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Chapter Officer Responsibilities 
Chapter officers serve a vital function in FFA.  By taking a major leadership role, these students 
grow from the experience and benefit the chapter.  It should be the officers’ goal to lead by 
example and encourage other members to participate in chapter activities.  The success of the 
chapter each year, in and out, depends on the quality of its leaders. 
 
 
Clear Expectations 
When you have clearly defined roles, each officer in your chapter will be sure to have an 
understanding of the responsibilities associated with their office.   
 
The following are general duties expected of all officers: 

• A genuine desire to be a part of a leadership team. 
• A willingness to accept responsibility. 
• A sincere desire to work with all chapter members in meeting their leadership, 

personal and chapter goals. 
• A commitment to lead by example. 
• A knowledge and understanding of the chapter, state and national FFA 

constitutions, bylaws and programs. 
• An ability to memorize and recite their parts in the official ceremonies. 
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President: Stationed by the rising sun 
“The rising sun is the token of a new era in agriculture.  If we will follow the leadership of our 
president, we shall be led out of the darkness of selfishness and into the glorious sunlight of 
brotherhood and cooperation.” 
Keeping the delicate balance between leading a chapter and encouraging other officers, 
members, and interested students to take on leadership responsibilities is the challenge facing the 
president. 

• Preside over meetings according to accepted rules of parliamentary procedure. 
o Follow an accepted order of business 
o Coordinate debate over motions 
o Take the vote on motions 

• Appoint committees and serve on them as an ex-officio (non-voting) member. 
o Every member should serve on a committee where they can be a viable 

part of the chapter. 
• Coordinate the activities of the chapter and evaluate the progress of each division 

of the Program of Activities. 
• Represent the chapter in public relations and official functions. 

 
 
Vice President:  Stationed by the plow 
“The plow is the symbol of labor and tillage of the soil.  Without labor, neither knowledge nor 
wisdom can accomplish much.   My duties require me to assist at all times in directing the work 
of our organization.  I preside over meetings in the absence of our president, whose place is 
beneath the rising sun.” 
 

• Assume all duties of the president if necessary. 
• Develop the Program of Activities (POA) and serve as an ex-officio (non-voting) 

member of the POA committees. 
• Coordinate all committee work. 
• Work closely with the president and advisor to assess progress toward meeting chapter 

goals. 
• Establish and maintain a chapter resource file. 
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Secretary: Stationed by the ear of corn. 
“I keep an accurate record of all meetings and correspond with other secretaries wherever corn is 
grown and FFA members meet.” 

• Prepare and post the agenda for each chapter meeting (President should assist in creating 
agenda) 

• Prepare and present the minutes of each chapter meeting. 
o Minutes can be typed and e-mailed to members for review 

• Place all committee reports in the designated area in the FFA chapter books. 
• Be responsible for chapter correspondence. 
• Maintain member attendance and activity records and issue membership cards. 

o Keep  track of what members participated in what activities 
• Keep the Program of Activities wall chart up-to-date. 
• Have on hand for each meeting: Chapter Secretary’s Book including minutes of the 

previous meeting; copy of the Program of Activities including all standing and special 
committees; Official FFA Manual and the National FFA Student Handbook; copies of the 
chapter constitution and bylaws. 

 
 
Treasurer: Stationed at the emblem of Washington. 
“I keep a record of receipts and disbursements just as Washington kept his farm accounts-
carefully and accurately.   I encourage thrift among the members and strive to build up our 
financial standing through savings and investments.  George Washington was better able to serve 
his country because he was financially independent.” 
 

• Receive, record and deposit FFA funds and issue receipts. 
• Present monthly treasurer’s reports at chapter meetings. 

o Report on revenues and expenses of the chapter on a monthly and year to date 
basis. 

• Collect dues and special assessments. 
• Maintain a neat and accurate FFA Chapter Treasurer Book or software. 
• Prepare and submit the membership roster and dues to the State and National FFA 

Organization in cooperation with the secretary. 
• Serve as chairperson of the earnings and savings committee. 
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Reporter: Stationed by the Flag. 
“As the flag covers the United States of America, so I strive to inform the people in order that 
every man, woman and child may know that the FFA is a national organization that reaches from 
the state of Alaska to Puerto Rico and from the state of Maine to Hawaii.” 
 

• Plan public information programs with local radio, television, newspaper and service 
clubs and make use of other opportunities to tell the FFA story. 

• Release news and information to local and regional news media. 
o Check with news media on what is acceptable news to be posted. 

• Publish a chapter newsletter. 
o A monthly newsletter can help keep members and the community informed on 

what the chapter is doing and has planned. 
• Publish a chapter web site. 
• Prepare and maintain a chapter scrapbook. 
• Send articles and photographs to FFA New Horizons and other national and/or regional 

publications. 
• Work with local media on radio and television appearances and FFA news. 
• Serve as the chapter photographer. 

 
 
Sentinel:  Stationed by the door. 
“Through this door pass many friends of the FFA.  It is my duty to see that the door is open to 
our friends at all times and that they are welcome.  I care for the meeting room and 
paraphernalia.  I strive to keep the room comfortable and assist the president in maintaining 
order.” 
 

• Assist the president in maintaining order. 
• Keep the meeting room, chapter equipment and supplies in proper condition. 
• Welcome guests and visitors. 
• Keep the meeting room comfortable. 
• Take charge of candidates for degree ceremonies. 
• Assist with special features and refreshments. 

 
 
Parliamentarian 

• Be proficient with parliamentary procedure. 
• Rule on all questions of parliamentary conduct at chapter meetings. 
• Conduct parliamentary procedure workshops at the chapter level. 
• Chair or serve as ex-officio member on the conduct of meetings committee. 
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Historian 

• Develop and maintain a scrapbook of memorabilia in which to record the chapter’s 
history. 

• Research and prepare items of significance of the chapter’s history. 
• Prepare displays of chapter activities and submit stories of former members to the media. 
• Assist the reporter in providing photography for chapter needs. 

 
 
Program of Activities Committee Chair 
Every committee needs a leader, usually called the chair. The chair has the final responsibility 
for the success of the committee and must work with the members to decide WHAT has to be 
done, WHO will do it, WHERE it will be done, and WHEN it must be completed.  The chair also 
needs to know and communicate how much authority the committee has. 
 
To achieve this, the chair should: 

• Have a clear understanding of the goal and authority of the committee. 
• Communicate that goal to the members of the committee. 
• Schedule meeting times and places, notify members and insist on attendance (a reminder 

phone call the night before can be valuable). 
• Establish an agenda and procedures for the meetings to ensure effective communication.  
• Appoint a committee secretary and ensure that a written record of each meeting is kept 

and final reports are done as needed. 
• Delegate the work to committee members-appoint or elect a secretary or recorder, a 

treasurer if needed, and establish small groups for specific tasks (sub-committees). 
• Set deadlines for completion of tasks. 
• Follow up on progress of specific tasks. 
• Participate in committee discussions and encourage others to do so; be diplomatic: the 

chairperson’s role is to facilitate the group, not dominate it. 
• Present reports to the general membership or executive committee. 
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Effective Meetings  
Order of Business 
 
 
Introduction:  An organized meeting has a set order of business.  To help your team keep the 
meeting organized, the following is the proper order of business according to Robert’s Rules of 
Order. 
 
 
      Order of Business 
1. Opening ceremony.  Special Note:  Helps to set a professional business tone to the meeting. 
2. Minutes from the previous meeting. 
3. Officers Reports. (Example:  Treasurer’s report) 
4. Standing Committee Reports (Example:  Program of Activity Committees – Student  

Development, Chapter Development, Community Development) 
5. Special Committee Reports. (Example: Land laboratory committee, banquet committee, etc.) 
6. Special Orders. (Example:  Guest speaker, educational video, etc.) 
7. Unfinished business. (Business left over from previous meeting) 
8. New Business 
9. Degree and Installation Ceremonies (Example: Greenhand & Chapter degrees) 
10. Closing Ceremonies 
11. Recreation 
 
Note: Items 1, 9, 10 are special to FFA.  Not every organization has opening and closing 
ceremonies or degree installation.   
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Executive Committee Meetings 

Regularly held executive meetings are the means by which activities are planned at the officer 
level.  Members of executive committees include the elected chapter officers and committee 
chairs. 

Attendance at executive meetings must be required for all officers.  Remember- pay now or pay 
later.  An evening or after school meeting once or twice a month will prevent poor performance 
and save you time and headaches down the road. 

Here are a few guidelines for executive meetings: 

• Make them fun. 
• Vary the time, location, agenda and other details to keep the meetings exciting. 
• Make certain as many of the officers as possible have responsibilities for planning or 

conducting the meeting or making the meeting special.  You may want to rotate 
responsibilities to give all officers leadership development opportunities. 
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Effective Meetings  
Challenges of Chapter Meetings 
 
Introduction:  Even with the best goals, challenges with your chapter meetings will arise.  
Below is a list of challenges commonly faced and some suggestions on how to handle them. 
 
 
1. Getting Members to Meetings 
 Set up a point system that awards points for every meeting attended and give out High 

Point award at annual banquet. 
 Set your meetings on the same day of every month. Example:  First Tuesday of every 

month at 7:30 AM – This helps students to remember meetings.   
 Place announcement in school bulletin two days in advance of meetings. 
 Create a set of FFA meeting posters at the beginning of the year, take them to your school 

library to have them laminated so you can write on them with erasable marker.  Have a 
place for meeting date, time and location.  Place these around school two days in advance 
of the meeting.  Place one on the outside of the Ag. Education Room door, above water 
fountains, wherever students congregate in the halls. 

 Run meetings efficiently so they don’t drag on and cause them to be an experience of 
“drudgery and boredom.” 

 Door prizes:  Example:  Draw for a box of donuts, a gift certificate to a local restaurant or 
store.  Keep this simple and within your budget. 

 Plan recreation activities after meetings (if they are held at a time when recreation is 
possible.  Examples: 

• Volleyball or basketball 
• Movie and popcorn 
• Scavenger hunt  

Special Note: If your meeting times will not allow for recreation, be sure to plan several fun, 
recreational activities during the year.  Keeping it fun keeps them coming back. 
 
2. Getting Members to Show Up on Time 
 Door prizes again:  Only members showing up on time are entered for door prizes. 
 For morning meetings, provide brownies, donuts, etc. for the first 24 members to arrive. 
 Award lesser points to those who come late. 
 

3. Encouraging Members (other than officers) to Move Motions 
 Bring a bag of candy and toss a piece of candy to those who move legitimate motions. 

(Legitimate motions are the key!!!) 
 Enter names of chapter members moving motions for a drawing for a special prize at the 

annual banquet. 
 
4. Maintaining Order 
 Start with using parliamentary procedure and having organized meetings.  This will take 

care of much of the problem 
 Assign students who are not paying attention to cleanup detail after the meeting. 
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Effective Meetings  
Parliamentary Procedure 

 
Introduction:  Running an effective meeting is about more than organization, proper procedure 
and covering items.  It’s about image as well.  As an officer team, it is your responsibility to 
develop an image of professionalism and productiveness at your meetings.  Knowing basic 
parliamentary procedure is the first step. 
 
 
I.  Introducing Motions 

A. When introducing most motions, a member should follow these steps. 
1. Rise and address the presiding officer by saying:  “Mr./Mdm. President” or 

“Mr./Mdm. Chairperson. 
2. When recognized by presiding officer, the member begins with “I move that…” or “I 

move to….” 
   

 
II. Basic Motions Every Officer Needs to Know: 

Motion Method of Presentation 2
Req. 

nd Debatable Amendable Type of 
Vote 

Main 
Purpose:

“I move that our chapter 
conduct an awards 
banquet.” 

 To introduce and 
item of business for 
discussion 

Yes Yes Yes Majority 

Amendment (Note: An 
amendable motion can only 
carry two amendments.) 
Purpose:

“I move to amend the 
motion by adding April 
12

 Modifies a motion 
by addition, substitution or 
deletion. 

th
Yes  at 7:00 PM.” Yes Yes Majority 

Refer to Committee 
Purpose:

“I move to refer this item 
of business to a committee 
of three appointed by the 
president with instructions 
to report back at our next 
meeting.” 

 Takes an item of 
business from the floor and 
assigns it to a committee to 
gather further information 
and report back. 

Yes Yes Yes Majority 

Postpone Definitely 
Purpose:

“I move to postpone this 
item until our January 
meeting.” 

 Postpones item of 
business to a set time and /or 
date. 

Yes Yes Yes Majority 

Extend or Limit Debate 
Purpose:

“I move to limit debate to 
two more speakers, one 
pro and one con.” or I 
move to extend debate for 
15 minutes.” 

 To place controls on 
the amount of debate on a 
pending question. 

Yes No Yes 2/3 
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Note:  These are basic parliamentary motions that will cover most meetings.  However, there are 
more motions not listed here.  For further information, consult Robert’s Rules of Order Newly 
Revised, 10th

 
 Edition. 

  
 

Motion Method of Presentation 2
Req. 

nd Debatable Amendable Type of 
Vote 

Lay on the Table 
Purpose:

“I move to lay this 
motion on the table.”  Lay pending question 

aside when something of 
immediate importance has 
arisen. 

Yes No No Majority 

Take from the Table 
Purpose:

“I move to take from the 
table the motion to have 
fruit sales as a 
fundraiser.” 

 To bring back a 
motion that was previously 
tabled. 

Yes No No Majority 

Division of the Assembly 
Purpose:

“I call for division of the 
assembly.”  To force a counted 

vote if result of a voice vote is 
in doubt. 

No No No None 

Point of Order 
Purpose:

Member: “I rise to a 
point of order.”   Used when a 

member believes there has 
been an error in procedure. 

Chair responds: “State 
your point.” 
Member:  “Discussion is 
out of order since there 
was no second on the 
motion.” 
 

No No No Chair 
Rules 

Recess 
Purpose:

“I move to recess for 10 
minutes to allow for the 
counting of ballots.” 

  To provide a short 
intermission in meeting.  

Yes No Yes Majority 

Question of Privilege 
Purpose:

Member: “I rise to a 
Question of Privilege”   To raise question 

relating to rights or comfort of 
members and requires 
immediate attention. 

Chair responds: “State 
your question.” 
Member:  It is very 
warm, may we turn up 
the air conditioning. 
Chair:  Denies or 
approves  
request. 

No No No Chair 
Rules 

Adjourn 
Purpose: 

“I move to adjourn the 
meeting.”  To bring the meeting 

to a close. 
Yes No No Majority 
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National FFA Organization 
National Chapter Awards 
Chapter Quality Standards 
 
Program Contact: 
nationalchapter@ffa.org 
317-802-4402 
 

 

The National Chapter Award program recognizes chapter's development and the use 
of a written Program of Activities (POA) that addresses quality standards in three 
divisions. 

Division I - Student Development 

Includes personal and group activities that improve life skills and address quality 
standards in: 

• Leadership activities that help the individual develop technical, human 
relations and decision-making skills to enhance personal success  

• Healthy lifestyles activities that promote the well-being and self-esteem of 
students, either mentally or physically  

• Supervised agricultural experience activities that promote student 
involvement and growth through agriculture-related experience and/or 
Entrepreneurship   

• Scholarship activities that develop a positive attitude toward lifelong 
learning experience  

• Agricultural career skills activities that develop agricultural occupation and 
career skills through a progressive learning environment  

Division II - Chapter Development 

Includes activities that encourage students to work together and address quality 
standards in: 

• Chapter recruitment activities conducted to increase agricultural education 
enrollment and/or FFA membership and encourage greater participation  

• Financial activities conducted to encourage thrift and good financial 
management among members through earnings, savings and investments  

• Public relations activities conducted to promote a positive image and inform 
students, parents, school officials and community about chapter members 
accomplishments  

• Leadership activities conducted to develop teamwork and cooperative skills 
among chapter officers, committees and members  

• Support group activities conducted to develop and maintain positive 
relations among the FFA, parents, community leaders and industry   

Division III - Community Development 
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Includes cooperative activities with other groups that make the community a better 
place to live and work and address quality standards in: 

• Economic activities conducted to improve the economic welfare of the 
community  

• Environmental activities conducted to preserve the natural resources and 
develop more environmentally responsible individuals  

• Human resources activities conducted to improve the welfare and well-
being of members and citizens of the community  

• Citizenship activities conducted to promote and encourage members to 
become active, involved citizens of their school, community and country  

Agricultural awareness activities conducted to help the public become better 
informed about the food system and related agricultural issues 
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5/26/2010

1

Program of Activities

Your Chapter’s Roadmap to Success!

The POA is

 A document which defines the chapters goals.

 An outline of the steps needed to meet these goals.

 A written guide that allows FFA members, 
administrators  alumni  advisory committee members administrators, alumni, advisory committee members 
and others to know the course that the chapter 
plans to follow.

The POA will:

 Help ensure that individual member needs are met.

 Give ownership to the students.

 Provide continuity year to year.

A i t i  th  d l t f  b d t Assist in the development of a budget.

Page 18 of 46



5/26/2010

2

The POA will: (cont.)

 Provide planning experience.

 Develop leadership skills.

 Foster a sense of community involvement and pride.

E  th  d l t f bl l i   Encourage the development of problem-solving 
skills.

Simply stated the POA is:

 A record of WHAT is going to be done, WHO is 

going to do it, WHEN it is going to be done, WHERE

it will happen, WHY it is happening, HOW it will be it will happen, WHY it is happening, HOW it will be 

done, and HOW MUCH it is going to cost.

POA Organization

 Chapters build their Program of Activities around 
their committee structure.

 Committee structure will depend on:
 size of chapter size of chapter

 involvement of members

 number of activities to complete

 school and community support

 number of advisors
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Committee Structure

 Standing committees

 committees that serve a function from year to year

 examples: SAEs, Leadership, Recreation

 Special committees Special committees

 committees that may meet to plan only one event

 examples: Safety Fair, Hayride, Auction

Committee Structure

 The Vice President has the responsibility of 
coordination all standing committee work.

 Chapter officers have the responsibility of 
coordinating chapter activities, but need not serve g p ,
as committee chairs.

 Every chapter member should actively serve on at 
least one committee.

Committee Structure

 Number of committees
 Three committees

 Fifteen committees

 Names of committees
 standards

 tradition

 function
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Committee Structure

 Student participation in committees should be 
based on:
 member interest

 member abilities

 member availability

 desired representation of student diversity

POA Divisions

 Student Development Division
 to promote personal and group activities that improve 

life skills

 Chapter Development Divisionp p
 encourage students to work together

 Community Development Division
 cooperate with other groups to make the community a 

better place to live and work

Student Development Division

 Leadership

 Healthy Lifestyles

S d A l l E   Supervised Agricultural Experience 

 Scholarship 

 Agricultural Career Skills 

Page 21 of 46



5/26/2010
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Chapter Development Division

 Chapter Recruitment

 Financial

P bl  R l Public Relations

 Leadership

 Support Group

Community Development Division

 Economic

 Environmental

H  R Human Resources

 Citizenship

 Agricultural Awareness

Brainstorming

 Review last year’s POA

 Review other chapters’ POAs

M d l I  b kl Model Innovators booklet

 Chapter needs

 Student interests
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Writing SMART Goals

 Specific

 Measurable

A bl Attainable

 Realistic

 Timely

Plan of Action

 What is necessary to meet the goal?

 Step by step processes

 listed in order listed in order

 clear and detailed

 who, what, why, where, when, how, how much

Committee reports

 Inform chapter of progress made

 Provide a system of responsibility

All  f  d  d d Allow for discussion and ideas

 Allow for feedback from members
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Final Report

 Did the chapter meet all of the goals for the 

activity?

 Why or why not Why or why not

 Did the activity stay within budget?

 Recommendations for future activities

Completed POA

 Should  be provided to all members.

 Should be approved by all members.

C  b  d   f l l    Can be used as an informational tool to parents, 

administration, school board, advisory committee 

and others.
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FFA CHAPTER PROGRAM OF ACTIVITIES:  FORM POA-1E

DIVISION:  (check one) ❏ Student ❏ Chapter ❏ Community 

Name of committee:        

Purpose of committee:  

Committee members: 

ACTIVITIES GOAL(S)

Completion date:                     

Estimated income:                       

Estimated costs:

Chapter action taken: ❏ Approved ❏ Amended ❏ Rejected

Completion date:

Estimated income:

Estimated costs:

Chapter action taken: ❏ Approved ❏ Amended ❏ Rejected

Completion date:

Estimated income:

Estimated costs:

Chapter action taken: ❏ Approved ❏ Amended ❏ Rejected

Completion date:

Estimated income:

Estimated costs:

Chapter action taken: ❏ Approved ❏ Amended ❏ Rejected
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FFA CHAPTER COMMITTEE MEETING REPORT: FORM POA-3E

Date of meeting:

Name of committee:

Members present:

Members absent:

Action taken: Member(s) responsible:

Comments:

Submitted by:
(committee chair)

Page 27 of 46



FFA CHAPTER FINAL REPORT:  FORM POA-4E

Name of Committee:

Activity:

Budgeted $:

Date activity completed:

Accomplishments: (include dates)

Recommendations:

Submitted by:
( committee chair) (date)

Actual costs $ Actual receipts $
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3 Basic Types of Speeches Given by an FFA Officer 

Speech Development 

Banquet Speech 

Election Speech 

Retiring Address 

 

Banquet Speech 

These are usually the most common speeches given by an officer. They are often given during the spring 
by officers across Texas, and are considered the easiest of the speeches. 

Quick facts about Banquet Speeches: 

• Average Time – 7 to 15 minutes 

• Average Tone – Humorous and Casual  

• Attendance – Usually less than 500 but can vary 

Tips for a successful Banquet Speech: 

1) Always do a little research into the group or chapter you will be addressing. Are there any 
interesting facts about them that could make the speech interesting? 

2) Create a humorous introduction to your speech. This should be something that will grab the 
audience. This intro should only last about 2 minutes. An example intro would be: “A lot of 
banquet speakers give speeches resembling cattle. A point here and a point here with a lot of 
bull in-between. I am going to give a speech like a nice skirt – short enough to draw attention, 
but long enough to cover the subject. “ 

3) Get the audience involved. They have recently finished a big plate of BBQ. Give them some 
activity to wake them up, but nothing that would require them to leap out of their chair. An 
example of this would be making them clap or say, “That’s me!” to certain topics. 

4) Make sure that you continually promote the organization. Usually, banquets have parents and 
administrators that do not know much about the FFA. You should be careful not to use to much 
FFA lingo. Keep it simple and to the point, and always leave the audience with a positive 
message about the FFA. 

5) Banquet speeches will be a success if the following formula is followed: Funny intro, short story, 
FFA promotion, Short story/ funny story, something that relates specifically to the audience, 
short story, and close. 

6) Always leave with a smile and in a positive manner. Don’t try to draw tears at a chapter banquet 
as the banquet speaker. It is a time of celebration, not sorrow. 
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Election Speech 

This speech will not be discussed much in this paper, but it is a common speech worried about by many 
officers. The speech can usually make you or break you, and you only have a short time to give it. The 
unique thing about FFA is that everyone runs for president, and a speech is almost always involved.  

Quick facts about election speeches: 

• Average Time – 3 to 5 minutes 

• Average Tone – Positive and promising 

• Attendance – Only voting delegates act on the speech 

Tips for a successful election speech: 

1) Always come prepared. DO NOT believe that you can wing this. Be diligent in your preparation. 
2) Keep it clean, but keep it real. Be honest and open, but don’t sell yourself through humor alone. 
3) Remember your audience. What do they want in a President? How can you meet that need? 
4) Practice many times so that you aren’t disqualified for going over your time limit. 
5) Appear and be comfortable on stage. If you look nervous, you will lose the audience.  

 

Retiring Address 

Your Retiring Address is often your last opportunity to make an impact. Many times officers are 
measured by their retiring address. A retiring address serves as the summation of a year’s work and a 
final statement after a year of service. The address should never be deemed insignificant by any officer. 
It is RA, and it should be impact. 

Quick facts about election speeches: 

• Average Time – 8 to 10 minutes 

• Average Tone – Motivational and Inspiring 

• Attendance – Usually the largest of the three speeches 

Tips for a successful Retiring Address: 

1) Everything that you do as an officer should have a purpose. Your RA should definitely have a 
purpose. The purpose of a RA should not be confused with the message. The purpose is the goal 
and the resulting impact of the speech. The purpose of a RA should be tied to the betterment of 
the FFA and its members. The purpose should be specific in order to be fulfilled. The first step in 
creating a RA is to develop this purpose. This is an essential and fundamental part of creating a 
RA. If you don’t have the purpose, you might as well start from scratch. Once you find a purpose 
for your RA, the other pieces of the puzzle will easily fit. 

2) Select your audience. Identifying your target audience is a lot like sighting-in a gun. How can you 
hope to have influence and impact when your speech is broader than it is deep? Remember the 
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convention is filled with parents, teachers, administrators, young members, older members, 
graduating seniors, college students, and business people. Having a large audience doesn’t 
mean that you have many people to target. To the contrary, it means that you have many to 
choose from. On another note, that doesn’t mean that your speech should be boring and 
insignificant to the rest of the audience. It can be entertaining and still make an impact on the 
target audience. 

3) Where the purpose is your final destination and your target audience identifies who you are 
bringing with to that destination, the message is the road that will lead you there. The message 
is the means by which you fulfill your purpose. Your message should identify with your target 
audience and should achieve your purpose. Once your find your message, you can then treat 
your RA like any speech that you do and use the Magic Formula or the formula that works best 
for you. You should always choose a message that fits your audience, but it must also fit you. If 
you do a speech about driving under the speed limit, but you speed all the time, you are a 
hypocrite. Audience members may not know this, but others will know this. People talk, and 
soon your speech will be of little value – defeating your purpose. 

4) If your message is your road to success, then the means by which you convey that message is 
your vehicle. RAs typically consist of a speech involving a few props. Remember that the sky is 
the limit on RAs. Videos, pictures, power points, audience participation, member involvement, 
music, and many other creative activities can be used during an RA. This is not an election 
speech, and you can think outside of the box. In fact, there is no box. Always keep your purpose, 
audience, and message in mind when deciding upon a medium for your message. Also, 
remember that speeches can have several different voices: motivational, inspirational, 
instructive, informational, persuasive, formal, informal, and many other kinds of voices. Your 
speech can even have multiple voices. The voice(s) chosen for your speech should fit your 
audience and your message allowing you to accomplish your purpose. 

5) The final part of your RA that needs attention is the actual mechanics/ physical act of speaking. 
The performance of your speech after purpose, audience, message, voice, and medium are 
decided depends upon your written speech, your memorization of the speech, and your 
speaking ability. There are very few tricks and shortcuts to maximizing your performance. It 
simply requires preparation and practice. Getting an early start on writing your speech helps a 
lot. There are also a few techniques that you can use to help you memorize your speech. Before 
you say your speech on stage, you should be reciting it in your sleep and again at the breakfast 
table. Excellence requires patience and persistence
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The Texas Agriculture Education Family 

The Texas FFA Association 
614 E. 12th Street 
Austin, TX 78701 

512-480-8045 
 
Buddy Wallace, Chairman-Board of Directors  Tom Maynard, Executive Director 
Sandra Choate, Vice Chairman    Blaze Currie, Leadership Development Coordinator 
Mason Parish, State President    Tricia Sullivan, Membership Services Coordinator 
Jess Curbo, Collegiate FFA President   Pat Fancher, Budget and Finance Coordinator 
Kelly White, State FFA Alumni President   Allison Bequette, Communications Coordinator 

Texas FFA Foundation 
614 E. 12th Street 
Austin, TX 78701 

512-480-8047 
 
Dan Taylor, Chairman - Board of Directors   Aaron Alejandro, Executive Director 
Joanne Sullivan, Administrative Assistant 

Vocational Agriculture Teachers Association of Texas 
614 E. 12th Street 
Austin, TX 78701 

512-472-3128 
 
David Rieley, President – VATAT Board   Gerald Young, Executive Director    
Karen Grumbles, Membership Coordinator   Allison Bequette, Communications Coordinator 

Texas Education Agency 
1701 N. Congress 
Austin, TX 78701 

512-463-8984 
 
Robert Scott, Commissioner – Texas Education Agency 
Ron Whitson, Director of Agriculture, Food and Natural Resources – Texas Education Agency 
 

Other Agriculture Education Leadership 
Bobby Rosenbusch, Chairman, State Career Development Events Committee 
Doug Ullrich and Dwayne Pavlock, Co-Chairman, State Leadership Development Events Committee 
Jerome Tymrack, Chairman, State Award, Scholarship and Advanced Degree Selection Conference 

Etiq
u
ette 

Etiq
u
ette 

Etiq
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ette 
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FFA Terminology 
 
 
 

 
Acronyms: On first reference, the full phrase is always used and the initials are included in 
parentheses. On second reference, only the letters are needed. The exception to this is "FFA" 
since we do not use "Future Farmers of America." Do not use periods within acronyms or 
abbreviations: MFE, not M.F.E. 
 
 Advanced Leadership Development Conference   ALD 
 American Agricultural Editors' Association    AAEA 
 American Association for Agricultural Education   AAAE 
 Agricultural Relations Council     ARC 
 Building Leaders and Strong Teams of Officers   BLAST Off 
 Career Development Event      CDE 
 Experiencing Discovery, Growth and Excellence   EDGE 
 International Leadership Seminar for State Officers   ILSSO 
 Local Program Success      LPS 
 Made For Excellence       MFE 
 National Agri-Marketing Association     NAMA 
 National Association of Agricultural Educators   NAAE  
 National Association of Agricultural Journalists   NAAJ 
 National Association of Farm Broadcasters    NAFB 
 National Association, Supervisors of Agricultural Education NASAE 
 National Young Farmer Educational Association, Inc.  NYFEA 
 National Leadership Conference for State Officers   NLCSO 
 National Council for Agricultural Education     The Council 
 National Postsecondary Agricultural Student Organization  PAS 
 New Century Farmers       NCF 
 New Farmers of America      NFA 
 Partners in Active Learning Support     PALS 
 State Presidents' Conference      SPC  
 Supervised Agricultural Experience Program   SAE 
 Washington Leadership Conference      WLC 
 World Experience in Agriculture     WEA 
  
 
 
Advisor: Always advisor, not adviser. The proper term for the agriculture 
   instructor when he or she is performing FFA-related responsibilities. 
 
Agricultural/agriculture: When used as an adjective (e.g., describing something), the term 

"agricultural" is appropriate (it's always agricultural education). When used as a 
noun, the term "agriculture" is correct. Note: always use agriculture 
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teacher/instructor (remember that the teacher isn't agricultural, she's human! She 
teaches agriculture.) 

 
 The agricultural industry encompasses more than 300 careers.   

There are more than 300 careers in the industry of agriculture. 
 
 
Agriculture:   Do not abbreviate to the slang "ag."  The term "science, business and technology 

industry" is acceptable. 
 
Agriscience: Agriscience is the term for common use in reference to curriculum or career areas. 

Do not hyphenate. 
Steve McCallion teaches bioengineering and genetics in his agriscience classes. 

 
Agriscience Teacher of the Year program:  Agriscience Teacher of the Year program is the 

official name. It may be agriscience program or agriscience winner in second 
reference.  
Linda Rist was named the Agriscience Teacher of the Year.  

 
Alumni: National FFA Alumni Association on first reference. Second reference should be 

FFA Alumni. States may be New Jersey FFA Alumni or New Jersey alumni. The 
term "alumni" can be used to designate all past members of the FFA rather than 
just those who are dues-paying members of the FFA Alumni; it is a generic, not a 
specific, term. 

 
Affiliate: Term used in reference to local alumni groups. It should be capitalized only when 

used as part of a proper noun. 
The Denmark FFA Alumni Affiliate 
Local FFA alumni affiliates should submit dues by Oct. 15. 

 
Awards: Set styles for some of the many FFA awards include: 

VIP Award 
Distinguished Service Citation 
Honorary American FFA Degree 
American Star Farmer  
American Star in Agribusiness  
American Star in Agri-Placement 
American Star in Agriscience 
National Chapter Award 

  
Band, chorus and talent: Should be written as follows in first reference: 

National FFA Band 
National FFA Chorus 
National FFA Talent 

 In second reference, use national band. (e.g., The National FFA Band is terrific. 
The national band members love music.) 
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Career development events: Career development events should be written as follows: 
 National FFA Floriculture Career Development Event 

floriculture career development event. 
Note: in this case, as with all FFA programs, the use of "FFA" determines if the 
name is capitalized in "body copy." 
(FFA member) participated in the career development event. 

 
 
Convention: Refer to the annual meeting of FFA as “2001 National FFA Convention” for first 

reference; the national FFA convention or the national convention on second 
reference. Do not capitalize national convention unless accompanied by the 
specific year or convention number. 

  
Using the convention number is also acceptable in first reference but the other 
form is preferable, especially to external audiences. 
(e.g., the 73rd National FFA Convention) 

 
Degrees: FFA degrees should be written as follows: 

Greenhand FFA Degree, Chapter FFA Degree, State FFA Degree, American FFA 
Degree, Honorary American FFA Degree. 

 
ffa.org ffa.org is the official name for the national FFA website it is no longer referred to 

as National FFA Online. 
 
FFA Week: Should be written as follows:  FFA Week or National FFA Week 

The 2001 theme is "FFA-Discover the Power." 
 
Food For America: Refer to the program to teach young people about food as Food For 

America. Do not abbreviate. 
 
National FFA Center: Always capitalize when used as National FFA Center. Do not capitalize 

center when used alone. 
 They will meet at the center. 
 
National FFA Organization: Refer to the organization by the acronym. For further clarification, 

"formerly Future Farmers of America" may be used but only parenthetically. 
The National FFA Organization (formerly Future Farmers of America) is located 
in Indianapolis. 

  
Officers: Refer to the national FFA officers as follows: 
  Trent McKnight, national president 
  National FFA President Trent McKnight 
 *Lowercase officers when they stand alone. (e.g., The national president spoke at 

the banquet.) 
 *Do not hyphenate vice president. 
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 *The year may be used if the story is about a former officer. (e.g., 1999-00 
National FFA President Chris Vitelli) 

 
publications:  FFA publications should be written as follows: 

FFA Advisors Making a Difference 
FFA New Horizons  
UPDATE 
FFA Today 
Proceedings 
FFA Chapter Catalog or Student Catalog 
Official FFA Manual 

  
Proficiency awards: Proficiency awards should be written as follows: 
  National FFA Agricultural Communications Proficiency Award 
  national agricultural communications proficiency award 
 
Program: When referring to the activities conducted by FFA members as part of their 

"SAEP," the "P" stands for program not project. "Projects" have a definite 
beginning and ending whereas "programs" have a definite beginning but are 
continuous and evolve throughout the time a student is enrolled in an agricultural 
education program. 

 
Program of Activities: Activities specified by the three standing committees which are to be 

accomplished by the local chapter, district, region, or state association. It is not 
referred to as the "Program of Work." 

 
SAE: The acronym for "supervised agricultural experience"  is defined as the 

individualized experience program designed in cooperation with the student, 
parents, agriculture instructor and, in some cases, employers to provide each 
student the opportunity to practice, in as near a real-life situation as possible, that 
which has been learned in the classroom. Correct use is supervised agricultural 
experience program (SAE). 

 
SCANS: Secretary's Commission on Achieving Necessary Skills. This is a Department of 

Labor report. 
 
School-to-Career: A national education initiative stressing connections between school and 

careers. In "school-to-career language" FFA key components are: school-based or 
contextual learning-classroom/laboratory instruction; work-based learning-SAE; a 
connecting activity-FFA. 

 
Star awards: Chapter Star Farmer, State Star Farmer and American Star Farmer, and Chapter 

Star in Agribusiness, State Star in Agribusiness and American Star in 
Agribusiness. Stars are named, not awarded. (e.g., Michael Springer was named 
American Star Farmer.) 
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