DATE: April 1st, 2026
TO: National Headquarters, Marine Corps League Auxiliary			SOP 1
 PO Box 3038, Stafford, VA 22555-3038
 MCLAHQ@nationalmcla.org (571) 477-2780
FROM: Sarah Covert- MAL
1904 2nd Ave SW, Austin, MN 55912
SUBJECT: In compliance with Chapter Ten, Sections 1015 and 1020 of the National Administrative Procedures, Marine Corps League Auxiliary, I hereby submit, typewritten form, the following amendment to:
CHAPTER: Two
	 SECTION: 245 – Election Procedures and Checklist
	 SUBSECTION: N/A
[bookmark: _fymix65s7qi1]CURRENTLY READS: This section does not currently exist.

[bookmark: _ng8s20h3l4jo]AMEND TO READ:
Section 245 – Election Standard Operating Procedure (SOP)
(a) The National Headquarters shall publish and maintain a Standard Operating Procedure (SOP) for the conduct of elections at all levels of the Marine Corps League Auxiliary.
(b) The SOP shall provide step-by-step procedures for Presiding Officers, Election Committees, Tellers, and Judges to ensure fair, transparent, and consistent elections.
(c) The SOP shall not supersede the National Bylaws or Administrative Procedures. In the case of conflict, the Bylaws and Administrative Procedures shall govern.
(d) The SOP shall be distributed to all Units, Departments, and Divisions, and shall be reviewed at least once every three (3) years by the National Board of Trustees.

[bookmark: _ihg8ki1ltpmx]BRIEF: Adds Section 245 to establish the requirement for a Standard Operating Procedure (SOP) for elections.

RATIONALE: This amendment creates the authority for an official SOP that provides practical, detailed guidance for conducting elections. It ensures elections are consistent and transparent, while keeping the Administrative Procedures concise.

This amendment, if approved by the voting delegates at the National Convention, will become effective upon approval by the National Marine Corps League Judge Advocate, but no later than 01 January 2027.

Respectfully Submitted,
Sarah Covet

Sarah Covert
MAL
National EIN Chair 
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[bookmark: _w7hz0zea04bw]Marine Corps League Auxiliary
Standard Operating Procedure (SOP)
 Conduct of Nominations and Elections
[bookmark: _5znditi5xcec]Purpose and Authority
This SOP provides clear guidance for conducting nominations and elections at all levels of the Marine Corps League Auxiliary (MCLA). It ensures consistency, transparency, and compliance with:
· MCLA Bylaws, Sections 120–125 (Nominations and Elections).
· Administrative Procedures (2024–25).
· Robert’s Rules of Order Newly Revised, 12th Edition (2020), Sections 44–46.
This SOP supplements, but does not override, the Bylaws or Administrative Procedures.
[bookmark: _6jgvhi4fup8l]Who Does What
· Presiding Officer – Runs the nomination and election process, enforces rules.
· Election Committee / Tellers and Judges – Appointed group that manages ballots, counts votes, and certifies results.
· Secretary – Records nominations, maintains voting records, and enters results into the minutes.
· Delegates/Members – Nominate, debate, and vote in accordance with their rights.
[bookmark: _38bwwcodypda]Step-by-Step Procedures
[bookmark: _5jtb25dzadp5]Step 1: Preparing for Elections
· Confirm quorum is present
· Presiding Officer appoints an Election Committee or, at National, two Past National Presidents and two Department Presidents to serve as Tellers and Judges.
· Prepare ballots, tally sheets, and voting materials.
· Confirm list of eligible voters.
[bookmark: _5hqinpmeinto]Step 2: Nominations
· Presiding Officer opens the floor for nominations.
· Nominations are made from the floor. They do not require a second.
· Each nominee must rise (if able) and accept the nomination.
· Presiding Officer calls three times for further nominations. If none, declares nominations closed.
[bookmark: _ixgmchqkws40]Step 3: Debate on Candidates
· After nominations close and before voting begins, members may debate the merits of nominees.
· All comments and questions must go through the Chair.
· Candidates may be asked to step out during debate if the assembly chooses.
· Debate ends when no one else wishes to speak or by vote to close debate.
[bookmark: _42grsp18exah]Step 4: Choosing the Voting Method
· The body decides how the vote will be taken:

· Voice Vote – only for uncontested offices.
· Roll Call Vote – each delegate’s vote recorded by name.
· Secret Ballot – anonymous, counted by Tellers.

· Roll Call and Secret Ballot cannot be combined.
· Proxies and unregistered delegates may not vote.
[bookmark: _ypdfx41ozlbf]Step 5: Conducting the Vote
Roll Call Voting
· Secretary calls the roll of voters.
· Each voter states their choice aloud.
· Votes are recorded in the official record.
· Tellers and Judges verify and sign results.
Secret Ballot Voting
· Tellers distribute identical ballots to eligible voters.
· Members mark their choice privately.
· Ballots are collected and counted in view of Judges.
· Tellers prepare a signed written report for the Chair.
· Chair announces totals, not individual votes.
Access Control
· Once voting begins, no member may enter or leave until it concludes.
[bookmark: _8unldsu5xdwv]Step 6: Determining a Winner
· A majority is required to elect.
· If no candidate receives a majority:
· A second ballot is taken immediately after a brief caucus (no more than five minutes).
· On each successive ballot, the candidate with the fewest votes is dropped until a majority is reached.
[bookmark: _sf82vl1t2czs]Step 7: Declaring Results and Installation
· Chair announces the results and declares the officer elected.
· Officers must be installed before adjournment.
· Installation is conducted according to the official ritual.
[bookmark: _b9i3qc5hr7sn]Step 8: Recordkeeping
· Ballots, tally sheets, and signed reports are sealed and kept for one year.
· Election results are entered in the official minutes.
· Any challenges must be raised immediately as a point of order.
[bookmark: _toxmrvlh3v4r]References
· MCLA Bylaws (2024–25), Sections 120–125.
· Administrative Procedures (2024–25).
· Robert’s Rules of Order Newly Revised, 12th Edition, Sections 44–46.
· Marine Corps League Auxiliary Election Procedure Checklist (2024).

[bookmark: _k91tfqt7kas7]Appendix A: Detailed Quick-Use Election Checklist
(Print this page for live use during elections)
📌 Authority: National Bylaws, Administrative Procedures, and Robert’s Rules of Order.
✅ Step 1 – Nominations
· Nominations are made from the floor.
· Each nominee must rise (if able) and accept the nomination.
· Nominations close when no further candidates are presented.
✅ Step 2 – Decide the Voting Method
· The body decides before voting begins: Roll Call OR Secret Ballot.
· Motion must be made and adopted.
 ⚠️ Roll Call and Secret Ballot cannot be combined.
✅ Step 3 – Preparing to Vote
· Presiding Officer appoints 2 Past National Presidents and 2 Department Presidents as Tellers and Judges.
· Tellers/Judges confirm they are ready.
· No one may enter or leave once voting begins.
✅ Step 4A – Roll Call Vote Procedure
· Secretary calls the roll of delegates.
· Each delegate states their vote aloud.
· Votes recorded by name in the official record.
· Tellers and Judges confirm the tally.
✅ Step 4B – Secret Ballot Procedure
· Tellers distribute identical ballots.
· Delegates mark their choice privately.
· Ballots are collected and counted in view of Judges.
· Results are reported to the Chair.
✅ Step 5 – Determining a Winner
· Majority is required.
· If no candidate receives a majority:
· Second ballot after a brief caucus.
· Drop the lowest vote-getter until a majority is reached.
✅ Step 6 – Declaration and Installation
· Chair announces the result and declares the officer elected.
· Officers must be installed before adjournment.
🚫 Prohibited Practices
· Combining Roll Call and Secret Ballot.
· Allowing proxies or unregistered delegates to vote.
· Recording a secret ballot in roll-call fashion.
📝 Notes for Future Conventions
· Consider appointing a Parliamentarian.
· Review this checklist with Tellers/Judges before nominations open.
· Keep this checklist in the official Convention Rules packet.



[bookmark: _acdr7td64zn5]Appendix B: Printable Election Checklist Handout
Marine Corps League Auxiliary – Nominations and Elections
Step 1 – Nominations
 ☐ Presiding Officer opens nominations ☐ Nominations from floor ☐ Nominees rise & accept ☐ Presiding Officer calls 3 times & closes nominations
Step 2 – Decide Voting Method
 ☐ Body votes on method (Roll Call OR Secret Ballot) ☐ Motion adopted ☐ Confirm Roll Call & Secret Ballot not combined
Step 3 – Preparing to Vote
 ☐ Presiding Officer appoints 2 PNPs & 2 Dept. Presidents as Tellers/Judges ☐ Tellers/Judges report ready ☐ No entry/exit once voting begins
Step 4A – Roll Call Vote
 ☐ Secretary calls roll ☐ Each delegate states vote aloud ☐ Votes recorded in official record ☐ Tellers/Judges confirm tally
Step 4B – Secret Ballot Vote
 ☐ Tellers distribute identical ballots ☐ Delegates mark choice privately ☐ Ballots collected & counted in view of Judges ☐ Results reported to Chair
Step 5 – Determining a Winner
 ☐ Majority required ☐ If no majority: hold second ballot after caucus (max 5 min) ☐ Drop lowest candidate until majority reached
Step 6 – Declaration & Installation
 ☐ Chair announces results ☐ Officers declared elected ☐ Officers installed before adjournment
Prohibited Practices
 ☐ No mixing Roll Call & Secret Ballot ☐ No proxies/unregistered voters ☐ No secret ballots recorded by name
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