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Timeline, Motions and Tips for Effective Meetings 
 
First and second formal executive committee meetings immediately after installation:  

1. Approve appointment of parliamentarian. 
2. Approve President General’s expense allowance. 
3. Approve appointment of four (4) new members to the Long Range Planning Commission 
4. To recommend to the National Board of Management to authorize the Executive 

Committee to act between meetings of the National Board of Management. 
5. To recommend to the National Board of Management to adopt the Certified Resolution 

to Act. [The initial adoption of the Resolution of Authority to Act is presented to the 
NBM. Per Sandra Pollack, it needs to be renewed by the EC every six months, therefore 
repeat it at the June/July EC meeting and again at Dec EC meeting]. 

6. To recommend to the National Board of Management to approve and to recommend to 
the [next] Continental Congress for ratification ["Name of Project”] as the name of the 
President General's Project of the [Name of Administration and years], and that it… 

7. Authorize Hamilton Jewelers to design President General's Project and benefactor pins. 
8. Adopt motions of actions taken or approved by the executives prior to election such as 

pin purchases (schools, juniors); product purchases (juniors); new, changed or 
eliminated committees; and authorization to design official pins (President General’s 
Project, benefactor, etc). Some motions may need to go to the NBM for adoption. 

 
First NBM meeting after installation: 
The EC first adopts motions which are then presented to the NBM as recommendations from the 
EC. Motions can also come from members of the NBM. 

1. To authorize the Executive Committee to act between meetings of the National Board of 
Management. 

2. Adopt the Resolution of Authority to Act. 
3. Approve name and objective of the President General’s Project [drop the rationale]; 

ratified at first subsequent Congress. 
4. Approve design (artwork) and contribution amount for President General’s Project pin 

[should be done in October if not ready at first meeting]. 
5. Approve design (artwork) and contribution amount for benefactor pin [should be done 

in October if not ready at first meeting]. 
 
October EC Meeting: 

1. Approve theme of the American Heritage contest and costume contest. 
2. Approve topic of the American History Essay contest. 
3. Approve theme/topic of the Christopher Columbus Essay contest.  
4. Approve the topic/question for the DAR Good Citizen Essay contest (obtained from list 

of previously approved sub-topics – check Rulings Database). 
5. Approve instructions for candidates (VPG, HVPG, executives) [this is a change from Feb 

as recommended by Recording Secretary General Carpenter]. 
6. Distribute quarterly share of the Ella Atwell Fund income to Kate Duncan Smith DAR 

School, Tamassee DAR School and Crossnore School. 
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7. Designate and approve floating December holidays and/or annual leave dates for 
employees (based upon recommendation from Human Resources). 

 
October NBM meeting: 

1. Approve standing rules for Congress (can possibly be moved to Feb). 
2. Approve proposed bylaws amendments (can possibly be moved to Feb). 
3. Adopt budget. 

 
December EC Meeting: 

1. Distribute quarterly share of the Ella Atwell Fund income to Kate Duncan Smith DAR 
School, Tamassee DAR School and Crossnore School. 

2. Adopt the Resolution of Authority to Act. (Must be done every six months, per S Pollack. 
After the initial one at the beginning of each administration, which must go to the NBM, 
the “renewal” can be adopted by the EC.) 

 
February EC Meeting: 

1. Approve JAC contest theme. 
2. Distribute quarterly share of the Ella Atwell Fund income to Kate Duncan Smith DAR 

School, Tamassee DAR School and Crossnore School. 
3. Approve Chapter Achievement Award percentage allocation (Treasurer General Jackson 

suggest this be changed to April; see below) . 
4. Chapter Achievement Award worksheet can be updated at any time by the executive 

committee, but if it is needed for the NIP, then February board is the latest. 
 
February NBM meeting: 

1. Final opportunity to approve or amend adopted standing rules for Congress. 
2. Final opportunity to approve or amend proposed bylaws amendments. 

 
April EC Meeting: 

1. Approve educational scholarships (some may be done in June). 
2. Distribute quarterly share of the Ella Atwell Fund income to Kate Duncan Smith DAR 

School, Tamassee DAR School and Crossnore School.  
3. Approve Chapter Achievement Award percentage allocation. 
4. Allocate American Indians Fund contributions. 
5. Approve PG Project Special Projects Grants 

 
June/July EC Meeting: 

1. Approve educational scholarships (some may have been done in April). 
2. Review recommendation from Junior Membership Committee and approve distribution 

of Helen Pouch Memorial Fund [EC Ruling #41, October 5, 2007]. 
3. Authorize distribution from the Friends of the DAR Schools Fund to KDS, Tamassee, 

Crossnore, Berry College, Hindman Settlement and Hillside schools; checks to be 
presented during Continental Congress. 
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4. Adopt the Resolution of Authority to Act. (Must be done every six months, per S Pollack. 
After the initial one at the beginning of each administration, which must go to the NBM, 
the “renewal” can be adopted by the EC.) 

 
Each administration may want to consider the following sometime during the term: 

1. Undesignated Bequests - Each new executive committee may want to review the rulings 
for undesignated bequests to determine where they want funds to go during their 
administration. See NB Ruling #6 (adopted February 5, 2005, amended October 9, 2010), 
“That all funds received after September 1, 2004 by the National Society through 
bequest, the distribution of which is not specifically designated, shall be determined by 
the Executive Committee, with guidance as necessary from the Finance Committee. First 
priority shall be given to maintenance of buildings, equipment and furnishings of the 
National Society.” Present ruling, EC Ruling #39, February 5, 2015, “That all 
undesignated bequests received beginning January 1, 2015, be placed in the Guardian 
Trust Endowment Fund, unless otherwise directed by the Executive Committee.” 

2. Review shipping rates for the DAR Store and the DAR Museum 
3. Review photocopy rates 
4. The Finance Committee’s recommendation that each administration evaluate the dues 

and fee structure for NSDAR financial needs (EC #28, January 30, 2003). 
5. Establish new set of sub-topics for the next three-year administration for the DAR Good 

Citizens essay, “Our American Heritage and Our Responsibility for Preserving It.” This 
can be done at either the October or December EC meeting in the year immediately 
prior to election of a new administration, but early enough for the next NIP. 

6. Hotels bids/contracts for NBM meetings, Congress and once every third year for in-
coming executive orientation, and establish dates for these events. After a contract is 
signed then the dates for the NBM and Congress need to be approved by the EC and 
recommended for approval by the NBM. 

7. Review event rental policies and fees [EC #1, October 2001; EC #16, October 2002; and 
EC #37, October 1, 2009]. 

8. That The Wide Blue Sash be updated with every new administration and reprinted in 
hard copy every ten years beginning January 2020 [EC #28, April 7, 2017] 

 
Tips for Motions 
A motion should begin with either: 
 I move to… 
 I move that… 
 
When a motion is to purchase something that will be resold, you may say: 
 I move to purchase… 
 
If the motion is to spend money that will not be replaced, you may say: 
 I move to authorize the purchase of… 
 
If the motion it to give permission, you may say: 
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 I move to grant… 
 I move to authorize… 
 
If the motion is to do something based upon a recommendation/report, you may say:  

I move to accept the recommendation of (the Finance Committee, the Junior 
Membership Committee)… 

 
To amend a motion: 

by inserting words - I move to insert the word, “female” after the word “deserving” 
by adding words - I move to add the words, “to be presented at the 125th Congress” 
by striking out - I move to strike out the word, “female” 
by striking out and inserting - I move to strike out the words “presented at” and insert 
“authorized during” 
by substituting an entire paragraph or paragraphs or document - I move to substitute… 

 
There are many considerations in the wording of motions even beyond spelling and grammar.  

• Use the full name of the committee, position, title, object, program, etc. Do not use 
initials, slang or abbreviations. 

• If spending money, identify from what fund and the cost such as amount per item, 
including/not including shipping, and total amount not to exceed. 

• If receiving money, identify a fund to replace the expense and a fund for the 
earnings/income.  

• If selling an item, the DAR Store generally will set prices comparable to other items they 
sell in the store. The executive committee can also set a price and include wording in the 
motion which will allow the DAR Store to adjust it later. 

• When amending, include the wording of the motion/ruling as it will be after adoption. 
• Word motions in such a way that it is amendable in the future. 
• Sometimes rather than amend a previous ruling it is better to draft a new one – calling it 

revised/updated guidelines/policy.  
• To make guidelines or a policy searchable on key words, put the complete wording in 

the motion. 
• Very long or complicated guidelines and policies can be adopted by referring to the 

attachment on file in the Office of the Recording Secretary General. 
• Date all attachments. 
• If it is desired to make a ruling more difficult to change in the future, send it to the NBM 

or Congress for adoption. 
• It isn’t appropriate to adopt negative motions or to reaffirm a previously adopted ruling. 

 
All adopted motions become rulings effective immediately, unless otherwise noted in the proviso. 
 
Motions are adopted when:   
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• Approved by the Executive Committee. These motions are adopted during the formal 
committee meetings and do not need further approval. Examples are setting copy fee 
rates, contest themes, and authorizing pin designs. 

• Approved by the National Board of Management. Most of these motions are approved 
by the executive committee first and then submitted to the NBM as a recommendation. 
Examples are Congress standing rules, President General’s Project, and approving pin 
design. Motions by the Registrar General and Organizing Secretary General regarding 
members and chapters go directly to the NBM. 

• Approval by the Continental Congress. Most of these motions are presented as either a 
recommendation from the executive committee or the NBM, such as proposed bylaw 
amendments, Congress standing rules and ratification of the President General’s 
Project. A motion could also come directly from the floor, such as the motion to elect a 
(retiring) President General as Honorary President General. 

 
Sample pin motions with giving levels 
Pins are authorized by the EC, but design approval goes to the NBM. 
 
EC motion (to authorize the design of the pin) 
I move to authorize Hamilton Jewelers to design a donation pin for contributions of $100 or 
more to the President General’s Project and a Benefactor pin for contributions of $1,000 or 
more to the President General’s Project, providing the pins conform to the standards set forth 
in National Board Ruling #45, April 15, 1989. 
 
EC motion that goes to the NBM 
I move to recommend to the National Board of Management to accept the original artwork 
submitted by Hamilton Jewelers for a bar for the Annual Giving Circle pin.  This bar, recognizing 
annual giving, will be inscribed with the year of the donation and include a jewel representing 
the level of giving. The levels are: topaz ($500-999), pearl ($1,000-2,499), ruby ($2,500-4,999), 
emerald ($5,000-9,999), sapphire ($10,000-24,999), and diamond ($25,000 and above). 
 
Motions which are lengthy may be adopted as an attachment 
I move to approve the deaccession of objects from the museum collection as listed in the 
attachment.  Attachment on file in the Office of the Recording Secretary General. 
 
Motions that amend prior rulings 
I move to amend EC #17, April 14, 1949, by adding “Exceptions may be submitted to the Office 
of the Historian General for consideration by the Executive Committee.” If adopted, the ruling 
would then read: “That hereafter no markers shall be placed on or in the grounds around the 
DAR buildings, but that if any plant, tree, or shrub there be dedicated, a diagram shall be kept in 
the office of the Historian General. Exceptions may be submitted to the office of the Historian 
General for consideration by the Executive Committee." 
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Motions that have funds 
I move to purchase 500 Three Wise Owls pins from _________________________________ for 
a total cost not to exceed $______, plus shipping, to be sold for $25 each. Funds to come from 
the DAR School Committee and returned to the same.  
 
Tips for Constructive Executive Committee Meetings 
Several weeks before each executive week, as liaison, each executive officer will receive a 
reminder to contact the national chairs for their questions, discussion items and motions. 
Consult the DAR Handbook and National Bylaws to see if their questions/discussion items are 
already covered. Also check the rulings database, which contains all adopted motions from the 
executive committee (EC) beginning in 1890 and from the NBM (NB) beginning April 1971. If 
you do not have a copy of the database, which is updated after each NBM meeting, check with 
the Administrative Coordinator in the Recording Secretary General’s office or the National 
Parliamentarian who both have the database. 
 
Each executive officer will place motions and discussion items in her own folder in Dropbox and 
include attachments as necessary. If you believe you have an action item ready for a motion 
and need help writing it, contact the parliamentarian. If you are not ready for a motion, put it in 
discussion items. Motions can be worked up later from a discussion item. 
 
Before arriving for the first meeting on Monday morning, read everything in Dropbox; all the 
executive folders and attachments and administrative reports.  
 
Sometimes an action requires a new motion and other times it may require that a previously 
adopted ruling be amended. If an executive officer is unsure if the action would require a new 
motion or an amended motion, please consult the national parliamentarian, the earlier the 
better. Rulings that have been acted on must be amended, not rescinded. Rulings (adopted 
motions) that have not been acted on may be rescinded. 
 
There is a seating order in the Kemper Boardroom and the President General will guide you 
where to sit. You will sit in the same place during the three-year term. I-pads will be made 
available for your use during the week, or you can use your own device. The Recording 
Secretary General will use a laptop and control what is viewed on the screen and the I-pads 
during the meetings when connected to Go To Meeting. The staff will come in to report and will 
also make use of the same viewing equipment for their presentations. 
 
Although for most of the week the meeting may not be “formal”, parliamentary procedure is 
still in effect, such as: 

• Direct all conversation to the President General 
• One person speaks at a time 
• There should be no side conversations while a motion or topic is being discussed 
• Use good decorum 
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When ready to go formal the motions will be printed on blue cards to be signed by the 
executive officers. During the formal executive committee meeting, executives will wear pins 
and sash. The meeting will be called to order by the President General and minutes will be kept 
by the Recording Secretary General. After all the motions have been processed, the meeting 
will recess until immediately before the National Board of Management meeting (on Saturday) 
when the executives will reconvene to process any additional business that came up in the 
interim and then adjourn. In addition to the previous parliamentary procedure rules, there are 
additional formal rules to follow, such as: 

• Address each other by title 
• Wait to be recognized before speaking 
• Stand to read your motions 
• Once a motion has been stated by the President General, it is subject to all the usual 

parliamentary rules regarding amending, postponing, debating, etc. 
 
National Board of Management Meeting 
Scripts 
The Administrative Coordinator in the Office of the Recording Secretary General prepares the 
script for the NBM meetings and the first draft is usually ready by Wednesday. The President 
General, Recording Secretary General and Parliamentarian review each script.  
 
Motions/Reports 
With the assistance of the Administrative Coordinator and the parliamentarian, the Recording 
Secretary General will prepare the recommendations that go to the NBM for adoption. Other 
documents, such as the Congress standing rules and proposed bylaws amendments, are also 
prepared by the Office of the Recording Secretary General. 
 
The Recording Secretary General will prepare and present a report of the activities of the 
Executive Committee during the week. 
 
The Administrative Coordinator generally oversees that the room is ready for the NBM meeting 
and that all packets of information and copies of the full script are placed where required. The 
executives will be seated in the same order at each NBM meeting. If an executive is absent, 
then the seating arrangements are altered. 
 
The President General and the First Vice President General generally speak from the lectern 
microphone located on the boardroom table. The other executives and members of the NBM 
will generally speak from the podium microphone located on the raised platform. 


