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Dear Friends:

You are in possession of this book because you have accepted a Department
Chairmanship for the 2025-2026 term. Congratulations!

This book has been complied to help you fulfill your duties as a Department Chairman. It,
by no means contains the answers to all of your questions. Be sure to keep your
Department Unit Guide, National Unit Guide, and Roberts Rules of Order on hand. They
are also available to view on the website at: www.alafl.org. And, as always, your
Leadership team and Past Department Presidents are available to guide you through this
year. Contact me and | will be happy to help you select a mentor to assist you in your
endeavors.

You have been appointed to an especially prominent position in the American Legion
Auxiliary. You are a teacher, a mentor to all of our members.

Your main task is to help promote the principles and ideals of the American Legion Auxiliary
and encourage our districts to volunteer, increase membership, raise donations, assist
with the Legion, Sons and Riders as a family, and show your enthusiasm for our mission!

The Auxiliary has been in existence for over 100 years! Our efforts this year shall support
our organization to thrive and survive for another 100 years.

The color this yearis RED!!!! It was the obvious choice to augment our theme this year:
A PASSION FOR VETERANS!

Just think of the excitement and enthusiasm RED is going to inject into our programs and
projects helping our Veterans, caregivers, children and our communities! Our membership
team has great plans that they will share with everyone at Workshop! All department
committee chairmen should now be working diligently on their programs, and | am excited
for you to share those plans with our members at Workshop.

The special project this year is Disaster Relief. Considering the hardships that the entire
state of Florida experienced this past year, | felt this was the obvious choice for raising
funds, so we can benefit our members directly.

Our national president, Pam Ray’s theme is “MISSION DRIVEN, FAMILY FOCUSED”! This
fits like a glove with our theme!


http://www.alafl.org/

Your year will only be as successful as the efforts that you exert. So please, plan your year,
include your committee members in your efforts, travels and events and PLEASE, interact
with the members as often as you can!

Robin



DRESS CODE:

We do not have an official uniform, but it is suggested that you dress professionally at all

times that you are representing the Department of Florida.

As President, | lean towards California business: Tank top or shirt, dark jeans or pants,
jacket and some bling!

If you determine that the events you are attending call for more casual dress, dark pants
and the Department shirt is acceptable. Dark jeans are acceptable IF they are not faded,
bleached or torn.

Leggings of any kind, torn or faded garments, moomoos or other untailored clothing are not
acceptable. At Department meetings, non-compliance will result in you not having access
to the meeting room until you change into acceptable clothing. And please, hem your
sleeves or pants if needed.

When in doubt, rely on “conservative and tasteful”.

COMMUNICATIONS:

Create and save a group email address containing your district committee chairs and
presidents email addresses. Encourage your district chairmen to also create a group email
for their unit chairmen/presidents so information can flow quickly and effortlessly.

Consider holding bi-monthly or quarterly meetings. Be sure to take pictures and write
narratives about your program and projects in our department newsletter. Follow the
website directions to send in your articles.

Be sure to clear your calendar for the department president’s scheduled ZOOM MEETINGS.
You will be given ample time to prepare to give a short update about your committee’s
efforts.

The district and unit chairmen, and unit presidents will be looking to you for guidance about
your program. Answer their inquiries in a timely fashion.

Department Newsletter:

Based on the schedule at the end of this guide, you will see a calendar of what month you
are required to submit an article for the newsletter. Make it informative, interesting, and
give directions on how to improve the volunteer efforts for your committee. It must be
submitted by the 15™ of the month prior to publication. The directions for submission and
the fillable form are located on the website -> newsletter. Please proofread! If you have
pictures to include, you will be given instructions at Bootcamp on how to send them.

-



EXPENSES / REPORTS:

As a department chairman, you will receive some reimbursement for travel. Check the
budget under your committee to see what is included.

The reimbursement form is on the website under Quick Links / Forms & Resources /
Department Forms / Department Chairman Expense Award Reimbursement Form.

You will also have to file for reimbursement if you are claiming expenses for year-end
awards.

All expense reports shall be submitted for reimbursement within 30 days of the date of your
expense.

If the department president authorizes you to attend a meeting (call-in) or other, you will
need to fill out the Department Reimbursement form. Include MapQuest (or other source)
as proof of mileage and the hotel receipt.

Mileage is from your home to your location and the return trip. List passengers on your
reimbursement form. No double-dipping (paid twice from two different sources) for the
same event.

FUND RAISING:

You may request special approval from the department president to fund-raise for your
committee efforts. This must be pre-approved, and the proceeds must be provided to the
department treasurer at the end of your fundraising efforts. Otherwise, you may not
conduct fund-raising as a department chairman.



YOUR TEAM:

Before your appointment, | am sure you put some thought as to who you wanted for
committee members. You should not make these decisions lightly. They will be relaying
our message to the districts and units as you will, and you should have confidence that the
jobis going to get done!

The last person you should give an appointment to is one who says, “If you can’t find
anyone to take it, I'll do it.” Wrong, THEY WILL NOT DO IT! They will just wear a badge for
the term. Look for people who have given great reports over the years, and those you have
confidence that they will show up and do the job.

Do not appoint your committee members all from the same district/unit. This smacks of
favoritism and the participation in your efforts may suffer.

Just because someone has not held a position before is not a reason to discount them from
being a committee member. Consider the following:

Do they have a sunny disposition?

Are they punctual and attend most events?

Do they “report” when asked to?

Do they participate in district/department functions?
Canthey speak to a group?

Do they volunteer?

Do they know the basics of our organization?

These all reflect exceptional qualities that you need from a committee member. If you
select wisely, you cannot go wrong. However, you appointed them! You can un-appoint
them if you are not getting results.

TOOLS OF THE TRADE: Program Engagement Plans - PEP

Following Bootcamp, your PEP will be posted on the Department website — www.alafl.org.
These are our marching orders from national. This information will assist ALL chairmen,
committee members, and members with educating themselves about our mission! Each
committee has its own PEP to guide you through our national organization’s vision for
enhancing our projects, programs and volunteer efforts. Please encourage your
committee members and members with inquiries about your committee to refer to the PEP
frequently!


http://www.alafl.org/

EVENTS:

As the newly appointed department chairman, there are events that you are expected to
attend. Now matter where you are, what the event s, always inject this year’s theme: “A
Passion for Veterans” into your speech. We need the department, districts and units to
always keep the PASSION for our mission in the forefront!

DEPARTMENT CONVENTION - June 12" - 15", 2025

You should have received a bird’s-eye view of what is expected of you for next year’s
convention. In particular, note the year-end report given by your predecessor. (Next year,
your report will be the culmination of your year-end districts’ committee reports that shall
be sent to you, by April 15th, 2026. No exceptions. Your report needs to get to the
department president by May 1)

On Sunday, you will take your Oath of Office at the installation. Dress appropriately.

After Department Installation, there will be a short post-convention executive meeting.
This is when your duties as department chairman begin!

BOOTCAMP: July 10th-12th  Altamonte Springs Hilton

By the time you read this, you will have already gotten the flyer inviting you to BOOTCAMP!
This is a mandatory attendance event.

You may have already begun your plans for your presentation at Workshop, but mentors will
be providing you with additional information to help your term be successful. This will be
an open forum, so there will be plenty of opportunities to ask questions.

Your hotel room and meals, according to the Bootcamp flyer, will be paid by department.
We begin on Thursday evening for welcome comments and expectations, and end on
Saturday, 5 PM. Please let me know at the post-convention meeting if you are staying
through Saturday evening. We do not want to pay for rooms that are not being used. If you
have already decided on a roommate, please let me know at thattime. Otherwise, | will
pair you with someone.

Bring your laptop and an extension cord. Printers will be provided. A flash drive will be very
helpful. This will be a fun event!

Specific details about your presentations and reporting will be given at Bootcamp.



WORKSHOP: July 25" — 26", 2025

This session is where department chairmen present their program for the term and district
chairmen and officers will learn about what our national organization lays out as the plans
and objectives for each committee. You also are preparing the district chairmen for the
District Schools of Instruction. The meeting is open to all members. We will hear and see
some highly creative instruction. This event is mandatory attendance as you will be giving
your committee plans for the year. Be prepared for your speech. The audience will be able
to ask pertinent questions about your committee. You will receive hotel and mileage
allowance for this function.

SCHOOL OF INSTRUCTION: Held within 30 days of Workshop

This event, held in each district and conducted by the district president is where the district
chairmen/officers provide the units with information about each committee and office.

You may receive invitations for these events. If able to, please try to attend.

DEPTARTMENT PRESIDENT’S VISIT TO YOUR DISTRICT

At Bootcamp, the department president will discuss her scheduled visit to each district
president.

As department chairman, you are encouraged to attend the events of the visit to your
district with the units and guests.

This will be a “WORKING VISIT”. That means we are going to keep Veterans first and
foremost in our efforts:

Visit a nursing home and call Bingo or assist with other activities like arts & crafts,
games, puzzles.

Give a caregiver a day off, take her for a manicure!
Help a Veterans with chores at his home: painting, raking, planting flowers.
Place a wreath at special locales.

Man a membership table at a local spot or at a Post.



FALL CONFERENCE: November 20 - 23", 2025

Since you are required to give a mid-term report at this conference, you are expected to
attend and will receive a “call-in” to attend.

The Deptartment President will determine the number of days your call-in is for.

The report, no longer than 3 minutes, will be about what the districts have accomplished.
Highlight the new, exciting events and fund-raisers that they have held. Report on new
volunteer activities that we all can do! When you mention districts, please give their
location and number so everyone knows where they are at.

Give copy of your report to the Secretary at the end of your remarks.

Not all, but some of you may be asked to lead a break-out session. If so, you will be
reimbursed for mileage and lodging.

All chairmen will be required to submit a report, double-spaced, to the department
secretary after your presentation. Promote your program, include your national chairman’s
plans for the year and incorporate the theme: A Passion for Veterans!”. Itis always
appropriate to mention how your committee ties into membership.

UNIT VISITS:

Of course, you are encouraged to visit units. Please let the president know you are coming
to a meeting or event.

Ask for a brief time to speak to the group, give information on what is new and what your
expectations are. Ask how you can be of assistance.

Units do not all do things exactly the same. But, if you must address protocol or observe
something improper occurring during the meeting, the best way to manage that is to speak
with the president after the meeting, aside from the crowd.



DISTRICT CONSTITUTIONAL CONFERENCE: Date TBD

The Constitutional Conference is the culmination of the year! If you plan to attend a DCC,
please alert the district president. If you plan to say a few words, also let her know so she
can plan the agenda accordingly.

CONVENTION -June 11 - 14, 2026

Now, it is the end of your term. Think about all the accomplishments of your year! You will
be required to give a 3-minute (max) report of what the districts have accomplished over
this past term. If possible, be sure to include ALL Units, but please showcase what is new,
the successes and accomplishments.

You are required to present a copy of your remarks, double-spaced, to the department
secretary immediately after your speech for the Book of Reports.

Awards will be placed in the District President tote for distribution at Unit installations.

Award plagques are purchased by department head quarters. Please contact the
department secretary by the deadline with the names of the award winners. The plaques
will be on the podium for you to present at the time of your report.

Remember to turn in your binder to department staff prior to leaving convention, even if you
are repeating another year as district president.

Thank you in advance for your outstanding service to the department!
NATIONAL COMMITTEE:

Please write a note or call the national committee chairman and southern division
chairman to introduce yourself. Be sure to take partin their ZOOM meetings and be
prepared to give a short report at that time.

Make every effort to achieve 100% with the year-end reports. You shall also create a report
for national. It can be based on your department year-end report. The deadline is May 15%™.

Also, if there is a national award for your committee, please submit one. And, if any of the
members are submitting an entry for a national award, please guide her every step of the
way so they have every opportunity to WIN!



As areminder.......

EMBLEM USAGE:

The ALA NATIONAL organization holds the copyright and patent on the emblem.

Usage of the emblem by an individual member is limited to wearing the official insignia (the
emblem) and possession of authorized jewelry or merchandise bearing the Insignia. These
items are available at the department store and the Emblem Sales Catalog.

The emblem or a reproduction thereof may be used on stationery, unit publications,
notices, posters, place cards, business cards program materials or items of similar
character used in the routine conduct of legitimate unit business, without prior approval.
Any other use of the emblem shall be subject to approval of the national secretary.

If a unit plans to use the national emblem, (i.e., on a shirt), you need to submit a complete
drawing of such and:

1. Name and address of the person printing or embroidering the name and
emblem.

2. Quantity requested (order sufficient so you do not have to go through this
process again).

3. Submit the completed order form (found on the dept. website) and submit it with
the sketch to the dept. secretary at: Secretary@alafl.org

4. The secretary will submit the application to National for approval.

During your travels through the state, if you see the emblem on shirts, etc., please confirm
that the unit has gone through the proper approval process. If not, please notify the dept.
secretary as soon as possible.



