ATTACHMENTS

· Officers and Chairmen List – Sample included.  Form to submit is located on Department website.  This is an automatic submission to Department.  You do not need to print and email.  This will not be available on line until on July 1st. 

· Introductions/ Presentations 

· Basic Seating Arrangements 

· School of Instruction Agenda 

· Unit Visitation Form

· Unit Compliance Form 

· District Constitutional Conference Date Form

· District Constitutional Conference Agenda  

· District Constitutional Conference Quorum Report 

· District Caucus Outline 

· District Caucus Form




Other helpful forms can be found at:
ALAFL.ORG – Quicklinks – Forms and Resources


INTRODUCTIONS OR PRESENTATIONS
.

1) INTRODUCE one not known to the group.

2) PRESENT one already known to the group.

3) When one introduces or presents a guest of honor, and she is simply to "rise and bow", you would introduce the highest-ranking guest first and go down the list. If guests are each to say a few words of greetings or congratulations, you would start with the lowest rank and go up the list; thus, the last expression would come from the top-ranking officer or guest.

4) The introduction or presentation of honored guests should be gracious, but short.

5) The membership always rises in recognition of the Department or District President as introduced.

6) When there are distinguished guests present, Chairmen and Officers making reports address the chair only, "Madam President." The only exception given by Robert's Rules of Order, Newly Revised is that the speaker may address the chair, Madam President, Ladies and Gentlemen."

BASIC SEATING ARRANGEMENTS

1. The presiding officer is always seated in the center at the podium.

2. The distinguished guest is always seated on the right of the presiding officer, that is, on the officer's "RIGHT", when facing the audience.

3. The highest-rankinggroup of guests is usually seated to the right of the presiding officer, the lesser- ranking group to the left. (i.e., department vs. district.)

4. At a business meeting, no matter who is moved out of line, the parliamentarian is always seated to the right of the president during the business part of the meeting.


DISTRICT SCHOOL OF INSTRUCTION SUGGESTED AGENDA

1. Call to order- rap gavel once for attention.
2. "Sergeant-at-Arms, you will see that the doors are closed and allow no one to enter until the opening ceremonies have been completed."
3. Rap gavel three times for members to rise.
4. Advance the Colors.
5. Invocation (Prayer) - moment of silence.
6. Pledge of Allegiance to the Flag of the United States of America.
7. National Anthem.
8. Preamble to the Constitution of the American Legion Auxiliary.
9. Rap gavel once to seat members.
10. "This	District School of Instruction is now convened.
Sergeant-at-Arms, you will see if there is anyone wishing to enter."
If there is a printed program, state, "the Chair requests consent to deviate from the printed program." (Their response should be "consent'')
11. Welcome - President of the Hostess Unit.
12. Response to Welcome.
13. Introduction of Distinguished Guests, District Officers, and Chairmen.
14. Roll Call of Units by District Secretary.
15. Instructions of District Officers (including President, Secretary, Treasurer, Chaplain, Historian and Sergeant-at-Arms) and Chairmen.
(In the event a District Officer or Chairman is unable to be present she should prepare her outline in advance and see that the District President receives it prior to the School.)
16. Question and answer period if time permits.
17. Remarks by distinguished guests.
18. District President's remarks.
19. Announcements
20. Thank Hostess Unit for all courtesies extended.
21. Closing prayer



DISTRICT CONSTITUTIONAL CONFERENCE
SUGGESTED AGENDA

I.	Call to Order - rap gavel once for attention.
2. "Sergeant-at-Arms, you will see that the doors are closed and allow no one to enter until the Opening Ceremonies have been completed."
3. Rap gavel three times for members to rise.
4. Advance the Colors. (District and Unit if desired)
5. Invocation {Prayer)- moment of silence.
6. Pledge of Allegiance to the Flag of the United States of America.
7. National Anthem.
8. Preamble to the Constitution of the American Legion Auxiliary.
9. Rap gavel once to seat members.
10. This 	District Constitutional Conference is now convened. Sergeant-at-Arms, you will see if there is anyone wishing to enter." If there is a printed program, state, "the Chair requests consent to deviate from the printed program." (Their response should be "consent".)
11. Welcome - President of the Hostess Unit.
12. Response to the Welcome- Unit President with the highest percentage in membership or any special recognition.
13. Introduction of distinguished guests, District Officers, and Chairmen.
14. Roll call of Units by District Secretary.
15. Announce appointment of Courtesy Resolutions Committee.
16. Unit President's reports.
17. District Chairmen's reports.
18. District Officers' reports.
19. District President's report, including Financial Report of District Dues and expenses. (Ask the immediate Past District President, if in attendance, to assume the Chair while you give your report.) Note: Any remaining monies to be turned over to the incoming District President
a) Election of District President:State that an endorsement has been received from Unit No.  and the Chair recognizes (NAME)	of Unit No.  for the purpose of a nomination. (This is done for all endorsed candidates.) (Ask if there are any other nominations.)
b) If there is only one candidate forthis office, you state: "There being only one candidate for the office of District President, the Chair declares (NAME)	the newly elected District President.
c) Ask the Sergeant-at-Arms to escort the President-elect to the p:tli'llf1l for her remarks.

20. In the event there are two or more candidates for the office of District President:
a) The District Secretary will read the voting strength of the Units as per their Certification of Delegates presented to her prior to the opening of the Conference. (This Certification of Delegates should be compared with the delegate strength furnished by Department Headquarters which indicates the maximum number of delegates each Unit is allowed.) Each Unit shall have as many votes as it is entitled to registered delegates. The vote of any delegate not present shall be cast by the majority of delegates present from her Unit. Note: It is not necessary for all registered delegates to be in attendance. The delegate(s) from the Unit may cast the ballots in accordance with the majority of their delegate's decision.
b) The Sergeant-at-Arms or Pages will then pass out the same number of ballots to the Chairman of each Unit delegation as called out by the District Secretary.
(ONLY THE DISTRICT PRESIDENT HAS HER OWN VOTE AT THE CONFERENCE. DEPARTMENT OFFICERS AND PAST DEPARTMENT PRESIDENTS DO NOT HAVE THEIR OWN VOTE AT A DISTRICT CONSTITUTIONAL CONFERENCE. They must be registered delegates of their Unit to vote.)
c) After votes are cast, the Chairman of Tellers collects all ballots, and she and her committee (all appointed by you prior to the election) retire to count the ballots. When they return you ask for the report of the Tellers Committee. Chairman tells President vote count. President declares election winner.
d) Chairman of Tellers moves that the ballots be destroyed. Motion needs to be seconded, ask for any discussion and then call for the vote. State the declaration of fact and announce the result of the vote. "The ayes have it and the motion has passed, or the noes have it and the motion has failed."
21. If no endorsed candidate for District President, state, "there being no endorsed candidate for the office of District President, nominations are now open for the office of District President."
a) If more than one candidate is nominated from the floor, proceed with the election by ballot as outlined above in No. 21.
b) The District President-elect to submit a statement to Department Headquarters prior to Department Convention, indicating her willingness to serve as District President.
22. The District's delegate and alternate to National Convention are elected at the Constitutional Conference. However, before opening nominations state that anyone being nominated must definitely be planning to attend the National Convention. Chairman of Tellers handles ballots in same manner as above.

IF THERE IS NO ALTERNATE DELEGATE WILLING TO ATTEND THE NATIONAL CONVENTION, DO NOT PUT A MEMBER'S NAME ON THE FORM.

23. You should state that nominations are now open for the delegate to the National Convention. Regardless of how many names are placed in nomination, the members will vote for one - - the member receiving the highest number of votes will be the delegate and the member receiving the second highest number of votes will be the Alternate. It may be the custom of the District to send the outgoing President or incoming President, but they must be elected!
24. Remarks by the distinguished guests. If the Department President is in attendance, she should be the last one to speak.
25. Announcements.
26. Report of Resolutions Committee.
27. Thank Hostess Unit for all courtesies extended.
28. Closing prayer.
29. Retirement of Colors and adjournment of meeting.
30. Memorial Service - Time of service varies in each District.

Note:
1) You must have 30% of the Units from the District present at the Conference for it to be a legal meeting. If you have 20 Units in your district, 6 must be present at the opening role of Units. If there is no quorum, reports can be given, however, there can be no election for District President or Delegate to National Convention.
2) If you either do not have a quorum or simply fail to elect a President at the Conference, a District Caucus will be called by the Department President at Convention for the purpose of electing a President. Filling the vacancy of President is the only business that can be conducted at this caucus. The vacancy of delegate to National Convention will be filled by an alternate elected on the Convention floor.
3) You must complete the Quorum Report mailed to you with the Conference Material. A copy of one is included on the next page for your reference.

Other than the election of District President, and Delegate and Alternate to National Convention, No Other Business shall be conducted at the District Constitutional Conference.
