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PART IV

GENERAL INFORMATION

PROTOCOL
PROTOCOL is described as “ceremonial forms

and counrtesies established as proper and
correct in official dealings between peoples.”

General Guidelines

* The Presiding officer at a meeting, or a
hostess at a seated affair, the person who
called the gathering and presides. The guest
of honor is seated to the immediate right of the
presiding officer. Elective officers are seated
to the right of the presiding officer in order of
their rank or may be placed alternately to the
right, then to the left in order of their rank. A
distinguished speaker is placed to the right of
the presiding officer unless an officer of higher
rank than the presiding officer is present. In
that case, the speaker is placed to the left of
the presiding officer.

* Retired elective officers, hostess clubs and
committees should be recognized. Provide a
second table if necessary, following the same
order of rank.

* Introductions start at the far left proceeding to
the center, then to the far right proceeding to
the honored guest.

* Membership rises in recognition of the office
(national president, regional director, state
president). Stand only once for each officer.
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* The National President is the highest ranking
officer and should be given the place of honor
at all times. The Regional Director is the
highest ranking officer in the region. The State
President ranks first in the State organization.
NOTE: The position is honored rather than the
person.

Seating at Banquets or Luncheons

At state meetings the State President occupies
the center place. The National President, if
present, is placed at the State President’s right,
with a distinguished speaker at the left, other
officers and guests following in order of their
rank. In the absence of the National President,
the Regional Director, if present is the ranking
officer.

At local club banquets and luncheons, the Club
president occupies the center seat, with theState
President to the immediate right unless the
National President is present. In that case, the
National President is seated on the immediate
right and the State President is seated on the
immediate left of the hostess. Other officers,
chairman and guests are seated to the right and
left according to rank.

The press should have a special table placed
advantageously.

Official Guests

Official guests who have been invited to
particular function may be extended the
following courtesies.

* complimentary registration fees and meals.
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* Lodging, parking and/or transportation.
* Personal reserved page (optional).
* Welcome gift (fruit or flowers) - thoughtful but

not expected.

Installation of officers

1. President introduces Installing Officer.

2. Installing officer thanks outgoing officers and
declares offices vacant (if this is precedent).

3. Mentions duties and responsibilities of each
office to be filled.

4. Asks candidates if they will accept duties and
responsibilities of each office to be filled.

5. Declares them duly installed.

6. Congratulates new officers.

7. Ceremony may be varied or embellished by

Installing Officer.

Example of Basic Installation Service

The installation of officers is a momentous
occasion in the history of an organization.

It is the act of transition between the past and
the present; an instant in time when we take a
backward look to see how far we have come
before we fasten our eyes in faith upon a bright
and lasting future. It is a time to count our
blessings and to express our appreciation to
those who have brought us this far.

To our retiring President

To the officers who have served so faithfully this
administration.

To the members who have contributed to the
successes we have achieved; we owe our

gratitude and thanks.
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