
Perhaps nothing is as effective in developing a sense of belonging to the Business Professionals of 
America organization as the use of ceremonies. It is the responsibility of the chapter advisor to teach
members the meaning of the ceremonies and how to conduct them properly.

Ceremonies can be an excellent public relations tool. No chapter is really a Business Professionals of
America chapter if it does not use ceremonies on a regular basis. Official ceremonies are a source of
pride and identity, a common bond among members and chapters, and a constant reminder of the 
traditions and purposes of Business Professionals of America.

Appropriate ceremonies can contribute much to a chapter by way of unifying it, lending a sense of 
privilege, importance, and permanency to membership, and keeping the basic ideals of the chapter 
continually before all the members.

A ceremony should be more than repeating memorized words. It should say and be something special to
those who participate in it. Sometimes chapters may personalize their ceremonies to make them 
appropriate for specific occasions.

Members often want to express their own ideas by changing a ceremony. Chapters may give their cere-
monies an ethnic interpretation, such as conducting them in American Sign Language for the Deaf or
incorporating elements of the Hispanic culture. It’s important that ceremonies communicate the 
members’ real thoughts and feelings about their organization and its activities. There are three primary
reasons to use ceremonies:

Ceremonies provide leadership training. The start of a member’s leadership development in Business
Professionals of America can begin with participation in ceremonies. Training can develop basic leader-
ship qualities of teamwork, poise, voice control, a sense of order in conducting business, and attention to
personal appearance.

Ceremonies reinforce basic organizational beliefs. By speaking Business Professionals of America’s
beliefs out loud, we begin to adopt their meanings as our own. Memorization results in commitment. The
emblem was selected by student members when the organization was formed. Members learn that all of
the components combined represent Business Professionals of America.

Ceremonies provide for orderly and effective meetings. With the use of ceremonies, meetings are
started in an orderly, businesslike manner. When visitors come to a class or chapter meeting, they are
told the story of Business Professionals of America and vocational education in a brief, effective way.
Members are more likely to have a businesslike frame of mind when ceremonies are used in meetings.

Official ceremonies were designed to be used in a variety of situations, ranging from the classroom to
large assemblies, from informal situations to structured competition.

At chapter meetings, members practice democracy, parliamentary procedure, develop leadership 
qualities, and grow into mature, responsible citizens. Meetings should be planned and well organized to
keep the program moving, eliminate time loss, and keep the members’ attention. The opening and closing
ceremonies assist in achieving these goals and should be used regularly.

Regardless of where chapter meetings are held, certain equipment is necessary to conduct the meeting
properly. Frequent checks will ensure that all equipment is available and usable. Missing articles should
be replaced immediately, and articles unfit for use should be repaired or replaced.
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Standard chapter meeting room equipment includes:

• United States flag 
• Business Professionals of America banner 
• Gavel 
• Ceremonial emblem 
• Secretary’s notebook 
• Treasurer’s notebook 
• Official yearbook(s) 
• Chapter Management Reference
• Robert’s Rules of Order, Newly Revised

Before a meeting is called to order, all ceremonial equipment must be in place and the officers seated 
correctly.

Business Professionals of America ceremonies can be the beginning of the leadership training program
conducted by the chapter. All chapter members should have the opportunity to participate in ceremonies.

Opening and closing ceremonies are an orderly way to open and close the class from time to time,
especially when guests are present. The ceremony tells the Business Professionals of America story and
the vocational education story. It can be used to get members “on their feet,” perhaps for the first time.
Why not let different members perform each time? Getting up and speaking is the start of personal 
development.

Advantages of using ceremonies in the classroom setting or chapter meetings include:
• Ceremonies which are conducted properly and effectively add dignity to chapter meetings or 

special activities.
• Ceremonies emphasize the purposes of meetings, the duties of officers, and the significance of 

recognition given to individuals.
• Students get “on their feet” to speak.
• Students and guests are reminded of the values of vocational training.
• Professional class openings and chapter meetings are provided for special occasions.

To be most effective, all official ceremonies are memorized and conducted with dignity and pride. 
Practice each ceremony in the meeting room before using it to ensure proper physical arrangements have
been made and that all parties know their responsibilities and speaking parts. Properly conducted 
ceremonies reflect leadership and sincerity.

New members will want to follow along with their copy of ceremonies until they understand and 
appreciate the meaning of each part.

The advisor should keep the following points in mind when using ceremonies:

1. Motivate members to become involved. Emphasize the following points:
• Participating in ceremonies teaches poise and leads to professional development.
• Ceremonies are a quick and easy way to describe vocational education and Business 

Professionals of America.
• Every member should know the basic principles of Business Professionals of America which are

spelled out in the ceremonies.
• Most civic clubs, societies, and unions have similar ceremonies. In preparation for participation 
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in these activities in the future, the member will become accustomed to being a part of such 
ceremonies.

2. Help the participants become familiar with the emblem by actually handling it.

3. Walk through the ceremonies slowly until the participants feel comfortable with the staging. 
Ceremonies eventually should be conducted from memory. Fine tuning and polishing must follow.
When determining the specific method of presenting a ceremony, consider the ceremony’s real 
purpose, what the theme is, and how the members want to express their feelings. What about 
background music for atmosphere? Would special songs help the symbolism? Would special 
lighting help? Are there special surroundings? What about including poems, stories, prose, or choral
readings? Do you want any special props such as candles, pictures, or multimedia presentations?
Do you want to include a skit or dance routine?

As members plan their ceremonies, consider that sincerity is more important than showmanship; 
originality is more important than perfection. Start by sharing lots of ideas among chapter members; 
listen to all ideas before rejecting any.

Room arrangements are very important. Attention should be given to the comfort of the members by
checking the heat, lighting, and other aspects of the meeting room. Any special equipment, such as
microphones, laptop computers, projectors, and speaker’s stands should be set up and tested beforehand.

Anyone associated with the production of plays or other dramatic presentations would be a good
resource to use in the development of effective ceremonies presentations.

The following suggestions may be useful in evolving ceremonies to fit various chapter occasions:
• Avoid making the ceremonies religious or sentimental in character.
• Keep ceremonies simple and short—no long speeches.
• Be sure the setting is appropriate and as beautiful as possible. Flowers, screens, curtains, greens,

etc. help to achieve the proper background.
• Musical background adds a good deal, but be sure that the music is appropriate and well played. If

members sing, be sure everyone knows the words and music. Nothing detracts more from the 
dignity at this occasion than poor music.

• Be sure each participant knows exactly what to do and say. It is a good idea to have the major 
participants practice their roles before the ceremony is presented.

• Decide what will be worn by both the participants and the other chapter members. Uniformity is
not necessary, but there should be harmony in the style of clothing.

• If possible, invite parents, faculty, or other special guests to attend the ceremonies.

Here are some hints to make ceremonies run smoothly:
• Those who present ceremonies should remain outside the meeting room until starting time.
• If special guests are to enter with the members, explain the procedure to them. They will then

understand when their part in the program or ceremony occurs and what to expect.
• Assign one or two members to arrange facilities. They should see that there are enough seats and

that all ceremonial and technical equipment is in place.
• It is important to start on time.
• Members participating in the ceremony should enter the room together, walking like leaders by

standing up straight and turning smoothly.
• When sitting down, all should approach their chairs on the same side. Practice this at least once.
• Being well trained avoids the extremes of stiff and jerky movements and sloppy movements. 
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• Leave “popping to attention” to the military, but don’t slouch or “die” on the stage. “Confident” and
“smooth” should describe all movements.

• When arriving at the speaking location, come to a full stop. Plant your feet firmly on the floor. Take
a deep breath, smile, and establish eye contact with the audience before speaking. Take your time. 

• When speaking, make sure the person in the room who is farthest away can hear.  
• Speak with quality. Give attention to resonance, pitch, diction, enunciation, and tempo. Slow down.
• Although it is best not to look around during a ceremony, don’t just stare straight ahead. Speak as

though telling the Business Professionals of America story to specific people in the audience.
• Take care with appearance. Check each other on appearance.
• Give attention to the presentation of the head table. It must be clear of books, papers, and 

briefcases.
• If refreshments are to be served following the meeting or ceremony, they should be prepared prior

to the meeting. Needless to say, the refreshments should be kept out of the room until they are
ready to be served.

There are many other ways to make ceremonies more effective and meaningful. Practicing will develop
technique. Devise a chapter award or certificate for each member who successfully completes a 
Ceremonies Participation Training Program.

Use this checklist for formal presentations:
• Will members walk in front of (or behind) the chairs in which they are to sit during a ceremony?
• Will members stand during the entire ceremony?
• Is there room to walk behind (or in front of) the other participants during a ceremony?
• Will the participants go to the lectern to say their parts?
• Is the United States flag in the proper location? (Remember: The United States flag should be 

located to the right of the speaker, if it is positioned as a part of the stage or on stage level. 
However, if the flag is positioned on the audience level, it should be to the right of the audience.)

• Have the participants actually walk through the ceremony in the room in which it will be given. Are
they comfortable with the ceremony?

• Are the ceremonial props placed so that participants have easy access to them?
• Are the members familiar with the actual ceremonial props? Do all pieces fit together properly?
• Will special lighting effects be used? If so, this should be rehearsed in advance.

Remember, performing a ceremony in a formal setting is not a training situation. Training should be 
conducted well in advance so that members will not be embarrassed at the time of performance.

Careful attention must be given by the participants to the sound amplification, if it is necessary. It is
essential that each participant be trained in the use of the microphone.
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