


1-Hour Teams Runbook (step-by-step)
0) Pre-work (15–30 min before)
· Meeting options:
· Who can bypass lobby: Everyone in org
· Who can present: Only me & co-organizer(s)
· Recording: On at start
· Chat: Enabled; Q&A not required for a small group
· Reactions: On; Mic: On; Camera: Optional but encouraged
· Upload to Meeting “Files”: role one-pagers (PDF), meeting scripts/agenda, MyLegion job aids, membership worksheet, finance report template.
· Create two quick Forms polls (in the meeting chat):
3. “Your current post role?” (Commander, Adjutant, 1st VC, 2nd VC, Finance, Service, Other)
3. “Top challenge right now?” (Membership, Meetings, Records, Finance, Other)
· Assign a co-organizer: watches chat, admits late arrivals, drops links.
· Slides/screens: Share window (PowerPoint Live preferred); have 3 screenshots ready for MyLegion tasks.

1) Minute-by-minute plan (and exact chat drops)
0:00–0:03 | Welcome & Purpose
· Start recording.
· Say: purpose + outcomes.
· Chat drop (copy/paste):
Welcome! Outcomes today: (1) officer duties, (2) meeting essentials, (3) 3 MyLegion tasks, (4) a 30-day membership/Buddy Check mini-plan.
0:03–0:06 | Quick Polls (2) + Structure
· Launch Poll #1 and #2.
· Chat drop:
Polls are live—tell us your role and biggest challenge.
0:06–0:18 | Roles Lightning Round (2 min each)
Commander, Adjutant, 1st VC, 2nd VC, Finance, Service (hit Sgt-at-Arms/Chaplain/Historian/Judge Advocate as one slide).
· Prompt: “Use ✋ to ask; we’ll pause after the slide.”
· Chat drop after this block:
Files ➜ “Role One-Pagers” are posted for download.
0:18–0:26 | Meetings & Minutes Essentials
· Show opening/closing sequence + sample agenda.
· Quick teach: quorum, reports, motions, minute template.
· Chat drop:
“Meeting Packet” uploaded (agenda template + opening/closing scripts).
0:26–0:39 | MyLegion Essentials (Live or Screenshots)
· Demonstrate 3 tasks: Renew a member → Update leadership → Start CPR draft.
· Call out permissions and common pitfalls.
· Chat drop:
MyLegion job aids posted: Renewals, CPR, Leadership updates.
0:39–0:55 | Micro-Exercise (Breakouts or Main Room)
· If >16 attendees: open 2 breakouts (8 min)
· Room A: Membership plan (1st/2nd VC focus)
· Room B: Records/Minutes checklist (Cmdr/Adj/Finance focus)
· Instructions (chat to all rooms):
In 8 minutes: list 3 actions for the next 30 days; nominate a reporter.
· If ≤16 attendees: keep in main room—use chat for ideas; call on two people to share.
· Reconvene (3–4 min reports).
· Chat drop (both cases):
“Membership/Buddy Check Worksheet” & “Finance Report Template” posted—download now.
0:55–1:00 | Knowledge Check & Commitments
· 5 quick questions (verbal or Forms poll).
· Ask each officer to post one action in chat.
· Chat drop:
Drop your ONE action due by your next meeting. I’ll export the chat and send a follow-up.

2) Slides (12 max)
1. Why we’re here (purpose & outcomes)
2. Where duties live (Officer’s Guide, Post Adjutant Manual, CBL)
3. Commander—top 5 duties
4. Adjutant—admin hub
5. First Vice—membership & Buddy Checks
6. Second Vice—programs calendar → retention
7. Finance Officer—monthly report, budget, controls
8. Service Officer—benefits pipeline & reporting
9. Meetings & ceremonies—order of business; scripts
10. MyLegion—3 essential tasks (with screenshots)
11. Micro-exercise instructions
12. Knowledge check + next steps

3) Roles for your Team
· Presenter (you): drive content, run polls, timebox.
· Co-organizer: monitor chat, admit late arrivals, post files/links, track actions.
· Reporter (volunteer): shares top 2 items from the exercise.

4) Engagement Tactics (Teams-specific)
· Use PowerPoint Live so attendees can move through slides at their pace (you stay in control).
· Call for ✋ hands and reactions after each major block.
· Ask for chat bursts (“Type your #1 membership barrier in 6 words or less”).
· Use Breakout Rooms only once; keep them short (8 min) and structured.

5) Accessibility & Inclusion
· Enable live captions; speak slide titles before details.
· Read chat questions aloud; repeat answers on mic.
· Keep contrast strong and font ≥ 24pt on slides.

6) After the Session (within 24 hours)
· Export Attendance and Chat; compile action items by role.
· Post recording and all files in the same Teams meeting thread.
· Send 1-page recap: links to guides, the three MyLegion tasks, and the 30-day checklist.

7) Ready-to-copy Messages
Opening message (paste at 0:00):
Welcome to Post Officer Roles & Responsibilities. Outcomes today: duties, meeting essentials, 3 MyLegion tasks, and a 30-day membership/Buddy Check mini-plan. Recording is on. Please use ✋ for questions and chat for ideas.
Breakout instructions (paste when opening rooms):
You have 8 minutes. Output: 3 actions for the next 30 days. Pick a reporter. Room A (Membership), Room B (Records/Minutes). See worksheet in “Files.”
Closing message (paste at 0:59):
Thanks, team. Please post your ONE action due by your next meeting. I’ll share the recording, chat actions, and files in this thread.

8) Quick Checklist (print this)
· Meeting options set (presenters, lobby, recording)
· Polls built (role + challenge)
· Files uploaded (role sheets, meeting packet, MyLegion job aids, worksheets)
· Slides loaded in PowerPoint Live
· Breakouts pre-created (if large group)
· Co-organizer assigned
· Timer handy (phone or Teams clock)
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