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Reading of Communications: The secretary reads all communications from the department and
national headguarters, local organization notices and maters of general interest. Any action,
which may arse from the reading, i deferred ntil unfinished business of new business is
considered.

Unfinished Business: Any business postponed from the previous meeting of any matter
introduced at the meeting on which action of the unit was deferred is unfinished business. The
secretary from the minutes of the st meeting prepares a list of such unfinished business for the
presiding officer. Only when the unfinished business has been disposed of may new business be.
brought forward, unless the regular order of business has been modified by vote of the members
present.

New Business: Any business brought forward for the frs time.

Announcements: The date of the next meeting or special event is announced. If a social hour s to
follow,this should be announced at this time.

Program: The president asks the program chairman to ake charge.
Closing Prayer: The president asks the chaplain to offer the closing prayer.

Charge: The president sates, “Till we meet again let us remember that our obligation to our
‘couniry can b fulfilled only by the faithful performance of ll dutes of citizenship. Let service
1o the community., state and nation be ever a main objective of the American Legion Auiliary
and its members. Let us ever be waichful of our organization and ourselves, that nothing shall
swerve us from the path of Justice, Freedom, Loyalty and Democracy.

Adjounment: The president states, “If there is no further business o come before this meeting,
the meeing s adjourned."

Retirement of the Colors: The color bearers will retire the Colors (Optional).If colors are not
retired the president should say, “Colors in place, hand salute.”
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HOW TO LEAD A SMALL UNIT

Committee:
Leadership

Contact Information for Questions:
Leadership@ALAforVeterans.org.

“History, although sometimes made up of the few acts of the great,is more often shaped
by the many acts of the smalL.* ~ Mark Twain

Step-by-Step Instructions:

 Avoid the "burnout” syndrome. Ask members to buy nfo a “one” concept: mentor one
member, write one artcle for the unit newslettr, volunteer o be a greeter at one meeting
or make reminder meeting calls to members for one meeting. By not overwhelming.
members with large projects,they will have the opportunity (0 adjust to learning and
helping build their unit 1f an experience is enjoyable, members wil be more likely o
ook forward to helping more.

* Developa plan o continually develop new leadership within your unit. As members are
selected to chair commmittees, mentor them. Offer help when needed. Be prepared o
provide support when asked or assign another mentor for support. Provide training
sessions. Consider that you may have seasoned unit members capable and available for
help with the training. Also, other community leaders may be willing to provide
leadership training.

 Communicate with members. Find those who may wish to help contact members via.
phone/email or personal contact for such activities as meetings and program participation.
Utilize local media. Foster good relations with local newspapers, TV and radio. Issue
Dews releases. Publish the meeting schedule at the beginning of the year in your unit
newsletter,and wite “TBA” (To Be Announced) for those programs still tentative. Invite
2 member familiar with social networking to set up and monitor an account for the unit.

+ Work in groups of like-minded programs, rather than each program individually. Some
units have said it is hard to work all programs when they have few active members. The
‘erouping system s a way to simplify the programs so you need no more than five
program chairmen instead of 15 or more program chairmen. Grouping allows for more:
‘combined and efficient efforts within a unit._ For examples: Juniors, Education, Children
& Youth, and ALA Girls State/Nation can be grouped into one “youth” program
‘erouping.

 You are not expected to complete all action sieps i the Programs Action Plan; justpick a.
few that fit your unit well. If unit members enjoy their work, it will reate an inviting
amosphere, and others who care about veterans will want (o join in.
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‘Consider implementing qualty programs t help invigorate meetings. Survey the
interess of the membership when considering topics - @ great way o reinforce
information about Auxiliary programs.

Be positive! Unit leaders have an obligation to minimize criticism and maximize positive
feedback. A small unit needs and deserves frequent kudos for each of its successes.
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HOW TO GROW LEADERSHIP CAPACITY,
NURTURING A CULTURE OF GOODWILL

Committee:
Leadership

Contact Information for Questions:
Leadership@ALAforVeterans.org.

“The growth and development of people is the highest calling of leadership.

1f we fail in our efforts o cultivate leadership abiliy, our leadership will deteriorate and
ultimately disappear. So where do we begin?

Build confidence in those you lead
* Help people learn and develop. To increase members’ confidence, you should encourage
them to utilze the Auxiliary Basics course (www.ALAforVeterans.org) and the ALA
Leadership Academy: and to attend ALA Mission Training or conferences held i thei

departmens.

A great way to build up members’ competence—and thereby their confidence—is to
delegate specific tasks that will help them grow in an area they're interested in. Just be
careful that you don’t delegate oo soon of too quickly. Your job s to help members st
reachable goals and, if necessary, o break difficult tasks into smaller, more manageable
seps.

= Focus on member's strengths. Their confidence (and motivation) will generally grow
when they re given the chance to put ther skils or expertise nto practice.

« Be supportive. One of the most fundamental ways to boost people’s confidence i o
actively support them and build them up emotionally. When you get o know people on a
more personal level (e.g.. what motivates them; what really matters to them) you'll
intuitively know how to best support them.

‘Treat all members with dignity and respect

= “Treat everyone with respect. Each of us has a direct impact on developing future leaders.
by setting an example for others to emulate

« Acively praise a member and provide positive feedback when someone does something.
well. We alllke to feel appreciated and it takes so litle o say, “Thanks, that was an
awesome job you did!

 Build members up and let them know that it's OK to make mistakes. When you remove
the fear o failure, people will be more likely to take good risks.

Challenge them
« Including others in projects or programs helps build emotional and creative capacity.

Leadership
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"+ Leaders should inspire, challenge. enable and encourage members. They should mobilize
others toward transforming our values into action, our vision into reality, and potential
obstacles into innovations.

* Empower members

 Empowerment begins by painting the big-picture for those you lead. Empowerment also.
is all about trust.

* Leaders should give opportunities o those they lead, and then hold them accountable.

« Share with them pastinsecrites or challenges you faced when you fist assumed a
leadership role. Your openness will only make them feel more confident and inspired by
your example.

« Acknowledge past mistakes. People want o work with someone who is human.

Listen and listen more
+ When building a member's confidence, listening to them is crucial. Allow them to
‘communicate openly and honestly about teir srengths, weakness, fears,
accomplishments, and ultimate goals.
* Actively listen to what others have t0 say before giving your viewpoint. Demonstrate, by
your actions, that thei thoughts and ideas are important to you. Remember your reaction
‘and body language is an important indicator that you are truly listening.

Connect with your members
= Connection doesn't happen unless you invest the time 10 learn about someone’s unique
personality, perspective and morivations. Ask questions of members (o uncover their
interests, while observing them in action to find out their leadership strengths and
potential
* Demonsirate your commitment t their success by consistently adding value to them,
providing ongoing encouragement, and making yoursef available.

Be a model they can emulate

* Effective leaders should seize every opportunity 1o express, by their own example, their
deep commitment to our organization. Leading by example makes our vision and our
Values tangible.

* Effective leaders do what they say they will. This builds credibiliy and trust among
members, who realize that their eaders' promises are not empty words.

* Effective leaders are able to regroup and determine a new course when faced with
adversity or an unexpected obstacle. They understand that needs and goals change over
time and they must adapt to meet them.

* Leaders take initative and responsibilty for their actions.

It akes a village to raise a child," is a popular African prover. By the same token, it akes an
organization to aise a leader. Developing leadership is 1 serious endeavor, but it worth the
time and effort because leaders are necessary for our organization to thrive into the futur.
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HOW TO UTILIZE A MEMBER DATA SURVEY FORM

Committee:
Leadership

Contact Information for Questions:
Leadership@ALAforVeterans.org.

Utilize member strengths (ALA Centennial Strstegic Plan, Goal 3D)

Not all members profess to be leaders but each member of your uni brings with her talents and
srengths that will enhance the unit. While meetings allow us to become acquainted with
members, notall members are able or willing 10 attend. You sill would like their help when
needed. Far 100 often we don't really know each member's raining, lies or what she s able to
offer the unit.

‘What s the purpose of a member data survey?
‘This form, when completed by each unit member, will give the unit a snapshot of the strengths.
each member possesses. Have each member of your unit complete a form. Decide who in the
unit will be responsible for maintaining member records. Then, use these forms when you need
help in the unit. For example. need a yearly audit of your “books?” The survey has identified
someone in your unit who is & professional accountant. She doesn’t come to meetings, but she
may be willing to help the unit by auditing the books.

Ideas:

= Make copies of the data survey form and have each member in your unit complete and
fetum it to the unit president. (The Data Survey Form i in the Leadership Program
Action Plan how 10 sheets.)

« Have a designated person or commilice members contact unit members who do not
attend meetings to explain and complete the form remotely.
“The unit president compiles survey information and establishes her own references.
“The unit selects a person responsible for maintaining member survey records.

* The department provides a copy of the survey on their website for units 0 download, and
includes a copy in thei department’s Programs Action Plan.

* Departments should award department certificaes to units that have 100% of their
membership complete the survey.

Leadership
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Member Data Survey
Name Phone Namber Home
ey Fhone Namber ~Wok
Ty Fhons Numer ~Coll

Briy el s bout yourseand your fmily

What st o hbbics do you bave?

In rder to el our uait and commanity grow 2ad fo Nonor our millary and vterans would you be
iaterested i any of the following:

Peopl
Partcip g T Educaion Actvites:
Working with Yout:

Scholashps:

Community AwaresdActvits:
Hlping wih Uni Actvis
Fundrasin:

Assising AusTTary Membersin Necd (Aulay Emergency Fund):

Working projects hat benei ourmltaryand vterans

you e physiclly e, woud you b able 1 asist T O Rone with prects:
O heping with  phone e, when e ncd aiscs:

Do you have expericnce in  eadeship role?

Plese explain:

Thank you for contnuing to anor our veerans, millary and hel familes.
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HOW TO CONDUCT A UNIT MEETING

Committee:
Leadership

Contact Information for Questions:
Leadership@ALAforVeterans.org.

‘The manner in which a unit meeting is conducted has 2 great bearing on it suceess or failure.
Unless a meeting is well planned, ntelligently conducted. and subjects are presented and
discussed interestingly, members cannot be expected to be faithful i attendance. Routine
business should be transacted in an efficient manner, yet the opportunity should be presented for
active participation of members in the program. It is most important that unit elections and all
unit business be conducted in accordance with unit bylaws, the current edition of “Roberts Rules
of Order, Newly Revised.” and department and national constitution and bylaws. All unit
presidents must remember to be impartial while presiding and not participate in discussion. The
majority vote rules, but the minoriy has the right (o be heard. Commitiee members and officers
may transact detaled business and should only bring important matters before the unit for
decision. Special monthly actvities should be stressed, and district and department officers, as
well a local speakers, should be asked t0 add interest 0 the programs. Variety should be
introduced in music and entertainment.

‘The President as Presiding Officer

* Callsthe meeting 10 order at the designated time and. f a quorum is present, proceeds
with necessary business.

* Preserves order throughout the meting.

= Follows the accepted order of business.
Refers t0 herself as “the Char.
Decides parliamentary questions. The president states the motion clearly after it has been
seconded and before allowing discussion.

* Takes no part in any discussion while presiding; refrains from expressing a personal
opinion on questions before the house: avoids all personal bias when giving information
1o the organization,

 Calls upon the vice president to preside i she wishes to speak on a motion or leave the
chair. Remains out of chair until the vote on the pending motion s taken.

. May vote according to local bylaws.

 Recognizes a member who has not spoken previously on the question in preference to
‘one who has spoken.

Leadership
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‘Suggested Order of Business

‘While this suggested order of business for unit meetings includes items that will not be used at
every meeting throughout the year,this may be of some assistance 1o presidents of new units and
1o others who are not entirely familiar with the business to be transacted. The order should be:
modified to it the circumstances of the particular occasion.

1. Callto Order

2. Advancement of Colors (optional); Salute o the colors if colors are not advanced

3. Prayer

4. Pledge of Allegiance to the Flag

5. National Anthem or other patriotic song

6. Preamble to the Constitution of the American Legion Auxiliary

7. Roll call of officers

8. Reading and approval of minutes of previous meeting

9. Treasurer's Financial Report

10. Initation of candidates (quarterly, biannually, or annually, as is the unit custom)

11, Reports of: president, secretary, uni officers, executive commitee, Membership
‘committee, standing committees, special committees

12. Reading of communications, including those from national, department and district
officers

13. Unfinished business

13 New business.

15. Election and instalation of officers

16. Announcements.

17. Program - educational and entertaining (optional)

18. Adjourment of business meeting

19, Closing prayer

20. Retirement of Colors (optional). The American flag and the banner of the American
Legion Auxiliary in miniature and in a small stand should not be used for the
‘advancement or retrement of colors, as the stand of colors was not intended to be used
for this purpose.

Unit Meeting Terminology
Call 0 Order: The presiding officer first calls the meeting to order.

Reading of the Minutes: The president asks the secretary 1o read the minutes of the previous.
regular meeting. If special meetings have been held, these minutes should be acted upon afier the
regular ones. The presiding officer asks for any corrections or additions to the minus, she then
declares the minutes “approved as read” or “approved as corrected” if any corrections have been
‘made. The minutes can also be distributed ahead of time and adopted without a full eading.

Statement of the Treasurer: Afier the reading of the report by the treasurer, the report s entered

into the minutes and filed for audit. At the annual meeting the annual report s read, and the
auditor’s report s read. The report of the auditor including the treasurer's report i accepted.
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