planning meeting. 

 
3.   Discuss possible activities for the year.  Determine the approximate amount of 

money it will take for your committee 
 

4.   If you will be raising the funds for your committee to carry out its assigned 
program, the how, what, when and where should be determined early, so that 
permission can be granted by the membership. 

 
5.   Involve each member of your committee.  Everyone should have a job to do. 

 
6.   Keep all committee members informed at all times. 

 
7.   Make copies of any correspondence you receive.  Share copies with the               

members of your committee. 
 

8.   Make timely reports of your committee activities during the Unit meetings.  Keep 
a record of the hours spent completing the activities of your committee      for all 
of the committee members.  Document the monies earned and expenses related 
to carrying out your activities.  This will enable you to complete your year-end 
reports in a more accurate and timely manner. 

 
9.   Attend all meetings of the Unit.  Continue to learn more about your program by 

attending District and Department meetings whenever the opportunity presents 
itself. 
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HIT THE GROUND RUNNING! 
 

Helpful hints for Committee Members: 
 

!   Volunteer to do some of the tasks it will take to get the job done 
 

!   Think innovatively - new ideas inspire enthusiasm 
 

!   Cooperate with your chairmen and give her your support 
 

!   Attend all meetings 
 

!   Dedicate yourself to learn more about the program by attending District and 
Department meetings whenever the opportunity presents itself 

 
 

Committee Functions: 
 

!  Unless specified, the first-named member of the committee is the chairman 
 

!  Research tasks should be divided among the members.  Results should be 
pooled for discussion 

 
!  Consider all possible solutions to any given problem 

 
Unique Characteristics of Committee Work: 

 
!   Committees ordinarily posses "recommending power" only.  They report to the 

membership, who takes action.  If appointed with "power" they may plan and 
follow through on the action 

 
!   Committee work is free, unlimited discussion.  Under parliamentary rules, you 

may speak only twice on a motion 
 

!   Committees can settle matters by the principle of general consent 
 

!   A chairman may speak on the subject, but must not infringe on the rights of other 
members to speak openly 

 
!   The Unit President is an ex-officio member of all committees except the 

Nominating Committee 
 

!   Motions do not require a second in committee 
 

!   A committee has no power to punish its members, only to report facts and 
recommendations to the membership 
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How Committees report to the Membership: 
 

!  Committee reports should give members an understanding of the subject dealt 
with and the action that is desired.  The reports consist of the material that has 
been agreed upon by the committee. 

 
!   The chairman of the committee presents the report.  A copy should be given to 

the secretary of the Unit. 
 

!   If the report contains recommendations of action to be taken, the chairman 
should move the adoption of the recommendations.  The members of the 
committee know about the recommendations and should stand behind their 
report; therefore, a second is not needed for this motion.  The Unit may adopt, 
reject or amend the recommendations or refer them back to the committee for 
further study.  Each recommendation may be adopted separately. 

 
How to get people to serve on a Committee: 

 

Try these suggestions the next time you are faced with the job of appointing 
committee members. 

 
!   Always use a positive approach.  "I want you to work on this committee because 

your experience will be valuable to all the members." 
 

!   Make it personal.  A personal visit is better than a phone call and a phone call is 
better than a letter.  Say, "I've noticed in our meetings that you are always 
interested in our youth projects.  We need to put you to put the youth program 
over this year." 

 
!   Be specific about the job to be done.  The prospective member has no real  

basis for accepting the assignment unless she thoroughly understands what is 
expected of her and the committee 

 
!   Be honest about the time demands that will be made of her.  Never say, "Oh, 

you'll probably have to meet once or twice,” when you know there are many 
meetings and hours of work ahead for the committee 

 
!   Make the person believe that she is needed as an individual.  Convince the 

prospective member that no one else can make the same contribution.  Be 
sincere in your remarks.  Let the person know they are needed as a part of the 
team 

 
 

 
 
 
 



23 
 

ACTIVITY COMMITTEES 
 

Please refer to your American Legion Auxiliary Unit Handbook for detailed 
definitions of the activity committees.  The information contained in this 
section is to help the Unit broaden its knowledge of each activity. 

 
AMERICANISM 

 
All matters pertaining to the flag or patriotic education are rightly classified as 
Americanism activities.  Each time you pledge to the flag you are participating in this 
program.  If your Unit provides patriotic materials to your schools, libraries or anyone 
else in the community, you are participating in Americanism.  Possible activities may 
be to provide new flags for local schools, scout troops, community buildings; 
promote Americanism month in February by getting the community involved in flying 
their flags; set up a booth in local malls, stores, libraries, etc., distributing literature 
about flag etiquette and proper care of the flag.  Lead the way in patriotic promotion 
in your community. 
 
Provide local schools with information on the Americanism Essay contest and the 
Americanism Youth Conference held at Valley Forge. 
 
AUXILIARY EMERGENCY FUND 

 
These funds are provided through the Department and National Organization from 
monies donated by the Units.  Funds are available to our members in time of stress 
or need.  Self-explanatory applications are available from Department Headquarters.  
Various activities such as yard sales, bake sales, and many other types of activities 
can be held to raise funds for this committee. 
 
Applications for both Department and National AEF are on the Department web site 
at www.alafl.org. 

 
CAVALCADE OF MEMORIES 

 
Each Unit should strive to preserve its past.  Items contributed by charter members, 
past Unit Presidents and others will help to preserve your Unit's history.  The 
Department of Florida has a Cavalcade at Department Headquarters and there is a 
National Cavalcade in National Headquarters. 
 
CHILDREN & YOUTH 

 
The main purpose of this program is to assure the care and protection for children of 
veterans and to improve conditions for all children.  The principles of the Children & 
Youth Program are: 

 
!   To improve the integrity of the family home. 

 
!   To maintain a "whole" child program with due regard for all needs of children to 

include their physical, spiritual, emotional, and educational well-being. 
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! To cooperate with and strengthen other sound organizations and agencies for 
children, avoiding the duplication or establishment of competitive American 
Legion or American Legion Auxiliary facilities. 

 
Your Unit should strive to provide meaningful activities for the children in your 
community.  Assist other groups and facilities whose main purpose is to provide care 
and well being for our youth.  Support and sponsor activities for children who are 
physically or mentally deprived.  Many such programs are already in place, waiting 
for your assistance.  Sponsor special parties for the children in your community on 
Halloween, Christmas, Easter, and other occasions unique to your Unit and 
community.  Provide assistance through your schools for pencils, paper, notebooks, 
shoes, and other supplies for children of families that may be monetarily unable to 
do so. 
 
JUNIOR ACTIVITIES – an activity under the Children & Youth Program 

 
Junior members are defined in the National Constitution as follows: “Junior 
membership shall consist of that group under the age of eighteen years, whose 
activities shall be supervised by the Senior membership.”  Junior members are 
included in your total membership count.  They are a very important part of the 
American Legion Auxiliary and should be included in as many activities as possible 
by the Unit.  Special emphasis should be placed in encouraging members of the 
Auxiliary to include their daughters, granddaughters, and great-granddaughters in 
the membership of the Unit.  This is an excellent opportunity to provide a basis of 
patriotism and love of country in our youth. 

 
The Junior Advisor should promote and encourage leadership within the Juniors and 
coordinate their activities with the work of the Seniors. 

 
Juniors do not have their own bank account; remember they are part of your Unit.  
And their funds are commingled with the Unit’s funds and are part of the Unit’s 
funds.  But a separate accounting of Junior Funds is kept. 

 
COMMUNITY SERVICE 

 
Community Service is a vast and varies committee.  Each Unit is expected to carry 
out or cooperate in at least one project for community betterment each year.  The 
National Chairman will provide the areas of special emphasis to your Unit; however 
each Unit can seek out numerous activities to expand this program.  The aid of other 
local organizations should be sought to make the activity a true community effort.  
Some ideas that could be implemented are care and concern in local nursing 
homes; participating in established community activities; volunteering in your local 
library; planting trees; beautification projects; clean up/fix-up for senior citizens 
homes; and participation in the National Community Service "Make A Difference 
Day" Project.  
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CONSTITUTION AND BYLAWS 
 

Updating Constitution and Bylaws should be an annual process in each Unit.  
Although you may not have changes, it gives you an opportunity to study the 
Constitution and Bylaws and make you more familiar with their contents.  All 
changes in Department and National Constitution and Bylaws should be brought to 
the attention of Unit members and appropriate changes should then be made in the 
Unit Constitution and Bylaws as necessary.  Every Unit member is entitled to a copy 
of the Unit Constitution and Bylaws.   
 
A sample Constitution & Bylaws and copies of all Unit Constitution, Bylaws and 
Standing Rules are located on the Department web site www.alafl.org.   

 
EDUCATION 

 
The objectives of this committee are to help make it possible for any student to 
receive the education they desire and to encourage the members to take an active 
part in the development and maintenance of a school system that will serve the 
needs of all children at every level of education.  We should strive to encourage 
students to select careers where personnel shortages exist.  Scholarships can be 
provided from monies earned through various activities sponsored by the Unit and 
Post.  Become familiar with the local School Board and school activities.  Strive to 
encourage and assist students to further their education. 
 
Applications for all available scholarships are on the Department web site. 

 
 

FINANCE 
 

The matter of Finance is of great importance to the Unit.  A successful month-to-
month program depends to a large degree on the ability to pay the expenses 
incidental to it.  Therefore, it is essential that a well planned budget be one of the 
first objectives of the administrative year. 
 
An adequate budget assures monies earmarked for all purposes necessary for 
participation in the various Auxiliary programs throughout the year.  A close check 
should be made each month to make sure the operating expenses are kept within 
the budget.  

 
The revenue for the distribution of poppies should be carried as a separate restricted 
fund in the Treasurer's book so that it can be used for Veterans Affairs and 
Rehabilitation Programs ONLY.  
 

 
GIRLS STATE 

 
Girls State is a practical application of Americanism and good citizenship.  The entire 
program is a non-partisan, non-political attempt to teach and inculcate in the youth of 
America a love of God and Country. 

 
Citizens are selected from their local high schools each year when they are in their 
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junior year.  The citizens spend one week during the summer living and learning 
together about the duties, privileges, rights, and responsibilities of American 
citizenship in order that they may understand and participate in the functioning of 
their government.  The Girls State Program is also intended to help our youth to 
grasp the meaning of some of the responsibilities which they must assume when 
they become adults. 
 
Refer to the Girls State Chairman’s Guide for more information. 

 
LEADERSHIP 

 
Leadership development can provide the opportunities for members to learn what 
they want to know, to arouse personal initiative, and most of all, provide the 
opportunity to develop that characteristic of leadership that lies to some degree 
within all of us. 

 
Study of the American Legion Auxiliary Handbook, Constitution and Bylaws and the 
various manuals provided by National and Department can develop leadership 
qualities in any member of the American Legion Auxiliary. 

 
Encourage your members to attend any District or Department Leadership School 
which is now called ABC (Auxiliary Basic Concepts) School. 

 
LEGISLATIVE 

 
Like all good citizens, Legionnaires and Auxiliary members are frequently interested 
in the passage or defeat of legislative measures that come before the National 
Congress and the State Legislatures.  Through Department and National channels, 
they are able to give expression to their opinions on these matters which will be 
heard by the people who make our laws.  Many good laws are on the statue books 
because of Legion and Auxiliary support, and undesirable bills have often been 
defeated. 

 
If a Unit is interested in securing or blocking some proposed piece of state or 
national legislation, it should present the matter to its American Legion Post and 
secure its support.  The Post may then carry the matter to its Department 
Conventions for consideration by Department.  The American Legion Auxiliary, 
Department level, will then follow suit, and if it is a national matter, the Department 
will carry it to the national Convention. 

 
As women daily are gaining increasing influence in public affairs, the American 
Legion Auxiliary can accomplish important work in the legislative field.  An American 
Legion Auxiliary Unit usually includes members of various other civic organizations 
and groups and is therefore in a position to have a wide influence in forming public 
opinion. 
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MEMBERSHIP 
 

Membership is the foundation on which the programs of the American Legion 
Auxiliary are built, and the success or failure of those programs depends largely on 
how well that foundation is laid.  With the start of each new Auxiliary year, we build 
that foundation even before we plan any of our other programs.  No Unit can expect 
to carry out any large activity with success without the firm foundation of a strong 
membership.  A unit which fails to recruit as many eligible women as possible to its 
ranks has not done its full share toward the success of its Department. 

 
It is critical that Units look at "quality versus quantity" in the recruitment of new 
members.  We must also insure that our members are properly welcomed into our 
organization, and that the talents and skills a member may bring to the organization 
are so utilized as to benefit not only the Unit, but the community as well. 

 
Dues of American Legion Auxiliary members shall be payable each calendar year 
and Units should make an effort to have their entire membership in good standing 
for the new year as soon as possible.  Active membership campaigns should be 
planned.  Early payment of dues is highly desirable in order to free the energies of 
the Unit for securing new members and other Auxiliary activities. 

 
It is the Unit’s responsibility to verify all elements of eligibility and see the 
documentation that proves the information provided on the application. This 
documentation could include; birth certificates, marriage certificates, death 
certificates, DD 214 or other discharge paperwork. 
 
 

 
NATIONAL SECURITY 

 
National defense strong enough to guarantee the security of America from any 
aggressor has always been urged by The American Legion and American Legion 
Auxiliary. 

 
Every Unit should endeavor to give the women of its community an understanding of 
the necessity of maintaining adequate national security.  The Unit should be a 
community leader in its activities and should be able to mobilize the patriotic women 
of the community when Congress is considering national security problems.  The 
Unit should acquaint all of its members with the existing situation in regard to 
national security by a study of the subject at Unit meetings. 

 
Programs should be encouraged to display our gratitude and caring for our active 
military and their families. 
 
PAST PRESIDENTS PARLEY 

 
Members who have served the Auxiliary as Unit, District, Area, Department, and/or 
National Presidents are a valuable resource to the organization.  As members of the 
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Past Presidents Parley Committee, they put their leadership experience to good use, 
offering guidance and/or counsel on any activity or problem requiring special support 
or emphasis.  Committee members also maintain a scholarship fund for nurses and 
are a primary source of support of hospitalized women veterans. 
 
POPPY 

 
The poppy is the memorial flower of The American Legion and the American Legion 
Auxiliary.  There are restrictions on the spending of monies derived from the 
distribution of poppies and every Unit should follow these restrictions without 
question.  (See American Legion Auxiliary Handbook - Poppy Committee)  Poppy 
distributions usually are made in the fall around Veteran's Day or in the spring 
around Memorial Day. 

 
The Unit can purchases the Poppies through Department Headquarters office only!  
The poppies are assembled by veterans in the V.A. Medical Center in Bay Pines, 
Florida and are distributed (never sold) to the public by the Units.  Unit Chairmen 
and Committees may carry out this distribution in many different ways, but they 
should strive to make the public aware of the Poppy Story.  

 
As mandated by the National Executive Committee of The American Legion, 
assembled in Indianapolis, Indiana, May 3-4, 1997, the funds derived from the 
distribution of The American Legion and American Legion Auxiliary poppy shall be 
used for the following purposes only: 

 
1. For the rehabilitation of Veterans of WW I WW II or those who served  between 

June 25, 1950 to January 31, 1955; December 22, 1961 to May 7,  1975; 
August 24, 1982 to July 31, 1984; December 20, 1989 to January 31,  1990; 
August 2, 1990 to the date of cessation of hostilities. 

 
2. For the welfare of the families of veterans of the above named periods. 

 
 

3. For the rehabilitation of hospitalized servicemen returning home and  awaiting 
discharge that require treatment in service hospitals. 

 
 Poppy funds cannot be used for active duty military programs like mailing care 
packages over seas. 
  
Funds collected from the distribution of Poppies MUST be reported separately from 
the General Fund. 

 
The Unit Guide will list the % of the proceeds collected from the distribution of 
poppies at the Unit level that must be forwarded each year on the proper form to 
Department Headquarters within thirty (30) days of the Unit's distribution date. 
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PUBLIC RELATIONS 
 

The National News of the American Legion Auxiliary is the national publication of the 
Auxiliary issued bi-monthly from National Headquarters in Indianapolis.  It contains 
official information regarding the current programs of the organization and news of 
the Unit, Department, and National activities.  The publication is sent to all senior 
members, the subscription charge being paid with annual dues. 

 
The Communiqué is the official publication of the American Legion Auxiliary, 
Department of Florida.  It contains official information regarding current programs 
and activities of the Department. 

 
Each Unit is encouraged to provide some type of newsletter or correspondence to its 
members.  This should be done preferably on a monthly basis.  In addition, the Unit 
is encouraged to have strong contact with local newspapers, television and radio 
stations.  You should let the public know about the various services we render to 
veterans and their families and to other community activities. 

 
Both the National organization and the Department of Florida have websites.  Make 
these known to your members and encourage them to visit these websites.  The 
National website is www.legion-aux.org and the Department website is 
www.alafl.org. 
 
 
VETERANS AFFAIRS AND REHABILITATION 

 
Veterans Affairs and Rehabilitation means the complete restoration of the veteran 
and his family to normal function, and, physical, mental, social, and vocational 
adjustment for the fullest possible life compatible with his abilities or disabilities.  
All Units in the Department of Florida are requested to participate in and work with 
the programs in the Veterans Medical Centers through the American Legion 
Auxiliary assigned to that Medical Center.  It is the responsibility of the Units to bring 
physical comfort and mental cheer to the veterans in hospitals and nursing homes.  
There are three types of Volunteers for the American Legion Auxiliary in the VA&R 
program: Hospital Volunteers, Field Service Volunteers, and Home Service 
Volunteers. 

 
Hospital Volunteers are key people in the hospital voluntary service program.  The 
purpose of this group is to supplement the care given to our ill and disabled veterans 
by members of the medical center staff. 
Field Service Volunteers serve the nursing homes, geriatric day care centers, foster 
homes, halfway houses, outpatient clinics, and in the community, give the same type 
of care as the Hospital Volunteer. 
 

 
Service to our Veterans Volunteers use their creative talents and personal time to 
care or make items used for the veteran. Anytime spent shopping for materials, 
sewing, knitting, cooking, or performing other services should be recorded diligently. 
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For a more complete explanation of volunteer programs, refer to the "Guide for 
Volunteers" available from Department or National Headquarters. 
 
 UNIT COMMITTEES 

 
Helpful Hints and Suggestions 

 
!   Standing committees are authorized in the bylaws of the organization and 

operate continuously.  The chairman and members of a committee usually serve 
as long as the presiding officer.  The name, membership, authority, and method 
of appointment of standing committees are defined in the standing rules or 
bylaws of the organization. 

 
!   Special committees are set up for special purpose.  They serve until the work for 

which they were appointed is completed.  Since a special committee does not 
have its purpose or membership defined in the bylaws, a motion to appoint the 
committee should state what it is to do, the number to be included on the 
committee and the method of appointment. 

 
!   Reports are very important.  The Chairman of a committee, whether of a standing 

committee or a special committee, should always come to the meeting prepared 
to report upon request.  However, the Chairman should be advised in advance 
that a report is expected. 

 
!   The Executive Committee Report is handled in a different manner than the 

committee reports.  It shall be done using the following method: 
 

! The report (not the minutes) should be read by the Secretary following 
the reading of the minutes of the last general Unit Meeting. 

! This report should consist of the recommendations that have been 
agreed upon by the Executive Committee. 

 
! There are two ways in which recommendations may be presented: 

i. Read each recommendation to be acted upon separately.  
When a recommendation has been acted upon, the next 
recommendation is read.  This method is often preferred 
because it gives the members more time and opportunity to 
consider each recommendation. 
ii. Read all recommendations and then take action upon all the 
recommendations at one time. 
 

! The motion to adopt the recommendation may be made by a    
member of the Executive Committee or by any member of the Unit.  
Members may  adopt, reject, or amend the recommendations. 
 

! Any action the Executive Committee takes must be approved by   
the membership.  The Executive Committee is a leadership body, not a 
controlling body. 
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ANNUAL REPORTING 
 

Because the American Legion Auxiliary is a congressionally chartered organization, 
we are required to submit a report to them each year.  If Units fail to send in a report, 
Department cannot render a complete report to National, which in turn, does not 
allow National to make a complete report to Congress. 

 
Year end report forms for Units are distributed by Department.  Units send their 
reports to the District Chairman by April 15th of each year. 

 
The report forms require an accurate and concise report of all Unit activities for the 
various committees.  Remember to fill out a report form (top portion), even though 
the Unit has not taken part in the program.  

 
 

SUGGESTED GUIDE FOR ANNUAL REPORTING 
 

!   The Unit President should inform each chairman of her obligation to report all 
related activities of her committee to the respective District Chairman.  An 
information folder pertaining to her responsibilities should be given to the Unit 
Chairman. 

 
!   The Unit Secretary must distribute Department communications and other 

information to the program chairmen within three days of receipt. 
 

!   The information folder can be used to keep Department Communications, Unit 
programs and reports, and other information that can facilitate accurate reporting 
for the program. 

 
!   The Unit President should call for committee reports at each general meeting. 

 
!   The annual report form should be given to the chairmen for completion.  The 

report form is to be mailed to the District Chairman by April 15th. 
 

!   The Unit President gives her annual report at the District Constitutional 
Conference. 
 

!   It is recommended that the members have an opportunity to report any activity in 
the various programs at each Unit meeting.  Perhaps a loose-leaf book with a 
page for each program can be passed around at each meeting.  Waiting until the 
end of the year to remember all activities is not recommended. 

 
!   Be sure to review all meeting minutes and Treasurer’s reports when compiling 

information for your year-end reports. 
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DISTINGUISHED GUESTS 

 
Invitations 

 
!   Write or call your guest or speaker, as soon as you have decided on your 

program.  If you call, follow up with a written confirmation.  Advise all invited 
guests of their particular function at the meeting.  (If the Department President is 
your guest, she should be the one to make the principal address)  Include a brief 
outline of the tentative program. 

 
!   Let the guest know the time allocated for their speech or remarks, the time the 

meeting will start, and the probable time of adjournment. 
 

!   Find out if your guest would like to be excused early.  They may have other 
commitments and not wish to stay for the business or entertainment part of the 
meeting. 

 
!   Request confirmation and ask for material that may be used for advance publicity 

or for use in introducing them.  Ask if they object to being interviewed by the 
press or photographed. 

 
!   Tell them whether or not a question and answer period is planned following their 

talk. 
 

!   Give your guest or speaker some idea of what you would like them to talk about. 
 

!   Let your guest know the type of meeting (dinner, luncheon, breakfast, etc) 
semiformal, formal or street clothes. 

 
!   Let them know in writing, the place of the meeting, including the address and 

directions on how to get to the meeting room. 
 

!   If the trip necessitates an overnight stay, suggest the type of accommodations 
available.  If they inform you that they plan to spend the night, make the 
reservation for them.  Determine if transportation will be needed for the guest and 
make the necessary arrangements to insure that this is provided. 

 
! Let your guest know who will escort them and for whom to ask upon their 

  arrival.  If possible, tell them who will introduce them.  Send them a copy 
         of the program.   

 
!  A day or two before the meeting, call your guests to remind them of the   

upcoming program. 
! If tickets are needed for your guests, see that complimentary ones are provided, in 

advance.  They should never be asked to pay a registration fee or asked to 
purchase a raffle ticket. 
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Escort Procedures 
 

!   Guest of Honor is always escorted alone 
 

!   Assembly rises, at the direction of the presiding officer, for highest ranking 
distinguished guest (National President, Department President, or District 
President) 

 
!   Distinguished Guest Chairman presents each guest to the presiding officer 

separately, until all are presented 
 

!   Distinguished Guest Chairman, Sergeant-at-Arms, and others escorting retire to 
the rear of the room 
 

!   Presiding Officer then presents guests to the assembly: 
!  If guests are to speak, start with the lowest ranking.  The last words the 

assembly should hear are from the highest ranking 
! If guests are not going to speak, present the highest ranking guest first 

 
Introductions 
 
!   Introduce one not known to the assembly. 

 
!   Present one already known to the group. 

 
!   Introduction or presentation of honored guests should be gracious, but short.  

The higher the officer, the shorter the introduction. 
 

!   The President always introduces or presents Department or District Officers and 
Chairmen when they are visiting a meeting. 

 
!   The membership always rises in recognition of the Department or District Officers 

as introduced. 
 

!   When introducing or presenting a speaker, be sure you have the name and title 
correct.  Identify the speaker; give qualifications through a brief history or 
biography; and last of all, give the speaker's complete name while facing the 
audience.  Then turn to the person being introduced and repeat the name only 
(this is the speaker's cue to rise).  You lead the applause, and then be seated. 

 
!   When the speaker concludes, you as host, rise and thank them.  If a gift is to be 

presented, do it at this time 
 

!  
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ELECTION OF OFFICERS 
 

Overview: 
 

Most organizations make provisions for nominating and electing officers in their 
constitution and bylaws.  The provisions ordinarily include such details as eligibility, 
time of nomination, time of the election, method of nominating and electing, and the 
time for taking office.  If the constitution and bylaws do not make these provisions, 
they should be decided through formal action by the organization. 

 
No provision may be placed in the bylaws which will prevent a member in good 
standing, no matter how short of time she has been a member, from running or 
being elected to an office.  By accepting dues a Unit agrees to provide all rights and 
privileges of the organization, from the effective date of dues paid. 

 
It is the responsibility of the President to conduct elections.  However, she should 
have no more influence on the election than any other member. 

 
Nominations:  

 
!   A nominating committee is elected by the membership and never appointed by 

the President.  The President may not serve on the committee 
 

!   Nominating committees nominate only one candidate for each office   
 

!   Members of nominating committees remain eligible to become nominees for 
office 

 
!   Prior consent of individuals being nominated is highly recommended.  If not, the 

nominated individual must present a willingness to serve prior to the election 
 

!   After the report of the nominating committee, the chair must call for further 
nominations from the floor 

 
Elections 

 
Some common methods of voting are by voice, be show of hands, by roll call, and 
by ballot.  Ballots are generally preferred in large organizations. 

 
Common rules for ballot votes: 

 
!   When the bylaws mandate a ballot vote, this requirement cannot be suspended, 

even by a unanimous vote 
 

!   In ballot votes, the President should always vote at the same time other members 
vote.  In this case, the President loses her tie-breaking vote 
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Two common methods of election: 
 
 

!   By Majority. A candidate must receive a majority of the total votes cast for any 
candidate 

 
!   By Plurality. The largest number of votes to be given any candidate when there 

are three or more candidates.  A plurality that is not a majority never elects 
anyone to office, except by virtue of a special rule, previously adopted and 
prescribed in the bylaws 

 
Common rules for election by majority vote. 

 
!   Abstentions are never counted.  Blank ballots are discarded and are not reported 

as part of the votes 
 

!   Illegal votes are reported as part of the vote, but may not be credited to any one 
candidate 

 
!   Under normal parliamentary rules, repeated balloting should be done until a 

candidate obtains a majority vote.  Names of nominees should be kept on the 
ballot, unless bylaws provide some method for dropping the nominee receiving 
the lowest number of votes 

 
!   In the event of a ballot vote, as a result of more than one candidate running for 

an office, the chair shall appoint an election judge and request that each 
candidate name a teller.  The judge and tellers' shall cast their ballots and retire 
to an area of the meeting room that will enable them to count the ballots for the 
purpose of reporting the results to the body 
 

 
Tellers' report should contain the following information: 

 
!   Number of votes cast, not counting blank ballots 

 
!   Number of votes necessary for election 

 
!   Number of votes received by each candidate 

 
!   Number of illegal votes, with reason given for the illegality 
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IMPORTANT MISCELLANEOUS INFORMATION 
 

CERTIFICATION OF UNIT OFFICERS: 
 

Immediately following the Election of Unit Officers for the Unit, a Certification of Unit 

Officers Form must be sent to Department Headquarters.  This must be completed 

and forwarded even if the same officers as the previous year are elected.  Forms 

should be returned to Department by June 1st or immediately after your election.  

Note: Officers must be elected not more than ninety days nor less than fifteen days 

prior to Department Convention.  Ensuing year Membership cards will NOT be given 

or sent to the Units until Department receives a Certification of Officers Form. 
 
UNIT INFORMATION FORM: 

 
The Unit Information Form must be completed and forwarded to Department 

Headquarters each year.  It is very important to return this form to Department 

Headquarters by the deadline, as they have a deadline to meet in sending 

information to National.  This form establishes your Unit’s dues amount and Unit 

address for renewal notices. 
 

MONTHLY BULLETINS: 
 

Each month, bulletins are placed on the Department Web-site at www.alafl.org. 
 
!   Unit Presidents - She should share this information with the members at the Unit 

meetings.  She keeps her set of bulletins for reference 
 

!   Unit Secretaries - She should either print a copy for distribution, or verify the Unit 
officers and chairmen are able to print from web-site 
 

!   Any Unit or member that would like to receive printed Department Bulletins may 
subscribe to them from Department Headquarters.  The cost is $25.00 annually.   
 

Important information to remember . . .  
 

! The date, time and place of your Unit meetings are located in your Bylaws.  
Meetings cannot be changed without notification of ALL UNIT MEMBERS 

 
!  Notice of nominations and elections must be given to all Unit members 

 
! Meetings can be held anywhere; however, all members must be notified of a 

change of location.  It is assumed they are held at the Post Home unless 
established elsewhere 
 

! A permanent change of date and time of Unit meetings requires a Constitution & 
Bylaws change 
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MISCELLANEOUS FINANCE INFORMATION 
 

BONDING FEE: 
 

Standing Rule XII, Item 8 reads: "Bond $6.00 to Department Office.  No forms.  Unit 
members bonded automatically.”  The above requirement is not a choice of the Unit.  
Every Unit in the Department must send in the bonding fee. 

 
COMMERCIAL BLANKET FIDELITY BOND 1JCB-1079622 
OLD REPUBLIC SURETY COMPANY 
 
This will certify the above named Blanket Fidelity bond insures the National 
Headquarters of the American Legion Auxiliary and all State Departments and their 
subordinate local Units within the territorial limits of the policy.  The original of this policy 
is retained in the office of the National Treasurer. 
 

This bond covers loss through larceny, embezzlement, theft, forgery, 
misappropriation, willful misapplication any other act of fraud or dishonesty caused 
by any member or employee of the American Legion Auxiliary if that person's 
manifest intent is to cause the Auxiliary to sustain a loss and to enrich herself or 
another person. 

 
This bond does not cover loss, mysterious disappearance, or burglary.  Limits of 
coverage are: 

 
     On all officers, members, and employees of Units and/or Districts - $10,000 

 
Proof of loss must be submitted within four months of discovery of such loss.  A 
deductible of $500.00 is in effect on all claims. 

 
The following controls will not only help prevent losses in the units, but will provide 
more reliable financial data. 

 
!   Bylaws should provide for a regular monthly financial report from the  treasurer 

 
!  Bylaws should provide for an annual audit and specify how such audit is  to be 

made 
 

!  Receipts should be issued for all monies received  
 

! Require countersignatures on all checks 
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FEDERAL TAX ID # (EIN): 

 
All Units are required to have a Federal Tax ID# called an EIN (Employer 
Identification Number). 
This is a unique number for your Unit.  It appears on your bank account.  It is like a 
Social Security Number, but for an organization instead of an individual.  USE IRS 
form SS-4 to apply for this number.  The application form can be found on the IRS 
Website, and is provided each newly chartered Unit. 
 
 
990 FORM INFORMATION: 

 
Every Unit must file an annual report with the IRS. If your Units revenue from all 
sources is $25,000 or more, the Unit is required to file a 990.  If the Unit makes 
under $25,000, the requirement is either a 990EZ or 990N (epostcard).   
 
NATIONAL EXEMPTION: 

 
Exemption from Federal Income Taxes is granted the American Legion Auxiliary 
National Organization and all Departments and Units under 501(c) (19).  This was 
confirmed in a letter from IRS dated 3/26/73.  The Group Exemption Number (GEN) 
is 0964.  This is the GEN for all Departments and Units.  A copy of the IRS 
determination letter is included in the back of this book. 

 
If Units are applying for special permits that require proof of tax exempt status, a 
copy of this ruling is needed.  (A photocopy is sufficient)   
 

 
INCORPORATION PAPERS: 

 
All Units are required to incorporate with the State of Florida.  Contact Department 
Headquarters for assistance with this.  Renewals are done January 1st – May 1st 
each year.  Copy of renewal to be sent to Department for the Unit’s file. 
 

 
HOLDING OF RESERVE FUNDS: 

 
In order to fulfill the purposes as listed in the definition of a 501 (c) (19)   we cannot 
carry funds from year to year over a given year’s budget.  We have then lost the 
status as defined by 501 (c) (19).  If a Unit is hoarding money from year to year they 
stand the chance of losing their status.  The general rule of thumb is to hold in 
reserve approximately the amount of one year’s budget.  A little cushion over that 
amount is allowed. 
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DEPT. OF AGRICULTURE  ( PERMISSION TO SOLICIT FUNDS ) 

 
Any Unit that solicits funds from outside the organization must have a permit.  This 
permit can be obtained from the Department of Agriculture.  Also, check with your 
local town for their requirements. Soliciting for new members would require a 
unit have this permit! 
 
FLORIDA STATE SALES TAX INFORMATION 

 
There are two different issues as regards Florida sales tax.  

 
CONSUMERS CERTIFICATE OF EXEMPTION:        DR-14 
Exempts organization from the payment of Florida sales & use tax on purchases to 
be used in your Unit’s non-profit activities.  You must provide any vendor with a copy 
of this certificate. 

 
 

COLLECTION & REMITTANCE OF SALES TAX 
If your Unit has any activity where you are offering for sale any tangible item, you 
must collect and submit sales tax.  This applies to meals as well.  You must first 
apply for a Sales & Use Tax ID number.  Application DR-1 

 
For either of these applications, register on line at myflorida.com and go to Revenue.   
 
BINGO MONEY: 

 
Remember, by State Law, Bingo funds must be used for a charitable purpose.  Be 
prepared to show that any funds generated from Bingo were used for that purpose.  
Remember, any of our sponsored programs will qualify as “charitable purposes” and 
bingo funds may be used. 
 
IMPORTANT – Anyone receiving Bingo money must give you a copy of their IRS 
determination letter much like the one in this book.  If they are unable to provide this, 
you may not make a donation to them.  This goes for any recipient of Bingo Funds.  
Therefore, you can never give Bingo funds to an individual. 

 
 

POPPY REMINDER: 
 

If you have not paid your required % of distribution proceeds from the last poppy 
promotion, the Unit delegation will not be seated at Department Convention. 

 



40 
 

MATERIALS AND REFERENCES NECESSARY FOR EVERY UNIT 
 

! Unit Handbook 
 

!   Manual of Ceremonies (included in the new Unit Handbook. 
 

!   Unit Guide 
 

!   Membership Applications 
 

!   Parliamentary Points 
 

!   Flag Code 
 

!   Unit Constitution and Bylaws 
 

!   National Constitution and Bylaws 
 

!   National Policies and Procedures 
 

!  Robert's Rules of Order, Newly Revised 
 

!  Schedule of Unit Meetings 
 

!  List of Officers and Committee Members 
 

!  List of District Officers and Chairmen  
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INITIATION CEREMONY TEACHES THE PURPOSES OF 

THE AMERICAN LEGION AUXILIARY 
 
 
 
 

The Initiation Ceremony is an important function to the preservation and 
perpetuation of the American Legion Auxiliary ideals and purposes.  Most new 
members who take part in this ceremony will acquire a greater sense of belonging, 
will tend to become more active in the Unit and consequently, will be more apt to 
retain their membership. 

 
The importance of the Initiation Ceremony cannot be overemphasized.  Not only 
does it afford the long time Auxiliary member an opportunity to reaffirm her oath of 
obligation, but it also provides a method whereby the basic tenets of the American 
Legion Auxiliary are reinforced. 

 
The Initiation Ceremony teaches the principles of Justice...Freedom...Democracy 
...and Loyalty.  It explains the symbolism of the Flag of the United States and the 
Emblem of the American Legion Auxiliary.  The importance of these lessons is 
obvious.  In order for each of us to instill a sense of individual obligation to the 
community in others that sense of obligation must first be instilled in our members. 

 
At this Initiation Ceremony you can present to the participating members, an 
Auxiliary pin, a small Flag, and Flag Etiquette book, a Poppy, a copy of the Unit 
Constitution & Bylaws and Standing Rules.  This will make them feel a part of the 
organization. 

 
The Initiation Ceremony is printed in its entirety in the Manual of Ceremonies in the 
Unit Handbook. 
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SAMPLE RESOLUTION 
 
 

Subject:  __________________________________ 
 

Submitted By: __________________________________ (Unit Name) 
 

Voted on:  __________________________________ (Date voted on) 
 
 
 

Whereas: 
Exact wording of the Constitution, Bylaws or Standing Rule that you wish 
changed. 

 
And 

 
Whereas: 
The new wording  

 
 

Now 
 

Therefore be it resolved; 
 

That the Department of Florida in Convention assembled, in ___________ 
 

(location) on__________________________ (date)  Voted this resolution to 
either  

 
be adopted, rejected, amended or forwarded to the National American Legion  

 
Auxiliary for further action.  

 
 

If adopted, this resolution shall become 
effective_______________________(date). 

 
 

____________________________  ________________________________ 
Signature Unit President            Signature Unit Secretary 

 
Approved  Rejected 

 
Referred to Specific Committee _______________________________ 

 
Submit to: Resolutions Chairman-- PO Box 547917, Orlando FL 32854
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EXAMPLE OF A RESOLUTION 
 
 
 
 

Subject:  Unit Installations 
 

Submitted By:  Southfork Unit #999 
 

Voted On:  November 12, 2008 
 
 
 
 

Whereas: 
Bylaws, Article, Section 6 reads “All officers of the unit, with the exception of 
the secretary, who may be appointed by the President, shall be selected 
annually not more than ninety days nor less than fifteen days prior to the 
Department Convention, and said officers shall be certified to the Department 
Headquarters not less than ten days prior to the Department Convention, 
certification to be made on form furnished by Department Headquarters.  
Installation shall be a t a time coincident with The American Legion Post to 
which it is attached.  In the event of a vacancy, caused by death, resignation 
or removal from office, the name and address of the successor shall be 
promptly reported to the Department Headquarters within one week of the 
vacancy; 

 
And 

 
Whereas: 
Many Units choose to have installation at their Unit meeting or at a time more 
convenient; 

 
Now 

 
Therefore be it resolved; 
The words “installation shall be a time coincident with The American Legion 
Post to which it is attached” be deleted in its entirety. 

 
 
 
 

____________________________   __________________________ 
Signature, Unit President      Attest, Unit Secretary 
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GARDEN OF LEADERSHIP 
 
FIRST Plant four rows of Peas: 
 
Presence, Promptness, 
Preparation, Perseverance 
 
SECOND To these plant four rows of squash: 
 
Squash gossip, Squash indifference, 
Squash Criticism, Squash Selfishness 
 
THIRD Plant four rows of Lettuce: 
 
Let us obey rules and regulations, 
Let us be true to our obligations, 
Let us be faithful to duty, 
Let us work with each other. 
 
LAST No garden should be completed without turnips: 
 
Turn up for meetings and activities, 
Turn up with a smile, 
Turn up with new ideas, 
Turn up with determination to make everything count for something              
good and worthwhile. 
 
THE TEN COMMANDMENTS OF A GOOD LEADER 
 
Believe in something other than yourself. 
 
Listen to others. 
Work in a team, never be a loner. 
 
Be considerate of a different opinion. 
 
Stand for what you believe in even when criticized. 
 
Be a peacemaker above all. 
 
Be patient with other people, even though they do not see your way. 
 
Stick to the promises you make. 
 
Work hard as a leader. 
 
Most important: Thank people for what they do for you even though you may not 
receive thanks. 
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FROM "LIFE'S LITTLE INSTRUCTION BOOK" 
 
When you feel terrific, notify your face. 
 
Compliment three people every day. 
 
Treat everyone you meet like you want to be treated. 
 
Be the first to say, "Hello.” 
 
Learn to listen.  Opportunity knocks very softly. 
 
When opportunity knocks, invite it to stay for dinner. 
 
Don't let weeds grow around your dreams. 
 
Every now and then, bite off more than you can chew. 
 
Strive for excellence, not perfection. 
 
Use your past successes as a trampoline, not an easy chair. 
 
 
Must-Have Leadership Skills 
By Samuel Hui, Success Correspondent 
 
You probably come across many people who think they have the skills to be leaders, but find 
very few who actually do. Leadership can be coached and it can be learned, but too many of us 
disregard it as a triviality and hold on to the ego-supported notion that we are born with 
leadership qualities. Thus, this crucial development stage is often skipped. 
 
Many people also have the TV-inspired view that all leaders are like heroes who are there to save 
the day; they ignore the fact that leaders are mere mortals who are prone to the same mistakes 
that befall us all. 
 
But there is something truly different about leaders: They bounce back. After failure, true leaders 
still have the poise and presence to convince us to follow them to the edge once again. 
 
The big question is: What are the traits that set these people apart and how does one go about 
developing those same qualities? 
 
Inspiration 
 
A leader is more than an individual; he is the head of the pack. He is the one who always seems 
to know what to do and the one people seek out for advice. 
 
He not only has a vision, but he also knows how to communicate it. A good leader must be able 
to convey his message both forcefully and convincingly, and so a certain mastery of oral 
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communication is necessary. The result is that people are often bowled over by the clarity of his 
vision and the strength of his conviction, and they quickly fall in line. 
 
While people are often overawed by leaders’ abilities, the real source of inspiration comes from 
two practices that most anyone can do: planning and goal setting. A leader is someone who 
determines which goals are important and develops a plan to meet them. He is the one who 
seemingly has solutions for every problem because he thought everything through before you 
even had a chance to begin. 
 
Self-confidence 
 
True leaders believe in themselves. They feel that they have a high capacity to rise above the 
norm and make things happen. 
 
Usually, this confidence stems from the fact that they are highly skilled individuals and have a 
broad knowledge of what it takes to get the job done. On the other hand, some successful leaders 
aren’t very skilled themselves, but they are able to identify those who are. 
 
Consistency 
 
A strong leader must show consistency in his stance on issues and should not be easily swayed 
by others’ opinions. However, this is not to be mistaken for stubbornness, which can be a fatal 
flaw. Rather, a leader should be able to make rational decisions that are devoid of bias. 
 
If you want to be the head honcho, you’ll also need to develop these characteristics: 
 
Willingness to take risks 
 
Many people refuse to take risks because they are afraid of failing. But if you are an aspiring 
leader, you have to ask yourself this: Is the risk worth taking? 
 
A true leader must be willing to lead by example if he has determined that the benefits outweigh 
the potential dangers. But even so, many of us are not daring enough to take the plunge, and the 
people who take the most risks are often those who already have a good safety net in place. 
 
If you have analyzed the risk and decided it is worth taking, you need to overcome this mental 
barrier in your mind. If you find it difficult to do so, keep on planning; the more prepared you 
are, the less risky a situation will be. 
 
Persistence 
 
Leaders don’t give up without a fight. Things do not always come easily, and leaders must set an 
example by trying and trying again until they succeed. That said, leaders are also quick to see 
when they are fighting a losing battle and to resort to Plan B when that point is reached. 
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Decisiveness 
 
As a leader, you are expected to make hard decisions when others shy away from them. Whether 
that means letting someone go or making dramatic changes that affect your company, you are the 
one who must push it through. 
 
A leader who is too soft often fails to get things done and has a tendency to be taken advantage 
of. Be merciless when the business requires you to be and stick to your decisions. 
 
Multidimensionality 
 
Leaders are generally familiar with all the aspects of their business and have a good 
understanding of how things work. They are aware of what goes on from the front lines to the 
top level. This wide perspective, combined with a meticulous attention to detail, allows them to 
recognize oddities where others cannot. 
 
Willingness to sacrifice 
 
Are you willing to do what it takes to get the job done? Being a good leader can be a demanding 
proposition because it requires a lot of face time and people management. This can eat into your 
personal life; you have to decide whether you are willing to make that sacrifice. 
 
Adaptability 
 
The business strategies that work well today might not tomorrow, and a leader must be quick to 
recognize this. Just as the company must adapt, so must the leader; he has to constantly learn 
new skills and find new approaches along the way. 
 
A leader must not lose sight of his purpose or the purpose of those under his charge; if he does, 
he risks becoming out-of-date and bringing others down with him. Thus, it is important for a 
leader to demonstrate the foresight to bring about change and steer others toward it. 
 
For aspiring leaders, the message is clear: Study the market and be critical of how you need to 
adjust. 
 
Becoming a leader 
 
Transforming yourself into a leader takes time and effort, but it is possible for nearly anyone. 
Ask yourself why people should listen to you and work to build yourself into someone they will 
respect. 
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ABC’s of a Good Leader 
Avoid negative sources, people, places, things and habits 
Believe in yourself 
Consider things from every angle 
Don’t give up and don’t give in 
Enjoy life today; yesterday is gone and tomorrow may never come 
Family and friends are hidden treasures; seek them and enjoy their riches 
Give more than you planned to 
Hang on to your dreams 
Ignore those who try to discourage you 
Just do it 
Keep trying; no matter how hard it seems, it will get easier 
Love yourself the most 
Make new friends 
Never make a bad deal; always strike a fair deal 
Open your eyes and see things as they really are 
Practice makes perfect 
Quitters never win and winners never quit 
Read, study and learn everything important in your life 
Stop procrastinating 
Take control of your own destiny 
Understand yourself in order to better understand others 
Visualize it 
Want it more than anything 
Xerox and share smiles 
You are unique of all God’s creation; nothing can replace you 
Zero in on your target and go for it 
 


