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Prior Planning

CONVENTION DATES — Dates for the Convention should be determined as soon after the site location
has been determined. Dates should be coordinated by the District/Division Commander along with the
Host Post and include the District/Division Auxiliary President and SAL Commander. Check with the
Department Headquarters to avoid conflicting dates. Double check your calendar to avoid important
dates such as Easter, Mothers Day, other holidays and local events that might hamper attendance by
members.

Once date and location have been set; contact the Department Adjutant to advice of the date and
location and to be place on the Department Schedule for District/Division Convention. This gives the
Dept Staff time to prepare the necessary documents that will be sent to you the week prior to your
convention.

GUEST SPEAKERS — District/Division Commanders responsibility. This should be one of the first items to
be scheduled in coordination with the Host Post. Speakers can be Legion Officers, Local Elected Officials,
civic or business leaders, educators or whomever the Commander feel will be of interest and will benefit
the general membership.

CONVENTION PLANS — The District/Division Commanders should call a meeting as soon as possible after
site selection has been made with his representatives, the Auxiliary representatives, SAL representatives
and the Host Post for preliminary planning.

ADVANCE NOTICE — The District/Division Commander should ensure that the Posts have been notified of
the date, time and location of the Convention as soon as possible, but no later than 6 months prior to
the Convention. The District/Division Commander coordinating with the District/Division Adjutant and
the Host Post should send a notice to each Post in the District/Division of the Convention, as well as all
District/Division Officers and Guest Speakers. This should be done at least 90 days prior to the meeting.
Final Convention Programs should be sent well in advance of the Convention to the Guest Speaker,
Department Headquarters, all District/Division Officers, all Posts with the District/Division, Special
Guests, Candidates for Department Officers, when possible, and the Local Chamber of Commerce.

PROGRAM — It is suggested that a Training session on various topics or other special workshops be
conducted during the convention. Any special program/workshop that can be brought in to enhance the
Convention is another plus for the attendees.

PLANNING — A Convention should be well planned, informative, entertaining and an experience that all
will enjoy and look forward to in the Conventions to follow. Bear in mind that you have many new
members who know little about the Legion. This is your opportunity to motivate and develop leadership.
Think of the Convention as a membership tool; use your imagination and initiative to make it a weekend
worth their time, travel and expense.

Additional Suggestions

The introduction of Legion and Auxiliary Guests at the joint session should be only those of significant
importance as to position in the Department or of special importance as a result of their




accomplishments. Try to refrain from introducing all District/Division Officers, Committee Chairman and
the like as this proves to be far too long and monotonous; these individuals will be introduced at the
business meeting.

Sunday Memorial Service is normally the first item and is conducted by the Chaplain. The Memorial
Service can be a Legion or joint function. The Chaplain is responsible for all arrangements.

Normal 2 Day Convention

SATURDAY AFTERNOON

« Classes —informal, an agenda is a must. Publish time, schedule, location, subjects, chairpersons and
follow it. Start on time.

SATURDAY NIGHT BANQUET (JOINT)
Prior planning — appoint chairpersons
Table arrangement and decorations
Head table — who and where to be seated, mark tables with names
Podium — PA system, gavel, agenda, ceremonial guide, etc.
Colors — Legion, Auxiliary and SAL in place or to be posted.
VIP and special invited guests — appoint someone to meet and escort them

Normal Procedure (Joint Meeting)

Call to Order (Host Post Commander)

Post or Salute Colors

Pledge of Allegiance

Prayer (Legion or Auxiliary Chaplain)

Dinner

District/Division Commander — thank food and decoration committees
Introduce Welcome Address Speaker

Response — Legionnaire or Auxiliary Member

District/Division Commander introduction of Special Legion Guests
District/Division President introduction of Special Auxiliary Guests
Special Presentations (if any)

Introduction of Guest Speaker

Speaker

District/Division Commander thank speaker, presentation (if any)
Adjourn

Dance

District / Division Business Meeting

The Commander should appoint Committee Chairmen and Committee Members prior to the business or
joint meetings for these Committees to have time to accomplish preliminary work. Reading of their
names at the meeting will serve as an affirmation and information for the delegates. It is recommended
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that the Chairman positions be appointed and notified at the beginning of the Commander’s year and
remain in position for the duration of the year. Commander should meet with the Officers and
Committee Chairmen as a first item of business early the first day of the Convention to confirm plans
and agendas for the meetings.

One Day Convention

Same Convention Guide can be used, condense the schedule to meet your time frame.

Planning Guide for District / Division Convention

When the time and place of your District Convention is determined, the District Commander should
meet with the officers of the host Post and its Convention Committee about sixty (60) days prior to the
date of the convention. At this meeting you should organize the convention in every detail.

The District Commander should supervise the entire program of the convention with the exception of
selecting the speaker to make the address of welcome. The host Post should make this speaker
selection.

Your District President of The American Legion Auxiliary should be informed by you of the time and
place of the Convention and should be invited to attend the planning session mentioned in the first
paragraph.

You should especially discuss the joint session with her. The host Post should invite the host Auxiliary
Unit to have representatives present. It should always be kept in mind by the host Post that its primary
function is to provide facilities for the Convention, as well as local committees to take care of the many
details of housekeeping, comfort of visitors, and registration that should not have to be the function of
visitors.

The program itself is the responsibility of the District Commander. He will select all speakers and extend
necessary invitations. Much misunderstanding can be avoided if this will be adhered to.

The District Convention call and delegate certification forms to the District Convention will be mailed by
Department Headquarters to all Post Adjutants at least one month prior to the Convention.

Traditionally, District Conventions have been held on the weekend, Saturday and Sunday, usually with
an open house on Saturday afternoon, a dance Saturday night, a joint session Sunday morning and the
business session Sunday afternoon. It is suggested that you make a study of your District Conventions.
You might find it more advantageous to have an afternoon and evening Convention on a Saturday rather
than on Sunday.

Here are some of the disadvantages of the Sunday convention:

1) Many of our members are active participants in churches and they are obligated to participate in their
houses of worship on Sunday, consequently, they will not attend a District Convention on Sunday.




2) Many persons have do-it-yourself programs at home, such as yard work, repairs to the house and
matters of that kind to which they devote their Sundays. It is difficult to get this group out to a
Convention.

3) Another is the forty-hour week. Many people are off on Saturday and Sunday, and they spend these
days for recreation with their families. If they own a boat and if they are not in church or not at home
with the other projects, they are out on the lake in their boat skiing and enjoying themselves with the
family. These and other activities are highly competitive with The American Legion. Argument for the
Sunday Convention, and it is usually made by those who attend on Sunday, is that Sunday is the only day
they have to go to a Convention.

Our problem is to get as many as possible to attend. An afternoon and evening Convention could very
well be held and would probably be a large one if it started about 3:00 or 4:00 P.M. with separate
business sessions for The American Legion and Auxiliary. The joint session could be a dinner meeting at
6:30 or 7:00 P.M. A dance or social could follow the joint session.

A number of Districts have found it to be quite successful to start the convention with an open house,
Mini-College and/or Rehabilitation Workshop on Saturday afternoon and a banquet that evening which
serves as a joint session, followed with a dance. The banquet provides a fine opportunity for a dress-up
affair.

Then on Sunday morning a joint Memorial Service is held about 9:30 A.M. and then separate business
sessions for the Legion and Auxiliary to be completed about noon. We never recommend that the
convention be recessed on Sunday for delegates to go to separate churches for services. This sets too
many delegates adrift who do not wish to attend church services.

Also, we do not recommend that a convention plan to recess for the purpose of a noon meal and let
delegates eat at a place of their own choosing. It is much simpler to get a caterer to bring food in and
this helps hold your convention together, especially on Sunday.

Many Districts find a Commanders and Adjutants breakfast on Sunday morning to be useful. This gives
these Post Officials an opportunity to discuss mutual problems.

Guide for the Host Post

Bids to host the Convention should be presented by the Post at the District Convention previous to the
one desired for their consideration. If selected, work closely with the District Commander in setting the
date of the Convention. Try to avoid conflict such as Department Meetings, Easter, Mother’s Day,
Veterans Day, American Legion Birthday, State Fair and other nearby Conventions and other such
occasions.

The Host Commander should appoint a Convention Chairman with the consent of the District
Commander. He should then work with the Convention Chairman in appointing committees as follows:
Host Committee, Entertainment Committee, Registration Committee, Food Committee, Housing
Committee and other committees should be appointed as necessary.




The Host Committee should be composed of people who are good greeters of visitors at the place of
registration and at the hotel or motel. It would be helpful if these are individuals who personally know
most of the visitors. They should also know who the distinguished guests are, greet them, and be sure
they are properly registered. Department Officials and Guest Speakers should not be required to pay a
registration fee as a matter of courtesy.

The Entertainment Committee should arrange for a dance band and arrange for other entertainment in
cooperation with the District Commander. They should make arrangements for the reception and/or
hospitality hour if one is to be held. They should help decorate the registration area as well as the
convention hall, place for the dance and the reception.

(Be sure head table is draped to protect ladies' knees.)

The Registration Committee should plan for the printing of the convention program as well as its layout
after the District Commander has completed his planning. If advertising is to be sold for the program,
the Convention Chairman may wish to appoint a separate committee for this purpose. Registration
badges should be obtained well in advance. The Host Post and the Host Auxiliary Unit should work
closely on registration. Those working the registration desk should be fully advised as to who should or
should not be required to pay a registration fee. (Be sure they have money to make change.)
Registration Badges should be typed up in advance for Distinguished Guests and Speakers. Souvenir
programs and meal tickets should be handed out at the place of registration.

Food Committee - This committee should work with the Legion, Auxiliary and SAL if food is to be
prepared at the site of the convention and if part is to be brought in. If the meal is catered, and this has
proved to be the most popular recently, it is the Food Committee's responsibility to arrange for the
caterer and menu in cooperation with the Convention Chairman and District Commander. Often it is
necessary that chairs and tables be set up before the meal is served and this is part of this committee's
function. They may need other volunteers at this critical time especially if the meal is being served in the
same room where the convention is being held. If the meal is served in a room separate from the
meeting, the tables can be set up in advance.

The Housing Committee: The function of this committee is to arrange for housing for all visitors. Usually
if the committee will let it be known what hotel or motel is being used, visitors will make their own
reservations. This committee should be sure that Distinguished Guests and Speakers have adequate
housing and they are notified in advance where reservations have been made. If the Department
Commander is to be present, it’'s not uncommon for the Host Post to arrange for a complimentary room
or suite for his convenience. This is true for other Department Officials, if possible.

Hotel Room Block: The House Committee should work with the District Commander to determine if
there is a need to set up a group room block with a local hotel. Most hotels will set up a group room
block with a reduced group rate, but any unused rooms will be the responsibility of the Post to pay for,
so you need to keep the number realistic. This need will vary from District to District so make sure to
discuss it with both the Legion & SAL District Commanders and the Auxiliary President to find out there
needs.

Select a good speaker to give the welcome address. This should never be more than 5-10 minutes in
length; it is preferable to ask the Mayor or his designate to do this. Others who could do this would be




the President of the Chamber of Commerce, the County Judge or perhaps the School Superintendent.
Other prominent local citizens or Legionnaires who are good speakers could do just as well.

Work with the District Commander and District President in arranging and printing of the Convention
Program.

Work with the District Commander and District President in setting the registration fee and
complimentary registrations.

Be sure your Post Home is in tip-top condition prior to the convention. If the convention is being held at
places other than Legion Home, plan to invite visitors out to the home at times when it will not conflict
with the convention program.

NEVER allow your bar to be open during business sessions. This should be strictly prohibited. Should this
happen, the District Commander will be perfectly within his rights to order the Sergeant at Arms to see

that it is closed.

Unless the District has its own Colors and U. S. Flag, they will want to use the Post flags and stands. Be
sure these are clean and in top shape.

Be certain that you have a Public Address System in good working order. DOUBLE CHECK.

Be sure your outdoor flag is flying throughout the convention. Ask local businesses to fly their flags as
well. An Avenue of U. S. Flags in front of the Legion Home is quite attractive.

Arrange for committee meeting rooms during the convention. Committees such as the Credentials,
Rules, Convention City, and Resolutions, as well as others, will need a place to meet.

Provide an adequate auditorium for the Joint Session and for separate Legion and Auxiliary business
meetings.

Arrange for advance press coverage. Arrange for publicity following the convention. It is important that
you let the local press know what actions were taken at the convention.

Prepare a budget. The Host Post should prepare a budget for their projected income and expenses of
putting on the convention. Discuss with he District Leaders everything the Post is expected to pay for
and who collects the registration fees and who receives the money or if its broken down to each
organization.




DISTRICT AND DIVISION CONVENTION CHECKLIST

This is probably one of the most difficult responsibilities you may take on, but with a little help and organization you can pull
this off and provide a nice setting for all attendees.

Let's start with a checklist. It's always nice to have a list of what needs to be done. You can certainly add to this list and
modify it to fit your District or Division.

Legion Meeting Space

Head table

Lectern

Microphone (if necessary)

Colors, flag stands, District/County Banner, & POW/MIA flag or Chair Cover
Gavel and Bell

Information table(s) for programs

Registration table

Sign in sheets & pens

Coffee, water, juice & rolls

Donation basket

Adequate seating

DEC meeting space

Raffle tickets and/or fundraising materials (if applicable)
Change fund for registration and meal tickets
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Auxiliary Meeting Space
O Similar requirements as Legion Meeting - work with District/Division President

Hotel Rooms
O Room block
O Room rates
O Putinformation in Program and Call to Conference

Banquet Space

Catering

Meal tickets

Head table

Lectern

Microphone (if necessary)

Adequate seating

Table decorations (optional)

Local guests (Mayor, Council, Chamber, etc.)
Legion guests (Boy Scouts, Boys State, etc.)

OoOooOoOoOooonO

Memorial Service (if applicable)

Hospitality
O Location
O Putinformation in Program and Call to Conference
O Supplies

Programs
Allow time for printing
Confirm guests
Include hospitality and hotel information
Include SAL




O Mail to each Post in your District
O Mail copies to all guests
O Include directions to locations if necessary

Meeting Script
O Make sure Program and Script match
O Customize for your conference

Call to Conference
Notification to Posts
Notification to Department
Invite SAL Squadrons to participate
Check Constitution & By-Laws for time requirements (45 days prior, etc.)
Mail copies to all guests
Include directions to locations if necessary

Confirm guests prior to conference

Committee Reports — Contact all those scheduled to give reports and confirm their attendance. If one is not attending, ask
him/her to submit written report.

Department Correspondence — Bring all correspondence which is pertinent to your Conference to present at the meeting.

Supplies — Bring any supplies which you may need. Paper, pens, notepads, tape, extension cords, tools, duct tape, etc.




Suggested Program

CALLTO ORDER

COLORS IN PLACE OR POST — SALUTE

PLEDGE OF ALLEGIANCE

PRAYER — CHAPLAIN

PREAMBLE

ROLL CALL — ADJUTANT

CONVENTION CALL — ADJUTANT

CREDENTIALS REPORT — CREDENTIALS CHAIRMAN

MINUTES OF LAST CONVENTION — ADJUTANT

INTRODUCTION OF OFFICERS & GUESTS:
Present National, Department, Division, District Officers
Past National, Department, Division and District Commanders
District President
Special Guests

INTRODUCTION OF CANDIDATES

COMMITTEE REPORTS - Limit each to five minutes

DISTRICT COMMANDER REPORT

DEPARTMENT & NATIONAL NEWS - District Commander - five minutes

GUEST SPEAKER

FUTURE EVENTS - District Commander - Five minutes

UNFINISHED BUSINESS

NEW BUSINESS

ELECTION OF OFFICERS (If appropriate year)

BENEDICTION — CHAPLAIN

RETIRE COLORS

ADJOURN




TRAINING SESSION
THE AMERICAN LEGION
FOR DISTRICT CONVENTIONS

SUGGESTED PROGRAM

CALL TO ORDER - District Commander

PURPOSE OF THE TRAINING - District Commander

TRAINING SESSIONS - District Commander (and/or other moderator)

INTERNAL ORGANIZATION OF THE AMERICAN LEGION -
National, Department, Divisions and Districts -
Post Organization and Duties of Post Officers -

POST PROGRAMS -
Patriotic Events (5 min.)
Oratorical Contest (5 min.) - District Chairman
School Awards (4 min.) - District Chairman

Legion Baseball (5 min.) - District Chairman
Boy Scouts (5 min.) — District Chairman
Junior Shooting (5 min.) — District Chairman
Boys State (5 min.) - District Chairman
Community Service (5 min.) — District Chairman
Public Relations (5 min.) — District Chairman
BUDGETS-AUDITS-TAX RETURNS - MONEY RAISING PLANS - DISTRICT
JUDGE ADVOCATE

RECESS (5 min.)
New Posts and their Importance - Division Commander
Membership Strategies - (10 min.) - Division Commander
Film Clip - Division Commander
Post/District Membership Incentive Awards - District Vice Commander
State and Federal Legislation - (10 min.) - Department Service Officer

POST OFFICERS WORKSHOP -
Panel of all District Officers, Division and Department Officers present.
Discussion - question and answer period

POST OPENING AND CLOSING CEREMONIES DEMONSTRATION
By District Officer. (These officers will assume corresponding offices of a Post and go through
the steps of how to open and close a Legion meeting. If time permits, the team of officers can
also conduct a model initiation of New Members Ceremony.)




NOTE: Times and subject matters can be adjusted in accordance with time available. It is recommended
that this Mini-College be conducted during or just preceding FALL District Convention in order to give
new Post Officers training early in the Legion year. If your Post Officers know what they are doing, they
will be better leaders.
All subject matter in the college should be directed at the Post level.

How to. .. .is all important.

When To. .. .is important.

Doing It . . . .is most important of all.

Be sure sufficient copies of this agenda are made available to each student. The agenda should be sent
to all Post Commanders and Adjutants well in advance of your Fall Convention. Strongly urge all Post
Officers to attend this college. Allow enough time to do a good job with your college. Suggest you have
attendance prizes and door prizes to help stimulate attendance.

IMPORTANT: It is extremely important that you notify each person assigned a subject as a member of
the faculty well in advance of the Convention so he will have time to make adequate preparations.

Be sure to inform them to direct their lectures at the HOW TO ... WHEN TO ... .DOINGIT... Theme.
They should be encouraged to show enthusiasm and a positive attitude in their presentations. Be sure
they stick to their assigned subject and not make a speech. Speech making should be confined to the
convention proper. We will be interested in getting reports on the above AGENDA, how it was received,
if the students think it is worthwhile, constructive criticisms and suggestions for improvement next year.




DISTRICT/DIVISION CONFERENCE — SAMPLE SCRIPT

Attached is a sample for you to use when preparing a script for your District/Division Convention.

Please note that the script is an example only. Customs vary from District to District and Division to Division and the order
of events may vary slightly. There will also be differences between your Spring Convention and your Fall Convention,
based on agenda items.

It is suggested that you prepare your script and your conference program at the same time. In doing so, your program and
script will match, creating less confusion for those in attendance.

Please keep in mind that the order of events may change before, and even during, your District/Division Convention. As a
District/Division Commander, you may need to adapt your agenda due to any number of different circumstances.

Having a script and a program actually helps you stay organized when things change. You simply go back to the script and
program where you left off.

It is also important to be familiar with Parliamentary Procedure. While it is important that members understand the
fundamental rules of parliamentary procedure, this knowledge should be used only to ensure order or to expedite business.
Members who constantly raise points of order or insist on the strict observance of every rule in a peaceable assembly defeat
the purpose of Parliamentary Procedure — which is to help a meeting run more smoothly. Nevertheless, it is important that
you, as District/Division Commander, are able to properly handle motions and conduct business.

Before your District/Division Convention, you should also review minutes of past meetings. By doing so, you will know what
your “Old Business” is and can include it in your script. Meetings from the previous year can also give indications of what
must be handled under “New Business”, so it can be included in your script as well.

Correspondence from Department Headquarters may also provide agenda items for your script, so review it also.

It is important to review your District/Division Constitution and Bylaws before preparing your script. By doing so, you will be
familiar with the procedures of your District/Division. Pay particular attention to voting procedures. If certain votes require a
roll call vote, have notes written into your script on how to conduct the vote.

As mentioned earlier, this script is an example only. You should prepare your own before your District/Division
Convention.

DISTRICT/DIVISION — SAMPLE SCRIPT (MORNING SESSION)

(ONE Rap of the Gavel to have members take their seats)
The ___ District/Division Fall/Spring Convention will come to order.
(THREE Raps of the Gavel to have members stand)
The Sergeant-at-Arms will direct the Color Guard to advance and post the Colors. (or — Colors being in place.)
Hand Salute
(Colors are posted)
Two

All members and guests in attendance shall remain standing with their cap removed and placed over the heart from
the opening prayer, through the POW/MIA ceremony, and concluding with the Pledge of Allegiance.

The Chaplain will offer prayer.




= (Prayer is given.)

A POW/MIA Empty Chair is placed at all official meetings of The American Legion, as a physical symbol of the
thousands of American POW/MIAs still unaccounted for from all wars and conflicts involving the United States of
America. This is a reminder for all of us to spare no effort to secure the release of any American prisoners from
captivity, the repatriation of the remains of those who died bravely in the defense of liberty, and a full accounting of
those missing. Let us rededicate ourselves for this vital endeavor!

Place the POW/MIA flag on the Empty Chair (or — POW/MIA flag is in place.)
= (POW/MIA flag is placed)
Please join me in the Pledge of Allegiance

| pledge allegiance to the Flag of the United States of America and to the Republic for which it ~ stands, one Nation
under God, indivisible, with liberty and justice for all.

Please recover.
Please join me in reciting the Preamble of the Constitution of The American Legion.

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 in all 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 good will on earth;

To safeguard and transmit to posterity the principles of Justice, Freedom and Democracy;
To consecrate and sanctify our comradeship

By our devotion to mutual helpfulness.

| now declare the District/County Fall/Spring Conference regularly convened.
= (ONE Rap of the Gavel to seat the members.)

The Post Commander, , will give a welcome.

= (Post Commander gives welcome.)

Thank you, Commander .
The District/Division Adjutant will now call the roll.

(District/Division Adjutant calls the roll.)

The District/Division Adjutant will now read the minutes of the previous meeting(s).
= (District/County Adjutant reads minutes.)
Are there any corrections to the minutes?

If not, | will entertain a motion to approve the minutes.
(Motion is made)
(Motion is seconded)
(Restate the motion) “It has been moved and seconded to approve the minutes of the last meeting.”
Is there any discussion?
All those in favor say “aye.”
All opposed say “no.”
Motion is adopted / failed.




The District/Division Finance Officer will give the financial report.
(District/Division Finance Officer gives financial report.)
Are there any questions on the finance report?

If not, | will entertain a motion to receive and file the finance report, subject to future audit.

o (Motion is made)

o (Motion is seconded)

o (Restate the motion) “It has been moved and seconded to receive and file the finance report, subject
to future audit.”
Is there any discussion?
All those in favor say “aye.”
All opposed say “no.”
Motion is adopted / failed

The District/Division Judge Advocate will now give the conference rules.
(District/Division Judge Advocate gives rules of the conference.)

| will entertain a motion to adopt the conference rules.
(Motion is made)
(Motion is seconded)
(Restate the motion) “It has been moved and seconded to adopt the conference rules.”
Is there any discussion?
All those in favor say “aye.”
All opposed say “no.”
Motion is adopted / failed

It is my pleasure to introduce our guests for the conference.

(At this time, you are simply reading the names of guests; they are not coming forward to speak. Use introduction sheet
— Give title and name of each individual being introduced. Be sure to introduce guests and officers in the proper order.)

We will now hear reports from our Department representatives.

At this time, you are asking the Department representatives to speak. They should be asked to speak in the reverse
order of which they were introduced.
Make sure to introduce speakers in proper order and have them listed on the conference program accordingly.
On occasion, you may have to vary from protocol to accommodate speakers who must leave early.
You may also have to vary from your program if you have speakers who are not listed in the program or in your script.
Guests from outside your District/Division should be given the opportunity to speak in the morning if at all possible. This
would include candidates for Department offices.
An example of speaking order is as follows:
o SAL Detachment Commander
Candidates for Department Offices
Department Membership Chairman
Department Service Officer (or designated representative)
Department Adjutant (or designated representative)
National Executive Committeeman (or Alternate NEC)
Department Commander (or Vice Commander)
=  THREE Raps of the Gavel to have audience stand as Department Commander approaches the podium.
= ONE Rap of the Gavel to seat audience before the Department Commander speaks.
=  When Commander is finished, Rap the Gavel THREE times to have audience stand while Commander
leaves the podium.
Rap the Gavel ONE time to seat audience.

(Make any necessary announcements for the noon banquet.)




=  (Rap the Gavel THREE times to have audience stand.)
Hand Salute

Two

I now declare the District/Division Fall / Spring Convention in recess.

=  (ONE Rap of The Gavel.)
DISTRICT/DIVISION CONVENTION — SAMPLE SCRIPT (AFTERNOON SESSION)
= (THREE Raps of the Gavel)
Please join me in a salute to the Colors.
Hand Salute.
Two
I now declare the ___ District/Division Fall/Spring Convention reconvened.
=  (Rap the Gavel ONE time.)
We will now have the reports of the standing committees and District/Division chairmen.

= (Have a list of speakers prepared in the order in which the representatives will report. Introduce each speaker by name
and position.)

= (If you did not do so after each report, entertain a motion to receive and file all reports at the end.)
| entertain a motion to receive and file all District/County reports.
o (Motion is made)
(Motion is seconded)
(Restate the motion) “It has been moved and seconded to receive and file the District/County reports.”
Is there any discussion?
All those in favor say “aye.”
All opposed say “no.”
Motion is adopted / failed.
Old Business
= (Note: Be sure to review Parliamentary Procedures in order to conduct any business properly.)
= (Have a list of old business which needs to be discussed. This list would be based on the minutes of previous meetings.)
= (After going through your list of old business, ask if there is any other old business to discuss.)
New Business
(If elections are to take place, elections should occur before any other new business.)

(Write election procedures into your script, to include order of elections.)

(Have list of new business to discuss. This list would be based on correspondence from Department or National, the
District/Division DEC meeting, and any other business you wish to bring forward.)




= (Always ask if there is any other new business to come before the meeting.)

Is there anything for the good of The American Legion?

Is there any further business to come before the meeting? If not, the Chaplain will lead us in memorial service. Please rise.
= (THREE Raps of the Gavel)
= (Chaplain offers benediction.)
Cover
Recover the POW/MIA flag.

e (POW/MIA flag is recovered.)
Till we meet again, let us remember 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 and
its members. Let us be ever watchful of the honor of our Country, our organization and ourselves, that nothing shall
swerve us from the path of Justice, Freedom and Democracy.
The color guard will retire the flag of our country. (or — Colors being in place.)
Hand salute

= (Colors are retired.)

Two

| now declare the District/Division Fall/Spring Convention adjourned.

= (ONE Rap of the Gavel.)




BANQUET — SAMPLE SCRIPT
= (THREE Raps of the Gavel.)
Colors being in place — Hand Salute
Two

The District/Division Auxiliary Chaplain, , will offer the invocation. Please uncover.

(Invocation is given)

(ONE Rap of the Gavel time to seat audience.)

(Make any opening remarks of your own.)

(Introduce any community guests giving a welcome, such as the mayor or council member or Post Commander.)
(Begin meal by giving instructions for the food line.)

(After head table is finished eating — BEGIN YOUR PROGRAM. Members of audience can continue to eat through
introductions and the program.)

Introduction of Guests:

The District/Division Commander introduces Legion guests.

= (At this time, you are simply reading the names of guests; they are not coming forward to speak. Use sheet for order of
introduction and give the title and name of each guest.)

The District/Division Commander introduces the Auxiliary District/Division President.

= (The President introduces her guests. At this time, they are introduced only; they are not coming forward to speak.)
The District/Division Commander introduces SAL guests.

= (At this time, you are simply reading the names of guests; they are not coming forward to speak. Use sheet for order of
introduction and give the title and name of each guest.)

Guest Speakers:
(Now that all guests have been recognized, you may begin with guest speakers.)
(Some districts include other presentations and/or guests at the banquet. These should be done before any SAL
Detachment, ALA Department or TAL Department guests. The exception would be any keynote speaker or special guest,

who would speak last.)

It is my pleasure to introduce the Sons of The American Legion Detachment Commander/Vice Commander,

(THREE Raps of the Gavel to have audience stand as Commander approaches the podium.)
(ONE Rap of the Gavel to seat audience before Commander speaks.)

(Commander gives remarks.)




= (THREE Raps of the Gavel to have audience stand as Commander leaves podium.)
= (ONE Rap of the Gavel to seat audience.)

= (Thank Commander for remarks.)

District/Division President will now introduce her guest(s).

(The District/Division Auxiliary President will introduce the Auxiliary Department speakers.)

(Thank Department President/representative for her remarks.)

It is my pleasure to introduce The American Legion Department Commander,

(THREE Raps of the Gavel to have audience stand as Commander approaches the podium.)
(ONE Rap of the Gavel to seat audience before Commander speaks.)

(Commander gives remarks.)

(THREE Raps of the Gavel to have audience stand as commander leaves podium.)

(ONE Rap of the Gavel to seat audience.)

(Thank Commander for remarks and make any announcements for afternoon session.)

The American Legion District/Division Chaplain, , will offer Benediction. Please rise and uncover.

= (THREE Raps of the Gavel to have audience stand for Benediction.)

= (Chaplain gives Benediction.)

Please cover.

Join me in a salute to the Colors.

Hand Salute

Two

This concludes our District/Division Banquet. Thank you for your attendance.

= (ONE Rap of the Gavel.)
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TAL District
Chaplain

SAL Squadron
Commander

TAL Post
Commander

SAL Detachment
Commander

TAL Department
Commander

TAL District
Commander

ALA District
President

ALA Department
President

ALA Department
Junior President

ALA District
Junior President

ALA Unit
President

ALA District
Chaplain
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Special Guest / Guest Speaker
Department Commander
National Officers
- NEC (National Executive Committeeman)
- ANEC (Alternate National Executive Committeeman)
Department Officers
- Vice Commanders
- Adjutant
- Finance Officer
- Judge Advocate
- Historian
- Chaplain
- Service Officer
- Sergeant-At-Arms
Past Department Commanders
Past National Officers
Department Representatives & Committee Members
District Officers (same order as Department Officers)
Visiting District Commanders & Officers
Past District Commanders
District Committee Members
County Commanders
Legionnaires

Auxiliary (Same order as above)

Sons of The American Legion (Same order as above)
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OFFICIAL PROGRAM

TENTH DISTRICT/DIVISION SPRING CONVENTION

Saturday, June 2, 2012
Round Rock, TX

Meetings held at:

George Johns Post 447
1200 Georgetown Road
Round Rock, TX 78664

Hosted by Post & Unit #447

Hospitality:

Friday, June 1
Post Home
6:00-9:00 pm

Motel Reservations:

Holiday Inn
123 I|H 35
Round Rock, TX 78664
(512) 555-1000

“Lead the Legacy”

“Remembered Not Forgotten”




THE AMERICAN LEGION

10™ DISTRICT/DIVISION SPRING CONVENTION

Registration & Coffee
Executive Board Meeting
Conference Convenes
District/Division Commander
Post #447
Invocation
POW/MIA
Pledge of Allegiance
Preamble
Roll Call Adjutant
Minutes Adjutant
Financial Report Finance Officer
Rules of Conference Judge Advocate
Introduction of Guests Commander
Department Remarks:
SAL Detachment Commander
Dept. Membership Chairman
Department Commander John Roberts
Announcements District/County Commander
Recess
Memorial Service

Banquet




THE AMERICAN LEGION AFTERNOON SESSION

Reconvene
District/Division Chairman Reports:
Americanism Joylyn Steinfadt
Baseball Richard Meiners
Boy Scouts John S. Moline
Boys State Dennis Hanna
Children & Youth Harlan Backhaus
Community Service Allan Johnston
Junior Shooting Sports Darwin Rossander
Oratorical Ron Struble
Membership Jim Demarest
S.A.L. Advisor Gary Haverman
Robert Wenger
Elizabeth Ledvina
Ron Tyne
Convention Jerry Sebben
Old Business
Election of Officers
Election of Delegates to National Convention
New Business
Time and Place

For the Good of The American Legion

Benediction District/Division Chaplain

Retirement of Colors Post 729

Adjourn




AMERICAN LEGION DEPARTMENT OFFICERS
Dennis Soppe
John Ross
Bruce Feuerbach
Monte Railsback
Adjutant John Derner
Finance Officer Ken Danilson
Judge Advocate Walt Saur
Historian Seth Bartmess
Chaplain Dan McClure
Service Officer Rich Anderson

Sergeant-at-Arms James Meyer

Dennis Soppe

John Ross

Alternate NEC Bruce Feuerbach
Vice Commander Monte Railsback
Adjutant John Derner
Finance Officer Ken Danilson
Judge Advocate Walt Saur
Historian Seth Bartmess
Chaplain Dan McClure

Service Officer Rich Anderson

Sergeant-at-Arms James Meyer




PREAMBLE TO THE CONSTITUTION OF THE AMERICAN LEGION

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 in all 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 good will on earth; To safeguard and transmit to posterity the principles of Justice, Freedom

and Democracy; To consecrate and sanctify our comradeship by our devotion to mutual helpfulness.

BANQUET PROGRAM

Memorial Service District/Division Chaplain
Salute to Colors District/Division Commander
Invocation Auxiliary District/Division Chaplain

Welcome

DINNER

Commander

President

First Name Last Name, Detachment Commander
First Name Last Name, Department President

First Name Last Name, Department Commander

Legion District/Division Chaplain

District/Division Commander




CALL TO FALL CONFERENCE
THIRD DISTRICT/DIVISION AMERICAN LEGION ¢ AMERICAN LEGION AUXILIARY ¢ SONS OF THE AMERICAN LEGION
October 10-11, 2014
Hosted by: George Johns Post 447
pERICy 1200 Georgetown Road
ol Round Rock, TX 78664
Phone: (512) 555-5555

LEGIOTY
RIBERS

EACH INDIVIDUAL MUST COMPLETE A REGISTRATION FORM

Conference Registration Information
Post/Unit/Sqd First Name mi Last Name

Address State i E-Mail

Home Phone ( ) - | Work ( - | Fax ( ) | Cell ( ) -

Family Status: American Legion Bl American Legion Auxiliary Sons of The American Legion

| Bl American Legion Auxiliary Junior Bl American Legion Riders

Registration Status (check B Distinguished
one): B Officer Attendee B Exhibitor Spouse Guest/VIP

Name to be printed on Badge: Title/Position Held:

Cost/Function List

Payment for these events must be included with this registration! Cost Total
Registering for Conference:

Registering Conference Joint Awards Luncheon:

Registering for Evening Banquet:

Welcome Night
NO REFUND AFTER 1 JULY 2010

INCLUSIVE FUNCTIONS:

Registration includes admission to the inclusive functions listed below. Please indicate which event(s) you will attend:

() Welcome Night () Joint Awards Luncheon
() Awards and Recognition Banquet

AWARDS AND RECOGNITION BANQUET MEAL PREFERENCE
Banquet Meal Choice: (check one) Beef Vegetarian B Poultry

PAYMENT INFORMATION - MAKE CHECKS AND OR MONEY ORDERS PAYABLE TO THIRD DISTRICT; ENTER CREDIT CARD INFORMATION

B Cash B Check # @ MasterCard B VISA Expires
B Money Order B American Exp B Discover M Y

Mailing address for registration submission is: Dyersville Post 13, 7115 6th Street NE., Dyersville, IA 52040
Email address: post13@gmail.com (credit card information must be included for electronic registration to be processed).







