LADIES AUXILIARY

OF THE

CENTRAL NEW YORK FIREMEN’S ASSOCIATION

CONVENTION GUIDELINES 
BADGES:
As soon as the Local Auxiliary Chairperson is appointed, she should contact the Local Firemen’s Chairperson to see if his committee will provide the convention name tags for the Ladies Auxiliary.  These name tags should have the following information on them:
Convention Number

Auxiliary Name

Convention Site

Dates

Fire Service Logo

The following all white name tags will be needed: 
50 Member, Officers, Past Presidents, Committee tags

10 Guest Tags
8 Judge Tags (if parade is held)
10 Delegate Tags
Suggestion: Before the Convention, have the above name tag inserts prepared. The Recording-Corresponding Secretary can provide a list of these names.
Officers, Elected and Appointed
Past Presidents

Local Committee Members-get list from local chairperson
AD BOOK: 
Ask the local men’s committee chairman to save a page in their Ad Book for the Auxiliary Program, the President of LACNYFA supplies this Program as soon as possible. (They usually extend this courtesy to the ladies.) See Schedule in local chairperson’s guidelines.
REGISTRATION & Ways & Means:
The local committee provides a room with 4 or 5 long tables for Friday and Saturday. The recommended arrangement is as follows:

· LACNYFA Financial Secretary and 4 Year Director collect dues

· Placement of prepared name tags with additional hand written name tags if needed. 
· Local committee member to sell Luncheon Tickets (if there is a luncheon)

· LACNYFA 2 Yr. Director (Ways & Means) to sell Special Convention Raffle & Dark Secret chances

· Two Local Committee members to collect $1.00 registration fee and membership stub, punch the Membership card when a Goodie Bag is received & hand out Goodie Bag and Convention Program Book. 
· Local Committee Raffles/Fundraisers provide their own cash box.
· Tables needed for Registration include: One table for Financial Secretary and 4 Yr. Director to take dues; two tables for 2 Yr. Director for Ways & Means including Special Convention Raffle tickets, a display of prizes and selling of Dark Secret tickets. 2yr Director will supply Special Convention Raffle and Dark Secret tickets and her own cash box; one table to collect $1.00 registration fee, membership stub and hand out Goodie Bag; one table for Historian.
· A cash box is needed for the collection of the Registration fee and Membership Stub which is turned over to the LACNYFA Financial Secretary. Other cash boxes are needed for Luncheon tickets. 

· LACNYFA 4 year director has the following signs for the Registration tables:

Credentials


Dark Secrets

Dues



Goodie Bags
Luncheon Tickets

Local Raffle
Special Raffles

Historian
· If there are extra volunteers they can be used to help with the name tag inserts, hand out Convention Program Book, or help at the Special Raffle and Dark Secret table or when any of the Officers at the tables need to go to the Executive Meeting.
· The Registration setup should be maintained for Friday and Saturday according LACNYFA hours.
· NOTE: The local firemen’s committee should provide the personnel to man the CNYFA Registration tables.

MEETING ROOMS:
The following rooms should be provided for the LACNYFA use:
· Financial Review Committee: A small room with table and chairs for 3-4 people should be ready for reviewing the books prior to the opening of Registration on Friday. Please discuss with the LACNYFA President for the time. Discuss with Local Convention Committee Chairperson as to place.
· Executive Committee: A room with tables and chairs to hold 8 people. Should be ready Friday afternoon by 2:00 p.m.. Suggestion – Executive Meeting should be held before registration so the Financial Secretary & 4 Yr. Director can handle dues at registration.
· General Membership Meeting: preferably at headquarters, if possible and on the first floor and COOL.  It should be large enough to hold at least 75 people and set up theater style with a skirted head table for 8 Officers.  If not possible to be in headquarters, the nearest place that meets the above requirements could be used. (See the following General Membership Meeting for other details.)

MEMORIAL SERVICE:
The Memorial Service is Saturday morning and has been held with the CNYFA. The local chairperson should contact the LACNYFA Chaplain for the Memorial Service requirements, room arrangements, bell ringer, flowers, pianist and singer, etc. that may be needed.  Two ladies are needed to help in the service. The LACNYFA Chaplain has flowers for the vases. The local auxiliary chairperson should contact the local firemen’s Chairperson for arrangements and will announce if it is a combined service with the Men’s Association. The CNYFA Chaplain is in charge of the JOINT MEMORIAL SERVICE but the LACNYFA Chaplain works with him and the local Ladies Memorial Chairperson works with her. If possible, the LACNYFA members to stay to the conclusion of Awards Ceremony. 
FLOWERS:
The following corsages are to be provided by the local committee for the LACNYFA Meeting:

8 Elected Officers
6 Appointed Officers – Conductress, Historian, Chaplain, Standard Bearer and 

   
2 Color Guards
Past Presidents – Look at the Past Presidents list and ask the LACNYFA 
Recording Corresponding Secretary who she thinks will be attending, as not all the   Past Presidents attend the Convention and quite a few are on other committees.
These corsages are usually small and may have one carnation with a pretty bow (this is   up to the local committee).  They may be real or silk for all. They are presented to the Elected Officers, Past Presidents, and Appointed Officers on Saturday morning prior to the Auxiliary General Meeting while lining up to be escorted in. Currently (2025) the 2 Yr. Director has silk corsages to be used to be given back to 2 Yr. Director at end of convention for reuse every year.
The following flowers for the Memorial Service vases can be ordered and delivered to the Local Auxiliary Committee but paid for by the LACNYFA. The LACNYFA Chaplain will tell you how many flowers are needed. Make sure to ask ahead of time. Currently (2025) the LACNYFA Chaplain has the red silk carnations for the Memorial Service vases.
HOUSING: 
The local auxiliary housing convention chairperson should work with the local firemen’s housing convention chairperson on housing. The chairperson of local ladies housing convention committee should block out enough rooms to accommodate the LACNYFA Officers, Past Presidents, Appointed Officers, and Credential Chairperson.  Not all of these ladies will need rooms as some will have rooms reserved because their husbands are officers or committee members for the men’s association or will be rooming with someone else.

RECEPTIONS:  Officers elected every 2 years – check if reception is necessary
The out-going President may have a small reception for the Executive Committee on Friday after the Executive Meeting.  This is taken care of by herself or her committee, (check with her).
The in-coming President may have a reception for all those attending the LACNYFA Convention after Saturday’s General Membership meeting and all gifts and raffles have been taken care of.  This is taken care of by herself or her committee, (check with her).
The local committee chairperson should consult with both Presidents as to what kind of arrangements are available and provide telephone numbers and addresses of local facilities.

OLD TIMERS / NEW COMERS BANQUET: (check with CNYFA to see if banquet is same time as luncheon)
This Banquet is the responsibility of the Old Timers/New Comers Committee that is appointed by CNYFA. No Auxiliary involvement. This is usually held on Friday night or during Saturday’s luncheon.
LACNYFA GENERAL MEMBERSHIP MEETING:
The room is described above in MEETING ROOMS. The following are additional setup requirements for this room:

The front row seats should be reserved for the Past Presidents who are escorted in at the beginning of the opening of the meeting after the Officers. They do not have to occupy these seats after the meeting start, it’s their choice. 
A chair should be placed near the meeting room entrance for the Conductress who must escort distinguished guests and dignitaries to the Officer’s table.
Two or three tables in the back of the room if necessary: one for about 50 Dark Secret gifts and one for the 2yr Director’s Special Convention Raffle gifts and one for the Historian articles for display. 

One small table should be placed immediately inside the entrance to the meeting room for the Credentials committee.

A podium and microphone for the center of the head table unless our own microphone system is used.  Local chairperson needs to let the President know if our system is needed before the June Sectional meeting.  As a rule the President will pass the LACNYFA system on to the incoming President so she will not have to bring it to convention if not needed. 
A portable microphone would be nice to use for the Installation Service (when held) if possible and also in the meeting when someone addresses the table from the floor. 
In case there is a contest for an office, 2 ballot boxes should be readily available. 

Pitchers of ice water and glasses are a nice gesture for the front table and in the back of the room for the membership. 

A small table in the front of the room off to the side for the Installation Ceremony would be helpful (when held).
LUNCHEON: (No luncheon needed if Old Timers/Newcomers Banquet held on Saturday)
This could be a joint luncheon as the women’s local and men’s local committees should make the arrangements. If both membership meetings are to be held in the same Headquarters, and the facility is large enough to serve 100-200 people it can be held there. If the LACNYFA meeting is to be held somewhere other than Headquarters it is desirable to have the luncheon there.  If neither is possible then the nearest place to the meeting rooms should be obtained.  
Favors, table decorations and door prizes are optional and supplied by the local committee.  If door prizes are offered, chances should not be sold and use the luncheon tickets with the person’s name on the back.  For a good luncheon attendance, the luncheon ticket cost should be kept within a reasonable price.

GOODIE BAGS:
Approximately 50 are needed. Goodie Bags can be any plastic, paper, or cloth bags filled with any small donations.  For example, pins, matches, key chains, pens, pencils, coupons, maps, etc.  These are usually obtained from local merchants or companies in the area.   These bags are given out when the members are registering and remitting the Registration Fee of $1.00.  Goodie Bags are given out to members in attendance first, extra goodie bags remaining are given out at end of convention. The local committee can also purchase souvenir cups, glasses, plates, trays, etc. for each person registering if they wish. The $1.00 registration fee is turned over to LACNYFA Financial Secretary.
DARK SECRET RAFFLE GIFTS:
The local committee is responsible for obtaining 40 items to be raffled off as the Dark Secret gifts.  These may be donations from local auxiliaries, merchants or individual auxiliary members, etc.   These items should cost approximately $1.00 - $2.00 each. Quality is more important than quantity. Sometimes local county auxiliaries donate money to purchase these gifts by the local committee chairperson. Gifts should be wrapped. The LACNYFA  2 Yr. Director supplies the tickets and she or a local auxiliary member volunteer may help sell the tickets. The money from the sale of the Dark Secret and Special Convention Raffle is the responsibility of the 2 Yr. Director.  She will turn the money over to the Financial Secretary during the Saturday meeting. The number of tickets to be sold in a strip is decided by  LACNYFA (currently is five (5) for $1.00). Winners are drawn at the close of the Saturday meeting. When an Installation Ceremony is held, then winners are drawn at the close of the Installation Ceremony.  Several local auxiliary volunteers will be needed to distribute the gifts as they are won.

SATURDAY EVENING CNYFA PAST PRESIDENT BANQUET: Every other year
The CNYFA Past President’s Committee is in charge of this banquet. LACNYFA votes at the April meeting whether to purchase a complimentary ticket to the banquet for the President of LACNYFA.  Notify the LACNYFA President if the ticket is being purchased. 

PUBLICITY:
The auxiliary local committee chairperson should make arrangements for a photographer to take pictures of the new Officers and the Past Presidents in attendance at the meeting. It does not have to be a professional photographer. The pictures may be taken before the break for lunch to save time for the Installation Ceremony (when held) and are taken in COLOR. The Officers and Past Presidents will pay for their own pictures. Arrangements should be made with the local newspaper for publicity during the convention. 
PARADE:
If there is a parade LACNYFA to provide $25.00 prize for Best Saluting Ladies Auxiliary Officer. Cars should be provided by the local men’s committee for the LACNYFA Officers to ride in. The total count of riders is given to the local committee chairperson at the Executive Meeting on Friday afternoon and will determine the number of cars needed.  She in turn will inform the local men’s committee. Please advise the Officers at the Executive Meeting where they will be picked up and at what time. They should be dropped off at their hotel. Signs listing the positions and the occupants may be made by the local committee and put on the cars.
PAST PRESIDENTS:

Past Presidents that are unable to attend the convention will have their Convention name tag and Convention Book sent to them by the LACNYFA Recording/Corresponding Secretary.   All remaining name tags at the Registration table will be given to her along with a book for each Past President unable to attend. 
NOTE:

The Out-Going President is the President for all activities of this convention. The In-Coming President is not officially the President until all activities of the convention have completed and she has been installed.
Adopted 6-4-16 at Moyers Corner meeting
Updated at October 25, 2025 sectional meeting in Cortland
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