The Director/Assistant Director’s
Agenda & Meeting Protocol
Forum




W hatis Protocol?

The accepted orestablished code of
nrocedure orbehaviorinany group,
organization or situation.

Formalities, ritual, code of behavior...
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American Legion Riders Chapter
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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American Legion Riders
Leadership Overview
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THEDUTIES OF THE DIRECTOR

Director:
Serves as Chief Administrative O fficer of the Chapterand presidesoverall meetings.
Serves as liaison to the Executive Committee of sponsoring Post.
Supervises all affairs of the Chapter.

Coordinates with other ALR O fficers at the Chapter, District, Area,and Department
levels.

Submitsreportsasrequired by the sponsoring Post, District,and Department.
Assistant Director:

Perform such duties as directed by the Chapter Director.

Executes the duties of the Chapter Directorduring his/herabsence or disability.
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YOURROLEISTO...

Keep Membership Informed

Follow Up and Follow Through

Praise vs Criticize

Show True Appreciation

Be an Ambassadorforthe Post & the Riders

Watch YourTone, Expression, Choice of Language,Yourresponse
Practice the Pause

Seek out Other'sTalents

Respectisto be Earned

Lead by Example
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As the ChapterDirector, What should

youdo before the meeting?

SetanAgenda

Theagenda should be straightforward and to the point
Assure all areas are covered in sufficient detail

The agenda should develop the desired outcome of the meeting
O ld/Unfinished Business from previous month
New business -

Introduce events and charities the Chapter will support
New Committee Assignments
SetDeadlines

Forthe Good of the Riders: Upcoming calendar activities/events
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Once the agendaisassembled who
should you send itto?

The Ridersinyour Chapter.
Your Post Executive Board and Commander.

our Executive Board and

W hy should you copyy
ommander?

C

ALR is a Postlevelprogram ofthe American Legion.

Communication is the key to a good relationship between the ALR
Chapterand Post officers.
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20%

reduction in meeting duration when agendas are pre-
distributed
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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.



Meeting Protocol and the Motion Process
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Motion Process

1.The memberrises and addresses the chair: Members have the right
to make a motion during a meeting almost anytime no other business
ispending.The chair's responsibility isto know whetheritisinorder
to entertain a particular main motion. When ready to make a motion,
be sure no one else has the floorand then stand up and request the
floor.

2.The chairrecognizes the member: The chairresponds and in a
level tone and impartial manner by saying something along the lines
of “the chairrecognizes “"The memberrises to offer a motion.

3.The memberstates the motion: I move that...
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Motion Process

4. Another memberseconds the motion. Motions must be
seconded. Note, if the motion does not receive a second the
motion is said to fall to the floorand simply does notcome
before the group.The meeting continues as if the motion
neveroccurred.

5.The chair states the motion.The chairrepeats the motion
and opens the floor for discussion.

6.The membersdebate the motion.The membernow has the
floorto explain his motion. Other members may request the
floor, one attime, and speak eitherfororagainst the motion.
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Motion Process

7.The chair puts the motion to the members foravote. The
majority of the time it's a simple yes orno vote.There could be
timeswhen a hand or written vote is necessary. A non-smoking
vote isone example.

8.The chairannounces the results. That's it. You're done with
that one.
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The 8 steps in making a motion:

he memberrises and addresses the chair.
he chairrecognizes the member.

e member states the motion.
Another memberseconds the motion.
ne chair states the motion.

he members debate the motion.

he ¢

and t
The ¢

hair asks who is fororagainst the motion
he members vote.

hairannounces the results of the vote.
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The
Motion
Process
in Review



Tabling a Motion

Some individuals may use this process to killa motion that they do not
wantto address. Unless more information or clarification is needed, try
not to let this happen.

The only reason to temporarily setaside a pending motion is to take care
of something else deemed urgent. The motion to lay on the table is less
about business being discussed than about the assembly needing to
handle something else immediately.

As anexample,you are in the middle of handling the discussion related
to a motionon floorand your guest speaker arrives.
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Tabling a Motion

You can entertain a motion to table the pending motion.

A motion to lay on the table, mustbe seconded, isn'tdebatable, isn't
amendable, and requires a majority vote.

If the pending motion is not broughtback from the table at the next
meeting the motion dies.

Recommendation, keep it simple, each motion should live or die on its
own merit.
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Let's get this Meeting
Started!
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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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Resolution 288

A POW/MIA empty chairis placed atall official
meetings of the American Legion as a physical
symbolofmany American POW/MIAs still
unaccounted forfrom allwars and conflicts
involving the United States of America. This is a
reminder forall of usto spare no effortto secure
the release ofany American prisoners from
captivity, the repatriation of the remains of those
who died bravely in defense of liberty,and a full
accounting ofthose missing. Letus rededicate
ourselves to this vitalendeavor!
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Procedure for Regular ALR Meetings

/.The Sergeant-at-Arms will lead the pledge ofallegiance -
cover

Cover (optionally may then want to recite the Riders Creed)
8.0nerap ofthe gavel- May be seated

9.1now declare American Legion Riders,
Departmentof Florida, reqularly convened.

10. Adjutant-roll call of officers.

Classified - Confidential



Procedure for Regular ALR Meetings

11.Sergeant-at-Arms are there any guestsornew members to be introduced?

12. 0 fficersand Committee chairmen reports
Adjutant
Finance O fficer
Director
Assistant Director
Membership
Chaplain
Road Captain
Safety O fficer
Historian
Sergeant-at-Arms
EventCoordinator
Quartermaster
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Procedure for Regular ALR Meetings

14. Nominations forvacant officer positions
15.01d orunfinished business?

16.New business and correspondence?
17.Forthe good ofthe American Legion Riders?

18.Is there any further business to come before thisassembly?
ifnot, willaccepta motion from the floorto adjourn.

19.Three taps ofthe gavel

20.The Sergeant-at-Arms will retrieve the POW /MIA cover from
the empty chair
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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. 


Procedure for Regular ALR Meetings

21.Uncover-Chaplain, willyou lead us in prayer?
22.Cover-with our Nation's colorsin place, hand salute - two

23.1now declare this meeting ofthe American Legion Riders
Chapter adjourned. (State the time for the
minutes.)

24.0nerap of the gavel
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DO

Maintain control
Allow only one to speak ata time
Respectwhoever hasthe floor

Limitlengthy non-productive discussions or comments
(members may call to vote)

Use “moving on” when needed

Keep your Chapter's Morale, Motivation, & Enthusiasm UP!!
Show Respectforallmembers

Increase Participation
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Don't

Go aboutother business when someone else has the
floor

Drag outthe meeting (member's time is valuable)
W ith cute stories
“Is there anything else"?
Letting people ramble
Ramble yourself
Gossip
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40 %

Reduction in miscommunication incidents linked to effective
minute-keeping
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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%.


Something to Think About...

Whenaperson'sactions or attitudes
contradicttheirwords, we tend to
discountwhat they have Said ...
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WE WANT YOUR FEEDBACK!

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