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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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To serve as an officer of any club is a privilege,
but to serve in a club dedicated to the creation of
beauty, the cultivation of good friendship, the
planting and growing of trees and flowers,
making this community, this land a better place
in which to live, is a very special privilege.

Will the newly elected officers please come
forward.

TREASURER: As treasurer it is your duty to
keep an up-to-date financial accounting of all
monies, expend funds as voted by the club and
make reports as required by the Bylaws.

Do you accept this responsibility?

CORRESPONDING SECRETARY: You will
have the pleasant duty of assisting the President
with correspondence, of sending notices of all
meetings, of handling the social correspondence
of the club.

Do you accept this responsibility?

RECORDING SECRETARY: Your duties shall
be to keep a record of the proceedings of the
meetings of the club and of the executive board.
You will have custody of the club records; keep a
roster of members of the club.

Do you accept this responsibility?

VICE PRESIDENTS: Those who accept the
honor of vice president should be the strong
arms of the president. You should be
acquainted with all the business of the club and

be ready at all times to relieve the president.
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This office not only offers an opportunity of
service but is the testing ground of the future.
May your service be such as you would expect if
the responsibility of leadership was yours to
assume, the mission of the club yours to fulfill.

Third Vice President: (State level and where
the position exists at club level) your duties will

Do you accept this responsibility?

Second Vice President: It is your duty to
preside in the absence of the President and First
Vice President. You will also have the duties

Do you accept this responsibility?

First Vice President: As second in command you
are always prepared to serve in the absence of
your President. You will also act as a liaison
between the President and the membership. As
Chairman of............ your duties are .......

Do you accept this challenge?

PRESIDENT: This club has expressed its
confidence in you, its faith in your leadership by
electing you as its President, the highest honor a
club can bestow upon you. It shall be the duty
of the President to preside at all meetings, to
perform all duties pertaining to the office. You
will appoint members to serve on committees as
required in the Bylaws of your club. You will be
expected to attend district meetings, reporting
on your club projects at this meeting. If possible
attend the state conventions, bringing back to
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your members a full report on the Federation’s
general activities and aims.

As President you must at all times remain
impartial, presiding with dignity and tact,
coordinating all of the club’s activities and aims.
To you | present this gavel, the symbol of your
authority. May each meeting that you call to
order and adjourn mark a step forward in the
progress of this club.

These are your co-workers, the members of
your official board. Give them the strong
tempered leadership which your office demands,
yet the understanding and encouragement
necessary for the fulfillment of their respective
offices.

Members, | present to you the officers of your
choice. Uphold them, be loyal to them, help
them to keep this club an active organization
faithful to the ideals and purposes of garden
club.

By authority vested in me as installing officer, |
now declare you duly installed. Let me
congratulate you and offer my best wishes for a
successful, stimulating administration.

ACCEPTANCE SPEECH

State President:

1. Express appreciation for the honor.

2. State purposes and goals.

3. Explain intended methods of attaining goals.

4. Outline special projects or policies being
planned.
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5. Compliments work of preceding
administration.

6. Pledges faithful performance.

7. Call for participation and help of members.

Local Club President

Introductions
1. Introduces guests unknown to the group -

“presents” others.

2. Introduces highest ranking quest first unless
that person person is the speaker, in this
case, introduce guest of lowest rank first,
then proceed on up to the highest ranking
guest.

Gift Presentations

1. Make only a short talk.

2. Mention the occasion and the name of the
person or persons last.

3. Present gift(s) with a final tribute.

Acceptance of gifts
1. If several are being honored, a simple “thank

you” is adequate.
2. A single recipient accepts gift with a few
words of appreciation, opens package and

shows gift.

Garden Club President’s Pin
1. Is worn only by the active club president.

Tree Planting Ceremony

1. The President wields the spade - in absence
of president, the first vice president serves.

2. Chairman of project stands near the president
with the official who is to receive the tree.
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