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Preface

A Chapter President in the Sons of the American Revolution holds an important position in the organization.  The Chapter President’s leadership is the essential key to the well- being of the chapter and ensures that the objectives of the State and National societies are met at the local level.  He fills the important role of serving as his chapter’s liaison to the State and National societies for his chapter and his community by serving as a member of the Georgia Society Board of Managers (BOM).  

Prior to assuming the duties of office, the President-elect should become familiar with the various reference sources available to him to aid in performing his duties and responsibilities, as follows.  
The National Society’s website provides an abundance of information on the history and background of the Sons of the American Revolution.  It provides guidelines and contact points on most national programs as well as links to web sites of other state societies.  Visit the web site and become familiar with its contents at www.sar.org.

The Georgia Society’s website is found at http://www.gasocietysar.org and provides information similar to that of the National Society related to our own state’s programs.  It also hosts such interesting sections as photo galleries, state membership information, and links to state committee chairmen and officers.  The “Members Only” section gives addresses, phone numbers, and e-mails (contact a state officer or your Past President for the passwords needed for this section).
Guidelines for managing many programs functioning in the Georgia Society and for accomplishing many administrative tasks are outlined in the Georgia Society’s Source Book.  The Source Book includes such information as the current copy of the Georgia Society Bylaws, examples of press releases, and report formats.  You’ll find a link to the Source Book in its most current format on the home page of the Georgia Society website (see above web address).
Your own Chapter Bylaws outline guidelines unique to your chapter.  You should also have at least a basic understanding of Robert’s Rules of Order.  Keep a copy of Robert’s Rules available for reference when needed.  A few of the basics are covered in this guide.
The following training guide is provided to outline those tasks that are basic to the performance of duties as a Chapter President to be immediately effective in accomplishing our society’s historic, educational, and patriotic goals.
Terry E. P. Manning,

State President (2009-2010)
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Chapter Meetings
The local chapter meeting is the essential medium of fellowship and communication among chapter members, their families, and the community.  While every chapter takes on its own personality, interests, and emphasis on selected programs, certain basic guidelines for the conduct of chapter meetings have proven successful as follows.
Frequency and Scheduling of Meetings
Regularly scheduled monthly meetings 10 to 12 times a year are essential to maintaining an active, involved membership.  Most chapters that eventually give up their charter are those that meet only quarterly.  Consider persuading your membership to change to a more frequent meeting schedule if they are meeting quarterly.

Chapters typically select a time of day and day of the month to meet that is most conducive to many of its members.  If attendance is less than desired, a new day or time should be considered.  Meetings scheduled during the day on weekdays are suited to members that may be retired but they tend to limit participation by members that remain employed.  

Most of our chapters meet on Tuesday or Thursday evenings.  Be sure to check your chapter’s information on the Georgia Society website to determine if the schedule, meeting site, and history of your chapter are current in order to attract visitors and prospective members.
The President typically inherits an existing site used for meetings.  If that site is not conducive to holding a private, noise-free meeting, a new site should be identified.  Never hold meetings at one or two tables in the middle of a restaurant where the business of the society cannot be privately discussed.  Alternatives to restaurants are local historic site buildings where other lineage or genealogy groups meet, meeting rooms at libraries and fire houses, and independent living retirement communities that often welcome community groups and provide private meeting rooms and catered meals at low prices.
Length of Meetings
It is extremely important to start meetings at the scheduled time.  If necessary, have a Sergeant-at-Arms or other member assigned to announce the beginning of the meeting or major parts of the meeting if you yourself tend to be lax in this matter.  When a meal precedes the program and business meeting, ensure that the scheduled time for beginning the business portion is met.  Some members will stop attending meetings if the meetings do not begin on time or if dining periods are drawn out.

One effective method of holding meetings that include dining arrangements is to allow the first 30 to 45 minutes for eating as guests arrive and to delay the opening call to order, pledges, and other rituals to a separate, designated start time for the business meeting and program.  This allows “early birds” to keep occupied as they arrive and lets those not wishing to eat to arrive later.  This of course may depend on the particular dining requirements at your site.
Similarly, meetings that are unnecessarily lengthy will discourage some members from attending.  The Chapter President must be alert to any problems in this regard and address them.  Typically, members are not interested in hearing minutes or detailed finance reports.  Consider passing these out in hard copy or in advance by email and asking only for additions, corrections, or questions.  Likewise, conversations only pertinent to two or three people may be better addressed for discussion following the meeting, and the President should move the discussion toward that type of resolution.
A printed agenda is often of interest to attendees and is especially helpful for providing a written copy of parts of the ritual to be cited by those attending.  These printed programs are often useful in recalling awards presented, names of speakers, and information used in various reports done later in the year.  They also provide the Recording Secretary a guide for compiling the minutes and correct spellings and titles to be used in minutes.  Including a calendar of upcoming events for the chapter and State Society serve to encourage greater attendance at those events.  Once a format is created, cut-and-pasting makes this an easy task at each successive meeting. 
Ritual
The usual beginning ritual of invocation and pledges to the U.S. Flag and to the SAR, and the ending ritual, should always be conducted as part of a meeting (see later examples).  Giving a variety of members the opportunity to lead the rituals can enhance attendance at meetings, particularly if they are recruited in advance.  However, do not “surprise” someone with a part in the ritual.  Alert them to their part in the program as soon prior to beginning the meeting as possible.
In conjunction with the rituals, the decorum of a chapter meeting can be enhanced by ensuring that full-size flags are used and displayed properly, that a podium is available and draped with the SAR logo, and that the Chapter President wears the SAR neck ribbon and medal and uses a gavel.  The American Flag is posted to the audience’s left (speaker’s right).  Use of a microphone by those speaking can be important to those in the audience that have difficulty hearing because of restaurant noise, background music, or hearing impairments.  Speakers often avoid using a microphone with a challenge to the audience that unless someone objects they prefer not to use a microphone.  The President should be alerted to speaking on behalf of the members of the need for a microphone, since individuals are often reluctant to speak out for themselves on this issue.  Discussing this issue with the speaker prior to starting the meeting is a good idea.
Sample checklists for monthly meetings, seasonal programs, and grave dedications are included in Appendix B-2 and Appendix B-3.
Guests and Visitors
A variety of non-members may attend a meeting, including potential members, guest speakers, spouses, and Georgia Society officers.  Ensure that contact information for future reference is obtained on all guests.  To the extent possible, all guests should be introduced to the President at least briefly, and to as many other members as possible.  All guests should be introduced to the entire membership at the beginning of the meeting.  You might ask prospective members to say a few words when introduced about their ancestor, their interest in genealogy, or their interest in SAR.
Ensure that non-members do not sit alone. Assign a member to sit with a visitor if necessary.  Ask the Chaplain and other officers in particular to greet all visitors if possible.  The friendlier your members are to their guests, the more likely they will return.
Regional Vice Presidents are encouraged as part of their duties to visit each chapter at least once each year.  Chapter Presidents should regularly invite their Regional Vice Presidents to attend their meetings or at least extend an open invitation to the Regional Vice President early in the year.  Regional Vice Presidents bring with them the experiences of other chapters and insight to a variety of State and National programs and may prove an invaluable asset in addressing problem areas or providing insight to improving various program areas.  Encourage them to say a few words about state and national initiatives at each meeting.  Include your Regional Vice Presidents on your chapter’s e-mail and mailing lists.
If your chapter regularly invites the State President or State Senior Vice President to attend or participate in an annual banquet or other special meeting or event, contact them as early as possible to be included on their calendar schedules.  Even a year in advance may be necessary for events scheduled around patriotic holidays, in December, or near Washington’s Birthday.  These officers expect to be invited to at least one of your meetings each year during their term.  It doesn’t have to be a special occasion.
Encouraging spouses to attend meetings allows some members to attend that could not or would not otherwise attend.  Greater attendance can aid in recruiting program speakers and booking meeting sites.  Do not take spouses for granted.  Regularly introduce them with the same importance as other visitors and recognize them by any office they might hold in other lineage societies or note their role in helping your chapter.  Do not overly dwell on those with DAR membership or give a long listing of past titles, as some wives can not or choose not to belong to DAR and may feel slighted without equal recognition.
Program Speakers
An interesting program is the most compelling reason for members to attend meetings, and uninteresting programs can be just as compelling in keeping members from attending.  This makes for an exciting challenge to the person or persons chosen to schedule your programs.  You can’t choose someone every month that suits everyone’s interests, but most members will understand why someone not necessarily interesting to them may be interesting to the others if there is in fact a good reason for scheduling such other speakers.

There are dozens of local and regional speakers available on hundreds of subjects at no cost to your chapter other than perhaps providing the speaker and sometimes their spouse or traveling companion a free meal.  Don’t fall into the philosophy that a small attendance prevents you from obtaining good speakers.  However, if you expect a low attendance you should ensure that the speaker is aware of this.  You may entice the speaker by noting that their presentation is hoped to help you in an effort to build up attendance.  Also, a speaker may revise their program so that they may speak more on a one-to-one basis which can be more inviting to a speaker in some circumstances.  You can also entice more attendance by inviting the speaker to promote their own lecture and by posting a notice in the local paper’s calendar of events.
Remember your audience in selecting your speakers.  Presentations rooted in history, genealogy, and patriotic subjects will likely be the most welcome subjects to an SAR membership.  Politicians and government employees can be least welcome. Your own membership probably has a wealth of material to share among the membership, but because someone is well versed in a subject area doesn’t mean they can present it well to others.  If you are unsure of a member’s ability to make a good presentation, ask others that might know.  Consider your neighboring SAR chapters as a source of speakers.  They may know of community lecturers willing to travel to your meeting or be able to provide their own members as speakers and they will already know if the persons do a good job or not.  The quarterly Board of Managers reports list a chapter’s speakers and subject areas.  Use this as a resource and contact that chapter president for an evaluation of the program (their contact information is also in the BOM report) and to find out if there were any speaking fees involved.
If a speaker cancels at the last minute, have an emergency program replacement in mind.  Sometimes just a simple question and answer session about the SAR using a couple of past Chapter Presidents can prove interesting.  Another readily available program can be sharing the names of good history books and authors and asking each member to discuss their own favorite book.  (Your Regional Vice President or neighboring chapter might even be able to provide a substitute speaker on very short notice.)
If the Vice President or other person designated to schedule speakers seems to be missing the mark, make sure that you address the problem quickly.  Recovering from 4 months of consecutive bad speakers can be difficult to overcome.
Encourage your program coordinator to schedule a program in April suitable to recognize Patriots Day (April 19).  This initiative by the Georgia Society began in 2010.  It is simple to achieve and speaks to the heart of all for which our organization stands.  It can be as simple as scheduling an appropriate program during the meeting closest to April 19 at which you meet or can be a community event held separate from your meeting.  You can highlight your chapter’s, county’s, or city’s Patriot namesake; your members’ Patriot ancestors; or our most famous Patriot founding fathers.  Consider joining with the DAR, American Legion, or historical society in an event (use your own meeting as an occasion to especially invite the members of the local genealogy society to attend once a year).  The publicity, liaison, and recruitment potential for such a program is endless.
Chapter Color Guard
One or more members may belong to the Georgia Society Color Guard or choose to serve as a member of your Chapter Color Guard in either a Continental Line uniform or the attire of a militiaman.  Using them to post, present, and/or retire the National Colors at the beginning and ending of the meeting contributes to the decorum of the meeting and contributes to the patriotic air of the meeting.  Seeing them in uniform often encourages others using the restaurant or other facility to ask about the SAR.  An Honor Guard of any two to four members in regular attire can also be used to post flags.  These members might want to create their own version of a “uniform” in terms of khaki pants and a blue golf shirt (for a chapter that meets casually) or a blue jacket, white shirt, SAR tie, and gray slacks (for those meeting more formally) or any other agreed to uniform dress style.
Roberts Rules of Order
Appendix B-4 outlines a typical meeting agenda and associated Rules of Order.  Most chapters will find it convenient to be much more informal in conducting their business, but on occasion a formal approach may be necessary.
PowerPoint Programs
A PowerPoint program can be used to run in tandem with the agenda of your meeting.  It can be used to highlight the SAR pledges, remind members to turn off their cellphones, promote upcoming events, list past officers, announce the subject of the program for the next meeting, list the business agenda, and any of a variety of other things.  Such a program adds color and interest to the meeting (but make sure you know how to run your computer with one – don’t spend 10 minutes fidgeting to get it started!).
Chapter Communications
Attendance at meetings by members will vary greatly.  Some will attend every meeting and others may never attend.  Thus, a means of communicating with the membership other than their attendance at meetings is essential.

Email
Typically, 95 percent of your membership and potential members have access to email (through their wives or children if by no other means).  It is necessary to determine these addresses on a current basis and for the President or his designee to regularly use them to report pertinent information transmitted from the State and National societies as well as the important business of the chapter such as notices and agendas of chapter meetings.  No other means of communication is as quick, easy, or economical.  Most email providers allow you to set up a group name under which you can list all appropriate emails and thus avoid typing in everyone’s e-mail every time you send one out.  Consider setting up a couple of these group names such as “- Chapter Executive Board”, “- Chapter Newsletter” (you may be sending copies to others such as the local DAR Regent, Genealogy Society President, etc.), or “- Chapter Members Only.”  Placing a dash or “aaa” at the beginning of the name will move the name to the front of your alphabetical e-mail listings.  You can also keep a list of emails that can be copied and pasted into your email message.  Be thoughtful in deciding which emails to forward and to whom.  Too many irrelevant emails can be as damaging as too little communication.
Newsletters
A paper or electronic version of a chapter newsletter has obvious benefits.  This means of communication is especially effective in keeping inactive members current on program activity and can encourage inactive members in particular to continue their membership with information on how their dues are used in support of chapter initiatives.
Avoid using the newsletter as a means of complaining about inactive members.  It is more effective to consistently recognize the accomplishments of those that are active and to find reasons for mentioning as many members as possible even in their activities with other groups.  Rather than criticizing inactive members, show an understanding for those that may be too busy currently to be very active because of family, business, or other interests, and praise them for their continued financial support toward the programs in which you participate.

Consider assigning the Chaplain or Registrar or Membership Chairman to briefly interview prospective members for a section in your newsletter and to ensure that the person gets a copy of that newsletter.

Your newsletter should not be a format to glorify any one or two members excessively.  Those who are most active will understand why you noted them as, “giving four lectures at area elementary schools to 300 students in March (given that you have already noted them doing two other major activities),” and you noted that Joe Smith (who seldom participates), “gave a lecture on Revolutionary War Uniforms to the Trinity United Methodist Church in Hopeville on Saturday, March 14, to 20 seniors.”

This form of communication usually depends on finding a member interested in taking on this responsibility that is also well versed with the activities of the chapter.  The President is actually a great source for this position if no one else volunteers.  A fancy format is not necessary.  A simple letter format will do just fine and is often more effective since a fancy version often downloads very slowly or is confusing to non-computer types.
Attaching your electronic newsletter to an e-mail is usually more effective in ensuring that it is read than by only posting it on your web page and relying on members to download it themselves.

If you use photos in your newsletter, make them big enough to make out those in the pictures.  Tiny pictures with heads the size of pencil erasers are irritating to a reader.

Board of Managers (BOM) or Executive Board Meetings
Chapter bylaws typically outline the frequency and requirements for BOM meetings.  Such meetings are especially helpful at the beginning of the year for planning a budget for the chapter and initiating long-term projects such as interest in grave dedications, parade participation, and lineage workshops.  The planning among the officers that would be too time consuming during a regular meeting is more appropriately accomplished at BOM meetings.  These meetings are also useful for discussing committee assignments and establishing goals for the chapter such as getting involved in new programs and deciding on award recommendations.
Non-Members
Some of the most important persons to maintain regular communications with are people that are not members.  Consider keeping a separate listing or including some of the following in your standard email, calling, mailing, or newsletter lists:

· Officers or key members of other chapters with which you share territory

· The local DAR Regent and key members of her chapter

· Local genealogy, history, or lineage society officers

· Regional or State SAR officers or chairmen

· Wives of members that may provide transportation or do computing for their spouses

· Prospective members and past visitors

You might consider having your Registrar keep an email list of his own that particularly targets prospective members with information especially of interest to them.
Basic Program Participation

There are dozens of programs that your members can participate in to support the goals and objectives of the National Society.  These may be addressed in any number of ways and participation is only limited by the members’ imaginations.  Following are some tips for minimally participating in several programs.  Once minimally involved, members often are encouraged to expand these programs into more extensive programs with a wide range of activity.
Attendance at chapter meetings can be increased by encouraging program chairmen to make brief reports on the status of their program at each meeting.  Certain months might highlight a given program in more detail, such as the recognition of an essay winner or a report on parade participation.  Knowing that even a 1-sentence report or “Nothing to report this month” announcement is expected can make the difference between a member attending a meeting or not.
Flag Certificate Program
All chapters are encouraged to present at least one Flag Certificate to an area business, church, school, government building, residence, or member residence that properly flies the American Flag.  Certificates are available from National Headquarters for $3 (the State Flag Respect Chairman can also arrange to get a certificate for you). Your chapter’s participation helps the State Society meet the requirements for a national award. Following the presentation of a certificate you should notify your Regional Vice President and the current State Chairmen of the Flag Respect Committee that you have accomplished this goal by either e-mail contact or by including the information in your quarterly Board of Managers report.  June is an excellent month during which to present a certificate to celebrate the occasion of Flag Day.
It is not a requirement that the recipient fly the Flag at night (with proper illumination) to receive a certificate.  It is proper to remove the flag each night if there is no illumination provided, which also meets the criteria for properly flying the Flag.
With minimal time and financial resources, you can simply have a nearby member present the certificate at the place being honored.  More pomp and circumstance (and cost) can be included by inviting the Flag’s owner to your meeting and providing them a complimentary meal, framing the certificate, and taking photos for a press release to the local newspaper (or any combination depending on your finances).

There is also an annual award given to the chapter that presents the most flag certificates.  You might consider this as a chapter project one year if your chapter has never won it.
Hint: Get at least one done early in the year to avoid being contacted repeatedly throughout the year about doing one.

ROTC (Reserve Officer Training Corps)/ Junior ROTC Program
Typically, a local college or university and a few high schools in your 3- or 4-county area will have ROTC/JROTC programs at which the students are recognized by many local organizations at an annual banquet in April or May.  The SAR has a Bronze ROTC Medal whose award should be sponsored by the local SAR chapter at JROTC Units in high schools.  It has a Silver ROTC Medal for ROTC Units at colleges.  The medals are usually delivered to the participating schools by your chapter representative in late winter and the ROTC Commanding Officer selects the winning recipient based on SAR’s guidelines for selection.
The small numbers of schools offering these programs make it easy for chapters to participate financially in the award of ROTC Medals.  Most schools prefer that a representative of the SAR attend their spring banquet as a guest in order to personally present the medal.  Typically, a representative of the DAR will also be in attendance giving a similar medal from their organization.

Ensure that one of your members attends each banquet.  Even if a particular member is not involved in any other programs, they may be willing to attend since typically no speech is required, a meal is provided at no cost usually, and the name of the SAR medal winner is provided when they arrive.  Consider selecting a member that lives near the school or site of the banquet if your Chapter ROTC Chairman cannot attend.

Even if you have no such programs in your area you can participate in this program.  The Atlanta Chapter has over 30 medals awarded each year and cannot attend all of the banquets and would like to reduce their expenses.  By contacting them you can arrange to “adopt” a school.  You may be unable to attend the banquet (and some schools don’t have banquets), but you can financially support the program and may find someone such as a State Officer or Color Guard member to attend on your behalf.  The State Chairman of the ROTC program will willingly assist you to participate in the program.
As you become more involved in the program you may wish to solicit ROTC members to compete in SAR’s Enhanced (Essay) JROTC Program.

Elementary School Americanism Poster Contest
An annual poster theme for the next school year is announced by the National Americanism Committee during the National Congress held each summer.  Chapters should attempt to convince at least one third, fourth, or fifth grade class in their area to participate in this contest each year.  Participation is more likely in December, January, or February when fourth graders typically study this era.  Providing the poster board may encourage participation.
The method of using a teacher or an SAR member to present the theme, how to judge the entries, and how to recognize any or all of the students varies greatly among our chapters.  The State Education Chairman can provide you suggestions for your circumstances.  The process often varies among teachers and schools.  It is not necessary to have someone that dresses in colonial attire to give a lecture in order to participate in this program.  Teachers will often do a lecture themselves.
Some small award should be provided to the top one, two, or three winners, and the overall winning poster should be entered into the Georgia Society competition.  Details are posted on the National and State websites and suggestions for a larger program can be discussed with the State Chairman of the Education Committee.  The deadline for a chapter entry into the state competition is usually at the Spring Meeting of the Board of Managers.
You may find it more convenient to sponsor the contest through a scouting organization that is comprised mainly of students in the third to fifth grade range.

Knight Essay Contest
This program is extremely easy to participate in because it only requires one person to judge a half dozen or fewer essay entries (often only one or two).  The challenge is to identify a few parents, high school teachers (especially any chapter members that may be in the teaching field), or English teachers that will encourage student participation and to ensure that they have the current guidelines for the contest.  Finding an English Club, History Club, or Debate Club at a school can offer a good source of contestants.  Even one entry will allow you to participate at the State level.

Do not hesitate to assist the students in improving their final entry before the local judging takes place.  Meeting the few requirements for an acceptable entry is not difficult.  There are examples of previous winners available for comparison and input to the students.

Your budget will dictate the level of award you make locally.  Certainly, the higher the award the more likely you will receive more entries.  Consider highlighting the value of the State and National awards when you contact potential entrants.  These awards total into the thousands of dollars.
Eagle Scout Program
The Eagle Scout Chairman can be provided a listing each year of area Boy Scouts becoming Eagle Scouts.  This list is used to send out SAR certificates recognizing this accomplishment.  This program is easy to participate in since it only requires completing the certificates and mailing them.  In your area, you may only have to provide the Scout Council the zip codes which represent your coverage area, and they will prepare and send out the certificates for you once you provide the blank certificates.
Additionally, your chapter may wish to sponsor a State entry into the Eagle Scout Recognition and Scholarship Program.  Local Eagle Scout entrants can compete by completing an application which includes a 4-generation ancestry chart and an essay of about 500 words written on a patriotic theme.  Typically, there are fewer than a half dozen entries to judge.

Recurring Reports

There are a number of recurring reports subject to submission to a variety of National and State officers, committees, and members.  Most of these depend upon the programs in which the chapter participates.

Minimum Reporting Requirements
As a minimum, every Chapter President should submit the following reports as outlined in National or State policy.
Chapter Annual Operational Report – This is the one absolutely necessary report required each year covering your entire calendar year with a summary of your activity.  The format will outline information on your officers, chapter statistics, awards presented, and miscellaneous program participation for inclusion in the official annual report of the Georgia Society.  The report should be sent as directed by the State Secretary.  He may distribute the report himself to the BOM or require chapters to submit the report directly to the BOM.  The format often changes annually and should be announced near the end of the year by the State Secretary.
Quarterly Report of Chapter Activity to the GASSAR Board of Managers – This report changes in format based on the direction of the sitting State President.  The report is due on a calendar quarter basis usually.  Typically, the State Secretary or President will send an email as a reminder with a suggested due date and will send the format at the beginning of the year.  Each report should cover a full quarterly period of January-March, April-June, July-September, or October-December closest to the due date regardless of due dates or dates of scheduled Board of Managers meetings since the due dates and dates of Board of Managers meetings can vary widely from quarter to quarter or year to year.  The State Secretary will provide directions for either sending the report to him for distribution or for submitting the report directly to the Board of Managers members via a mail list such as bom@gassar.org.
This report is extremely helpful to State officers and State committee chairmen in the management of their programs and assists the State Society in applying for grants, providing program statistics to the National Society, making awards, and planning the annual budget.  It is also a good resource for peer comparison to see how other chapters of your size might be participating in programs or to find a mentor to get you started in a new program.  It also helps to recognize your long serving officers.

Member Changes – Any changes in a member’s mailing address, email address, or phone number should be emailed to the State Secretary.  If a member dies, an Obituary Report (found in the Source Book or available from the State Chaplain) should be sent to the State Secretary and State Chaplain.
Local Chapter Reports
Each chapter develops its own methods of reporting on its activities, recording its history of program participation, and gathering information for State and National reports.  The out-going President should brief you on the methods in use.

Miscellaneous Suggested Reports
While many other reports vary with the types of programs in which your chapter participates, all chapters should strive to make reports in the following areas.
Flag Certificate Report – If the current format for quarterly Board of Managers reports does not include a section on Flag Certificates awarded, then report by email or phone to the State Flag Respect Chairman the date and place of your first Flag Certificate that you award each year.  This report allows the State Society to monitor the number of certificates awarded in order to qualify for a national award at each Annual Congress.

Quarterly Hornet’s Nest Report - This report to the State newsletter editor generally includes a few paragraphs on recent chapter activities that might be of interest to other members of the State Society or that highlight some significant chapter member accomplishments.  One or two photographs can also be submitted for consideration for inclusion.  When sending photographs, the photos should be sharp, clear head-and-shoulder pictures if possible (preferably involved in some interesting pose rather than a “police line-up” look) or pictures of events such as a parade entry with the names and titles of those pictured clearly outlined.  Examples of Hornet’s Nest newsletters are located on the Georgia Society website and include the deadline for the next issue.

Partners in Patriotism Report – Your chapter will be awarded a certificate at the National Congress if you report your activities that you jointly participate in with Veterans Organizations (VFW, American Legion, etc.).  This report typically covers from one Memorial Day to the next.  A reporting date is usually announced by the State Veterans Chairman.  The report requires only one such activity as a minimum to qualify.  Attached photos or programs are encouraged but are not mandatory.  
SAR Magazine Capsule – The State Publicity Chairman seeks to highlight in a quarterly news article on about one-fourth of the chapters from Georgia in the SAR Magazine, thus reporting on all of the chapters at least once throughout a year.  Contact the Chairman to determine the best time of year to report on your chapter.  However, consider reporting any noteworthy activity throughout the year since the Chairman may have space in any given quarterly report to include additional highlights other than those chapters scheduled to report.  Each SAR Magazine gives the deadlines for articles.  Be sure to get a submission in to the State Publicity Chairman about 2 weeks before the national deadline to allow the chairman to compile the various chapter entries.
National Contests - See the next section for information regarding some of the state and national contests and their reporting requirements.
Medals, Awards, and Certificates

Medals, awards, and certificates provide a means of recognizing the accomplishments and contributions made by the chapter, members, their families, and the community toward our society’s goals and objectives.  Some persons may spurn the suggestion of such recognition, while others are greatly motivated by such recognition.  You will probably know your membership well enough to know one type from the other, but you should at least provide the former the opportunity to turn you down for such recognition. As a minimum, you should provide members recognition verbally and in printed chapter communications as each case dictates.
It is important that if you are of the type that does not personally seek or desire such tangible evidence of recognition, ensure that you support a medal and awards program for those that do enjoy the recognition.  Even more importantly, make sure that each method of recognition is suited to the situation and meets all of the standards outlined for each award or medal.  Guidelines are provided on State and National web sites and in SAR Handbooks and newsletter and magazine articles.  

Individuals

Some of the individual awards that may be given by the chapter to members in decreasing order of importance are:

· War Service Medal

· Silver Good Citizenship Medal (with prior State approval)

· Meritorious Service Medal




· Bronze Good Citizenship Medal



· Outstanding Citizenship Award and Pin


· Certificate of Appreciation
Some of the awards that may be given only to the ladies are:

· SAR Daughters of Liberty Medal

· SAR Medal of Appreciation (DAR only)

· Martha Washington Medal (not limited to DAR)

· Distinguished Service Certificate 



Some suggested guidelines for awards:
· Recognize at least one member annually

· Recognize at least one DAR member or spouse annually

· Recognize at least one student or teacher annually

· Recognize one fire fighter, police officer, local hero, or emergency service person annually (each of these areas has a specific medal available)
Do not overlook the opportunity to recognize any member that is active at the State or National level with proposals to the State Medal and Awards Committee.  Some medals and awards can only be awarded at the State or National level or with their approval.  
Chapter Awards
The awards given to chapters are for overall chapter participation in the broad spectrum of the society’s objectives. These awards are in many cases given at both state and national levels and in some cases separated by chapter sizes to permit equitable recognition. The three significant state/national awards for overall chapter participation are:

President General’s Award and Streamer

Americanism Award and Streamer

USS Stark Memorial Award and Streamer

Each of these awards is based upon a scoring system that assigns points for each activity in which the chapter participates. It is therefore essential that a score keeper be appointed for the chapter and that all activities are reported to the score keeper on a continuing basis. The National Society has facilitated recording of President General and Americanism points using a spread sheet available on line and on the Georgia website.  These two contests have been reported in a single report format since 2009.
The Georgia Society’s score is compiled by the combined scores of all of our chapters.  Georgia and its chapters are consistent winners of these national awards but other states and their chapters are becoming increasingly competitive.  Even if you feel your chapter is not at an award-winning level, it is important to report the points you have compiled to ensure the State Society wins at the national level, and to provide a measure for your chapter to seek improvement in future years.  
The Stark Award is a highlight of activities related to veteran’s recognition programs and will duplicate a few of the activities reported in the other two reports but is a much different contest.  This award counts points for additional activity such as visiting veterans, attending funerals, and volunteering at VA medical centers.  
Financial Administration
The President should know what types of records are being maintained by the Treasurer.  An audit at the end of the year may be of little use if the Treasurer is leaving the position and has left the records in poor shape.  You should consider meeting with the Treasurer and going over the accounting method and records in use at the end of your first 2 or 3 months in office to ensure that all transactions are supported by appropriate paperwork and that the Treasurer is aware of required IRS reporting and that such reports were filed for the previous year and are planned for the current year.  Diary a follow-up prior to any IRS reporting date to ensure reports were filed when required.

Consider requiring the Treasurer to provide a hard copy of your banking statement provided by your bank at least semi-annually in order to compare it to the Treasurer’s Report.  The most common form of theft among small club treasurers is to provide computer generated (“Quicken”) reports that are based on false input while funds are diverted to personal use.  
Chapter Budget
You may be required to set up the chapter budget with other officers at the beginning of your term or you may inherit a budget created by the previous chapter officers.  In the case of the latter, ensure that the budget seems reasonable and in line with actual planned program activity.

A great part of the health of the chapter is reliant upon the amount of resources it has to expend in community activities.  Seek ways of increasing your available funding such as rounding the cost collected for meals to the next dollar or two to defray the cost of meals provided to program speakers, leaving a “collection plate” where members sign in to request donations, and including line items in the annual dues invoice to collect money for special program areas.

Small chapters may not see a need for a formal budget outline.  However, consider taking this step since it forces the officers to look at their income and expected expenses and may generate discussions toward activity in more programs.

Annual Dues
It is important to send annual dues to the State Secretary so that they are received by mid-December to avoid dropping members from our roles and having to reinstate them if payment is received later.  Sending them in batches rather than all at once (October through early December) helps to simplify State and National recordkeeping and is preferable.  Please ensure you are using the correct amount!  An email to the State Secretary in October to verify the correct amount for the new year is encouraged rather than collecting the wrong amount and having to correct it.  To compete as a Distinguished Chapter, you should report at least 90% of your dues in December.
Appendix A 
Previously, examples of various report formats were given in this appendix.  However, report formats change frequently, sometimes a couple of times a year, thus the effort to maintain examples in Appendix A has been discontinued.  Consult State committee chairmen, State officers, or the on-line Georgia Society Source Book for the most current and updated versions of report formats.
 Appendix B

Examples of various meeting protocols are outlined in this appendix.  Revise them as suits the needs of your chapter.

B-1
Induction of New Members

B-2
Meeting Checklist

B-3
Grave Dedication Checklist

B-4 
Chapter Meeting Agenda and Associated Rules of Order

Appendix B-1

INDUCTION CEREMONY FOR NEW MEMBERS

THE PRESIDENT:  We are honored today to induct our newest member(s) into the ______________ Chapter of the Georgia Society of the Sons of the American Revolution.  Will (Sponsor) please escort (New Member) to the podium?

(New Member), is the descendant of (Patriot), who served in the _______________.

(New Member’s) application is sponsored by __________ and was duly approved by the National Society on __________ and the certificate is in hand.
Therefore, (New Member), please raise your right hand to take the Oath of a Member of the Sons of the American Revolution.

Do you, as a Descendant of ____________, a Patriot and Hero of the American Revolution, reaffirm your ancestor's faith in the principles of Liberty and our Constitutional Republic?

(Response)

And, will you pledge to support The National Society of the Sons of the American Revolution? 

(Response)

I take great pleasure in presenting your Membership Certificate.  (Sponsor), will you please place the SAR Rosette on our new member’s lapel.  

This Rosette is the official recognition emblem of the Sons of the American Revolution.  Its blue and buff colors represent the colors in the uniform worn by General George Washington. Wear it proudly.

Compatriot, I welcome you to the Georgia Society and the _____________ Chapter. We ask that you work with us to fulfill the purposes and objectives of the Sons of the American Revolution.

Will all members please rise and give our new Compatriot(s) our traditional greeting.  Compatriot(s), we welcome you most heartily!

[Also see Appendix B-4 for another example.]

Appendix B-2

Checklist for Regular Meetings

Three to four weeks prior to the monthly meeting:

 Email the local newspaper calendar of events of the meeting time, place, and speaker 

Two weeks prior to the monthly meeting:

 Prepare a draft program handout for the monthly meeting

The weekend prior to the monthly meeting:

 Email prospective members of place, time agenda, & speaker
 Invite the Regional Vice President

 Email members of place, time, agenda, & speaker

 Call members that don’t have email

 Finalize the monthly meeting program handout and print them
 Prepare a Certificates of Appreciation for the scheduled speaker

The Day after the monthly meeting:

 Determine the need to report any chapter transfers, deaths, or changes of address

 Confirm meeting place for next meeting or cancel reservations as necessary.

 Send “thank you” cards as appropriate for the previous month’s activities

Bring the following items to the monthly meeting:

 Gavel
 Rosettes (for inductions)
 President’s Ribbon & Medal

 Microphone, Stand, Amplifier, Extension Cord, & Speaker Podium

 Guest Book

 Prospective Member Packets (4)

 Notebook and Pen

 Business Cards

 Calendar of Upcoming Events
 Monthly Program with SAR Pledge/Recessional

Appendix B-3

Checklist for Dedication Ceremonies

Bring the following items to grave dedications:

 Color Guard Uniform or Honor Guard attire
 Gloves

 Buckles

 Hat

 Chapter Memorial Wreath

 Megaphone

 Public Address Microphone, Amplifier, Stand, Cover, & Podium

 Flags

 Programs for Visitors

 Gavel

 President’s Ribbon & Medal

 Extension Cord

 Guest Book

 Prospective Member Packets (4)

 Notebook with Business Cards

 Spare Newsletters

 Pledge to SAR & SAR Recessional Cards (if not in program)
 Chairs

 Refreshments

 Cameras: 35 mm, Digital, Video & Tripod/Film

 Chapter Flyers/Handouts

 Revolutionary War Tape Recording of Taps & Other Music

 Headstone Drape

 Trash Can & Liner

 Directional Signs/Balloons for Highway

 Tent

Appendix B-4

MEETING AGENDA & RULES OF ORDER
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I.    
Call to Order & Opening Ceremonies

President: [Stand and rap gavel once.] "Good evening, the meeting will please come to order.  I am Chapter President _________________.  We will commence the meeting with the invocation by Chaplain __________ [or the Chaplain’s alternate].  Please stand.”

[Following the invocation, have a designated non-officer member or applicant lead the Pledge of Allegiance.]  “Please remain standing.  Compatriot [if an SAR member] ________________ [or “The Honorable… if an applicant] will now lead us in the Pledge of Allegiance to the United States Flag.”

“I 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.”
[Following the Pledge, have a designated non-officer member lead the Pledge to the SAR.]  “Compatriot [if an SAR member] ________________ will now lead us in the Pledge to the SAR.”

“We descendants of the heroes of the American Revolution who, by their sacrifices, established the United States of America, reaffirm our faith in the principles of liberty and our Constitutional Republic, and solemnly pledge ourselves to defend them against every foe.”
[Following the SAR pledge…]   “Please be seated.”

President: "Welcome to the monthly meeting of the ________________Chapter of the Georgia Society of the Sons of the American Revolution.  I would ask each Chapter member to stand and state their name and position as we move around the room one table at a time, after which we will ask applicants and potential applicants to introduce themselves, followed by an introduction to other guests.  We will start the member introductions with ____________________. ”
[Following the member introductions - ]  “Would all applicants and potential applicants please stand and introduce themselves (and tell us something about yourselves).”  

[Following the introduction of applicants -]  “We will now meet our other guests.  [By introduction or by going around the room, determine the names and positions or titles as appropriate of other guests.] “Thank you for joining us today/tonight and please visit us again.  Please contact the Registrar or any of the officers after the meeting if you would like a Potential Member’s Packet, which gives you information on our chapter, the SAR, and an application Work Sheet.”
At this point, the program may be presented rather than going into the business meeting depending on the chapter’s usual order of business.
II.
Minutes of the Previous Meeting

President: "The first business in order is the approval of the minutes of the previous meeting. Secretary ____________ has provided printed [or electronic] copies of the minutes of the last meeting.  Are there any corrections to the minutes?"  (Pause.)  

[If there are no corrections:] “There being no corrections, the minutes are approved as circulated."

[If there are corrections:] After recognizing the person wanting to make corrections [“The Chair recognizes Compatriot ___________.”] and after hearing the correction, "Thank you. If there are no objections the Secretary will correct the minutes to make the suggested change [or, “… to read that...."  (Pause.) "Are there any further corrections?  (Pause.)  If not, the minutes are approved as corrected."
III.
Board of Managers’ Reports
President: "The next business in order will be the Treasurer’s report."

SYMBOL 183 \f "Symbol" \s 10 \h
President: After the report, "Thank you.  Are there any questions?"

SYMBOL 183 \f "Symbol" \s 10 \h
If there are no questions or corrections:  "There being none, the report will be filed for audit."

SYMBOL 183 \f "Symbol" \s 10 \h
If there are questions or corrections:  After recognizing the person with the question or wanting to make corrections, and after hearing the discussion with the Treasurer as necessary, "Thank you. [If there are no objections the Treasurer will correct the report to read that...."  (Pause.)] "Are there any further questions or corrections?  (Pause.)  There being none, the report will be filed for audit [as corrected]."

President: "The next business in order will be the Registrar’s report on the status of applications."

SYMBOL 183 \f "Symbol" \s 10 \h
President: After the report, "Thank you.  Are there any questions?"

SYMBOL 183 \f "Symbol" \s 10 \h
If there are no questions or corrections:  "There being none, the report is accepted."

SYMBOL 183 \f "Symbol" \s 10 \h
If there are questions or corrections:  After recognizing the person with the question or wanting to make corrections, and after hearing the discussion with the Registrar as necessary, "Thank you. [If there are no objections the Registrar will correct the report to read that...."  (Pause.)] "Are there any further questions or corrections?  (Pause.)  There being none, the report is accepted [as corrected]."

IF THE OTHER OFFICERS HAVE REPORTS IT SHOULD BE DETERMINED IN ADVANCE, AND THEY SHOULD BE INTRODUCED AND ALLOWED TO ANSWER QUESTIONS IN THE SAME FORMAT AS SHOWN ABOVE FOR THE TREASURER, IN THE FOLLOWING ORDER:  Vice President, Secretary, Chaplain, Sergeant-at-arms, Chancellor, Historian, and President.
TO ENSURE THAT NO REPORTS WERE FORGOTTEN, CONCLUDE THIS PORTION OF THE MEETING AS FOLLOWS:


President: "Are there other Executive Board members with reports?"  [If none, depending on the circumstances, one of the following announcements will be made:]
SYMBOL 183 \f "Symbol" \s 10 \h
"There being none, the next business in order will be the reports of committees." [See Section IV for committee reports if there are any.]

SYMBOL 183 \f "Symbol" \s 10 \h
If there are no standing or special committee reports, "There being none, and no standing or special committee reports, the next business in order will be unfinished business." [See Section V if there are any.]

SYMBOL 183 \f "Symbol" \s 10 \h
If there are no standing or special committee reports and no unfinished business postponed from the previous meeting, "There being none, and no committee reports or unfinished business postponed from the previous meeting, the next business in order will be new business." [See Section VI for New Business if there is any.]

MOVE TO THE APPROPRIATE ORDER OF BUSINESS AS NECESSARY.

IV.
Standing & Special Committee and Program Reports
President:  "____________ [Name of the Chairperson/Coordinator], Chairman [or Coordinator] of the ___________ Committee/Program, will now report."  

[If the presentation is of only opinion or fact, without recommendations, "Thank you, are there any questions?  (Pause.)  “There being none, we will move to the next report. [or, "There being no other questions the report will be filed with the minutes of this meeting.”] 

[If the presentation makes recommendations, "Is there a motion to agree to the recommendation that _________________________.  If so moved and seconded, "There is a motion by _______________ to _______________________ .  The motion was seconded.  Is there any discussion?  If not, as many as are in favor of accepting the report will say "aye".  As many as are of a contrary opinion will say "no".  The "ayes" have it.  The motion to _____________________is accepted."]

[For discussion of debate, withdrawal, or amendment see Section VI.]


President: "We shall now proceed to the next committee report [or to “…unfinished business.]"

V.
Unfinished Business
President: "The next business in order will be ______________________ which was postponed to this meeting.  [Name], [title], will please report."  [Follow up accordingly.  See guidelines under Section VI, New Business.]
VI.
New Business – Inductions (if any)
President: "New business in now in order, the first being induction of new members.  Will Compatriot _________________________, the first-line sponsor of _________________________________ [name of new member], please escort him to the podium?  __________________ [new member] is the descendant of Patriot _________________ who served ___________________________ [brief description].  His application was approved by the National Society on _________ [date] and his Membership Certificate and Record Copy is on hand. ”
“______________ [new member] please raise your right hand to take the Oath of a Member of the Sons of the American Revolution.” Have the new member repeat the following pledge, “I, [name], having been accepted as a member of the ________________________ Chapter of the Georgia Society of the Sons of the American Revolution, am mindful of the sacrifices made by my patriot forefathers.  I recognize my responsibilities to preserve and enrich my American heritage, and I will, to the best of my ability, contribute to the accomplishment of the patriotic, historical, and educational objectives of the Society.” [Also see alternate oath in Appendix B-1.]
President: “I now take great pleasure in presenting your Membership Certificate.  [Present the certificate.]  I ask that _________________ [sponsor, spouse, or officer] place the SAR Rosette on our new member’s lapel.”
 [While the Rosette is being pinned…]  “This Rosette is the official Recognition Emblem of the Sons of the American Revolution.  Its blue and buff colors represent the colors in the uniform worn by General George Washington.  Wear it proudly.”   

“Compatriot _______________ we welcome you to the __________ Chapter.  We ask that you work with us to fulfill the purposes and objectives of the Sons of the American Revolution.  Members, please rise and welcome our new member.”
[Following the applause or handshakes…]  “We will now continue with other new business.”
New Business – All Other Than Inductions
President: " Is there any new business to come before the group?" or 

“We will now continue with other new business.”
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Consent Agenda - A consent agenda disposes of many matters at one time without taking separate action on each one.  It acts on several non-controversial items with a single vote.  The President or the Executive Board will generally have drawn these up in advance and one of the members will make the motion to the President at the beginning of new [old] business.

"Mr. President?"
"The Chair recognizes _________________."
" I move the approval of the following consent agenda items .... [or, "I move the approval of this circulated list of consent agenda items, as will be included as an attachment to the minutes of this meeting."]."  (Seconded.)

"It has been moved and seconded that the consent agenda items before you be adopted.  Is there any discussion?  If not, the question is adoption of the consent agenda.  As many as are in favor of its adoption will say "aye”.” Then, "Those opposed say "no".  The "ayes" [or "no's"] have it.  The consent agenda is approved [not approved]."

SYMBOL 183 \f "Symbol" \s 10 \h
Recognition by the Chairperson - A speaker must obtain the floor by addressing the President and being recognized: "Mr. President?" If the President cannot recognize the speaker by name, the President should ask that the speaker identify themself for the record:  "Your name please?  The Chair recognizes ________________ ."

SYMBOL 183 \f "Symbol" \s 10 \h
Making a Main Motion - After recognized by the President, a person may make a motion in the form of, "I move that...", or following some general discussion it may be obvious that a motion is called for and the President may state, "Do you have a motion?", or "Is it your intent, Mr. _______, to make a motion that ...?"  {The President may request that the motion be written if it would clarify presenting it to the group.}  If the motion is clear, the President may state it as a motion, "The question is whether...?  Is there a second?"  [A motion made in writing in a formal style to publish policy, principles, or sentiments is called a resolution, and takes on a very restricted format.]

Following a second
, the President states, "It has been moved and seconded that the following motion be adopted, that ....  Is there any discussion?"  [This opens debate.]

Debate - A speaker must obtain the floor by addressing the President and being recognized.  The member who presented the motion is permitted to speak first [unless they introduced the motion with discussion already.]  Each person should speak once until everyone else has had a chance to speak.  President: "Yes, Jean Jones." or "Yes, your name please?  [Response.]  Thank you, Jean Jones.  You have the floor."

The member who presented the motion is entitled also to speak last and cannot in any way be deprived of his right to close debate.

Voting - If no member moves the question, the President may move the question, "Are there any objections to ending the discussion and voting on the amendment [or motion]? (Pause.) If not, the question is......  As many as are in favor of its adoption will say "aye”.” Then, "Those opposed say "no".  The "ayes" [or "no's"] have it.  The motion is adopted [not adopted] to ...."
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Making a Secondary Motion - The three types of secondary motions are subsidiary, privileged, and incidental.  These motions can be made while the main motion is on the floor and before the main motion has been decided.

Subsidiary Motions - These motions have rank among themselves and one of higher rank can be made while one of lower rank is on the floor.  A second is required.  Most of them require a majority vote to pass.  The most common examples, from lowest priority to highest priority, are:

Amendment - If there is a motion to amend the original motion, and it is seconded, the President should note, "It was moved and seconded that ____________.  A motion is made and seconded to amend the original motion to (strike and/or insert [specific words]) to read _________.  The question is on the adoption of the amendment to the original motion.  Is there any discussion regarding the amendment?" (Pause.)

SYMBOL 183 \f "Symbol" \s 10 \h
"If not, as many as are in favor of its adoption will say "aye".  Those opposed say "no".  The ayes/nos have it.  The amendment is [is not] adopted."

SYMBOL 183 \f "Symbol" \s 10 \h
If there is discussion, and it becomes obvious that everyone will support the amendment, use general consent to approve the motion:  "If there is no objection the motion will be amended to strike/insert/include the words....  (Pause.)  There being no objection, the motion is so amended.  [Restate motion as amended.]  The motion is that ...."

Notes: An amendment may also be amended, but only two amendments may be pending at a time.

A motion may also be amended by substituting an entirely new motion for the main motion, if it is germane.

Commit - Use the same format as an amendment if there is a motion to refer the issue to a committee ("I move that the motion be referred to to a special committee of five, to be appointed by the President with instructions to report back at our next meeting.").  The motion should outline whether the issue be sent to a standing or new special committee, size of the committee (if a new committee), how the committee will be selected, the scope of the committee's authority, and when the committee will report.  If any of the elements are missing from the motion, the President should help the member to complete the motion: "To what committee shall the matter be referred?"

Postpone Definitely - Use the same format as an amendment if there is a motion to postpone action to a later time ("I move that the motion be postponed to...").  Delays action on a question until later in the same meeting or until the next meeting.  A motion cannot be postponed later than the next regular meeting.

Limit Debate - Use the same format as an amendment if there is a motion to limit debate ("I move that debate be limited to [one] speech of [two minutes] for each member...").  A two-thirds vote is needed.  President: " This motion requires a two-thirds vote.  As many as are in favor of limiting debate to _______ will raise their hand."  Then, "Those opposed raise their hand."  There being two-thirds in favor [or against], we will limit debate to ...."   

Move the Previous Question - A member may say, "I move the previous question (i.e., move to stop debate and vote on the questions or motion)."    A two-thirds vote is needed.  President: " The previous question has been moved.  This is a motion to stop debate and vote immediately.  This motion requires a two-thirds vote.  As many as are in favor of stopping debate will raise their hand."  Then, "Those opposed raise their hand."  There being two-thirds in favor [or against], we will vote on the motion to ...."   

Privileged Motions - These motions are undebatable.  They take precedence over all other motions.  They rank among themselves from lowest to highest as follows:

Questions of Privilege - The Chair determines whether privilege is important enough to interrupt business.  Such questions include:

"We cannot hear the speaker."

"We did not get a copy of the minutes." 

"The speaker is misstating my remarks."

Recess - Proposes a short intermission in the meeting (lunch, break), stating the length of the recess or the time for reconvening.

Adjourn - Carries unfinished business over to the next meeting.  

Incidental Motions - These motions are usually not debatable and must be addressed before any further business is conducted. 

Point of Order - Requires the Chair to defend a ruling.

"I rise to a point of order."

"What is your point?"

(Explanation.)

"Your point is well taken and the amendment is ruled out of order."

Appeal - If seconded, requires the Chair to submit his ruling to the vote of the group.  A majority vote is needed.  Members may speak only once, except the Chair at the beginning and end of the debate.

"I appeal the decision of the Chair.  The amendment just offered is germane."

"An appeal has been made that the amendment just offered is germane.  Shall the decision of the Chair stand as the judgment of the group? 

(Debate.)  As many as are in favor of the decision of the Chair say aye.  Those opposed say no."

Point of Information - Used to obtain additional information.

"I rise to a point of information."

"What is your point?"

"How much money is in the account?"

Parliamentary Inquiry - Enables a member to obtain parliamentary help.

"I rise to a parliamentary question."

"What is your question?"

"Is it in order to...?"

Division - Allows any one member to require the Chair to verify a vote.

"Division!"

"Division has been called.  Those in favor please rise.  Those opposed please rise.  The no's have it and the motion is lost."

Division of a Question - Breaks a motion or resolution into several parts for separate votes.

"I move that the question be divided and we vote on each part separately."

"The motion has been made that the question be divided.  The separate parts of this motion are interdependent and the motion to divide is not in order."

Withdrawal or Revision of a Motion - If no one objects, the President can grant permission to the mover to withdraw or modify a motion
.

 "If there are no objections, the motion to __________ is withdrawn." [or "...modified to say ________."]  There being no objection, the motion is withdrawn [or modified to say...]."

VII.
Introduction of Speaker
President: "Is there any other new business?  If there is no further new business to come before the group, I will have Vice President _____________[or his alternate] announce the subject and speaker of next month’s program, and introduce tonight’s speaker.

[Program.]

President: " Thank you for your interesting presentation [or similar remarks to the speaker].  Vice President ___________on behalf of the ________ Chapter would like to present you with a certificate of our appreciation.

[Present the speaker with a Certificate of Appreciation.]

On behalf of the members I would also like to present you with this other token of our appreciation.” [If any]
VIII.
Announcements
I have the following other announcements to make:

1)

2)

Are there any other announcements before we adjourn? (Pause.)  There being no other announcements, our next meeting will be on ____day, ______________ [date], 201__.
IX.
Adjournment
President: " If there is no further business and there is no objection, the meeting will be adjourned with the SAR Closing Recessional and the benediction by our Chaplain. (Pause.)  There being no objection, Compatriot _____________ [name the designated person] will lead us in the Recessional.”

Until we meet again, let us remember our obligations to our forefathers who gave us our Constitution, the Bill of Rights, an independent Supreme Court and a nation of free men.

“Chaplain ____________ [or other designated person] will make the Benediction [Benediction.].  

The meeting stands adjourned."

� EMBED PBrush  ���








�The person making a second is not recognized by name and their name is not included in the minutes.


�The permission of the person seconding is not needed.  A withdrawn motion does not appear in the minutes.  It is as if the motion were never made.
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