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VETERANS OF FOREIGN WARS.

June 2022
Dear Post Commander,

Congratulations on your election as Commander! This is an important position, one that requires
hard work, dedication, and trustworthiness. Your Post is counting on you to fulfill your duties to
the benefit of the organization, members and communities. We want to help you be successful.

Whether you are new to the job or have done it before, there is always something you can learn.
This guide was created to assist you — no matter what your current level of knowledge and
experience may be. This guide is a training tool to educate and assist you in your role.

The enclosed manual is periodically updated. You can find the latest version, as well as other
valuable resources, at www.vfw.org by logging in as a member (Login — top bar, right side), and
going to “Member/Post Resources — VFW Training & Support.”

Other important resources include the Bylaws, Manual of Procedure, and Ritual. In particular,
the Manual of Procedure, Sec 218 (a) (1) outlines the responsibilities of the Post Commander.
Learn these well. Each Post is required to maintain a current copy of the Bylaws, Manual of
Procedure, and Ritual; current copies are available for purchase from the VFW Store at
www.vfwstore.org.

We are here to support you. If you have gquestions and are unable to find answers with your
District or Department, call us at 833.VFW.VETS. Explain to the operator what you need, and
they will transfer you to the correct person to answer your questions.

Thank you for taking on this responsibility. It may be challenging at times, but it can also be very
rewarding. We wish you well!

Dan West Marc L. Garduno
Assistant Adjutant General Quartermaster General

P.S. Have a suggestion to how we can improve the Commander’s Guide? We want to hear from
you! Send an email to info@vfw.org, subject line “Feedback on Commander’s Guide,” with
your comments. We are always looking to improve on what we do.

NATIONAL HEADQUARTERS WASHINGTON OFFICE

406 W. 34th Street Office 816.756.3390 200 Maryland Ave., N.E.  Office 202.543.2239 info@vfw.org
Kansas City, MO 64111 Fax  816.968.1157 Washington, D.C. 20002  Fax  202.543.6719 www.vfw.org
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Welcome
We Are Proud To Have You Visit

During the course of the year, you may have the opportunity to
visit with VFW Officers from all levels of our organization, as
well as prominent citizens from your community. Enhance your
year by utilizing this visitor’s registry.
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July 1 - Post Commander can recognize VFW volunteers by nominating them for the National
Community Service Award

July 15 - Buddy Poppy Outstanding Promotional/Public Awareness nomination forms due to
National

July 16-21 - National Convention, Kansas City, Missouri

July 27 - National Korean War Veterans Armistice Day
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4 5 Notes

August 1 - Contact local businesses about providing funds to your Post's scholarships

August 1 - VFW's "Sport Clips Help A Hero Scholarship" application period for spring semester
opens

August 4 - U.S. Coast Guard Birthday
August 14 - Victory over Japan Day

August 20-21 - National Council of Administration Meeting, Kansas City, Missouri



September 2022
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September 4 - National Suicide Prevention Week, September 4-10

September 5 - Sport Clips Help-A-Hero 500

September 10 - World Suicide Prevention Day

September 11 - National Day of Service/Remembrance (flag at half-staff)

September 16 - POW/MIA Recognition Day

September 17 - Constitution and U.S. Citizenship Day

September 18 - U.S. Air Force Birthday

September 25 - Gold Star Mother's/Family Day

September 29 - VFW Established (1899)
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September '22 November '22
SMTWTF S SMTWTF S
October 2022 1k rrhibde
4 5 6 7 8 910 6 7 8 9 1011 12
11 12 13 14 15 16 17 13 14 15 16 17 18 19
18 19 20 21 22 23 24 20 21 22 23 24 25 26
25 26 27 28 29 30 27 28 29 30
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
2 3 4 5 6 7 8
9 10 11 12 13 14 15
I
16 17 18 19 20 21 22
I
23 24 25 26 27 28 29
30 31 Notes
I

October 13 - U.S. Navy Birthday

October 22 - National "Make a Difference Day"

October 31 - Patriot's Pen student entry deadline to Posts

October 31 - Voice of Democracy student entry deadline to Posts

October 31 - Teacher Award entry deadline to Posts
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4 Notes

Veterans in the Classroom Month

November 8 - Election Day

November 10 - U.S. Marine Corps Birthday

November 15 - Patriot's Pen Post judging deadline
November 15 - Voice of Democracy Post judging deadline

November 15 - VFW's "Sport Clips Help A Hero Scholarship" application period for spring
semester ends

November 15 - Teacher Award Post judging deadline

November 19 - National Family Volunteer Day

12



December 2022 .

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

28 29 30 1 2

3

4 5 6 7 8 9 10
I
11 12 13 14 15 16 17
I
18 19 20 21 22 23 24
25 26 27 28 29 30 31
1 2 Notes

December 5 - International Volunteer Day

December 7 - National Pearl Harbor Remembrance Day (flag at half-staff)
December 15 - Patriot's Pen District judging deadline

December 15 - Voice of Democracy District judging deadline

December 15 - Teacher Award District judging deadline



December '22 February '23
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Notes

January 1 - National Awards for Public Servants Post to Department deadline

January 1 - Post/District, if applicable, Smart/Maher VFW National Citizenship Education Teacher
Award entry to Department deadline

January 1 - VFW's "Sport Clips Help A Hero Scholarship" application period for fall semester opens

January 10 - Deadline for completion of Department judging for Voice of Democracy and Patriot's
Pen

January 15 - Voice of Democracy and Patriot's Pen winner packet due from Department to National
January 15 - District reporting deadline to Department for Voice of Democracy and Patriot's Pen
January 31 - Voice of Democracy final Department report to National deadline

January 31 - Patriot's Pen final Department report to National deadline
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5 6 Notes

February 1 - Department Smart/Maher VFW National Citizenship Education Teacher Award
entries to National

February 1 - National Awards for Public Servants Department to National deadline

February 12 - Lincoln's Birthday
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March 1 - Scout of the Year entries due to Post deadline

March 3-8 - Voice of Democracy student trip to Washington, D.C.

March 5-9 - Legislative Conference, Washington, D.C.

March 15 - Start planning National Volunteer Week (April 15-22) and Loyalty Day activities

March 29 - National Vietnam War Veterans Day
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April 1 - Scout of the Year Post entries to District or Department. Check with your Department
scouting Chairman to confirm where entries should be sent.

April 1 - Deadline for National Post Recognition Citation request to National
April 15-22 - National Volunteer Week
April 30 - VFW Special Projects entry due to National

April 30 - VFW's "Sport Clips Help A Hero Scholarship" application period for fall semester ends

April 30 - National Outstanding Community Service Post due to National
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4 Notes

May 1 - Loyalty Day

May 1 - Scout of the Year Department entry to National deadline

May 6 - Join Hands Day - Ist Saturday in May

May 15 - National Peace Officers Memorial Day (flag at half-staff until noon)

May 31 - Year-end Department Community Service total due to National
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June 2023
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Notes

June 1 - Post Election Reports deadline for submission (OMS)

June 14 - U.S. Army Birthday

June 27 - National Post-Traumatic Stress Awareness Day
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Introduction

The purpose of this document is to help educate all elected and appointed officers of the
organization about programs in the organization, from youth programs & scholarships,
community service, volunteer recognition, “Buddy”® Poppy, to all programs under the
Veterans & Military Support umbrella. Additionally, it will have information concerning
U.S. Flag issues and a variety of special projects. Our sole priority is helping your Post,
District and Department serve your community and veterans in a meaningful way. For
that reason, the VFW National Organization is committed to doing everything possible to
serve you and make every opportunity count for you and for the Veterans of Foreign Wars.

The purpose of this section is twofold. First, we want to familiarize you as leaders of your
Post, District or Department, with the fundamentals of our VFW programs and activities.
As we do that, it is our goal then to encourage you and your existing leaders to participate
to build that much needed relationship with your local community. We are convinced that
good programs, properly executed, will do more for your Post than anything else you do.

Your programs are often the first impression that the public has of the VFW. Therefore it’s
extremely important to be prepared and more importantly appoint the right persons as the
program chairman. Your VFW programs are defined under two categories; Community
Service, Youth Scholarships and Activities and Veterans & Military Support. Within the
Community Service, Youth Scholarships and Activities category, we often refer to several
program elements as our core programs. These are programs that are executed by the
largest number of Posts and have the greatest impact on our organization, our communities
and our veterans.

Typically, these core programs are mandated for every Post as part of your Department All
State Program and are heavily encouraged and supported by the VFW National
organization. These core programs within the Community Service, Youth Scholarships
and Activities include our scholarship programs; Voice of Democracy and Patriot’s Pen,
the Smart/Maher VFW National Citizenship Education Teacher of the Year program,
Scouting and “Buddy”® Poppy.

The second group of programs under the Community Service, Youth Scholarships and
Activities umbrella, is called Special Projects and Activities, which cover Americanism,
volunteer recognition, community service, awards and recognition and other miscellaneous
youth activities. These programs are highly encouraged for all Posts and Departments and will
be supported by the national organization upon request.

Before you can effectively execute our VFW programs, you first must know the programs. |
recommend to all Post, District or Department officers and chairman, to carefully read the
program chairman’s guides to familiarize yourself with the programs that best fit your Post
and your available resources. As a VFW leader, you should be able to speak intelligently and
authoritatively about all aspects of our great organization.



The best available resource that we have available is our VFW website (vfw.org). | would
strongly encourage you as officers and program chairmen to establish a login. Doing so,
will provide you access to all the information and materials concerning VFW Programs,
but will also allow you to access additional information needed to help you execute your
duties and responsibilities as an officer of the organization. Here you will gain access to
important items such as National Bylaws, Manual of Procedure & Ritual amendments and
National Resolutions to be presented at the National Convention, our monthly National
Headquarters Bulletin and General Orders, and several online fillable forms.

However, the most important benefit of having a login is being able to access MY VFW,
where you’ll have access to all materials and information within our VFW Training &
Support section. This section contains videos, promotional materials, chairman manuals
and resources, and much more on all available areas of the organization.

VFW Programs Overview
Community Service, Youth Scholarships and Activities

Patriot’s Pen

Originally created as the Youth Essay Contest, Patriot's Pen asks junior high and middle
school students to write a 300-400-word essay on a new patriotic theme each year.
Winners receive scholarships and begin by competing at the Post level. Winners proceed
to District, Department and finally to the National level where they compete for the $5,000
first place scholarship. The themes and additional information concerning program
execution can be found at vfw.org, behind the login within the VFW Training & Support
hub, under Community Service and Youth Programs.

Voice of Democracy

Similar to Patriot’s Pen, is the Voice of Democracy Audio/Essay Contest. Since 1947, the
VFW has asked high school students to write and record a 3 — 5 minute essay, again on a
patriotic theme selected by the VFW each year. Students may record on an audio CD or
flash drive. Like Patriot’s Pen, VVoice of Democracy winners receive scholarships and other
incentives at the Post, District, and Department and finally to the National level where they
will compete for the $30,000 first place scholarship. The Voice of Democracy theme and
additional information concerning the execution of the program can be found at vfw.org,
behind the login within the VFW Training & Support hub, under Community Service and
Youth Programs.

These two great youth scholarship programs provide over $3 million in scholarships and
incentives every year.


http://www.vfw.org/
http://www.vfw.org/

Smart/Maher VFW National Citizenship Education Teacher Award

While you’re visiting a school, don’t miss the opportunity to mention the Smart/Maher
VFW National Citizenship Education Teacher Award. The VFW wants to identify and
recognize America’s best educators in three (3) categories, (K-5, 6-8, and 9-12), who instill
a sense of national pride in students. Teachers who promote civic responsibility, flag
etiquette and patriotism are prime candidates. It offers commemorative citations for those
worthy teachers and their schools. Posts are encouraged to submit a candidate, in each
category, for these awards to their District, if applicable, by November 15 or on to their
Department Headquarters by January 1. The Department then selects a single candidate, in
each category, for the award and submits their entries to National Headquarters by
February 1. That honor can establish a great relationship that opens the door for all VFW
and Auxiliary programs. Additional information concerning the execution of the program
can be found at vfw.org, behind the login within the VFW Training & Support hub, under
Community Service.

VFW Scouting

The VFW has a long relationship with Scouting. VFW Posts need to consider providing
leaders, sponsoring units, offering their facility for meetings and encouraging their
involvement in service projects. Posts can benefit from Scouting by having a unit do a flag
retirement ceremony, help distribute Buddy Poppies, or help with clean up after events.
These are just a few that would provide a benefit and generally can serve your Post.
Additional information concerning the execution of the program can be found at vfw.org,
behind the login within the VFW Training and Support hub, under Community Service,

VFW “Buddy”® Poppy Program

Our oldest and perhaps most historically significant program is the VFW “Buddy”®
Poppy program. It is important that you realize that although Memorial and Veterans
Days are particularly important Buddy Poppy events, you should have poppies at every
event that involves your Post and the public. Poppies can and should be distributed year-
round. I’m sure you know that we never “sell” poppies. We give them away and receive
donations. If someone cannot make a donation, don’t deny them a poppy. Seeing the red
poppy on a lapel or dress brings honor to those we have lost and recognition to the VFW.

Additionally, Section 219 of the National Bylaws and Manual of Procedure, mandates that
the net proceeds from the distribution of Buddy Poppies must be credited to the Post
Relief Fund. Also listed in section 219 are the purposes which funds can be disbursed
from the Post Relief Fund. | would encourage officers at all levels of the organization to
familiarize themselves with this section. Additional information concerning the execution
of the program can be found at vfw.org, behind the login within the VFW Training and
Support hub, under Community Service.


http://www.vfw.org/
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VFW Recognition Programs

The purpose of the VFW Recognition Program is twofold. First and foremost, as an
organization of wartime veterans and their spouses, the VFW and its Auxiliary understand
the need to recognize and honor those individuals who have performed above and beyond
their peers. Of particular significance are those who, like our members and veterans, have
placed the safety and welfare of others above and beyond their own. Secondly, the VFW
and its Auxiliary realize the value of these awards to the Post, District, Department and
National organization.

It’s important that VFW and its Auxiliary leaders, at every level, take advantage of every
opportunity to honor worthy individuals and sometimes organizations.

With that in mind, the VFW has established a number of suggested awards. The following
are suggested awards:

National Citation of Recognition

These citations are available to recognize Posts or individual Post chairmen who have
demonstrated an exceptionally high level of service to their community. The Department
Chairmen are given sole responsibility for identifying those Posts and individuals.

Public Servant National Awards (Law Enforcement, Firefighter, Emergency Services)

Each year, the Veterans of Foreign Wars selects emergency medical technicians (services),
law enforcement, firefighter personnel and now dispatcher personnel to receive VFW
Public Servant Awards. Posts are encouraged to submit a candidate for these awards to
their Department Headquarters by Jan. 1. The Department then selects a single candidate
for each of the four awards and submits those to the VFW National Headquarters by Feb. 1.

Life Saving Awards

The Safety Chairmen at Posts, Districts and Departments are encouraged to regularly
identify and honor individuals throughout the year in their geographic area who have
saved a life. The VFW programs department provides the three different Life saving
citations (Regular, Line of Duty and Valor) and “new” appropriate medal, free of charge,
for local presentation.

VFW Special Projects & Youth Activities

Our next level of programs is our special projects. These include Americanism, volunteer
recognition, community service, awards and recognition and other youth activities.
Equally important among our special projects is community service. Any activity done by
a Post or Auxiliary that benefits the community falls under this broad banner and is
supported by the VFW National Organization and encouraged for all Posts, Districts and
Departments. Recognizing these exceptional efforts is provided in three ways - our



volunteer recognition programs, Outstanding Community Service Posts Awards, and the
Outstanding Post Special Project Award.

The Outstanding Community Service Post Awards are given to Posts identified by their
Departments for their exceptional response to VFW community service programs. Each
Department determines the actual criteria for their Posts. Posts selected for this honor are
invited to send a representative to the VFW National Convention for a reception with the
VFW Commander-in-Chief. There they will receive a national plaque and a recognition street
sign for their community. Deadline for entries in the Outstanding Community Service Post
Award is April 30, each year.

Outstanding Post Special Project Awards are given each year to Posts that do a special project
outside their normal VFW activities. Posts should submit their entries to their Department for
review and endorsement before going to VFW National Headquarters. All submissions
receive a certificate, Award of Merit plaque or an Award of Excellence plaque. Those
receiving the Award of Excellence will be entered into the Fred C. Hall Memorial
Outstanding Post Special Project competition. The Post receiving the Fred C. Hall award
receives a plaque at the VFW National Convention and a $1,000 service scholarship for
community projects. The Post Commander (or designated representative) and a guest will
receive round-trip airfare, a cash stipend and accommodations to receive the award at the
VFW National Convention.

Lastly, another special project is VFW Veterans in the Classroom. In recent years, many
teachers have contacted VFW Posts seeking veterans to come into the classroom and share
their military experiences. VFW members may also choose to contact local youth groups and
schools and express their willingness to share their experiences. VFW National Headquarters
has materials available to support this activity. Many veterans have found this to be enjoyable
and therapeutic. Few youth programs provide a greater benefit to a Post than involvement
with Scouting, Civil Air Patrol, Naval Sea Cadet or JROTC units. These programs annually
produce individuals with an appreciation of patriotism, civic responsibility and the likelihood
of future military service. VFW Posts need to consider providing leaders, sponsoring units,
offering their facility for meetings and encouraging their involvement in service projects.
Posts can benefit from Scouting by having a unit do a flag retirement ceremony, helping
distribute Buddy Poppies, or helping with clean up after events. In the case of JROTC, the
same applies.

Your place may serve as a location for the JROTC Drill team to practice and, just like
Scouting, they are an excellent resource for volunteers for Post-sponsored activities.

Posts are encouraged to seek out ways in which they can benefit their community. The
VFW encourages any activity that benefits the community, brings recognition to the Post
and honors America’s veterans and those in uniform. Every program, done by your Post,
results in relationships that produce good will. This good will increases public interest in
your events, often enhances your fundraising efforts and can produce new members. A
Post that has been identified as a community asset through its programs will seldom have
a shortage of members or lack of community support. Use your VFW Programs to



establish your Post as a respected community asset. The VFW will then become the
organization of choice for all veterans and will reap the rewards of public favor that
cannot be purchased.

Helpful Hints for Program Execution

Each time you visit a school, conduct a patriotic event, honor a local hero, serve your
community’s youth or perform any kind of community service, you are creating an
impression of the VFW. Hopefully, that impression is the beginning of a relationship that
benefits the community and your Post. The goal of any Post should be to become known
as a valuable community resource and not the local “watering hole” in the community.
Posts that achieve this status rarely have problems with recruiting or fundraising.

So, how do we get young people involved? First let me say that your scholarship
programs, like the “Buddy”® Poppy program, should be a part of everything you do in the
community. Buddy Poppies and student entry forms for the scholarships should be present
at every event where the public is involved.

We will discuss schools first, but later we will explore a variety of other opportunities to
present our scholarship programs.

Contact schools, home school associations and other youth organizations early, preferably
in April. This is the time of year when they begin planning for the coming fall. When you
visit a school, don’t go unannounced, call first to find out with whom you should meet and
make an appointment.

Schools are busy places and often a secured environment. Showing up without an
appointment almost ensures failure. Call, make an appointment and be on time.

Conduct yourself professionally and you will be treated professionally.

Make sure you have the necessary materials to leave with the teacher, counselor, principal
or administrator on everything you will discuss. Show them copies of the various
brochures and identify the entry form included. If the opportunity is available, go into the
classroom and present the students with the programs that directly impact them. One of
the primary purposes of your visit is to leave the impression that your Post is a resource,
not only for scholarships, but for veteran’s history, patriotic information, and U.S. Flag
etiquette. Don’t forget to mention that VVoice of Democracy and Patriot’s Pen are on the
National Advisory List of Student Contests and Activities of the National Association of
Secondary School Principals.

Your chances for success are increased when you work closely with your Auxiliary
counterpart. Make sure that they understand and have materials for all the VFW
programs. The most successful Posts are always the ones that work hand-in-hand with
their Auxiliary. Like our scholarship programs, the Teacher Awards begin at the Post
level. Information and entry forms are on the VFW website at vfw.org.
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A key factor in the success of your scholarship and teacher programs is your judging
process. The judging sheets are included on the training website. When selecting your
judges, make every attempt to find judges from outside the VFW and its Auxiliary. Local
military recruiters, educators, media personalities, police officers, firefighters, church
pastors and local civic leaders are excellent choices. If possible, make your life easier by
using the same judges for all your scholarships and teacher’s awards. Cultivate a good
relationship with your judges by expressing your gratitude and inviting them when you
honor your winners.

As mentioned earlier, when seeking students to participate, don’t hesitate to look beyond
your schools. These same programs should be presented to the leaders and sponsors of
any group that deals with young people. Look around your neighborhood for community
centers, athletic teams and leagues, Scout units, churches with large youth groups, home
school associations, YMCA's and YWCA'’s - anywhere there are large groups of young
people who may wish to participate.

In recent years, home school programs have produced a number of winning
participants. Home school parents and their associations are generally patriotic, have
broader latitude for selecting curricula and are always looking for projects that have
value beyond the immediate lesson.

Veterans & Military Support Programs

To continue to detail the core programs, as mentioned earlier, Veterans & Military
Support is part of the VFW’s never-ending obligation to assist members of the active-duty
military, National Guard and Reserves, as well as their families. These programs were
established to keep the Veterans of Foreign Wars in the forefront of patriotism as the
organization and its members find innovative way to show support for America and her
armed forces.

The programs under the Veterans & Military Support umbrella consist of: VFW
Communication Assistance, Unmet Needs, Military Assistance Program (MAP) and
the VFW's "Sport Clips Help a Hero Scholarship" program. Through these programs,
the Veterans of Foreign Wars provided assistance and guidance to our subordinate units
in their efforts to support our military and their families. From hosting morale boosting
events, providing financial assistance, to providing scholarships to veterans returning to
school.



Unmet Needs

Unmet Needs provides financial assistance to service members, veterans, and their
families. Created in 2004, Unmet Needs assists military service members, veterans, and
their families who are experiencing a financial hardship directly related to their military
service. The financial assistance is in the form of a one-time grant. All grants are paid
directly to the *“creditor” companies (such as the electric company, mortgage company,
landlord, etc.) and not to the individual. The funds can be used for rent, car repairs,
medical expenses, infant-care items and many other necessities. Each case is reviewed
individually and acceptance determined by a committee.

For more information and details about the program, visit vfw.org. Working with a
Family Support Center Coordinator, Family Readiness Director or your Department
Veterans & Military Support Chairman, you can help get our service members and fellow
veterans the assistance they deserve. An important note about this program is the financial
grant application is only available online and must be submitted online at www.vfw.org.
Applications submitted by U.S. mail, email and fax will not be accepted. Additional
information concerning the execution of the program and the application can be found at
vfw.org, behind the login within the VFW Training and Support hub, under Veterans &
Military Support.

VFW Military Assistance Program

Another troop support program under the Veterans & Military Support umbrella is the
VFW Military Assistance Program. The Military Assistance Program is designed to
encourage the link between the VFW and the Military community.

This program promotes VFW member interaction with the local military and opens
avenues for National Sponsorships and local level involvement with all branches of
service. Within this program are two unique services to help foster the relationship
between the Post and the local military community, the Military Assistance Program
Grant process and the Adopt-A-Unit program.

The Military Assistance Grant process is intended as financial assistance for Posts,
Districts, and Departments to sponsor events for active duty military units, National Guard,
and Reserves. These events are most successful when local Posts interact directly with the
military unit, involving the Veterans & Military Support Chairmen, National Certified
Recruiters, Veterans Service Officers, and your local and Department chain of command.


http://www.vfw.org/
http://www.vfw.org/
http://www.vfw.org/
http://www.vfw.org/
http://www.vfw.org/

A Military Assistance Grant application must be submitted to VFW National Headquarters
a minimum of two weeks prior to the event. The application must be filled out completely,
including a breakdown of the event budget and the VFW involvement with the event.
Additional information concerning the execution of the program and the grant application
can be found at vfw.org, behind the login within the VFW Training and Support hub,
under Veterans & Military Support.

Another opportunity for Posts to interact with their local military community available
within the Military Assistance program is the Adopt-A-Unit program. This program was
developed as a means to pledge support of the Post to the service members and families of a
unit from the local military community. When a Post “adopts” a unit, you make a
commitment to the service members and their families to provide moral and emotional
support before, during and after deployment.

Sponsoring a military unit is a great opportunity to get other community activity projects
started, such as coordinating with teachers or schools to co-sponsor the unit. Additional
information concerning the execution of the Adopt-A-Unit program and the application can
be found at vfw.org, behind the login within the VFW Training and Support hub, under
Veterans & Military Support. Please remember that the objective of all Military Assistance
Program initiatives is increasing the awareness of the VFW and it does not end when the
troops re-deploy home. They and their families continue to need our support and assistance.

VFW?’s "'Sport Clips Help A Hero Scholarship' Program

The last program and the newest program under the Veterans & Military Support
umbrella is the VFW's Help a Hero Scholarship program. The VFW's Sport Clips Help
a Hero Scholarship helps service members get the education and training needed to
begin the next chapter of their life. Each scholarship will provide recipients with up to
$5,000 for tuition and fees to apply toward their education at an accredited post-
secondary institution, including universities, colleges, trade schools and
apprenticeships, and certification programs.

An important note about this program is the scholarship application is only available
on-line at vfw.org and must also be submitted online using the form at our website.
Applications submitted by U.S. mail, email and fax will not be accepted. For the

application and more information, visit: vfw.org/assistance/student-veterans-support.
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Student Veteran Outreach & Support

Today's veterans can face any number of obstacles while furthering their education. That's why
we've teamed up with Student VVeterans of America (SVA), to be there for veterans while they
pursue their education. Together we're committed to ensuring our nation’s veterans succeed in
their educational pursuits, community service endeavors, careers and personal lives. Working
side by side, SVA Chapters and VFW Posts can help our nation’s veterans attain these goals.

The missions and purposes of both organizations share a great deal of synergy. SVA offers peer
support for veterans transitioning back to civilian life and academia, frequently after serving one
or more deployments overseas. The VFW provides opportunities for camaraderie, community
service and veterans advocacy to those who have honorably served in overseas conflicts. While
SVA Chapters are unique among veterans groups with their location on campus, VFW Posts are
located in the same communities off campus. These two organizations can experience great and
mutual success working together through several key avenues of cooperation:

o Shared access to VFW Service Officers to help file disability claims

o Camaraderie, peer support and mentorship

o Cooperating on community and veterans service initiatives

o Conducting joint events, celebrations and recognition ceremonies

o Fellowship Opportunities

e Use of VFW facilities

e Pooling community connections for mutual benefit

« Combined effort on local, state and national advocacy efforts to attain the best possible
outcomes for veterans

e Access to VFW's Help A Hero scholarships
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Student Veteran Demographics

Who Are Student Veterans?

v 73%-80% of Student Veterans are male; 21-27% are female.

v" With only 10-14% of military personnel being women, female Student Veterans are over
represented in postsecondary education.

v" Only 15% of Student Veterans are traditionally aged college students. Most Student Veterans
are between the ages of 24 and 40.

v 47% of Student Veterans have children.

v’ 47.3% of Student Veterans are married.

v' 62% of Student Veterans are first-generation students.

The majority of student veterans are enlisted (90.35) and current conflict era. The chart provided
below are for reference. More information on Student can be found at studentveterans.org.

Military Operations

50

40
30
20
. - —
Operation Operation Iraqi  Operation New Other Desert Syria Never Deployed
Enduring Freedom Dawn Shield/Storm
Freedom

= Military Operations

Figure 1: The sum is greater than 100 because many veterans have supported multiple
operations over the span of their career.

Branch of Service

1.78
18.04 ‘

18.04 .

18.49

= Army = Navy Air Force = Marines = Coast Guard

Figure 2: The rank breakdown is 90.35% Enlisted, 1.2% Warrant, and 8.45% Officer
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What is VFW Student Veteran Outreach?

The VFW and Student Veterans of America have partnered under the common goal of student
veteran success. The intent of the partnership is for departments to build relationships with local
chapters through VFW Liaisons. As of May 2019, there are over 1,500 SVA chapters.

What Makes a Good Liaison?

v Anyone with a passion for student veterans.

v Someone that is comfortable with Social Media/Communication platforms like Facebook,
Twitter, Instagram, texting and emails.

v" Someone willing to stay informed with VFW-SVA initiatives geared towards student.

v Must be willing to attend events on campus.

v Focuses on developing relationships, not membership- if you build it, they will come!

Getting Started

Locate your local chapters at studentveterans.org/chapter/directory and contact the POC. It is
probably better to reach out to the faculty advisor because there is high student turn over. If the
information is not up to date, you can try finding the chapters’ social media pages or reaching out
to the veteran services office at the educational institution. Not all chapters are called Student
Veterans of America, for instance, the University of Kansas was called the Collegiate Veterans
Association while other chapters are called simply “Veteran’s Club” or “Students Affected by the
Military”, the latter was open to the spouses and dependent children.

v Attend SVA events on and off campus.

Ask to be added to their mailing list so you can stay up to date.

Engage SVA members -- invite them to your Post.

Educate student veterans about the VFW.

Find out how your Post can help.

Most university's or colleges clubs are required to do volunteer work ask for their help.
Create a VFW information package for enrollment handouts.

D N NI NI N NN

A lot of chapters are light on funds so a liaison can offer to purchase food like pizza for chapter
meetings.
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VFW Student Veteran Initiatives

\WEW SportCIlps

VETERANS OF FOREIGN WARS. (HAIRCUTS)

HELP A HERD

SCHOLARSHIP x PROGRAM

Scholarships of up to $5,000

Separated with or currently hold a military rank of E-5 or below

Demonstrate a need for financial assistance

Must be accepted or enrolled in a VA-approved program or school at an accredited post-
secondary institution

Limited to one per family per semester

Applications for the fall semester will be accepted Jan.1 through Apr. 30

Applications for the spring semester will be accepted Aug. 1 through Nov. 15

Fall semester scholarships will be awarded in August, and spring semester scholarships will
be awarded in January

Scholarships must be used by the end of the school semester for which the veteran is
applying or they will become null and void

Be a citizen of the United States

The VFW and one of its major supporters, Sport Clips Haircuts, have again partnered to help our
veterans and their families. The VFW's "Sport Clips Help A Hero Scholarship™ will provide
service members and veterans with the financial assistance they need to complete their
educational goals without incurring excessive student loan debt. It’s just another way to say
“thank you” to those who deserve it the most. vfw.org/Scholarship/
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VETERANS OF FOREIGN WARS.
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a000000
VFWSVA LEGISLATIVE FELLOWSHIP

In keeping with the VFW's commitment to student veterans' success, every year the VFW teams up
with Student Veterans of America (SVA) to host the VFW-SVA Legislative Fellowship program,
providing 10 exemplary VFW members who are student veterans the opportunity to make their voices
heard on Capitol Hill and in their community.

Candidates will be evaluated based on the following criteria:

» Submission of an essay proposal based on one of four priority issues for the veterans' community
* VFW membership eligibility

* Current enrollment at an accredited college or university

* Any major is eligible to apply and some majors are eligible for academic credit

Student veterans interested in applying must complete an application package that includes an essay
proposal on one of four specific legislative issues. The proposal should include a discussion of why the
issue is important to the veteran community, and how the fellowship candidate plans to address the
issue through federal policy solutions and community-based advocacy. Selected fellows will then be
flown to Washington to ensure the veterans’ voice is delivered to Capitol Hill alongside 500 fellow
veteran advocates as part of the annual VFW Legislative Conference held in March.

VFW-SVA Legislative Fellowship opportunities are open to VFW members in good standing who are
currently enrolled as students at accredited colleges and universities approved for GI Bill benefits. Visit
viw.org/eligibility for more information on membership. Student veterans enrolled at colleges and
universities with active SVA chapters are also encouraged to apply. Visit studentveterans.org/chapter to
find a chapter near you.

For the application essay proposal, applicants must select one of the following veterans’ issues to write
about:

. Student veteran success on campus and beyond

. Improving veteran’s health care and benefits

. Transition from military to civilian life

. Challenges for service members and military families

Expenses covered for the fellowship include airfare, hotel accommodations, local transportation to/
from meetings and a per diem allowance to participate in the VFW Legislative Conference.
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VFW Leadership and Development

Being a member of the VFW means being an agent of change.
But...

To be a leader within the VFW means connecting with those around you; inspiring them
with a shared sense of mission; and through education and engagement, mobilizing them in
order to accomplish a common goal.

As Gen Stanley McChrystal put it,

““I was most reinforced by the understanding that where we were, the status quo was failing, and
because it was failing | knew we had to change. But instead of trying to provide an exact path
ahead, what I did was I tried to inform and engage the command by saying we have to move in
this general direction- help me figure it out. As people did that, we refined the direction we were
going, constantly shifting, and it made more people the agents of change.”

Mission Statement: The Veterans of Foreign Wars of the United States believes America is
defined by how it treats those who sacrificed to protect it; we believe in protecting and fighting
for those who were brave enough to fight for us. Whether on Capitol Hill or in our communities,
the VFW fights and defends the rights of America’s veterans by lobbying for veteran’s rights,
helping veterans get the benefits they deserve, and assisting veterans further their education with
scholarships and living assistance for them and their families. To do less, would be an
unconscionable betrayal of our responsibilities as Americans and veterans.




Leadership in the 21st Century in 3 Questions

[Roselinde Torres: “What it takes to be a great leader’’]

1. Where are you looking to anticipate change? Proactive leaders practice identifying and
sharing trends that impact your team in order to course correct a strategy or to anticipate
new moves. Shape your future instead of just reacting to it.

a. Who are you spending time with and on what topics? Where are you traveling? What
are you reading? How are you distilling all of this information into understanding
potential pitfalls so you can do something right now in order to prepare?

I. The following questions aim to identify local focal points of change. If you
answer “N0” to a question, think about expanding your awareness to identify
potential trends. If you answer “Yes” to a question, discuss with your team
how current trends in that area may impact you or your mission- this may
offer an opportunity to raise awareness within your community and engage
your local leaders in a call for action or collaborative campaign for change.

1. Local Government

a. Do you pay attention to local government?

b. Do you know who your local government officials are and their
priority goals?

c. Are you aware of current or upcoming ballot initiatives?

2. Educational Institutions

a. Do you know all of the schools in your area?

b. Do you have relationships with the educators and
administrators of those schools?

c. If aninstitution of higher education (community
college/university/vocational school), do you know the
percentage of veterans in attendance? And/or if said institution
is veteran friendly?

3. Local Business

a. Are you aware of local business trends?

b. Do you know/have a relationship with the local business
leaders in your area?

c. Have you thought about areas of mutual interest?




2. What is the diversity measure or your network? Great leaders understand that having a
more diverse network is a source of pattern identification as well as solutions because you
have surrounded yourself with people who are thinking differently than you are.

a. Expand your capacity to develop relationships with people and organizations that are
very different than you; find shared goals; and work together.
i. Name 3 other non-profit organizations in your area. (i.e. local Homeless
Shelter or Food Pantry)
1.
2.
3.

ii. Now, in 5 words or less, write 3 common goals you have with each
organization above. (i.e. preventing Veteran Homelessness/ feeding veterans
and their families/ providing family assistance)

1.

iii. Have you already established a working partnership in a community project?
Think how you might incorporate other organizations to expand the impact of
that effort.



3. Are you courageous enough to abandon the past? Brave leaders dare to be different: they
just don’t talk about taking risks they actually take them. The most impactful development
comes when you have built the emotional stamina to withstand others who tell you that your
new ideas are naive or stupid. Courageous leaps are joined and supported often by people
who think differently than you.

a. When challenging the status quo, it’s easy to say “we can’t change that because it’s
tradition!” or “why change when we’ve always done it this way?”, but in order to
succeed and to grow we must not only be willing to change we must embrace it.

i. Think of 3 practices within your organization that have made you successful
in the past. Now, re-examine these practices by asking the following questions
of all three.

1. Does this practice still work? (Does it still serve its original function?)

2. Does this practice impede my efforts? (Is it holding me back or
preventing me from trying something new?)

3. Is this practice marginalizing and excluding those who 1I’m trying to
reach? (Am | unable to work with certain groups simply out of
tradition- am | limiting my network and sphere of influence because of

the past?)

It is undoubtedly hard to let go of practices that have made you successful in the past. As
long as circumstances do not change, there is no reason to; however, changing times call for
changing practices, and in our dynamic society this inevitably means the failure to change
is the failure to thrive.



How Great Leaders Inspire Action: Who? Why? How? What?

[Simon Sinek: ““Start with why’’]

1. People don’t buy what you do, they buy why you do it, and great leaders are able to
communicate why they do what they do in order to inspire action in others. The goal is not to
do business with people who need what you have; the goal is to do business with people who
believe what you believe.




2. Who, Why, How, What, and why should anyone care? No one is going to want to be a
part of what you do if you can’t tell them why you do it or give them a reason to care. The
first step in successfully communicating what you believe is by working from the outside in
and communicating from the inside out.

a. What does your Post do?
1.

b. How does your Post do what they do?
1.

c. Why does your Post do what they do: what’s your cause, your purpose, your belief-
why does your organization exist?
1.

d. Who does your Post serve?
1.




e. Now, distill this into a mission statement that conveys what you believe and why
anyone should care. Example:

The Veterans of Foreign Wars of the United States believes America is defined by how it treats
those who sacrificed to protect it; we believe in protecting and fighting for those who were
brave enough to fight for us. Whether on Capitol Hill or in our communities, the VFW fights
and defends the rights of America’s veterans by lobbying for veterans’ rights, helping veterans
get the benefits they deserve, and assisting veterans further their education with scholarships
and living assistance for them and their families. To do less, would be an unconscionable
betrayal of our responsibilities as Americans and veterans. Become an agent of change, join
the VFW, or help us in our fight and donate today.




Great Leaders Are Prepared, Informed, and Polite but Firm

1. Great leaders are prepared with great questions. [Good Leaders Ask Great Questions: John

C. Maxwell]

a. Too often as leaders, we get fixated on our own point of view and spend our time

trying to convince others of our opinions instead of trying to find out theirs. As
English novelist and politician Edward Bulwer-Lytton asserted, “The true spirit of
conversation consists in building on another man’s observation, not overturning it.”
That’s where questions come into play. By asking questions and listening carefully to
answers, we can discover valuable perspectives other than our own. This is valuable
because we often make faulty assumptions about other people:

We believe people are good at the same things we are good at— they
aren’t. Do you know your members? What are their backgrounds, skills, and
hobbies? How can you utilize their strengths to accomplish the mission?

. We believe people are energized by the same things that energize us—

they aren’t. Are you dismissing your member’s ideas because they are not in
line with your own? Instead of dissuading your members, focus their energy
in activities they’re interested in.

We believe people see the big picture in the same way we do— they don’t.
After presenting your mission statement to your members, ask them to tell you
what it means in their own words. How does their big picture differ from
yours? This may give you invaluable perspective into how your members
perceive the mission.

2. Great leaders are informed and utilize the resources available to them.
a. VFW tools and training.

Vi.

Commander-in-Chief General Orders, National Headquarters Bulletin
Department, District, and Post Bylaws

VFW Podium Edition (Congressional Charter, Bylaws, Manual of Procedure,
and Ritual)

VFW Training and Support (vfw.org)

Department Training Programs (Schools of Instruction)

VFW magazine and National Publications (Checkpoint, Action Corps Weekly)



3. Great leaders are polite but firm: how to deal with difficult people. Part of being a leader is
having a thick skin, patience, and understanding when dealing with difficult people. [John F.
Gwizdak, Past Commander-in-Chief]

a. The 4 members of every Post.
i. Comrade Helen Hammer - Sits in the back of the meeting and complains
about every piece of business.

ii. Comrade Billy Bylaws — Favorite question, “Is that in the Bylaws?” Wants to
disrupt your meeting by challenging parliamentary procedure.

iii. Comrade N.O. Change — Favorite phrase, “We’ve always done it like that.”
Adverse to any and every change proposed — refuses to abandon the past.

iv. Comrade Henry Give ‘em Hell — He wasn’t at the meeting, but won’t
hesitate to voice his disapproval of the business conducted. Wants to subvert
any progress made with gossip and misinformation.

b. How do you handle these people? Be professional, be polite, have character, but be
speak up and be firm.
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Conclusion and Review

The answers to the following questions can be found in reading above.

1. What are the 3 major focal points of change?
a.
b.
C.
2. How do you handle difficult and disruptive people? (circle one)
a. Yelling and screaming at them until they’re quiet?
b. Ordering them not to speak unless spoken to?
c. Cursing them behind their backs with other members?
d. Politely and professionally speaking to them in a firm manner?
3. Working with people who think differently than you do... (circle one)
a. Can cause problems within your organization.
b. Expands the partnership capacity within your community.
c. Limits your ability to accomplish your goals.
d. Doesn’t work because they don’t share your values.
4. What does a mission statement convey? (circle one)
a. Who you serve.
Why you do what you do.
How you do what you do.
What you do.
All of the above.

® o0 o

The difference between successful and unsuccessful leaders is intent: successful leaders
understand they are part of a team and make it their mission to lead their team through
inspiration and education in order to help them accomplish a shared goal. Once the goal is
accomplished, successful leaders recognize their team — they say “thank you.” This
organization is only able to accomplish its mission with your help and your leadership.
Thank you for serving our country and thank you for continuing to serve through the
VFW.
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Introduction

When the Veterans of Foreign Wars was first organized, it was primarily an association of
individual groups all working toward common goals of veterans legislation, veterans benefits,
veterans rehabilitation and patriotism. Administration was comparatively simple since the only
problems were those of getting information to the members and getting them to agree as to what
was to be done.

These still are our major goals but the interests of the Veterans of Foreign Wars have broadened
and activities on the local Post level have grown far beyond the original purpose.

Youth activities, civic betterment, humanitarian projects, and community service all take a
tremendous amount of individual volunteer effort and a lot of money. In the raising of that
money and in providing recreation and social activities for our own members our Posts have
branched into activities which have multiplied the organization’s administrative challenges far
beyond what our founders could possibly have dreamed.

These challenges are compounded by the fact that a VFW Post is almost a pure democracy and
nearly all of its programs depend upon volunteers. Decisions are made by vote of people who are
informed on the subject and are carried out by volunteers. As a result, if there is not a set of hard
and fast rules to follow and a clear understanding of fields of responsibility and limits of
authority there are going to be misunderstandings and irritations which create dissension and
detract from the purpose of the organization.

This problem has been recognized and very sincere efforts have been made (and continue to be
made) by the National and Department Organizations to provide rules and guidance for Post
Officers and Committee Chairmen in carrying out the duties of their particular field of
responsibility.

The master set of rules for the guidance of all Post activities is the VFW National Bylaws and
Manual of Procedure. The Bylaws are the basic rules and the Manual of Procedure goes into
further detail. These govern all activities of the Veterans of Foreign Wars and are inflexible.
They are worded very clearly, and they mean just what they say. The Bylaws and Manual of
Procedure, along with the VFW Ritual are combined into one document referred to as the
Podium Editions which is available to download for free behind the login at vfw.org or a hard
copy can be purchased from the VFW Store (Item #4108) at vfwstore.org or 833.VFW.VETS
(833.839.8387)

Because of the fact that state laws differ and there is a wide variance between Departments in their
organizational make-up, most Departments have adopted Department Bylaws which apply
only to Posts within that Department’s jurisdiction. These must not conflict with the National
Bylaws nor can they permit anything which is prohibited by the National Bylaws.

In most cases, Department Bylaws deal with policies to be followed at the Department or District
level and do not attempt to go into detail in the operation of the Post. They can impose more
restrictions on Posts but never less than are provided in the National Bylaws.



Naturally, a basic set of rules cannot contain much detail nor can it specifically provide for
every possible contingency in every Post -- from the little 25 member Post which holds a
meeting once a month and lives off its dues -- to the thousand member Post which owns its own
home and conducts dozens of activities in as many different fields.

For that reason, specialized rules must be formulated and adopted to cover specific activities.
The more complicated the activity, the more specific the rules must be.

These rules seek to prevent Posts from falling into the common pitfalls of poor planning, deficit
financing, loss of control, and illegal operations.

Since the Bylaws are designed to cover a wide range of operations, they cannot anddo not attempt to
specifically detail every move of the Post. They are something like a building code. They
establish certain minimum requirements but they permit you to build a lot of different kinds of
houses.

As a Post grows in size and activity, there are certain steps it either should take or must take to
protect itself and its officers and avoid future arguments and misunderstandings which can create
problems and dissension.

Incorporation

The first steps that any Post must take before it branches into any type of community project,
social activity or financial undertaking is incorporation. Most Posts are already incorporated --
the rest should be.

There are two general sets of rules which cover incorporation of a VFW Post: the laws of the
individual state, and the National Bylaws of the Veterans of Foreign Wars (Section 708). To be
recognized, your corporation must comply with both and must be submitted to the Commander-in-
Chief for review.

In just about every Department, incorporation of a Post is a comparatively simple matter since
forms which meet the requirements of state law and the National VFW are available upon request
from Department Headquarters. If they are not available, this Headquarters would strongly urge
that such forms be prepared, approved by the appropriate state official and the National VFW
and reproduced for use by the Posts.

Incorporation is necessary for several purposes. To begin with, in many States, the Post must be
incorporated before it can hold property in its own name and before any type of liquor license
may be issued to it.

Secondly -- and perhaps just as important to the officers of the Post -- the act of incorporation
takes individual responsibility away from the Post Officers and places it upon the Post itself.
The individual officers of an incorporated Post cannot be sued for financial obligations of the
Post.



It is the general policy of this Headquarters that approval will not be given to separate
Holding Corporations or Club Corporations. Some of these have been approved in the past and
conceivably will be permitted to exist under that approval, but there will be no more in the
future. (Unless changes in laws or regulations make a change in policy necessary.)

There is no particular advantage in the pyramiding of corporations. The Post incorporation is
sufficient to protect all its operations -- if those operations are kept under control of the
Post. The general purpose of a separate Club Corporation or Holding Corporation is to take
control away from the members of the Post. Usually it has not been done for any dishonest
purpose but in the belief that more efficient operation will result from tighter control by a
smaller group of people. It is the contention of the Veterans of Foreign Wars that sufficient
control may be exercised -- without sacrifice of democratic processes -- by the adoption of
Post Bylaws and rules.

An exception to the “no separate corporation” rule may be made in the case of sponsorship of
large-scale “one- shot” activities such as an air show, a community celebration, a Department
Convention, etc. It is sometimes better in these cases to incorporate the individual activity for
ease in obtaining insurance, settling financial obligations, etc. These corporations have a
limited existence and are dissolved after their purpose is served.

A standard Acrticles of Incorporation template is available through the Adjutant General’s Office
or can be printed or downloaded from the training and support section of the National
Headquarters website.

Post Bylaws

Every Post operating any type of activity -- particularly a Club or Post Home -- should adopt
Post Bylaws. Section 202 of the National Manual of Procedure requires that such Bylaws
be submitted to the Department Commander and Commander-in-Chief for review and
approval.

The Post Bylaws can cover the gaps left in the National Bylaws and Department Bylaws and
Rules. Where the former are the building code, the Post Bylaws are the house plan. They
show just what you are trying to accomplish.

The National or the Department Organizations can furnish you with a Post Bylaw template.
However, they are the responsibility of the Post and may be set up in the way best suited to the
type of operation contemplated by the Post. They cannot permit anything prohibited by National
or Department rules, nor can they take away any of the responsibilities or authority of Post
Officers. They can set up general procedures and policies within the Post.

Post Bylaws may provide for the establishment of certain standing committees within the Post,
state how they are to be selected and the limits of their powers and duties; they may give
authority for the sponsorship of recurring activities; limit the expenditures of funds; establish
the procedure for carrying out certain objectives; and provide for their own amendment.



Generally speaking, they set up the policies of the Post and provide for carrying them out.
They protect the member against ill-conceived or hasty actions since they generally provide for
prior notice and a 2/3 vote for amendment, and they promote a clearer understanding of
operating procedures.

Matters of policy are covered in the Bylaws; details of management of a Post Home or Club
are left to the Post Club or Home regulations.

A standard Bylaws template is available through the Adjutant General’s Office or can be printed
or downloaded from the training and support section of the National Headquarters website.

Officer Responsibility & Limits of Authority

If every Post Officer were familiar with their duties and responsibilities and their limitations --
and carried out their duties to the best of their ability -- there would be very few squabbles
within a Post and none which would require outside intervention. The National Manual of
Procedure specifically lists certain duties for each officer and, in the normal course of events,
this would be sufficient. However, the complex nature of the operation of many Posts makes it
necessary that we look beyond a mere listing of duties and fully understand the reasons for the
division of authority. In this way we can apply them to the unusual situations which are bound
to crop up from time to time.

The Post meeting is the center of all Post activities. Every member has a right to attend all
meetings and has a voice in their proceedings. It is at the Post meeting that the Post adopts its
Bylaws, its Club Regulations, decides its policies, and distributes responsibilities. Within
practical limitations, the Post meeting is supreme to the Post Officers, committees and
employees. The membership present may overrule decisions of the Post Commander or House
Committee; they may approve expenditures, set policies, and delegate authority. The Post
meeting cannot take any action contrary to the National or Department Bylaws or rules or in
conflict with its own Bylaws.

It is important to understand that there are limitations on the authority of the Post. A member
has the right to appeal any Post action to the Department Commander (Section 109 of the Manual
of Procedure), who will determine whether that action was proper. In extreme cases, a member
can go to the courts if he/she feels that their rights have been abused by an action of the Post.
The Post cannot take unreasonable actions at a meeting. For instance, it could not refuse
payment of a legitimate bill for an item authorized for purchase at a previous meeting. It
cannot direct an officer or member to do anything contrary to VFW regulations or public
law. It cannot take away any of the authority given to individual officers through the National
Bylaws.

Ideally, the Post meeting makes the rules and sets the policy for the Post; other levels of
authority carry them out.



The Post Commander is the key officer of the Post. They, alone, represent the judicial
branch of the organization and also have some of the responsibilities of the executive branch.
They preside at all meetings, enforce the rules, appoint committees not otherwise provided for,
and make certain that the other officers and committeemen perform their duties.

Their authority extends to the Post Home or Club to the extent of enforcing the rules of the Post
and the National and Department VFW and public laws. They represent the authority of the Post
between meetings, and their voice is that of the Post membership. They see that the Post
Trustees conduct their audits, that the Post Quartermaster is bonded, and that the House
Committee properly supervises the activities of the Post Home.

Their authority also is limited according to the rules of the organization and the bounds of
common sense. They are in no sense a dictator. They cannot order nor permit the breaking of
laws nor can they supersede the recognized authority of other officers or committees. They
cannot, for instance, order the Club Manager to keep the clubrooms open after hours, nor can
they direct the Post Quartermaster to pay an unauthorized bill.

The Commander should be familiar with all activities of the Post. They should sit in with the
Trustees at their audits or, at least, have a sufficient knowledge of their procedure to know
whether they are doing their job. They should attend the meetings of the House Committee,
calling to their attention any discrepancies he/she may have observed or complaints they may
have received. They must know that when they sign a check, it is in payment of a legitimate
expenditure.

The Commander is the arbitrator of arguments and the judge in disputes. As a general rule, their
decisions are considered correct until over-ruled by the Post meeting, the District, Department
Commander or Commander-in-Chief.

The Post Quartermaster has certain definite responsibilities and duties. They are the
responsible officer for all Post funds and property and his/her signature validates all checks.
They keep the fiscal records for the Post and have the duty of overseeing all financial
transactions. They must be bonded to the Post for all funds under their control.

In the case of a large-scale Club operation, it often becomes impractical or impossible for the Post
Quartermaster to physically handle all the funds or to personally keep the detailed records of
operation. It is not uncommon in these cases to require that the Club Manager or a hired
bookkeeper keep a separate set of club books, subject to the control of the Quartermaster and
reported to the Quartermaster at regular intervals.

The Quartermaster is the responsible Post Officer in financial matters -- not necessarily the Post
bookkeeper. In a large corporation the treasurer does not physically handle the bookkeeping
obligations but he/she is responsible that they are done properly, efficiently and accurately. This
may also be true of the Post Quartermaster, depending upon the Post Bylaws and Club
regulations. In any case, they must be familiar with all books of record and are responsible for all
required Federal and State reports and payments.



Remember that the Post cannot take away any of the authority of the Post Quartermaster
although they may be relieved of some of the work.

The Quartermaster only pays bills which are authorized by Post action or under Post rules. They
cannot refuse to pay a legitimate and properly authorized bill except for a lack of funds. Neither
can they be forced to pay one which is not properly authorized.

Quite often a controversy arises between the Quartermaster and Club Manager as to
responsibility for Club funds. Sometimes a fine point arises which must be arbitrated. As a
rule of thumb, the Quartermaster keeps their nose out of the cash register except for checking
purposes, and the Manager hides no transactions from the Quartermaster. The Quartermaster
does have the right, and the duty, to determine that all reports are correct and that all funds are
handled properly. They do not have the right to assume managerial responsibilities.

The Post Trustees duties are probably the most misunderstood of any of the Post Officers. They
are primarily the watchdogs of the Post funds. They make certain that no one has their fingers
in the till. They audit the Post funds regularly -- at least once each quarter.

While the National Bylaws are silent on this point, it would seem logical that the Trustees also
have authority and responsibility concerning the proper handling of funds. It is only reasonable
that their authority should not be limited to catching a dishonest person. Equally important
should be the prevention of dishonesty. Where funds are guarded carelessly or records are kept
inefficiently, the Trustees should call attention to this and make every effort to correct it.

The Trustees duties extend to every operation of the Post. Their audits must cover all activities,
including the clubrooms, the bar, bingo, or any other source of income or financial transactions.
Again, it is not always entirely necessary that the Trustees do their own investigating and
conduct their own audits. In most cases, the Trustees are not qualified accountants, particularly
where large amounts of cash are involved and the operations are especially complex. Many
Posts employ a private firm of accountants for the purpose of an audit. This is to be encouraged
rather than discouraged. In these cases, the auditors report to the Trustees and the Trustees make
certain that the audit is conducted correctly.

A quarterly audit of all funds and accounts is an absolute necessity. If the Trustees do not
function in a proper manner, the Commander may deem it an emergency situation and appoint
an auditing committee on his/her own initiative.

Regardless of the size of the Post, a quarterly audit is mandatory. Failure to conduct one may
result in the cancellation of the Post Quartermaster bond and will take away all voting
privileges at District and Department Conventions.



The Trustees do not have any authority over the management of the Post Home, nor is property
held in their name in an incorporated Post. They cannot serve on any committee having to do
with the handling of Post funds, and cannot therefore serve as members of the House Committee,
Bingo Committee, etc. There is nothing to keep a Trustee from serving as a volunteer worker or
in an appointive capacity where Post funds are not handled.

The House Committee functions only in a Post which operates a Post Home or Club. This
committee may be selected in anyway the Post determines but it is generally considered
advisable that it be elected by the Post membership, with the members serving staggered
terms, on the order of Post Trustees. This lessens the possibility of one certain group gaining
and retaining control of the Club.

The duties of the House Committee should be laid out in the Post Bylaws and/or Club
regulations so there is no misunderstanding of their powers and responsibilities. The purpose of
the committee is to act on behalf of the Post in making certain that the club is run in an
efficient, reputable and legal manner and that the rules of the Veterans of Foreign Wars are
adhered to.

It is the general procedure for the House Committee to hire all employees, set their salaries, and
issue necessary instructions and orders to the Club Manager. The committee usually meets at least
once a month for the purpose of discussing facility problems, taking inventory, studying
financial reports, and in general, acting as an advisory, supervisory and disciplinary board. No
member of the House Committee should ever be permitted to act as Club Manager or as a paid
employee of the Club due to the obvious conflict of interest.

The House Committee is generally given authority to suspend the Club privileges of any
member and to establish and enforce, through the Club Manager, rules of decorum and
behavior. They usually, also, have the authority to suspend or discharge the Club Manager or
any employee for good and sufficient cause. In any disciplinary action, discharge or
suspension, there should be provision for an appeal to the Post meeting.

The committee cannot make or enforce any rules contrary to the rules of the Department,
public law, or the lawful instructions of the Post. If it is elected from the Post floor, the committee
is directly responsible to the Post floor and makes its reports to the Post at meetings. Refusal to
comply with the rules and instructions of the Post is grounds for removal of any or all members
of the House Committee.

The Club Manager is directly responsible to the House Committee for the management of the Post
Clubrooms. They have the direct responsibility for supervising employees, enforcing rules, and
accounting for receipts and expenditures. They must have enough authority to permit him/her to
do so with a reasonable degree of freedom from interference. They must keep the accounts in
such a manner as to justify all expenditures and verify all receipts. The Club Manager must
make reports to the Post Quartermaster and to the House Committee. They enforce the rules but
they do not make them.



The Club Manager keeps all payroll records, recording amount of pay to each individual and
withholding the proper amount of Federal and State Income Taxes and FICA Taxes. Either
the Club Manager or the Post Quartermaster must make the necessary Federal and State reports
and payments for withholding taxes, Social Security and Unemployment Compensation.

The Club Manager has the right to appeal any decision of the House Committee to the Post floor
for arbitration. Post members should, however, be cautious in overruling the actions of its own
representatives on the House Committee, particularly in the case of frequent appeals. A dishonest
Club Manager generally has no problem in bringing in enough friendly votes at a meeting to
uphold his appeal.

In summary, it must be remembered that the Veterans of Foreign Wars itself is supreme in any
dispute. The Department rules and the Post Bylaws and rules outline the way the Post and the
Club must be run. The Post, in all cases, is above the Club. The Club is merely an activity of the
Post and must be treated as such. In no case is it a separate entity.

When a Post is chartered it is granted a license or franchise for the use of the name of the
Veterans of Foreign Wars in the carrying out of programs which are assumed to be of value to
the entire organization. At any time that a Club or other activity is managed in such a manner
as to harm the good name and reputation of the Veterans of Foreign Wars, the right to use the
name can be revoked.

As a general rule, the operations of VFW Posts and their Clubrooms in the Departments are a
credit to the organization and a source of pride to its membership. Through proper adherence to
the rules of the VFW and the duties and responsibilities of our officers, we can avoid the many
misunderstandings and bitter arguments which can break the finest Post.

Club Regulations

These, again, are left to the Post for adoption although they must not conflict with the
National Bylaws, Department Post Home Rules or Post Bylaws. Suggested forms are available
although they are not designed for adoption in their entirety. The variance between Posts makes
it impossible to adopt a standard form for all Posts. Some operate entire buildings with
activities scheduled every day of the week; others may own or rent very modest quarters and
only be open occasionally. Some have a full-time paid staff of employees while others may
operate entirely on volunteer help.

The Club regulations cover the details of operation. They outline the responsibilities and limits of
authority of the Post membership, the House Committee, the Club Manager, and the guests.
They cover opening and closing hours, decorum, enforcement of rules, hiring of paid help,
financial authority and keeping of records.

For any Post operating a Club or Post Home, local regulations are a must. They will save
many hours of argument, and remove most causes for misunderstanding and dissension.



ADMINISTRATIVE POLICY & PROCEDURE
Operation, Management & Control of Clubs and/or Canteens

The purposes of the Veterans of Foreign Wars of the United States are stated within our
Congressional Charter. The operation, management and control of clubs and/or canteens were
not envisioned in the purposes of our organization. The operation, management and control of
clubs and/or canteens are not provided for in our National Bylaws, Manual of Procedure and
Ritual.

The first and foremost consideration of Posts shall be to the objects of the VFW which are
fraternal, patriotic, historical, charitable, and educational. WWe must maintain our focus to
preserve and strengthen comradeship among its members; to assist worthy comrades; to
perpetuate the memory and history of our dead, and to assist their widows and orphans; to
maintain true allegiance to the Government of the United States, and fidelity to its Constitution
and laws; to foster true patriotism; to maintain and extend the institutions of American freedom;
and to preserve and defend the United States from all enemies. VFW clubs and/or canteens shall
be of secondary interest and concern and compatible with this stated purpose.

Rules and Regulations and Management Guides for the operation of Post sponsored clubs and/or
canteens have been adopted by some Departments in compliance with state and local regulations
and the applicable mandates of Section 708 and 709 of our National Bylaws which address
incorporation and control of units. Also, many Posts have incorporated the above in their Bylaws
or adopted Rules and Regulations for the operation, management and control of their canteens
and/or clubs in accordance with the above.

Although differing laws at the local and state levels preclude the promulgation of universally
acceptable rules and regulations, certain principles are essential for good management and proper
control of Post sponsored clubs and/or canteens and certain policies are mandatory to insure total
compliance with the National Bylaws of the Veterans of Foreign Wars both as to incorporation
and control of units and to be in keeping with the objectives of the Veterans of Foreign Wars.

In adopting rules and regulations for the operation, management and control of clubs and/or
canteens, the following provisions of the National Bylaws must be adhered to:

Any Post owning and/or operating, directly or by reason of a holding company or other
entity substantially controlled by the Post or its members, a canteen, clubroom or other
facility available to members or guests must maintain general liability insurance, including,
if necessary or appropriate, liquor liability insurance. Such insurance must be of a type
and amount sufficient to protect the Post and must name, as additional insureds, the
Veterans of Foreign Wars of the United States and the Department in which such Post is
located.

All money, property or assets of any kind or nature, as well as all books and records
owned, held or used by any activity, clubroom, holding company or unit sponsored,
conducted or operated by, for or in behalf of a Post, shall be the property of the Post and
must be placed in the care and custody of the Post Quartermaster.
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No Post and no activity, clubroom or holding company or unit sponsored, conducted or operated
by, for or on behalf of any Post may own any property jointly or in common with any individual,
firm, partnership, association, corporation or other business or charitable entity, except that
property may be held jointly or in common a post or unit of a congressionally chartered veterans
organization, provided the arrangement allows for the prominent display of the names,
trademarks, or service marks of the Veterans of Foreign Wars of the United States and is not
contrary to any provision of law or the National Bylaws.

No Post or activity, clubroom, holding company or unit sponsored, conducted or operated by, for
or in its behalf, may participate in any arrangement whereby its funds are expended on property
held by another entity for the joint use of such Post and other individuals, firms, partnerships,
associations, corporations or other business or charitable entities, including veterans
organizations, except that such arrangement may be made with a post or unit of a congressional
chartered veterans organization, provided the arrangement allows for the prominent display of the
names, trademarks, or service marks of the Veterans of Foreign Wars of the United States nor is
contrary to any provision of law or the National Bylaws.

Rulings & Appeals

Section 518 of the National Bylaws places, on the Department (State) Commander, the
responsibility for deciding all questions of law and usage within their Department, subject to an
appeal to the Commander-in-Chief. Where such questions are submitted directly to National
Headquarters, it is our policy to refer them back to the Department.

Generally speaking, an appeal cannot be made nor will a ruling be given until after an action
has actually taken place. For instance, a member cannot appeal a proposal that has not as yet been
acted upon. The decision of a Post Commander can be appealed to the Department Commander.
If the Department Commander upholds the Post/District action, an appeal may then be
made, through channels, to the Commander-in-Chief. The right of appeal is covered in section
109 of the National Bylaws and Manual of Procedure.

A Department Commander or Department Adjutant may request information or guidance from
the National Headquarters prior to entering into a contemplated action. Such requests will be
honored and information provided to the best of our ability.

The Post Judge Advocate, Department Judge Advocate, or Judge Advocate General do not rule -
they offer advice when asked to do so by the appropriate Commander. However, if an opinion
written by the Judge Advocate in his/her advisory capacity is adopted and promulgated by the

Commander, it then becomes the decision of the Commander.
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Membership Eligibility

Where copies of separation documents are submitted, they are checked and information given as
to whether eligibility is indicated. Where general information is asked, it is provided. We will
give any and all assistance to a Post, or to the Department, in determining whether it should
accept an applicant as a member.

National Headquarters has no facility for determining the eligibility of an applicant except by a
check of the separation documents. We have no access to military records nor do we maintain
any type of list of persons who are eligible for membership. Neither can we certify that an

applicant is eligible merely because they were previously a member of another Post. All we
can provide is general or routine information.

Once the applicant has been accepted as a member, however, the questions no longer are
routine.

The procedure in removing ineligibles is covered very specifically in Section 108 of the
National Manual of Procedure. There is no short-cut to the procedure.

Members-at-Large

Section 101 of the National Bylaws makes provision for members-at-large for any eligible person
by reason of location, current active military service or personal preference who does not wish

to affiliate with a local Post. The eligible person may become a Department member-at-large
as a matter of personal choice.

Continuity of Membership

National Headquarters cannot provide a Post with a list of its members showing the years in which
their dues were recorded. Neither can we check the continuity of membership of an individual.
Records are not maintained in a manner which makes it feasible to provide such information.

Complimentary lapel pins recognizing 25 or more years of continuous membership were
discontinued several years ago. Where Posts wish to continue to recognize such members, the
appropriate pinsmust be purchased online at vfwstore.org or 833.VFW.VETS (833.839.8387).
These pins may be ordered by the Post Quartermaster in the same manner as other merchandise. It
is not necessary to provide a list of the recipients or a sworn statement that they have earned the
pin if the order is submitted by the Quartermaster or other responsible Post Officer.

National Headquarters Mailing Lists
Officer List vs. Member List

National Headquarters maintains an officer mailing list of certain Department Officers and
Committee Chairmen, District Officers and Committee Chairmen, and Post Officers and
Committee Chairmen.
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Every effort is made to keep this list current and correct. Changes and corrections are made
daily as information is received. Some Department Adjutants routinely forward such
changes. This service is appreciatedandencouraged.

A mailing list of all members is also maintained and is constantly being updated. This
computerized list is entirely separate from the officer mailing list.

A major source of confusion results from a change of address being submitted without
identification of any office the member may hold. In such cases, the address may be changed
on the computerized membership list but not on the officer list.

Atypical letter may state “I’ve sent my change of address to you twice and | get my magazine
correctly addressed but you keep sending my Post Commander mail to my old address.”
This will ALWAYS happen if the member does not indicate any office held so that it will be
corrected also.

Post Officer mailing list addresses can easily be changed by the Quartermaster using the
Online Membership System (OMS) Election Report feature.

Post Election Report

With the increased need for early, accurate information on new Post Officers and the amount of
Post dues, a “Post Election Report” form is now being distributed to Post Quartermasters
prior to Post elections. These forms are to be completed on-line through the Online
Membership System (OMS) immediately following the Post election or a copy can be mailed
prior to June 1st to National Headquarters, a copy to the Department, and a copy to the
District or County Council. The installing officer is still required to ensure the submission of
the Election Report and eligibility of each member, elected or appointed.

Of most importance to National Headquarters are the names and addresses of Post
Commanders and Quartermasters and the amount of Post dues. Information regarding Post
information such as location, meeting day and time, contact information, and services offered
are tracked and used as part of the “Find a Post” feature on the National headquarters website.

Change of Post Name or Location

A Post cannot change its name or location without carrying out the provisions of Sections 205
or 208 of the National Manual of Procedure. We will NOT make such changes on the
strength of a phone call, a letter or an email. Bitter experience has taught us that an
enterprising or obstinate Post Officer may take it upon himself to make changes which have
not been approved by the Post. We must have the properly signed documents on file before
the change is recognized. This is true even where the name was incorrectly spelled on the
muster report or the location has changed because of annexation or other legal action.
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Posts ordering banners with the wrong name, location, or muster date will not receive them
until the proper procedure has been followed.

Forms for Change of Name, Correction of Name, Change of Location, and Correction of
Location are available without charge from the Adjutant General. Sample copies of the forms
can be downloaded or printed in the training and support section of the National Headquarters
website.

Change of Meeting Place

The change of a Post meeting place is covered in Section 205 of the National Manual of
Procedure. Such a change requires the approval of the Department Commander but not the
Commander-in-Chief.

A Post changes its location when it moves into a different political sub-division (from one city to
another, from a city into a township, etc.). It changes its meeting place when it moves to another
building in the same city-even if that city is as large as Chicago.

A Post could conceivably meet temporarily outside the limits of its chartered location without

changing its official location, but the location should be changed when moving to a permanent
home elsewhere.

Visitations—National Officers
Invitations to National Officers must be forwarded through channels to the Adjutant General with
approval of the Department Commander. This applies to all National Officers, and unless the
above is complied with, invitations will not be given consideration

Formation, Chartering & Instituting of VFW Posts

Pertinent points to organizing new VFW Posts (Section 201):

[EY

. Only the Commander-in-Chief can authorize a charter for a new Post.

. Charter application must contain the names of 25 eligible veterans; 10 must be new members.

. A -member may transfer from one Post to another provided the following conditions are met: 1)
completion of the application as prescribed in Section 102 of the Manual of Procedure, 2)
signing a Member Declaration, and 3) acceptance by the Post.

4. No new Post shall bear the name of a living person, other than a living Medal of Honor
recipient, only after written consent from the recipient has been received, nor adopt a name
already adopted by another Post in good standing in the department.

. A Post shall not be instituted unless 10 or more qualified members are present for the institution.

. Posts shall be instituted within 60 days of the date the charter is authorized.

. The charter of a new Post shall remain open for up to 90 days from the date of institution of a
Post.

8. The official date of charter for a Post is the date it is instituted.

w N
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Procedure in Issuance of New Post Charters

. A letter is addressed to the Post Quartermaster about two weeks prior to the expiration of the
90-day charter period, informing that the charter period is due to close and instructs them to
make up and submit a dues report covering all previously unreported members just as soon as
the charter period expires.

. About one week following the close of the 90-day charter period, an alphabetical print-out of
names of members, including transfers, is mailed to the Post Commander and Post Adjutant.
A cover letter requests each to certify the list, making such corrections and/or additions as
necessary, and return via mail or email.

. When certification is received, and corrections and/or additions verified, the charter is engrossed
and mailed to the Post Commander. If additional names are included, a reasonable time is
allowed for reports to clear so that verification can be made. If questions still remain, further
correspondence is required.

. The charter is not engrossed until the certified list is returned and verified from National
Headquarters records.

The Department Adjutant receives a copy of all correspondence and is kept informed as to the
problems encountered. They are also informed as to any changes in official information and are
notified when the charter is mailed.

Some of the problems we have encountered in the issuance of the charters include:

. No dues payment reports received until long after the date of institution. The Post
Quartermaster should be assisted in making up the report. This should be ready for submission
at the time of institution or immediately thereafter.

. Delay in submitting subsequent reports. For obvious reasons, the Post Quartermaster must be
instructed to submit a report at least once a month. Members names cannot be included on the
charter if they have not been reported. This includes paid-up members transferring from another
Post and transferred life members.

Charter Replacement

A Post having lost, damaged, or destroyed its charter may obtain a replacement from the
Adjutant General’s Office. This replacement charter will bear the same names as the original
although it may be slightly different in appearance. The charge for a replacement charter is
$25.00.
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Anniversary Award Certificates

The National VFW issues Anniversary Citations to Posts which have completed 50, 75 or 100
years of continuous existence. These are prepared from records at National Headquarters
and are mailed to the Department Headquarters at least two weeks in advance of the
anniversary with the request that arrangements be made for presentation.

These certificates are prepared automatically and do not have to be requested.

We have had requests for similar citations for 25th anniversaries, which are available upon
request.

Suspension of Post Charter

The Department Commander may suspend the charter of a Post for a period of up to 90 days (and
extend an additional 90 days, not to exceed a total of 180 days) for failure to comply with lawful
orders and/or for violation of the laws and usages of the organization. The Department
Commander must notify the Commander-in-Chief of such action within 48 hours.

Cancellation of Post Charter

Charters of VFW Posts may be cancelled under the provisions outlined in Sections 211
and 212 of the Congressional Charter and Bylaws and Manual of Procedure.

Before cancelling the charter of a Post, under Section 211, Congressional Charter and Bylaws, the
Commander-in-Chief will suspend the charter, giving the Post an opportunity to appeal the
suspension and possible revocation of charter.

The Commander-in-Chief may declare a Post defunct and its charter forfeited for failing to pay
Department and National dues on a minimum of ten members by February 1, under the provision
of Section 212 of the National Bylaws.

Voluntary Surrender of Charter

A Post may surrender its charter providing all members in good standing of the Post at the time
are notified at least 20 days in advance of the proposed action and the proposition is voted on and
approved by a two-thirds (2/3) vote of members present at a designated meeting where such
action is considered.

Section 210 of the Congressional Charter and Bylaws and Manual of Procedure covers the
requirements for such action.
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Post & Member Correspondence

Letters and emails from Post officers or individual members are answered promptly and
courteously. If the response requires that a decision be rendered, the letter will be forwarded to
the Department Adjutant for the consideration and decision of the Department Commander.
Correspondence of a general nature and questions of a routine nature will be answered
directly to the individual. Posts should, however, be encouraged to carry on such
correspondence with the Department rather than National Headquarters.

Where to Write for Information

In writing to National Headquarters concerning any matter, much time and effort will be saved if
each letter covers only one subject. When a letter covers several subjects, such as VFW Store
orders, Community Activities, Membership Awards, etc., a reply is unnecessarily delayed while
the letter passes through the various Departments at National Headquarters for individual
answers.

Letters concerning National Security, Legislation or Veterans Service Issues should be addressed
to the appropriate Director, VFW Memorial Building, 200 Maryland Avenue, N.W., Washington,
D.C. 20002.

Letters covering other programs and activities of the National Organization should be addressed
to the Adjutant General, Quartermaster General or the appropriate Director, VFW Building, 406
West 34th Street, Kansas City, Missouri 64111.

Remember, your first source of information should be your Department Commander or

Department Adjutant. These Officers are equipped to give you necessary information on most
routine issues and common challenges.
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PARLIAMENTARY
PROCEDURE

VETERANS OF FOREIGN WARS.
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To Presiding Officers
The presiding officer is the servant of the organization.

All his/her acts at meetings and conventions must have the body’s approval, unless a bylaw
makes them independent.

Presiding officers who are ignorant of parliamentary law or who defy the body’s will or deny to
the members the proper exercise of their rights are a sad spectacle before intelligent
assemblies and frequently cause discontent and disunity.

Capable presiding officers make good meetings.
Incompetent, abusive or obnoxious presiding officers can be censured; and their tenure of
office can be shortened or abolished altogether by a 2/3 vote, and thus they may be legislated

out of office at any meeting with prior notice.

You are not expected to know all the law, but you are expected to be able to at least match the
members’ combined basic knowledge of it.



Introduction

The object of all parliamentary procedure is to get things accomplished in an orderly manner, to
take things up one at a time, and dispose of them in the shortest time possible, at the same time in
a democratic fashion.

When only the Presiding Officer or Chairman knows Parliamentary Procedure, he/she can use it
to their advantage, but when most of the body also understands the rules, the “Floor” actually
controls the meeting, and the “Chair” simply directs it.

If you get in the habit of using the right terms, everybody will understand matters more readily.
Note the expressions which appear in boldface type throughout this text.

When a meeting is called to order by the CHAIR, AN AGENDA, OR ORDER OF
BUSINESS, is offered for approval, or should be offered. Once the agenda is approved, the
meeting is technically limited to the points included. We usually take care of other matters and
“beefs” under the “GOOD OF THE VFW?. If no agenda is offered, ask for it. If certain points
you are interested in do not appear to be included, rise and either inquire about them or MOVE
to add them to the agenda.

The business of a meeting is carried forward by MOTIONS. The object of all motions is to get
things done in an orderly manner, and democratically. A motion is MADE from the DEBATE
ON THE QUESTION.

In actual practice, there is usually some debate before the motion. Debate without a motion often
becomes aimless, and should be limited.

In debating, or SPEAKING ON A MOTION, no member should be allowed to speak twice
before others have had it once. Speaking on a motion is also called TAKING THE FLOOR.

Motions must be made on the subject involved, or the POINT ON THE AGENDA, which is
being taken up. If a motion is made on some other subject, the chair is obliged to rule the maker
of the motion OUT OF ORDER and REFER THE QUESTION to the proper place on the
agenda.

Motions must be seconded to be entitled to debate. If the motion is not seconded, the chair is
obliged to point out that there has been no second, and proceed with the meeting.

The chair is not supposed to “milk” the membership for a second because he/she wants one, but
it is proper to allow enough time for a second, when required.

Debate before a motion has been made can always be stopped by someone MAKING A
MOTION. Once a motion has been made and seconded, it must be DISPOSED OF, either by



being DEFEATED, PASSED, TABLED, REFERRED, or PLACED IN COMMITTEE. All
of these are covered further in the text.

Except for certain PRIVILEGED MOTIONS, which will be explained later also, a motion
cannot be placed while there is a PREVIOUS MOTION on the floor.

Recognition

In making a motion, or MOVING, the member should rise, face the chair, and signal or call for
attention in a manner which will not disrupt the meeting. Once RECOGNIZED by the chair, the
SPEAKER should first state his or her name and department, so such information can be
RECORDED IN THE MINUTES.

In other democratic bodies, it is proper to say “Mr. Chairman,” “Madame Chairman,” etc., but in
the VFW, it is more proper to say “My Comrade(s)” or “Comrade Commander”

Once a motion has been MADE, it is the duty of the chair to repeat it in order that everyone
hears it, and also to CLARIFY it, if it was made in confused language.

Before we proceed further with motions, let us remove some of the misunderstanding concerning
WITHDRAWING A MOTION.

Withdrawing

Before a motion has been STATED BY THE CHAIR, its maker has the right to WITHDRAW
it, or modify the language. But, after it has been stated by the chair, the maker cannot withdraw
or modify his/her motion without the CONSENT OF THE ASSEMBLY. After a motion has
been stated by the chair, it belongs to the assembly.

It is also out of order to ask for the consent of the SECONDER to the withdrawal of a motion
the seconder can only withdraw their second if the motion has been changed informally after
they have seconded it.

Itis IN ORDER for anyone to ask the maker of a motion to withdraw it, through the chair. But
the maker does not have to comply. In brief, once a motion is made, seconded and stated by the
chair, it cannot be withdrawn without the chair getting the consent of the assembly (usually by
asking if there are any objections to the withdrawal). When a motion has gone that far, it must be
disposed of by being tabled, referred, defeated, passed, etc., by vote.

When a motion has been withdrawn, it is treated as though it had never been made, and is not
recorded in the minutes. Further, anyone can make the same motion again. The object of
withdrawing a motion is to prevent it from being voted on and appearing in the minutes.

Once a motion has been duly made, seconded and is on the floor, it is subject to
AMENDMENT. (Note: certain motions are not amendable and will be covered later on.)



The object of an amendment is to change or modify the original motion, without destroying the
sense of it. For instance, if there was a motion on the floor to hold a picnic, it could be amended
to add a date or a place, but it could not be amended to change the affair from a picnic to a
bowling match.

Amendments should take the form of: inserting or adding words to the motion; striking out
words; substituting words or sentences. The chair is obliged to rule out of order any proposed
amendment which would do more than the above, and change the sense of the motion entirely.

In some cases, where a poorly worded motion is made, even the amendment does not make it a
complete motion in some of the members’ eyes. In such cases, an amendment can be made to the
first amendment. This SECOND DEGREE AMENDMENT method is sometimes confusing,
but it is legitimate, and it is up to the chair to clarify the motion and its amendments.

If it is too complicated for this, the chair can call for or recommend a SUBSTITUTE MOTION,
with the consent of the assembly, which will tie the loose ends together so that an intelligent vote
may be taken. A substitute motion is itself a form of amendment.

Amendments to motions are DEBATABLE (that is, can be discussed). Like motions,
amendments also require seconding. Discussion on an amendment must be confined to the
amendment itself.

In TAKING THE VOTE, after debate, the amendment is first voted upon, and then the motion
itself is voted upon. Sometimes, the nature of the amendment is such that passing or defeating
the amendment CARRIES or DEFEATS the motion also. In that event, it is not necessary to
take a vote on the motion.

Before proceeding into further study on motions, it might be well to give some attention to the
MINUTES.

The MINUTES OF A MEETING are simply a record of the proceedings of that particular
meeting. As such, they can only be ACCEPTED BY THE BODY. In short, the general
membership can only ACCEPT minutes of the membership meetings, the executive board can
only accept its own minutes, etc. Upon reading of the minutes of a given meeting, they are
subject to a motion to accept. Sometimes, CORRECTIONS are raised, and then the minutes are
ACCEPTED AS CORRECTED.

Being simply the record of proceedings, minutes may be corrected at any time, including
subsequent meetings.

Minutes shall record all main motions which were not withdrawn, all points of order, all appeals
and whether lost or sustained. The makers of motions should be recorded, but not necessarily the
seconders.



The date, time, and place of the meeting, as well as the time of adjournment should be in the
minutes. Also the results of any ROLL CALL votes, and full report of TELLERS. (Tellers are
members elected or appointed to tally ballot.)

Minutes cannot be REJECTED, but they can be RETURNED FOR CORRECTION. When
the minutes of an executive board meeting are read at a member- ship meeting, it is only for
general information, not acceptance or correction.

However, having been thus advised, the member- ship can take action at the meeting to censure
or approve their board.

This, of course, is done through motions at the proper time on the agenda. The membership
should be alerted to do this, and be certain not to allow any top body to exercise undemocratic
control.

In connection with minutes, it is important to know that ACCEPTING A REPORT is the same
as adopting it. RECEIVING A REPORT merely allows it to be read to the assembly. Receiving
does not mean approving or adopting. Accepting does! In making motions on reports, the
assembly should understand the distinction in the above two words.

Deferring

Once a matter has been duly placed on the floor through motion and seconded, it may become
necessary to defer or postpone action. This can be done democratically by the assembly in
several ways, in addition to withdrawing the motion, which we have already covered.

TABLING: A motion to TABLE is a motion to lay aside business in such a manner that it can
be RENEWED at a later time—either at the same meeting or a later one. A motion to table
requires a second. Once seconded, the motion to table cannot be either debated or amended, but
MUST BE PUT TO IMMEDIATE VOTE WITHOUT DISCUSSION.

When it is desired to resume the matter which was tabled, the correct motion is to “TAKE
FROM THE TABLE.” This motion must be seconded, and is also not subject to debate or
amendment. When a matter is taken from the table, it is taken with all previous actions,
amendments, etc., and resumed just as it was when tabled. Tabling a motion or matter does not
carry a time limit. That kind of postponement is handled as follows:

e POSTPONE TO A SET TIME: When the object is to set a future time at which a matter or
motion must be considered, do not move to table. Instead, move to POSTPONE to a set
time, date, or meeting. A motion to so POSTPONE CONSIDERATION requires a second.
It CAN BE DEBATED before being voted on, and can be amended as to the time.

e PLACE IN COMMITTEE: When it is desired to let a few handle a given matter, instead of
tying up the whole meeting needlessly, this is done by COMMITTING or PLACING IN
COMMITTEE through a properly worded motion.



e POSTPONE INDEFINITELY: A motion to POSTPONE INDEFINITELY is really a
motion to KILL the subject. It must be seconded, can be debated, but cannot be amended.

These motions are dangerous, and must be watched with care when they come up. They can not
only help to carry the meeting along—they can also wreck consideration of important subjects.

Appeals to Overrule Chair

The Chairman of a meeting or the “Chair” has certain rights, but they do not include engineering
the meeting, or “railroading” certain matters through. A decision of the chair can always be
subjected to change through APPEAL.

When a member rises to appeal a decision of the chair, their motion can be either to APPEAL
THE DECISION, or to OVERRULE THE CHAIR—they both have the same meaning.

Under such circumstances, the member should state carefully and in understandable language
why he/she is making the motion. The motion requires a second.

Technically, the motion to appeal the decision of the chair is debatable when the question
involved is the BUSINESS OF THE HOUSE, and not debatable otherwise. It is simplest, and
perfectly fair, to always handle an appeal without a debate. The decision of the chair stands, until
reversed by a majority vote. A tie vote SUSTAINS THE CHAIR.

Members should not rise to criticize the chair. If they have an objection to a RULING, it should
always be handled through an appeal.

A sensible chairman should not take an appeal personally, but should welcome it, since it
relieves them of the responsibility and places it upon the assemblage. Sustained, they are that
much more confident in their chairmanship.

The chair is supposed to be the “servant of the assembly,” and as such should refrain from
discussing questions before the assembly, thus maintaining an impartial attitude.

The chair cannot authorize anyone to act in their place if they are absent from the meeting. If the
Bylaws do not cover that contingency, the assembly has the duty to elect an acting chairman.



The Question of Privilege

The QUESTION OF PRIVILEGE is often interpreted to mean “I am a privileged person,
and have the right to the floor again.” The only privilege involved is the privilege of getting
the attention of the chair at once to ASK A QUESTION, MAKE A POINT OF ORDER, or
draw attention to the pressing business which cannot wait. When rising on a question of
privilege, you do not wait for recognition from the chair; you INTERRUPT by stating “I rise
to a point of inquiry (or order, or procedure).” The chair is OBLIGED to recognize you,
answering: “state your question.”

e Rising to a “point of procedure” means that you question the procedure the chair is
following—you feel they are off the track, acting contrary to REGULAR
PROCEDURE.

e Rising to a “point of order” usually means that you feel some member of the
assembly, rather than the chair is off the track, and you want the chair to take action.

e Rising on other “questions of privilege” usually involves drawing attention to
conduct or misconduct of members, comfort of members, conduct of press or guests,
etc. All such interruptions are loosely included in the term “question of privilege.”

If the chair sees the point you are making, they state, “the point is well taken,” and follows it. If
the chair does not, they state his/her reason, and the way is open or an appeal to be taken, if
necessary.

AND THIS IS IMPORTANT! Even though the chair is obliged to recognize the above
guestions of privilege, the assembly is not. As the book states it, “privilege of assembly out-
ranks personal privilege.” A chronic interrupter can thus be silenced by a proper motion.

While a question of privilege requires no second, gets no debate, and is not amendable, the
action desired may be deferred until the speaker is finished, and may also be tabled or
postponed indefinitely. In the latter case, the question interrupted is not carried with a tabling or
postponement motion.



Renewal & Reconsideration

Much confusion exists as to bringing up a point again, or trying to get a matter reconsidered.
There are simple rules covering these things.

Renew a Motion

The object of this action would be to bring up a motion again after it has been defeated. The rule
is:

A rejected motion cannot be renewed at the same session. It can be renewed by the same maker
at a future session. Further, no motion can be introduced that is so nearly like a rejected motion
that it would PLACE THE SAME QUESTION BEFORE THE HOUSE a second time. Also,
no motion can be introduced which interferes with a motion which has been tabled, postponed,
or placed in committee.

Reconsider a Motion

The object of this action would be to bring back a question for more discussion, and obtain a
new vote. Such a motion can only be made by a member WHO VOTED WITH THE
PREVAILING SIDE on the previous vote! Such a motion must receive a second, and can be
debated, but not amended.

If reconsideration carries, the result is just as though the original vote had not been taken.
Should such motions be brought up, and you feel the reason is a bad one, don’t forget to use
the “question of privilege.”

It is a good thing for the most sincere members of the VFW to know the rules, and thus be
prepared to keep the meeting on a true course.

Voting

Voting is normally by voice. If the result is not clear, the chair should ask for a standing vote.

Other methods of voting are: DIVISION OF THE HOUSE, SECRET BALLOT, or ROLL
CALL of the assembly.

This short course was specifically designed to acquaint members with only the rudiments of
parliamentary procedure, and is therefore, brief in coverage.



10.

11.

12.

13.

14.

How To Manipulate Motions For Passage Or Defeat

(Read across the page. Read 1 with 1, 2 with 2, etc.)

To help defeat a motion:

Do not second it. Remain silent.

Speak against it while it is before the body.

Vote against it.
Move to postpone it indefinitely to “kill” it.

Amend it adversely to encumber it or complicate
it.

Move to refer it to a committee to delay it.
Move to postpone it to the next meeting to delay
it.

Move to the previous question to shut off debate
on its good points.

Move to table it.

Move to recess to go after more votes.
If their motion wins, move to reconsider it.

If their successful motion remains unexecuted by
a later meeting, then move to rescind it.

Move to adjourn, so as to prevent action on their
motion at this meeting.

Only votes win. Get your voters to the meeting.
Urge them to stay to the end and vote as you or
another key leader will vote.
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10.

11.

13.

14.

To help pass a motion:

Second it immediately. Say: “I second it.”

Speak in favor of it while it is still before the
body.

Vote for it.
Vote against postponing it to rescue it.

Amend it sensibly to perfect it or
improve it.

Vote against referring it, to achieve
action now.

Vote down all postponements that delay it.

Defeat the previous question so you can
continue to debate its meritorious points.

Vote against tabling it.

Defeat recess so they may not go
seeking more votes.

Vote against their motion to reconsider your
motion.

Execute motions promptly, so that they may
not be subject to the motion to rescind at
any later meeting.

Vote down all motions to adjourn, so as to
achieve adoption of your motion now.

It is votes that win elections and other
proceedings at meetings and conventions. Have
your supporters there to help you with their
votes.



Handy Phrases for Members

Comrade Commander, or, Mr. President, or, Madam Chairman, etc.
I doubt the quorum.

| doubt the vote.

I move that we ...

I rise to a point of order.

I move that we adopt this resolution: Resolved, That ...

A parliamentary inquiry.

I move to amend the motion.

Comrade Commander, will the member yield the floor to me?

I do not yield, or, | yield to a question only, or, | yield.

Handy Phrases for Presiding Officers

The meeting will be in order.

The secretary will read the ...

The first [or, the next] business in order is...

The Chair requests order.

The Chair requests quiet.

The Chair can recognize only one member at a time; all other members will be seated.

The Chair now recognizes ...
For what purpose does the member [delegate] rise?

State your name, city, etc.

The motion is [or, is not] in order.

Do you vyield the floor?

The member will refrain from...

The Chair wishes to state ...

Please repeat your motion.

It is moved and seconded that we ...

It is moved and seconded to amend the motion by ...

The ayes have it; the amendment is carried, now, the vote is on the motion as amended.
Those in favor will say aye. Those opposed will say no. The ayes [or, noes] have it.

If there is no objection, the Chair will ...
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Parliamentary Procedure... at a glance, based in Robert’s Rules of Order Newly Revised (RONR).
Here are some motions you might make, how to make them, and what to expect of the rules.

TO DO THIS: YOU SAY THIS: DO YOU NEED ISIT CAN IT BE WHAT VOTE CAN IT BE

A SECOND? DEBATABLE? AMENDED? IS NEEDED? RECONSIDERED?
ADJOURN MEETING “I' move that we adjourn” YES NO NO MAJORITY NO
CALL AN INTERMISSION “I' move that we recess for ...” YES NO YES MAJORITY NO
COMPLAIN ABOUT HEAT, NOISE, ETC. “ rise to a question of privilege” NO NO NO NO VOTE NO
TEMPORARILY SUSPEND “I' move to table the motion” YES NO NO MAJORITY NO (1)

CONSIDERATION OF AN ISSUE

END DEBATE AND AMENDMENTS “l move the previous question” YES NO NO 213 YES

POSTPONE DISCUSSION FOR “I move to postpone the discussion until...” YES YES YES MAJORITY YES
A CERTAIN TIME

GIVE CLOSER STUDY OF SOMETHING “I move to refer the matter to committee” YES YES YES MAJORITY YES (2)
AMEND A MOTION “I move to amend the motion by ...” YES YES (3) YES MAJORITY YES
INTRODUCE BUSINESS (MAIN MOTIONS) “I move that ...” YES YES YES MAJORITY YES
PROTEST BREACH OF “I rise to a point of order” NO NO NO NO VOTE (4) NO
RULES OR CONDUCT

VOTE ON A RULING OF “| appeal from the chair’s decision” YES YES NO MAJORITY (5) YES
THE CHAIR

Footnotes: (1) Unless vote on question is not yet taken. (2) Unless the committee has already taken up the subject. (3) Only if the motion to be amended is debatable. (4) Except in doubtful cases. (5) A majority vote in negative needed to reverse ruling of
chair.



SUSPEND RULES TEMPORARILY “l move to suspend rules so that ...” YES NO NO 213 NO
AVOID CONSIDERING AN “| object to consideration of this motion” NO NO NO 2/3 (6) NO (7)
IMPROPER MATTER

VERIFY AVOICE VOTE BY “I call for a division” or “Division!” NO NO NO NO VOTE NO
HAVING MEMBERS STAND

REQUEST INFORMATION “Point of information” NO NO NO NO VOTE NO
TAKE UP MATTER “I move to take from the table ...” YES NO NO MAJORITY NO
PREVIOUSLY TABLED

RECONSIDER AHASTY ACTION “I move to reconsider the vote on ...” YES 8) NO MAJORITY NO
ACCEPT REPORTS OF COMMITTEES “I move to accept the report of committee as read.” YES YES YES MAJORITY YES
CLOSE NOMINATIONS OR THE POLLS “I move that nominations close.” YES NO YES 2/3 NO
POSTPONE INDEFINITELY (TO KILL) “I move that we postpone the motion to ... indefinitely.” YES YES NO MAJORITY YES
REOPEN NOMINATION OR THE POLLS “I move that nominations be reopened.” YES NO YES MAJORITY YES
RESCIND “I move that we rescind the motion.” YES YES YES 213 YES
WITHDRAW A MOTION OR SECOND “I withdraw my motion.” NO NO NO NO VOTE NO

Footnotes: (6) A 2/3 vote in negative needed to prevent consideration of main motion. (7) Only if the main question or motion was not, in fact, considered. (8) Only if motion to be reconsidered is debatable
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Introduction
If you have ever planned a major VFW event, you know the importance of getting all the details
in place. Please consider the information contained here first when planning VFW events such as
luncheons, banquets or other social functions. There is a great deal to take into consideration
when coordinating activities and this guide to protocol will help you every step of the way.

At all levels, protocol is critical to insure that proper relation between VFW officials and the
public are conducted with maximum efficiency and without embarrassment to the organization.

Keep in mind that the information contained here should not be considered as complete.

Maintaining an Order of Precedence

One of the cardinal rules of protocol is to observe an order of precedence at VFW functions where
officials and their representatives are present. This is important when making seating arrangements
or organizing receiving lines.

The order of precedence for dignitaries at all levels (National, Department, District, County
Council and Post) is as follows: Commander, Sr. Vice Commander, Jr. Vice Commander, Judge
Advocate, Surgeon, Chaplainand Council of Administration.

Should a VFW function include a receiving line, the first person in line should be the program
chairman, who introduces each individual coming through the receiving line to the host
Commander, or Auxiliary President. The Commander or President, in turn, introduces each person
to the guest of honor, who is next in line, with other guests following in their proper order of rank.

A receiving line should have no more than eight people and should be located away from the door
by which people enter and leave the room.



Participants in a receiving line or those going through a receiving line should neither smoke nor
carry food or beverages.

If the receiving line is held in a room that has a marble, tile or highly polished wood floor, it would
be helpful to those people standing in the receiving line to provide a carpet runner on which they
can stand.

It also is suggested that you provide chairs or a sofa immediately adjacent to or behind the
receiving line for occasional rest periods for the members.

Some functions will require special seating arrangements. To this end, please review the suggested
seating arrangements for different types of programs and dinners and choose the one right for you.

Making Proper Introductions

At some point during your event, you will need to formally introduce your guests of honor to the
attendees.

As a means of expediting the program, guests who are not seated at the head table can be
introduced during the dinner, before the head table is introduced. As another means of saving time,
you can introduce people by groups rather than individually (i.e., committee members, officers,
pastcommanders, etc.).

A standard procedure for introducing head table guests is to start at the extreme left end of the head
table and introduce each guest by name and title, moving to the next guest and performing the
same mission until you have introduced all of the guests to the left of the podium.

Remember there is no need to introduce guests who will be called on to speak or receive an award
later in the program. You also can save time by asking the audience to hold their applause until all



of the guests have been introduced and then give them proper recognition at that time.

After you have introduced all of the guests to your left move to the opposite end of the head table
and introduce each guest by name and title moving from the farthest guest toward the center of the
table, again skipping the introduction of those who will be called on to speak or accept an award
later in the program.

In the case of a two-tiered head table, you should introduce the guests who are seated at the lower
or secondary head table before you introduce the guests at the top or primary head table.

The event “toastmaster” should be brief, laudatory and to- the-point when introducing a speaker.
Introductions should be carefully planned and practiced in advance. The manner in which a
speaker is introduced is very important.

The introduction should be approached in the same manner in which you would introduce a friend
to a person you know by making them feel comfortable, at ease and known to each other.

Something to keep in mind is that the more important and well-known a speaker is, the shorter an
introduction is required.

Please remember: There is no excuse for mispronouncing the names and titles of your guests.
Generally speaking, the main speaker should be introduced last. Occasionally, this conventional
arrangement should be changed if there are several speakers on the program or numerous awards

are to be presented at the event.

If the program does not have a keynote speaker, the guests who are called on to speak should be
introduced from the lowest rank to that of the highest official present.

Plan the order of your program early. Discuss it with the people who are involved and remain
flexible to changing the program to meet special needs.



Planning the Program

X% *

The following are a few suggested hints that may help you in planning your program:

1.

Extend written invitations as early as possible to those you wish to invite to a
particular program, advising them of the time, date, place, attire and what is expected
of them (i.e., principal speaker, greetings, brief remarks, attendance, time allotted,
etc.). Be sure to include information as to whether the invitation includes their spouse
or other members of the family.

Follow up with those speaking at your program with a phone call to make sure they
received the invitation. Ask for the number of those who will attend, and get their
names.

Check back with each speaker a week to 10 days prior to the scheduled event to be
sure their plans have not changed and that their guests will be present.

Be sure to include the spouses of guests you invite in your seating arrangements for the
dinner and program.

Remember to give dinner tickets to the speakers and other guests of honor before
the event.

Assign a host and/or hostess (officers, members, committee, etc.) to each guest you
invite to see that your guests are properly met, escorted and introduced to other
people. Your guests will appreciate your consideration.

Be sure to use name cards and seat your guests at reserved tables near the front so
they will not have to fend for themselves in obtaining seats.

Notify the media several weeks ahead of your scheduled program. Follow up with a
telephone call a few days prior to the event, reminding them of the occasion. Arrange
for a photographer (commercial, Post member, etc.) to take pictures of the event.



What To Do When The Chief Visits

It is a very important occasion when the Commander-in-Chief of
the Veterans of Foreign Wars visits a Post. The Chief is the
spokesperson for the more than 1 million veterans who served
their country during a time of war. Anyone dealing with the
Chief’s visit has important responsibilities. We suggest that
these individuals be familiar with the following guidelines to
make their job a little easier and the Chief’s visit run as smooth
as possible:

1. Contact your local radio and TV stations as soon as you have the
Chief’s definite arrival time. Talk shows are sometimes planned
well in advance. Public Service time is free, and an interview
with the Commander-in-Chief and a local VFW leader might be
arranged. It is important that the scheduling does not conflict
with other engagements the Chief might have.

. Arrange a press conference for the Chief. It is usually more convenient to have it in the hotel

where the Chief will be staying. A notice of the press conference to all media — newspapers, TV

and radio — should be sent at least three days before the event. On the morning of the press
conference, call to remind the media of the time and place of the press conference.

It is important to remember that the media who attend the press conference are there to interview a
national leader of a major veteran’s organization, not local VFW members. For that reason, it is
important that Post members do not volunteer information. The best arrangement is to leave the
Chief alone with the media.

Introduce the Commander-in-Chief to the local leaders in your community and invite them to a
dinner or event at which the Chief will speak.

Once an itinerary has been established, follow it precisely. Make sure the Chief gets to their
appointments on time. If a dinner where the Chief is to speak starts at 7 p.m., have everyone seated
and start serving the meal exactly at 7 p.m.

. Ask the Commander-in-Chief if they would like to see the local points of interest or if they have a
friend in the community whom they wish to visit. Do your best to accommodate the Chief’s
requests. Be sure there is a good car available for the Chief at all times, to meet them at their point
of arrival, to take them to their point of departure and to take them from place to place in your
community. The person who will drive the car must be one who can be relied on for punctuality,
courtesy and safe driving.

If the Commander-in-Chief is to speak where there is a bar, close the bar a half-hour before the
Chief is scheduled to speak and during their talk.

Limit receptions before banquets and other events to one hour.

Do not plan unrelated activities, such as baseball games or private parties, without first consulting
the Commander-in-Chief.



Sample Seating Charts

Adjustments should be made according to ranking VFW and Auxiliary visitors or invited

guests.
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VFW National Membership
Program

1

EVERY VETERAN COUNTS

Timothy “Tim” M. Borland

Commander-in-Chief
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Membership Mission
To recruit, retain and mentor a stable membership base including all generations of veterans.

To cultivate a membership that is well versed in institutional knowledge and actively involved at
all levels of the organization and in the local community. To establish Posts with an established

vision of service, leadership and community outreach.

Introduction
Without question, our membership numbers have decreased every year except for two years in
the last 30 years. Yes, we have been successful in recruiting new members. However, the
effort across the organization needs to improve if we want our influence in Congress to be
noticed.

Today, the Veterans of Foreign Wars is 123 years old. During those years, we have had WWI,
WWII, Korean, Vietnam and other veterans joining en masse. Today, however, we have lost
many of these honorable men and women. As history has proven, the Post-9/11 veterans will
join our organization like others have when they are ready, however usually not until their kids
grow or their retirements are in place.

We must not stereotype any of our future members regardless of sex, color or personal beliefs.
If a member qualifies, bring them in. The only way to make this success permanent is to retain
those members, recover past members, and continue to recruit new veterans into our ranks.
There are still many veterans eligible to join and at all ages. However, our focus needs to be on
our Post-9/11 veterans, for they will be our future.

You might ask, how do we build our organization? It’s simple, leadership by example. If you
are a Commander of a Post, District, Department or the National Commander, then get out
there and recruit members yourself and show your team that if you can do it, so can they. A
good way to do this is to improve the way we communicate with our members at all levels of
the organization. Posts, Districts, Departments and our National Officers need to use all
methods available to convey information for news and training to our membership through
newsletters, emails, social media, recruiting booths and outreach teams.

We need to know who our members are and how we can address their needs and concerns.
It’s time to step it up and recruit post-9/11 veterans. Each of us needs to do our part and

recruit at least one new member. Think about it. If we all recruit one each, we would show
substantial growth in membership in just one year. If we repeated that same scenario again



next year and the year after, we could be easily back over 2,000,000 members strong. When

you are out there recruiting, remember this one thing: Every Veteran Counts!

1.

Membership Goals

Build a strong organization through recruiting new members while retaining our current
membership that creates a solid baseline for the future.

Work together to achieve the VFW’s goals. The VFW National Headquarters staff is
available to assist in coordinating programs, developing membership initiatives and

building awareness among our membership and the entire veteran community.

Membership Objectives
e For everyone to recruit at least one new member and then mentor that member

e Increase membership drives and/or events

e Develop new Posts and/or revitalize existing Posts

e Increase Life Membership and Legacy Life Membership

e Provide Membership Assistance, using teams from your conference to assist and

mentor those who request assistance.

Membership Resources

In order to assist our Posts, Districts, and Departments in meeting the goals set out by the

Commander-in-Chief in this membership program, the National Headquarters has a wealth of

resources at your disposal. Many of those are available free of charge to our members.

Membership materials ranging from applications, recruiting brochures, posters, and
benefits brochures can be ordered directly from the Membership Department using the
Membership Order Form (located under Membership Quick Links once you log into

viw.org)
Resources for Post Development, Membership Campaigns, and Mentorship such as

training guides, videos, and webinars are available in the Training & Support section on
viw.org

Promotional tools such as radio spots, sample advertisements, public service
announcements, and media kits are all available through the Media Room on

vfw.or


http://www.vfw.org/
http://www.vfw.org/
http://www.vfw.org/
http://www.vfw.org/

See the trend? Just about anything you will need is at vfw.org, check it out.

The VFW National Headquarters staff is ready and trained to answer any questions you may

have concerning membership, VFW programs, or other issues. You can contact our Member

Service Center directly at 1.833.VFW.VETS, or the Membership Department at

1.888.JOIN.VFW.

Triple Crown Award
Any commander who achieves All-American at the Post, District and Department level

will receive a Triple Crown pin and recognition at the National Convention.

Recruiting Awards
e 15,10,15 Corresponding numbered member pin
e 25 CIC Belt Buckle or Jewelry Set & Citation
e 50 National Aide-De-Camp cap and Citation
e 75 Commemorative Medallion Set
e 100 Century cap or $50 VFW Store credit & Citation
e 175 CIC Century Plus Jacket

Department “100 Percent” Incentive
Any Department that attains 100% in membership by close of business on May 1st,

2023, will be entered into a random drawing. The commander plus guest and
qguartermaster plus guest that is selected will each receive:
e $2500 voucher through Veterans Travel Services (VTS) applied towards

airfare, accommodations and transportation for a trip of their choice.

Early Bird Award—VFW Legislative Conference
The top three Post commanders and quartermasters in each division and the top

two District Commanders and Quartermasters on Jan. 1, 2023, will receive:
e A $1,000 stipend to be used toward attending the VFW Legislative

Conference, Washington D.C.


http://www.vfw.org/

Department Early Bird Incentive
For every Department that achieves 92% in membership by Jan. 1, 2023; the

Department commander and quartermaster will receive:
e A Henry .30-30 Caliber Rifle or a credit voucher of equal value for use with

Veterans Travel Services (VTS) or the VFW Store.

Post Commander and Quartermaster - New & Reinstated Member Award
The top 10 Post commanders and quartermasters in each division who report more

than 50 new and/or reinstated members by Jan. 1, 2023, will each be awarded:

e A travel charger with the official VFW Commander-in-Chief logo.

Kansas City Spree
The top two Post commanders and the top two District commanders in each division

who achieve 100% membership by April 1, 2023, along with their guest will each be
awarded:
e Round-trip airfare to Kansas City, Mo. from the airport nearest the
awardee’s home.
e A fun-filled weekend (May 18-21, 2023) that may include but is not limited
to touring, shopping and a complete tour of the VFW National

Headquarters.

100% Post, District & Department
A distinctive streamer will be awarded to every Post, District and State/Department

that achieves 100% or greater in membership before July 1, 2023.

100% Commander Drawing
Each Post and District commander that exceeds 100% in membership by June 1,

2023, will receive an entry in this drawing. Twenty Post commanders and Twelve
District commanders will receive:
e A $1,000 stipend to be used toward attending the VFW National

Convention.



Post Commander and Quartermaster Division Challenge
For every 10 new/reinstated members recruited between July 1, 2022, and April 1,

2023, Posts will earn one entry for both Post commander and quartermaster
entered into a drawing. One Post per division will receive:
e A $1,000 stipend each for commander and quartermaster to be used

toward attending the VFW National Convention.

Legacy Life Membership Acquisition
Each Post that achieves the designated benchmarks of 25, 50 and 75 Legacy Life

Members will be awarded:
e A Legacy Society Post Proclamation.
Each Post that achieves the distinctive benchmark of 100 Legacy Life members by
July 1, 2023, commander or Post representative will receive:
e A $1,000 stipend to be used toward attending the VFW National
Convention.
e Reserved seating at the VFW National Convention joint opening session.

e Legacy Society Post Proclamation.

Top 5 National Recruiters
The top five Recruiters plus a guest on February 1, 2023, will each receive:

e Transportation and Accommodations to attend the Commander-in-Chief’s

Seminar in May 2023. (SEE IMPORTANT NOTES SECTION)

Top Department Recruiter
The top Recruiter in every Department on July 1, 2023, will receive:

e A Henry .30-30 Caliber Rifle or a credit voucher of equal value for use with

Veterans Travel Services (VTS).

Note: Minimum of 25 new/reinstated members required to win this award.

Elite Recruiter
Any VFW member who signs up 250 or more new and/or reinstated members by

July 1, 2023, will receive:



e A $1,000 stipend to be used toward attending the VFW National

Convention.

e Distinctive cap, CIC Elite Recruiter Jacket, citation, and name badge.

Recruiter of the Year
The VFW member who signs up the greatest number of new and/or reinstated

members greater than 250 by July 1, 2023, will receive:
e A $1,000 stipend to be used toward attending the VFW National

Convention.
e Reserved seating at the VFW National Convention joint opening session.
e Distinctive cap, CIC ROY Jacket, citation, and name badge.

e Commander-in-Chief’s Crystal Eagle.

New Post Development and Post Revitalization Department Award
e For each new Post chartered, and/or revitalized, the Department Quartermaster will

receive:

e A $250 credit from the VFW Store to be used towards necessary materials

for the new Post.

All-American Criteria
The All-American program exists to recognize exceptional leadership and teamwork,

authentic accomplishment in membership growth and VFW core programs.

All-American Post Criteria
e Membership greater than 100%
e Must conduct two Membership recruiting events, submit reports through All-
American Dashboard.
e Post-Election Report must be submitted to National
e Meet all the following Program Participation Criteria:

o Voice of Democracy - minimum of one entry advanced to District
judging (Overseas Post can donate $75 to National in lieu of entry)

o Patriots Pen - minimum of one entry advanced to District judging
(Overseas Post can donate $75 to National in lieu of entry)

o Hold a fundraiser with the proceeds going to Veterans & Military
Support Programs Services, minimum of $100.



o National Citizenship Education Teachers Award — one entry advanced
to next level of judging (Overseas Post donate $75 to National in lieu
of entry)

o A Post must submit a community service report to their department
for submission to the All-American Dashboard NLT 30 June 2023

o Buddy Poppy- Purchase five per member in the Post

All-American Post Award

- All Posts that meet the Qualifying Percentage and the program participation criteria
will receive an All-American Post Citation, Post Streamer and be recognized in the VFW
magazine.

- The Top 50 Posts in each Division will receive:

e Acknowledgment in VFW Magazine

e Acknowledgement during the All-American Awards Ceremony at the National
Convention

e All-American Post citation

e All-American Post streamer

e All-American citation - commander

e All-American name badge - commander

e All-American cap (commander only, quartermaster and Post members may
purchase “Post Member” cap)

e All-American lapel pin (commander only, quartermaster may purchase pin)

e All-American Team Post Member lapel pin (25 pack)

e The top five commanders in each division will also receive:
= A $1,000 stipend to be used toward attending the VFW National
Convention.

= Reserved seating at the VFW National Convention joint opening
session.



All-American District Criteria
e Membership greater than 100%

e Conduct two Membership recruiting events, submit report through the
dashboard.
e District-Election Report must be submitted to National
e Meet all the following Program Participation criteria:
o Voice of Democracy - minimum of one entry advanced to Department
judging (Overseas District donate $100 to National in lieu of entry
o Patriots Pen - minimum of one entry advanced to Department judging
(Overseas District donate $100 to National in lieu of entry*see last page)
o National Citizenship Education Teachers Award — one entry advanced to
Department judging (Overseas District donate $100 to National in lieu of
entry)

All-American District Award

- All Districts that meet the Qualifying Percentage and the program participation
criteria will receive an All-American District Citation, All-American Streamer and be
recognized in the VFW magazine.

- The Top 25 Districts in each Division will receive:

e All-American District streamer
e All-American District citation - commander
e All-American name badge - commander
e All-American cap (commander only, quartermaster may purchase cap)
e All-American lapel pin (commander only, quartermaster may purchase pin)
e The top two District commanders in each division will also receive:
= A $1,000 stipend to be used toward attending the VFW National
Convention.

= Reserved seating at the VFW National Convention joint opening
session.

All-American Department Criteria
e Membership must be greater than 100%.

e Must conduct two Membership recruiting events, report of these events
must be submitted through the All-American dashboard.
e Conduct a Department Commander’s “Official Visit or Round Up” prior to Jan

1, 2023, with a report submitted through the All-American dashboard.
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National Legislative Service
= Monthly National Legislative Service committee member reports

submitted to National Legislative Service in Washington, D.C.

National Veterans Services
Must have a State/Department service officer and submit his or her name
and contact information to National Veterans Services in Washington, D.C. by
July 31, 2022.
Department Service Officer successfully completes NVS training
requirements with a passing grade.
Department Service Officer or appropriate designee reports hosting Post
Service Officer training to NVS. Reports due by 30 June 2023.
Programs
= Voice of Democracy - An entry advanced to National judging
= Patriot’s Pen - An entry advanced to National judging
= Veterans & Military Support Programs — Must complete
State/Department fundraiser and proceeds donated to Veterans &
Military Support Programs, Kansas City, Mo. (*see last page)

=  Must have at least One teacher submitted for the Teacher of the Year
competition. (One entry from one of the three categories).

All-American Department Award

All-American Department streamer

All-American Department citation - commander

All-American name badge - commander

All-American cap - commander - quartermaster may purchase cap
All-American lapel pin - commander - quartermaster may purchase pin
$1,000 stipend to be used toward attending the VFW National Convention

Reserved seating at the VFW National Convention Joint Opening Session
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Conference Membership Award
The State/Department leading each conference will be entrusted with the conference
membership colors for the following year. The 2021-2022 Conference winners will return the
colors to the membership booth at National Convention in Phoenix, AZ no later than COB on
Monday after the Joint Opening Session. The 2022-2023 Conference winners will then pick up
the colors from the Membership Director at National Convention in July 2023 in Phoenix, AZ
any time after 0800 on Tuesday at the Membership booth.

The Conference with the highest membership percentage of the four Conferences will have
their name and year engraved on a traveling trophy presented by the Commander-in-Chief to
the Conference Chairman at the National Convention. The 2022-2023 Conference Chairman will
return the trophy to the membership booth at National Convention in Phoenix, AZ no later than
COB on Saturday to ensure placement of the new nameplate. This trophy will be presented to
the 2022-2023 Conference Chairman on stage during the Joint Opening Session**.

Post Membership Divisions and Minimum Qualifying Percentages

Division Total Membership Qualifying Percentage
1 951+ Over 100%
2 750 950 Over 100%
3 356 749 Over 100%
4 246 355 Over 100%
5 185 245 Over 100%
6 143 184 Over 100%
7 112 142 Over 100%
8 88 111 Over 100%
9 68 87 Over 100%
10 51 67 Over 100%
11 10 50 Over 100%

District Membership Divisions and Minimum Qualifying Percentages

Division Total Membership Qualifying Percentage
1 5,000 14,000 Over 100%
2 3,282 4,999 Over 100%
3 2,172 3,281 Over 100%
4 1,447 2,171 Over 100%
5 906 1,446 Over 100%
6 1 905 Over 100%

12



Important Notes

In order to receive stipends, awardees must attend designated events

Only one National paid stipend per event (National Convention, legislative
Conference, etc.)
All awards are non-transferable

Post/District/Department: Membership must be greater than 100 percent, which
means 100 percent plus one in overall membership.

Early Bird Award — VFW Legislative Conference: Each winner if able must walk
Capitol Hill with their Departments and attend the Voice of Democracy (VOD)
parade of winners.

Top Five Recruiter Award: Seminar is outside the continental United States and
requires current passport to attend. Must be valid for 6 months after the trip dates.
Post member cap, any member in a Post that achieves All-American status can
purchase a “Post Member” cap. Those members must be in the Post during the
membership year.

The Department Commander’s “Official Visit or Round Up” is for Department
commanders to visit Posts in their Department to get face-to-face time with their
Post and District leadership and assist with membership and Programs. For further
information about the Commander’s “Official Visit or Round Up”, please contact the
Membership Department by calling 1-888-JOIN-VFW or by email at
membership@vfw.org

Donations made to replace a Voice of Democracy and Patriot’s Pen (By eligible
overseas Post). Do not donate through your Department or by any other means.
Use this link: https://VFWPrograms.formstack.com/forms/vfwprogramsdonation

Veterans & Military Support Programs Services Donations for
Post/District/Department as listed above will only be accepted only through the
following link: https://heroes.vfw.org/page/22950/donate/1

**For the Conference Membership Award traveling trophy, the Conference

Chairman will be responsible for the return of the trophy to the Membership
Department booth at the National Convention each year
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WFEW

NO ONE DOES MORE FOR VETERANS.

RECRUITING JUST GOT EASIER

The VFW Membership Department has
everything you need to make your membership
efforts successful at little or no cost.

Phone: 1.888.JOIN.VFW (564-6839)

Email: membership@viw.org
Order online by logging into www.vfw.org
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TAKE ADVANTAGE OF EASY ONLINE ORDERING!

Instead of waiting for your order to
be mailed or faxed in, make sure your
Post gets the materials you need
quickly and efficiently by ordering
your materials online!

Just follow these steps!

1) Go to www.vfw.org and click the “LOGIN” link in the upper right corner. Sign in
when prompted.

If you have not yet created an account on the website, follow the “Sign Up With TroopID” link to do so!

2) Under “Membership Quick Links”, select the Online Membership System (OMS)
option.

3) On the left side of the page, you will see an option for Membership Order Form -
click that link.

You’ll see that it automatically enters your mailing information! If you need your materials shipped elsewhere, go
ahead and enter the new address. (This won’t affect your address on file in our records)

4) Use the dropdown list to indicate which items you need. It will automatically
calculate the cost of items and shipping. When you’re finished, click SUBMIT and it
will take you to a billing page if there are any charges.

Once done, you’ll receive an email confirmation and your order will be processed and
sent out!

IT°S THAT EASY!
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Membership Applications
This two-part carbonless
form is necessary for
recruiting and reporting new
members.

Door Hanger Self-Mailers
These are an exciting way
to spread the word about
VFW and garner new leads.
Includes veterans benefit
information, a reply card,
and die-cut slots for a Post
business card.

Membership Recruitment
Brochure

With a new and distinctive
full-color design and updated
information, this brochure

is an essential part of any
recruiting campaign, with
info on the VFW as well as an
application.

Take Pride Flyers

Learn about all the medals
which qualify veterans to
join the VFW! The flyers
include full-color images and
the history of all qualifying
campaign medals fro