Marine Corps League
Midwest Division Templates
New Detachment Organizational Meeting Agenda
Working agenda for a newly chartered detachment
Detachment: [name]   Number: [number]   Department: [state]
Organizing officer / Department sponsor: [name / office]
Charter date: [date]   Existing election / installation dates: [dates or pending]
Date: [date]   Time: [time]   Location: [address / room]
Presiding officer: [name / office]   Adjutant: [name]
Notice completed: [method / date / governing section]
Quorum: [exact requirement and bylaw section]   Eligible persons present: [number]
Next meeting: [date / time / location]
Make a working copy. Replace bracketed fields and remove unused options. Keep the master blank.
Prepare for this meeting
Use this for the detachment's organizational business. A public charter-presentation ceremony is a separate program. If charter approval is still pending, have the organizing officer adapt the proceedings to that stage.
Confirm which actions are already complete. Bring the charter, EIN record, organizing documents, draft bylaws, bank requirements and existing Startup Checklist and First-Year Roadmap.
Complete the notice and quorum fields before the meeting. If bylaws have not yet been adopted, resolve the applicable organizing procedure with the Department Judge Advocate before taking formal action.
Opening ceremony
Italic directions are instructions for the officer and are not read aloud. Select Sir or Ma'am as appropriate.
SERGEANT-AT-ARMS: Arrange the quarters, place a Bible upon the Altar, and arrange the Colors. At the close, return all equipment to its proper place.
COMMANDANT: Sergeant-at-Arms, secure the quarters and satisfy yourself that all present are qualified to be present during the deliberations of this Detachment Session.
SERGEANT-AT-ARMS: Aye, aye, Sir/Ma'am.
SERGEANT-AT-ARMS: The quarters are secured and all present are qualified to remain.
STAGE: If persons present are not qualified, the Sergeant-at-Arms reports accordingly. The Ritual specifically allows visitors at an open meeting. Prospective members are taken outside until called for initiation. Apply meeting-access rules separately from voting eligibility; see the template's meeting preparation notes.
COMMANDANT: Give two raps of the gavel for all to rise.
COMMANDANT: Sergeant-at-Arms, advance and post the Colors and lead us in the Pledge of Allegiance.
SERGEANT-AT-ARMS: Aye, aye, Sir/Ma'am.
STAGE: The Sergeant-at-Arms conducts the advance and posting of the Colors and leads the Pledge. Persons wearing League covers execute a hand salute as Colors advance; those not covered execute the civilian salute with right hand over the heart.
COMMANDANT: The Chaplain will lead us in prayer.
CHAPLAIN: As to your religious preference, uncover.
CHAPLAIN: Supreme Commandant, we ask Thy blessing upon all here assembled. We pray for guidance in our deliberations, and that we may here exemplify the principles and purposes of our beloved Marine Corps League. We ask Thy protection and blessing for all Marines and FMF Navy Personnel who have died in the service of their Country, and for all our members, both past and present. Grant that the Marine Corps League may grow and prosper in the humane purposes and principles upon which it is founded. Amen.
CHAPLAIN: Cover.
COMMANDANT: Give one rap of the gavel to seat the Detachment.
COMMANDANT: Sergeant-at-Arms, declare this meeting open for the transaction of official business.
SERGEANT-AT-ARMS: By authority of the Commandant of [DETACHMENT NAME] Detachment, Marine Corps League, I declare this meeting open for the transaction of official business.
Attendance and quorum
ADJUTANT / CREDENTIALS CHAIR: The quorum requirement is [requirement]. There are [eligible members / required representation] present. A quorum [is / is not] present.
COMMANDANT: A quorum is present. We will proceed with the business on the agenda.
If no quorum is present, omit the affirmative announcement and follow the applicable rules for recess, adjournment or other permitted procedural steps. Do not conduct ordinary business or elections. Record any separately held informational gathering as informational.
Welcome and organizing report
ORGANIZING OFFICER / COMMANDANT: Our goals are to confirm our records, establish how the detachment will operate, and assign the remaining startup work.
Introduce members, Department sponsor and guests. Confirm charter status, approved transfers, membership transmittals and receipt of the National documents supplied to a new detachment.
Membership and officer status
Membership applications requiring action: [list / report reference]. Verify eligibility, ballot under the applicable rules, and record the result before initiating accepted applicants. Use the initiation script at the end of this template.
Record the officers already elected, appointed and installed. If an election is required today, use the separate Detachment Nominations and Elections template. If installation is pending, arrange a qualified installing officer and assign the Report of Officer Installation (ROI).
Organizing documents and bylaws
Confirm the legal name and organizing documents: [documents / dates / status].
Review or adopt bylaws under the applicable procedure. Administrative Procedures are optional. Record the version and adoption date, and assign submission for Judge Advocate approval.
Motion / result: [text and outcome]. Responsible officer / due date: [name / date].
Meeting schedule and membership dues
Proposed meeting date, time, frequency, location and notice method: [details]. Monthly meetings are recommended by National; use the schedule properly established for this detachment.
Proposed annual dues: [amount], including current Department and National dues and fees. Assign dues transmittal responsibilities.
Motion / result: [text and outcome].
Initial budget and banking
Review expected receipts, essential startup expenses and proposed budget: [details]. Record exact approved amounts and spending authority in the minutes.
Review the proposed financial institution, account title, signers, account access, reconciliation and payment approval process. Assign the bank's required authorization and document packet.
Contracts or agreements binding the detachment must be submitted to the full Board of Trustees under National Bylaws Section 965.
Motion / result: [text and outcome]. Responsible officer / due date: [name / date].
Startup filings and records
Work through the existing startup checklist: legal-formation evidence, state incorporation, EIN, Form 8976, coordination with National about group exemption, fiscal year, annual IRS filing and state renewals.
Record the actual status, due date, responsible person and proof location for each item. Do not assume the charter-presentation date determines the IRS formation date.
Confirm records custody, insurance and any event-specific review needed before making commitments.
Programs and remaining business
Select initial recruiting, service or fundraising activities and committee leads. Identify required approvals before commitments.
Unfinished startup items / additional properly noticed business: [items and decisions].
Assignments announcements and next meeting
ADJUTANT: I will review each action, the responsible member and the due date.
Action: [task]   Responsible: [name]   Due: [date]   Proof location: [file / folder].
Good of the League: [comments]. Announcements and next meeting: [details].
Closing ceremony
Italic directions are instructions for the officer and are not read aloud. Select Sir or Ma'am as appropriate.
COMMANDANT: There being no further business, we will proceed to close.
COMMANDANT: Give two raps of the gavel for all to rise.
COMMANDANT: The Detachment will stand silent in respect for our deceased members.
CHAPLAIN: Without further orders, read the names of recently deceased members.
COMMANDANT: Sergeant-at-Arms, retire the Colors.
SERGEANT-AT-ARMS: Aye, aye, Sir/Ma'am.
STAGE: Persons wearing League covers execute a hand salute as Colors retire; those not covered execute the civilian salute with right hand over the heart.
COMMANDANT: The Chaplain will lead us in prayer.
CHAPLAIN: As to your religious preference, uncover.
CHAPLAIN: Supreme Commandant, we humbly beseech Thee to bless what good we have accomplished and forgive that which we have done amiss. As we separate to go our several ways, we commit ourselves to Thy loving care. Amen.
CHAPLAIN: Cover.
COMMANDANT: Senior Vice Commandant, perform the last duty of your post.
SENIOR VICE COMMANDANT: Marines, [DETACHMENT NAME] Detachment thanks you for your attendance, and requests you to secure new members, and further, that you favor us at every future meeting with your presence so far as your circumstances will permit.
COMMANDANT: Sergeant-at-Arms, declare this meeting of [DETACHMENT NAME] Detachment, Marine Corps League officially closed.
SERGEANT-AT-ARMS: By authority of the Commandant of [DETACHMENT NAME] Detachment, Marine Corps League, I declare this meeting officially closed until [DATE OF NEXT MEETING], when it will be reopened for the transaction of official business.
COMMANDANT: Give one rap of the gavel.
COMMANDANT: Meeting adjourned.
Adjournment time: [time].
Optional initiation of accepted members
Italic directions are instructions for the officer and are not read aloud. Select Sir or Ma'am as appropriate.
COMMANDANT: We are now prepared to obligate the applicant(s) for membership in [DETACHMENT NAME] of the Marine Corps League.
COMMANDANT: All present are requested to maintain a quiet and respectful decorum, refrain from smoking and such other conduct as may detract from the seriousness and solemnity of the occasion. Listen carefully and ponder well what you shall hear.
COMMANDANT: Sergeant-at-Arms, you will present such applicant(s) as may be seeking admission to membership in the Marine Corps League to the Altar.
SERGEANT-AT-ARMS: Aye, aye, Sir/Ma'am.
STAGE: Applicants are presented before the Altar.
SERGEANT-AT-ARMS: Sir/Madam Commandant, the following applicant(s) expressed a desire in the principles of the League and to be obligated as member(s). [READ NAMES].
COMMANDANT: Applicant(s), you are here assembled to be obligated for membership in [DETACHMENT NAME] of the Marine Corps League. Here you will find Marines, FMF Navy Personnel, veterans of other service branches, and civilians who share the mottos, principles, and purposes of the United States Marine Corps and the Marine Corps League.
COMMANDANT: Let me assure you that the oath you are about to take can in no way conflict with any political or religious views that you may entertain. Let me further assure you that during the meetings of the League, no political or sectarian debate is permitted.
COMMANDANT: We stand united by a common love of Country, a consciousness of having faithfully served here in the same camaraderie of fighting men and women and a sincere determination to continue that service by pursuit and practice of the purposes for which we are organized.
COMMANDANT: In view of these assurances, and upon careful consideration, are you willing to accept the oath of membership in the Marine Corps League? If so, answer, I am.
COMMANDANT: Give two raps of the gavel for all members to rise.
COMMANDANT: Raise your right hand and using your name where I use mine, repeat after me:
COMMANDANT: I, [OFFICIANT NAME] ... In the Presence of our Almighty God ... do solemnly swear ... that I will uphold and defend ... the Constitution and Laws of the United States of America ... and the Bylaws and Administrative Procedures of the Marine Corps League. ... That I take this obligation willingly ... and in good faith ... and that I will follow the directions and guidance ... of elected and appointed officers of the League ... That I will participate and support the missions and activities ... of the Marine Corps League ... and that I promise to govern my conduct ... in such a manner ... that I will never bring discredit upon myself ... Members of the League, or the Marine Corps ... So help me God.
COMMANDANT: You may lower your hand.
COMMANDANT: Chaplain, you will address the Supreme Commandant on behalf of these new member(s).
CHAPLAIN: As to your religious preference, uncover.
CHAPLAIN: Almighty God, we ask Thy blessing on these who have now become members of the Marine Corps League, and upon the League itself, and upon those who are already members. Grant unto our beloved Country and to all Nations, the desire and determination to follow Thy guidance concerning peace, justice and brotherly love among men and women. Grant that all Nations shall forsake war and never again shall our Nations have war, but if war must come, grant that our cause be a just one and that we may possess the fortitude to fight with the valor and distinction shown by our fellow Marines and FMF Navy Personnel of times past. Let none of us rise up in pride to think we are better than our fellow man and woman. Keep our League steadfast on its course and grant that its members may be ever mindful of the true meaning of our motto, "Semper Fidelis" by being "Always Faithful" to Thee, to our Country, to our League and to our fellow members, thus enriching the world because of our part in it. Amen.
COMMANDANT: Members, as Commandant of [DETACHMENT NAME], I welcome you and declare that you now possess all the privileges, rights, and responsibilities as a member of the League.
COMMANDANT: Members, I introduce to you [READ NAMES OF NEW MEMBERS]. I declare a recess of [NUMBER] minutes that you may personally meet and welcome them to our Detachment.
STAGE: Use the Ritual's recess and reopening actions on printed p.7.
Optional public charter presentation
Use this separate program with Department and Division leadership. It does not replace the organizational business agenda. Current Ritual reference: Presentation of Detachment or Department Charter, pages 28-29.
Presentation date and location: [details]. Presiding and installing officers: [names / verified eligibility].
Confirm that all required charter signatures are complete, the National Commandant's letter and charter are available, and the officers have been elected if installation will be included.
Conduct the opening ceremony. Read the National Commandant's letter and the charter, and present the charter to the elected Commandant. Have original charter applicants sign before framing.
Administer the membership oath from the current Ritual to members present. If officers have already been elected, proceed with the full current officer installation Ritual, pages 12-17.
Record presentation, membership obligations and actual installations. Complete and route the signed ROI for officers actually installed. Conduct the closing ceremony.
Authority and references
Use the current National Bylaws, Administrative Procedures and adopted amendments, the applicable Department and detachment rules, and the official Ritual. Local fields must be completed before use. These templates do not adopt local rules.
Ritual references: opening pages 5-6; order of business and recess page 7; closing page 8; initiation pages 9-11. March 2026 pagination. National meeting and recordkeeping provisions include Bylaws Sections 930 and 965 and Administrative Procedures Section 6020.
National MCL Member Library: current Bylaws, Administrative Procedures and Ritual
National Member Library materials may require the League member password. The blank templates are shared separately for public viewing.
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