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W h a t is  P ro to c o l?

•T h e  a c c e p te d  o r  e s ta b lis h e d  c o d e  o f 
p ro c e d u re  o r  b e h a v io r  in  a n y  g ro u p , 
o rg a n iz a tio n  o r  s itu a tio n .

•F o rm a litie s , r itu a l, c o d e  o f b e h a v io r…
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A m e ric a n  L e g io n  R id e rs  C h a p te r
Purpose

To promote motorcycle safety programs and to 
provide a social atmosphere for members who share 
the same Interest. 
To participate in events and ceremonies which are in 
keeping with the alms and purposes of The American 
Legion. 
To organize and participate in charity events helping 
our veterans, their families, and the local community. 
To use our association to promote and support the 
programs of The American Legion. 
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A m e ric a n  L e g io n  R id e rs  
L e a d e rs h ip  O v e rv ie w  
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T H E  D U T IE S  O F  T H E  D IR E C T O R

• D ire c to r: 

• S e rv e s  a s  C h ie f A d m in is tra tiv e  O ffic e r  o f th e  C h a p te r  a n d  p re s id e s  o v e r  a ll m e e tin g s .

• S e rv e s  a s  lia is o n  to  th e  E x e c u tiv e  C o m m itte e  o f s p o n s o r in g  P o s t.

• S u p e rv is e s  a ll a ffa irs  o f th e  C h a p te r .

• C o o rd in a te s  w ith  o th e r  A L R  O ffic e rs  a t th e  C h a p te r , D is tr ic t, A re a , a n d  D e p a rtm e n t 
le v e ls .

• S u b m its  re p o rts  a s  re q u ire d  b y  th e  s p o n s o r in g  P o s t, D is tr ic t, a n d  D e p a rtm e n t.

• A s s is ta n t  D ire c to r:

• P e rfo rm  s u c h  d u tie s  a s  d ire c te d  b y  th e  C h a p te r  D ire c to r .

• E x e c u te s  th e  d u tie s  o f th e  C h a p te r  D ire c to r  d u r in g  h is / h e r  a b s e n c e  o r  d is a b ility .
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• K e e p  M e m b e rs h ip  In fo rm e d
• F o llo w  U p  a n d  F o llo w  T h ro u g h
• P ra is e  v s  C r itic iz e  
• S h o w  T ru e  A p p re c ia tio n  
• B e  a n  A m b a s s a d o r  fo r  th e  P o s t &  th e  R id e rs
• W a tc h  Y o u r  T o n e , E x p re s s io n , C h o ic e  o f L a n g u a g e , Y o u r  re s p o n s e
• P ra c tic e  th e  P a u s e
• S e e k  o u t O th e r ’s  T a le n ts

R e s p e c t  is  to  b e  E a rn e d

L e a d  b y  E x a m p le

Y O U R  R O L E  IS  T O …    
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A s  th e  C h a p te r  D ire c to r, W h a t  s h o u ld  
y o u  d o  b e fo re  th e m e e tin g ?

S e t  a n  A g e n d a  
• T h e  a g e n d a  s h o u ld  b e  s tra ig h tfo rw a rd  a n d  to  th e  p o in t
• A s s u re  a ll a re a s  a re  c o v e re d  in  s u ffic ie n t d e ta il
• T h e  a g e n d a  s h o u ld  d e v e lo p  th e  d e s ire d  o u tc o m e  o f th e  m e e tin g
• O ld / U n f in is h e d B u s in e s s  fro m  p re v io u s  m o n th
• N e w  b u s in e s s –

• In tro d u c e  e v e n ts  a n d  c h a r itie s  th e  C h a p te r  w ill s u p p o rt  
• N e w  C o m m itte e  A s s ig n m e n ts
• S e t D e a d lin e s

• F o r  th e  G o o d  o f  th e  R id e rs :  U p c o m in g  c a le n d a r  a c tiv itie s / e v e n ts
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O n c e  th e  a g e n d a  is  a s s e m b le d  w h o  
s h o u ld y o u  s e n d  it  to ?  

• T h e  R id e rs  in  y o u r  C h a p te r .
• Y o u r  P o s t E x e c u tiv e  B o a rd  a n d  C o m m a n d e r.

W h y  s h o u ld  y o u  c o p y  y o u r  E x e c u tiv e  B o a rd  a n d  
C o m m a n d e r?  

• A L R  is  a  P o s t le v e l p ro g ra m  o f th e  A m e ric a n  L e g io n . 
• C o m m u n ic a tio n  is  th e  k e y  to  a  g o o d  re la tio n s h ip  b e tw e e n  th e  A L R  

C h a p te r  a n d  P o s t o ffic e rs . 
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re d u c tio n  in  m e e tin g  d u ra tio n  w h e n  a g e n d a s  a re  p re -
d is tr ib u te d  

Presenter Notes
Presentation Notes
Timely distribution of the agenda—ideally at least 48 hours before the meeting—enables members to prepare effectively. Utilizing digital platforms like email, group messaging apps, or shared documents increases reach and accessibility. Statistics indicate that pre-distributed agendas reduce meeting duration by up to 20% and improve participation rates. Transparency in communication also fosters trust and clarity about meeting purposes.
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Meeting Protocol and the Motion Process
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M o tio n  P ro c e s s

1 . T h e  m e m b e r r is e s  a n d  a d d re s s e s  th e  c h a ir: M e m b e rs  h a v e  th e  r ig h t  
to  m a k e  a  m o tio n  d u rin g  a  m e e tin g  a lm o s t  a n y tim e  n o  o th e r  b u s in e s s  
is  p e n d in g . T h e  c h a ir ’s  re s p o n s ib ility  is  to  k n o w  w h e th e r  it  is  in  o rd e r  
to  e n te rta in  a  p a rt ic u la r  m a in  m o tio n . W h e n  re a d y  to  m a k e  a  m o tio n , 
b e  s u re  n o  o n e  e ls e  h a s  th e  f lo o r  a n d  th e n  s ta n d  u p  a n d  re q u e s t  th e  
f lo o r.

2 . T h e  c h a ir  re c o g n iz e s  th e  m e m b e r: T h e  c h a ir  re s p o n d s  a n d  in  a  
le v e l to n e  a n d  im p a rt ia l m a n n e r b y  s a y in g  s o m e th in g  a lo n g  th e  lin e s  
o f  “ th e  c h a ir  re c o g n iz e s  ________”  T h e  m e m b e r r is e s  to  o f fe r  a  m o tio n .

3 . T h e  m e m b e r s ta te s  th e  m o tio n : I m o v e  th a t…
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M o tio n  P ro c e s s
4 . A n o th e r  m e m b e r s e c o n d s  th e  m o tio n . M o tio n s  m u s t  b e  
s e c o n d e d . N o te , if  th e  m o tio n  d o e s  n o t  re c e iv e  a  s e c o n d  th e  
m o tio n  is  s a id  to  fa ll to  th e  f lo o r  a n d  s im p ly  d o e s  n o t  c o m e  
b e fo re  th e  g ro u p . T h e  m e e tin g  c o n tin u e s  a s  if  th e  m o tio n  
n e v e r  o c c u rre d .

5 . T h e  c h a ir  s ta te s  th e  m o tio n . T h e  c h a ir  re p e a ts  th e  m o tio n  
a n d  o p e n s  th e  f lo o r  fo r  d is c u s s io n .

6 . T h e  m e m b e rs  d e b a te  th e  m o tio n . T h e  m e m b e r n o w  h a s  th e  
f lo o r  to  e x p la in  h is  m o tio n . O th e r  m e m b e rs  m a y  re q u e s t  th e  
f lo o r, o n e  a t  t im e , a n d  s p e a k  e ith e r  fo r  o r  a g a in s t  th e  m o tio n .
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M o tio n  P ro c e s s

7 . T h e  c h a ir  p u ts  th e  m o tio n  to  th e  m e m b e rs  fo r  a  v o te . T h e  
m a jo rity  o f  th e  t im e  it ’s  a  s im p le  y e s  o r  n o  v o te . T h e re  c o u ld  b e  
t im e s  w h e n  a  h a n d  o r  w ritte n  v o te  is  n e c e s s a ry . A  n o n -s m o k in g  
v o te  is  o n e  e x a m p le .

8 . T h e  c h a ir  a n n o u n c e s  th e  re s u lts . T h a t ’s  it . Y o u ’re  d o n e  w ith  
th a t  o n e .
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The 
Motion 
Process 
in Review

T h e  8 s te p s  in  m a k in g  a  m o tio n :

• T h e  m e m b e r r is e s  a n d  a d d re s s e s  th e  c h a ir .
• T h e  c h a ir  re c o g n iz e s  th e  m e m b e r.
• T h e  m e m b e r s ta te s  th e  m o tio n .
• A n o th e r  m e m b e r s e c o n d s  th e  m o tio n .
• T h e  c h a ir  s ta te s  th e  m o tio n .
• T h e  m e m b e rs  d e b a te  th e  m o tio n .
• T h e  c h a ir  a s k s  w h o  is  fo r  o r  a g a in s t  th e  m o tio n  

a n d  th e  m e m b e rs  v o te .
• T h e  c h a ir  a n n o u n c e s  th e  re s u lts  o f  th e  v o te .
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T a b lin g  a  M o tio n
• S o m e  in d iv id u a ls  m a y  u s e  th is  p ro c e s s  to  k ill a  m o tio n  th a t  th e y  d o  n o t  

w a n t to  a d d re s s . U n le s s  m o re  in fo rm a tio n  o r  c la r if ic a tio n  is  n e e d e d , try  
n o t  to  le t  th is  h a p p e n . 

• T h e  o n ly  re a s o n  to  te m p o ra rily  s e t  a s id e  a  p e n d in g  m o tio n  is  to  ta k e  c a re  
o f  s o m e th in g  e ls e  d e e m e d  u rg e n t. T h e  m o tio n  to  la y  o n  th e  ta b le  is  le s s  
a b o u t b u s in e s s  b e in g  d is c u s s e d  th a n  a b o u t th e  a s s e m b ly  n e e d in g  to  
h a n d le  s o m e th in g  e ls e  im m e d ia te ly . 

• A s  a n  e x a m p le , y o u  a re  in  th e  m id d le  o f  h a n d lin g  th e  d is c u s s io n  re la te d  
to  a  m o tio n  o n  f lo o r  a n d  y o u r  g u e s t  s p e a k e r  a rr iv e s . 
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T a b lin g  a  M o tio n

• Y o u  c a n  e n te rta in  a  m o tio n  to  ta b le  th e  p e n d in g  m o tio n . 

• A  m o tio n  to  la y  o n  th e  ta b le , m u s t  b e  s e c o n d e d , is n ’ t  d e b a ta b le , is n ’ t  
a m e n d a b le , a n d  re q u ire s  a  m a jo rity  v o te . 

• If  th e  p e n d in g  m o tio n  is  n o t  b ro u g h t b a c k  f ro m  th e  ta b le  a t  th e  n e x t  
m e e tin g  th e  m o tio n  d ie s .

• R e c o m m e n d a tio n , k e e p  it  s im p le , e a c h  m o tio n  s h o u ld  liv e  o r  d ie  o n  its  
o w n  m e rit .
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L e t ’s  g e t  th is M e e tin g
S ta rte d !
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Procedure for Regular ALR Meetings

1. One rap of the gavel - be seated
2. Sergeant-at-Arms - secure the meeting hall
3. Three raps of the gavel - please stand
4. With our Nation's colors in place - hand salute – two
5. Uncover – the Chaplain will offer the prayer 
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R e s o lu tio n  2 8 8

A  P O W / M IA  e m p ty  c h a ir  is  p la c e d  a t a ll o ffic ia l 
m e e tin g s  o f th e  A m e ric a n  L e g io n  a s  a  p h y s ic a l 
s y m b o l o f m a n y  A m e ric a n  P O W / M IA s  s till 
u n a c c o u n te d  fo r  fro m  a ll w a rs  a n d  c o n flic ts  
in v o lv in g  th e  U n ite d  S ta te s  o f A m e ric a .  T h is  is  a  
re m in d e r  fo r  a ll o f u s  to  s p a re  n o  e ffo r t to  s e c u re  
th e  re le a s e  o f a n y  A m e ric a n  p r is o n e rs  fro m  
c a p tiv ity , th e  re p a tr ia tio n  o f th e  re m a in s  o f th o s e  
w h o  d ie d  b ra v e ly  in  d e fe n s e  o f lib e rty , a n d  a  fu ll 
a c c o u n tin g  o f th o s e  m is s in g .  L e t u s  re d e d ic a te  
o u rs e lv e s  to  th is  v ita l e n d e a v o r! 
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Procedure for Regular ALR Meetings
7 . T h e  S e rg e a n t- a t- A rm s  w ill le a d  th e  p le d g e  o f a lle g ia n c e  –
c o v e r

C o v e r  (o p tio n a lly  m a y  th e n  w a n t to  re c ite  th e  R id e rs  C re e d )

8 . O n e  ra p  o f th e  g a v e l - M a y  b e  s e a te d

9 . I n o w  d e c la re  A m e ric a n  L e g io n  R id e rs , _______________, 
D e p a rtm e n t o f F lo r id a , re g u la r ly  c o n v e n e d . 

1 0 . A d ju ta n t - ro ll c a ll o f o ffic e rs .
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Procedure for Regular ALR Meetings
1 1 . S e rg e a n t-a t-A rm s  a re  th e re  a n y  g u e s ts  o r  n e w  m e m b e rs  to  b e  in tro d u c e d ?
1 2 . O ffic e rs  a n d  C o m m itte e  c h a irm e n  re p o rts

• A d ju ta n t
• F in a n c e  O ffic e r
• D ire c to r
• A s s is ta n t D ire c to r  
• M e m b e rs h ip
• C h a p la in
• R o a d  C a p ta in
• S a fe ty  O ffic e r
• H is to r ia n
• S e rg e a n t- a t- A rm s  
• E v e n t C o o rd in a to r
• Q u a rte rm a s te r
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P ro c e d u re  fo r  R e g u la r  A L R  M e e tin g s

1 4 . N o m in a tio n s  fo r  v a c a n t o ffic e r  p o s itio n s

1 5 . O ld  o r  u n fin is h e d  b u s in e s s ?

1 6 . N e w  b u s in e s s  a n d  c o rre s p o n d e n c e ?  

1 7 . F o r  th e  g o o d  o f th e  A m e ric a n  L e g io n  R id e rs ?

1 8 . Is  th e re  a n y  fu r th e r  b u s in e s s  to  c o m e  b e fo re  th is  a s s e m b ly ?  
if n o t, I w ill a c c e p t a  m o tio n  fro m  th e  flo o r  to  a d jo u rn . 

1 9 . T h re e  ta p s  o f th e  g a v e l

2 0 . T h e  S e rg e a n t- a t- A rm s  w ill re tr ie v e  th e  P O W / M IA  c o v e r  fro m  
th e  e m p ty  c h a ir

Presenter Notes
Presentation Notes
#18 – A motion to adjourn is not a requirement the meeting can close without it following the agenda, and it is not debatable. 
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P ro c e d u re  fo r  R e g u la r  A L R  M e e tin g s

2 1 . U n c o v e r - C h a p la in , w ill y o u  le a d  u s  in  p ra y e r?

2 2 . C o v e r - w ith  o u r  N a tio n 's  c o lo rs  in  p la c e , h a n d  s a lu te  - tw o

2 3 . I n o w  d e c la re  th is  m e e tin g  o f th e  A m e ric a n  L e g io n  R id e rs  
C h a p te r  ______________ a d jo u rn e d .  (S ta te  th e  tim e  fo r  th e  
m in u te s .)

2 4 . O n e  ra p  o f th e  g a v e l
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D O
• M a in ta in  c o n tro l
• A llo w  o n ly  o n e  to  s p e a k  a t a  tim e
• R e s p e c t w h o e v e r  h a s  th e  flo o r
• L im it le n g th y  n o n -p ro d u c tiv e  d is c u s s io n s  o r  c o m m e n ts  

(m e m b e rs  m a y  c a ll to  v o te )
• U s e  “m o v in g  o n ” w h e n  n e e d e d
• K e e p  y o u r  C h a p te r ’s  M o ra le , M o tiv a tio n , &  E n th u s ia s m  U P !!
• S h o w  R e s p e c t fo r  a ll m e m b e rs
• In c re a s e  P a rtic ip a tio n
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D o n ’t

• G o  a b o u t o th e r  b u s in e s s  w h e n  s o m e o n e  e ls e  h a s  th e  
flo o r

• D ra g  o u t th e  m e e tin g  (m e m b e r ’s  tim e  is  v a lu a b le )
• W ith  c u te  s to r ie s
• “Is  th e re  a n y th in g  e ls e ”?
• L e ttin g  p e o p le  ra m b le
• R a m b le  y o u rs e lf

• G o s s ip



Classified - Confidential

4 0 %  

Reduction in miscommunication incidents linked to effective 
minute-keeping 

Presenter Notes
Presentation Notes
Accurate and timely meeting minutes serve as the official record, supporting transparency, accountability, and follow-up action. Best practice includes capturing decisions, assigned tasks, and key discussion points, distributing them promptly. Technology aids such as digital templates and recording tools streamline the process. Studies associate good minute-keeping with improved organizational memory and decreased miscommunication incidents by 40%.
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Something to Think About…

W h e n  a  p e rs o n ’s  a c tio n s  o r  a ttitu d e s  
c o n tra d ic t th e ir  w o rd s , w e  te n d  to  
d is c o u n t w h a t th e y  h a v e  S a id …
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Y o u r  E x p e rie n c e ?
Q u e s tio n s ?
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https://www.surveymonkey.com/r/DJTQ87L

https://www.surveymonkey.com/r/DJTQ87L
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