
Meeting Scripts & Agendas



Regular Meetings
• Call to Order (Commander)

• Opening Ceremony (per Manual of 
Ceremonies)

• Roll Call of Officers/Quorum 
Confirmation

• Reading of Previous Minutes (Adjutant)

• Finance Report (Finance Officer)

• Officer Reports

• Committee Reports

Sample Agenda 



Regular Meetings
• Membership Status & Buddy Checks (1st

Vice)

• Unfinished Business

• New Business & Motions

• Good of the Legion

• Announcements & Upcoming Events

• Closing Ceremony (per Manual of 
Ceremonies)

• Adjournment

Sample Agenda 



Opening Prompts
1. Sgt At Arms Prepares the room 

2. Commander calls to Order; colors in 
place

3. Chaplain Invocation (nonsectarian)

4. Agendas & Notices

5. Pledge of Allegiance/Preamble 

6. Commander reviews agenda; motion to 
adopt

Opening & Closing Prompts 



Closing Prompts
1. Final Announcements

2. Chaplain Benediction Agendas

3. Retirement of Colors and Official 
Closing

4. Adjournment

Opening & Closing Prompts 



Minutes Template



Finance Report Template



Questions?
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