Official

The NationalConstitution ofTHE AMERICAN LEGION as set out herein, is in full force and effect and represents
action taken byNationalConventions, being the Constitution adopted at the First Annual Convention, Minneapolis,
Minn., Nov. 1812, 1919, and as amended at the Second Annual Convention, Cleveland, Oh., S&pt1240;
Fourth Annual Convention, New Orleans, La., Oct206 1922; Fifth Annual Convention, San Francisco, Calif.,
Oct. 1519, 1923; Sixth Annual Convention, St. Paul, Min8ept. 1519, 1924; Seventh Annual Convention,
Omaha, Nebr., Oct.-8, 1925; Ninth Annual Convention, Paris, France, SepR22,%nd Ratification Convention,
New York N.Y., Oct. 122, 1927; Twelfth Annual Convention, Boston, Mass., 04, ©930; Fifeenth Annual
Convention, Chicago, lll., Oct.-2, 1933; Nineteenth Annual Convention, New York, N.Y., Sept2201937;
Twentieth Annual Convention, Los Angeles, Calif., Sept2291938; Twentfirst Annual Convention, Chicago,
lIl., Sept. 2528, 1939;Twenty-second Annual Convention, Boston, Mass., Sep2&31940; Twentthird Annual
Convention, Milwaukee, Wis., Sept.18, 1941; Twefuyrth Annual Convention, Kansas City, Mo., Sept:219
1942; Twentyfifth Annual Convention, Omaha, Neb., Sept-Z3, 1943; Twentyseventh Annual Convention,
Chicago, Ill., Nov. 181, 1945; Twentyeighth Annual Convention, San Francisco, Calif., SeptO80 14, 1946;
Twenty-ninth Annual Convention, New York, N.Y., Aug. 24, 1947; Thirtieth Annual Convention, Mig, Fla.,
Oct. 1821, 1948; Thirtyfirst Annual Convention, Philadelphia, Pa., Aug-2&pt. 1, 1949; Thirtgecond Annual
Convention, Los Angeles, Calif., Oct:12, 1950; Thirtythird Annual Convention, Miami, Fla., Oct. 118, 1951;
Thirty-fourth  Annud Convention, New York, N.Y., Aug. 238, 1952; Thirtysixth Annual Convention,
Washington, D.C., Aug.38ept. 2, 1954; Thirtgeventh Annual Convention, Miami, Fla. Oct-1®, 1955; Thirty
eighth Annual Convention, Los Angeles, Calif., Segh, 3956; ortieth Annual Convention, Chicago, lll., Sept. 1
4, 1958; Fortysecond Annual Convention, Miami Beach, Fla., Oct2Q71960; Fortyeighth Annual Convention,
Washington, D.C., Aug. 38ept. 1, 1966; Fifasecond Annual Convention, Portland, Ore., Se, 1970; Fifty
fourth Annual Convention, Chicago, lll., Aug.-22, 1972; Fiftyfifth Annual Convention, Honolulu, Hi., Aug. 21
23, 1973; Fiftysixth Annual Convention, Miami Beach, Fla., Aug-2®, 1974, Fiftyeighth Annual Convention,
Seattle, Wash., #g. 2426, 1976; Fiftyninth Annual Convention, Denver, Colo., Aug.-28, 1977; Sixtyfirst
Annual Convention, Houston, Tex., Aug.-23, 1979; Sixtyninth Annual Convention, San Antonio, Tex., Aug.
2527, 1987; Seventgecond Annual Convention, Indiandipp Ind., Aug. 2830, 1990; Seventthird Annual
Convention, Phoenix, Arizona, Sept531991; the Seventyeventh Annual Convention, Indianapolis, Ind., Sept.
4-6, 1995; Seventninth Annual Convention, Orlando, Fla., Sep#,21997 Eighty-second Annali Convention,
Milwaukee, Wis., Sept-B 2000; and reiterated at the Eightlyird Annual Convention, Charlotte, NC, Aug-29,
2002; (as found in italic print).

The ByLaws as adopted at the Fourth Annual Convention, New Orleans, La., €€, 1822 and as
amended at the Fifth Annual Convention, San Francisco, Calif., G&B8,1823; Sixth Annual Convention, St.
Paul, Minn., Sept. 239, 1924, Eleventh Annual Convention, Louisville, Ky., SeptC@®. 1, 2, 3, 1929; Fifteenth
Annual Convention, Chago, lll., Oct. 25, 1933; Nineteenth Annual Convention, New York, N.Y., Sep20
1937; Twentieth Annual Convention, Los Angeles, Calif., SepR2,9938; Twentfirst Annual Convention,
Chicago, lll., Sept. 228, 1939; Twentysecond Annual Conveuwti, Boston, Mass., Sept.-28, 1940; Twenty
third Annual Convention, Milwaukee, Wis., Sept-18, 1941; Twentyseventh Annual convention, Chicago, lll.,
Nov. 1821, 1945; Twentyninth Annual Convention, New York, N.Y., Aug. &3, 1947; Thirtieth Annual
Convention, Miami, Fla., Oct. 181, 1948; Thirtyfirst Annual convention, Philadelphia, Pa., Aug-3&pt. 1,

1949; Thirtythird Annual Convention, Miami, Fla., Oct. 118, 1951; Thirtyfourth Annual Convention, New
York, N.Y., Aug. 2528, 1952; Thirtyninth Annual Convention, Atlantic City, N.J., Sept-19, 1957; Fifty
second Annual Convention, Portland, Ore., Sef. 1970; Fiftyeighth Annual Convention, Seattle, Wash.,
August 2426, 1976; and Fiftyninth Annual Convention, Denver, Colo., Aug-23 1977.

Daniel S. Wheeler, National Adjutant

T h as fdund in italic prinb above denotes the most recent change in the National Constitution & By
Laws. This change can be found under Article 1V, Eligibjl®gction 1



CONSTITUTION
of
THE AMERICAN LEGION

PREAMBLE

For God and Country, we associate ourselves together for the following purposes: To uphold and defend
the Constitution of the United States of America; to maintain law and order; to foster and perpetuate a one
hundred pecent Americanism; to preserve the memories and incidents of our associations in the Great Wars; to
inculcate a sense of individual obligation to the community, state and nation; to combat the autocracy of both
the classes and the masses; to make righth#tster of might; to promote peace and good will on earth; to
safeguard and transmit to Posterity the principles of justice, freedom and democracy; to consecrate and sanctify
our comradeship by our devotion to mutual helpfulness.

ARTICLE |
NAME

Section 1 The name of this organization shallTiége AMERICAN LEGION.
Section 2. TheNational Headquarters oTHE AMERICAN LEGION shall be located at the site of the Indiana
World War Memorial in the city of Indianapolis, Indiana.

ARTICLE I
NATURE

Section 1.THE AMERICAN LEGION is a civilian organization; membership therein does not affect nor increase
liability for military or police service. Rank does not exist in the Legion; no member shall be addressed by his
military or naval title in any convention or nigg of the Legion.

Section 2.THE AMERICAN LEGION shall be absolutely nonpolitical and shall not be used for the dissemination
of partisan principles nor for the promotion of the candidacy of any person seeking public office or preferment.

ARTICLE 11l
ORGANIZATION

Section 1THE AMERICAN LEGION shall be organized in Departments and these in turn in Posts. There shall be
one Department in each state, in District of Columbia, and there may be one Department in each territory and
insular possessions tie United States. Thdational Executive Committee may establish Posts in the territorial
and insular possessions of the United States and foreign countries, and shall designate the Department under who!
jurisdiction they shall function, but this shadlno way affect the status of Departments already established.

ARTICLE IV
ELIGIBILITY

Section 1. Any person shall be eligible for membershipHa AMERICAN LEGION who was a member of the
Army, Navy, Marine Corps, Coast Guard or Air Force of the Urfiiadles and assigned to active duty at some time
during any of the following periods: April 6, 1917, to November 11, 1918; December 7, 1941, to December 31,
1946; June 25, 1950, to January 31, 1955; February 28, 1961, to May 7, 1975; August 24, 198311dl984;
December 20, 1989, to January 31, 1990; August 2, 1990, to the date of cessation of hostilities as determined by th
Government of the United States; all dates inclusive, or who, being a citizen of the United States at the time of his
entry trerein, served on active duty in the armed forces of any of the Governments associated with the United
States during any of said periods; provided, however, that such service shall have been terminated by honorable



discharge or honorable separation, ortecmed honorablyduring or after any of said periods; provided, further,
that no person shall be entitled to membership who, being in such service during any of said periods, refused or
conscientious, political or other grounds to subject himself to myildescipline or unqualified service. *

Section 2. There shall be no form or class of membership except an active membership, and dues shall be pai
annually or for life.

Section 3. No person may be a member at any one time of more than one Post.

Section 4 No person, who has been expelled by a Post, shall be admitted to membership in another Post
without the consent of the expelling Post, except that where such consent has been asked for and denied by suc
Post, he may then appeal to the Executive Comendtehe Department of the expelling Post for permission to be
admitted to membership in another Post, and shall be ineligible for membership until such permission is granted.

* Appendix following National By-Laws, carries amended sections of tdational Charter of The
American Legion.

ARTICLE V
NATIONAL CONVENTION

Section 1. The legislative body dfHE AMERICAN LEGION shall be theNational Convention, except as
otherwise provided in the Constitution and-Baws.

Section 2. The time and place of thatonal Conventions shall be determined by tNetional Executive
Committee, which shall have authority to change such time and place for sufficient reasons to it appearing.

Section 3. In théNational Convention each Department shall be entitled to fivegdtéss and one additional
delegate for each one thousand members, or major fraction thereof, whose current dues have been received by tf
National Treasurer 30 days prior to the meeting of said convention, and whose registration fees, as fixed by the
Natioral Executive Committee, for its total authorized delegate strength, have been paid; and to one alternate for
each delegate. The delegates shall be chosen not less than two weeks beldmédotiad Convention at
Department Conventions or in any other marspecified by any Department Constitution.

Section 4. Each duly registered delegate shall be entitled to one vote. The vote of any registered delegate
absent and not represented by an alternate shall be cast by the majority of the registered delegaté®m his
Department. Alternates for registered delegates shall have all the privileges of registered delegates, except that c
voting. A registered delegate is one who has received his credentials after his registration fee has been paid.

Section5. A guorum shall exist at &lational Convention when sixty percent of the Departments are
represented as provided above.

Section 6. TheNational Executive Committee shall provide a Uniform Code of Procedure for the orderly
organization and operation ofational Conventions with continuing power of revision, and said Code shall be
applicable at alNationalConventions unless it is amended, suspended, or repealed by a majority vote of the total
authorized representation alationalConvention.

ARTICLE VI
NATIONAL OFFICERS

Section 1. ThéNational Convention shall elect Bational Commander, and fivllational Vice Commanders,
who shall serve without seniority. No two Vice Commanders shall be chosen from the same Department. No
persons shall be eligibleif reelection to the office dNationalCommander oNationalVice Commander.

Section 2. Such officers shall serve until the adjournment of the succekaliimgpal Convention following
their election and thereafter until their successors are chosen.ncixan these offices occurring between
National Conventions shall be filled by election by tNational Executive Committee, and any memberTefe
AMERICAN LEGION, in good standing, shall be eligible for election to such vacancy. Provided, howeve that
Past National Commander, or Padtlational Vice Commander shall be elected to fill any vacancy in these
respective offices.

Section 3. TheNational Executive Committee at its first meeting following tNational Convention shall
appoint theNational Adjutant, National Treasurer,National Judge AdvocateNational Chaplain, and\ational
Historian, such officers to hold office at the pleasure of the appointing power. All persons having the custody of
funds shall give adequate bonds, which shall be apptowéteNationalExecutive Committee.



Section 4. All PasNational Commanders, while in good standing in their respective Posts, shall be members
for life of the National Executive Committee, without vote, and shall also be life delegates tdatitnal
Conventions of THE AMERICAN LEGION, with vote, to be exercised by them with their respective Departments.

ARTICLE VI
NATIONAL EXECUTIVE COMMITTEE

Section 1. BetweeNationalConventions, the administrative power shall be vested iN#tienalExecutive
Committee, which shall be composed of Mational Commander, thdlationalVice Commanders, and one
NationalExecutive Committeeman and one alternate from each Department to be elected as such Department shall
determine, the alternate to act only in theeatze of thé&ationalExecutive Committeeman.

Section 2. The term of office of sutlationalExecutive Committeemen and alternates shall be two years. The
term of office of eactNational Executive Committeeman and alternate shall memce immediately upothe
adjournment of thé\ational Convention next ensuing after their election and shall end at the adjournment of the
second next succeeding anniNationalConvention.

Section 3. Members of thgational Executive Committee shall be delegates toNlational Convention with
vote, which vote shall be exercised with their respective Departments, except that the voteNafidhal
Commander shall be exercised only in his capacity as chairmanatiomal Convention.

ARTICLE VI
DEPARTMENT ORGANIZATION

Section 1. Departments shall be chartered byN#onal Executive Committee and shall be composed of the
Posts within their respective areas, and such other Posts ldatthral Executive Committee may approve. Each
Department charter shall be signgdthe NationalCommander antlational Adjutant.

Section 2. Each Department shall have a Department Commander, one or more Department Vice Commanders
a Department Adjutant and a Department Executive Committee, and may have a Chaplain and such other officer
as the Department shall determine.

Section 3. Departments shall have authority to create intermediate bodies between the Posts and Department t
act as a liaison between such organizations and for the purpose of promoting the progfam®\RERICAN
LEGION.

Section 4. The Department Executive Committee shall define the powers of such intermediate groups, but in no
event shall such powers invade the prerogatives now vested either in the Post or Departiatibnai
Organization.

Section 5. Such intermi&de bodies now existing within the Departments and heretofore authorized or
recognized by such Department are hereby officially recognized to the extent of the powers herein granted.

ARTICLE IX
POST ORGANIZATION

Section 1. Those who desire to form atPb&ll make application for a temporary charter to the Commander of
the Department in which they reside. The temporary charter shall be issued Mgtihreal Commander and
National Adjutant upon receipt of the application properly executed by the chmet@bers of the projected Post,
but only when such application is approved by the Commander of the Department or by the Department Executive
Committee.

Section 2. The minimum membership of a Post shall be determined by the Executive Committee of the
Depatment in whose area it lies.

Section 3. No Post shall be named after any living person.

Section 4. A temporary charter shall be granted and shall state that it is granted on the recommendation of the
Department and on the following terms and conditions:

1. All acts heretofore duly and properly taken for the formation of the above named Post are recognized and

confirmed by théNationalExecutive Committee.



2. The above named Post shall uphold the declared principlete@MERICAN LEGION and shall conform
to and abide by the regulations and decisions of the Department and\@Etitveal Executive Committee, or other
duly constitutechationalgoverning body off HE AMERICAN LEGION.

3. This charter is subject to revocation by NaionalExecutive Committe on the recommendation of the
Department, or by such authority that may hereafter be establishedNatitveal Convention.

Section 5. After a temporary charter has been in effect for a probationary period of at least ninety days,
application for a permm@ent charter may be made. Such probationary period shall not exceed one year upon the
termination of which the Department shall determine whether or not a permanent charter shall be issued or deniec
and the action of the Department shall be final.

Section6. All charters shall be countersigned by the Commander and the Adjutant of the Department.

Section 7. Each Department may prescribe the Constitution of its Posts. Permanent charters may be suspende
cancelled or revoked by the Department Executive Citieenas provided in the Byaws.

ARTICLE X
FINANCE

Section 1.The revenue oTHE AMERICAN LEGION shall be derived from annual membership dues and from
such other sources as may be approved bij#tenalExecutive Committee.

Section 2. The amount otish annual dues shall be determined by ééational Convention for the ensuing
year.

Section 3. The annual dues shall be collected by each Post and transmitted promptly through the Department t
the NationalTreasurer. Departments are designated agentoflection forTHE AMERICAN LEGION with respect
to such annual dues and upon the receipt thereof shall remit them pronipils AMERICAN LEGION. In no event
shall the period transpiring between the receipt of such annual dues by a Departmentremittiree thereof to
THE AMERICAN LEGION exceed thirty (30) days.

Section 4. Annual dues shall be payable October 20 of each year, for the succeeding calendar year.

ARTICLE Xl
DISCIPLINE

Section 1The NationalExecutive Committee, after notice and atieg before a subcommittee as hereinafter
provided, may cancel, suspend or revoke the charter of a Department for any good and sufficient cause to it
appearing.

Section 2. TheNational Executive Committee may designate, appoint and authorize a subcanioitiear
and try and make written findings of fact and recommendations with reference to the matter of the cancellation,
suspension or revocation of the charter of any DepartmeRtBRAMERICAN LEGION after said Department shall
have received due and per notice of said hearing and trial. Said subcommittee shall make its written findings
and recommendations to tiNational Executive Committee for its approval or rejection, and the action of said
NationalExecutive Committee upon such findings and rememdations shall be final and conclusive.

Section 3. The hearing and trial of any cause involving the cancellation, suspension, or revocation of the charter
of any Department iTHE AMERICAN LEGION shall be had and held under rules of procedure to beetibgtthe
NationalExecutive Committee.

Section 4. Upon suspension of the charter of any DepartmeftHBfAMERICAN LEGION, the National
Executive Committee is authorized, empowered and directed, by and through its duly authorized agents, to take
possessio, custody and control of all of the records, property and assets of and belonging to such Department, and
to provide for the government and administration of such Department during said suspension.

Section 5. Upon cancellation or revocation of the chaftany Department of HE AMERICAN LEGION, the
NationalExecutive Committee is authorized, empowered and directed, by and through its duly authorized agents, to
take possession, custody and control of all of the records, property and assets of sucteBiartiio take all
necessary and proper steps and proceedings to conclude and close the affairs of such Departmeitatoiasaid
Executive Committee may provide for such continued recognition and activities of Posts in said Departments as it
may deen proper.



ARTICLE XiII
CHANGE OF RESIDENCE

Section 1. Any member in good standing in a Post removing from his Department shall be entitled to a
certificate from his Post stating his membership and the duration thereof.

ARTICLE XllI
AUXILIARIES

Section1l. THE AMERICAN LEGION recognizes an auxiliary organization, known as the American Legion
Auxiliary.

Section 2. Membership in the American Legion Auxiliary shall be limited to the mothers, wives, daughters,
sisters, granddaughters, grgahnddaughters argtandmothers of members OfE AMERICAN LEGION, and to the
mothers, wives, daughters, sisters, granddaughters;gyeratdaughters and grandmothers of all men and women
who were in the Armed Forces of the United States during any of the following pefipds 6, 1917, to
November 11, 1918; December 7, 1941D&cember 31, 1946; June 25, 1950, to January 31, 1955; February 28,
1961, to May 7, 1975; August 24, 1982, to July 31, 1984; December 20, 1989, to January 31, 1990; August 2, 1990
to the date otessation of hostilities as determined by the Government of the United States; all dates inclusive, or
who, being citizens of the United States at the time of their entry therein, served on active duty in the Armed Forces
of any of the governments assoetwith the United States during any of said periods, and died in the line of duty
or after honorable discharge; and to those women who of their own right are eligible for membefsheip in
AMERICAN LEGION.

Section 3. The Auxiliary shall be governed in le&epartment o HE AMERICAN LEGION by such rules and
regulations as may be prescribed by tHational Executive Committee and thereafter approved by such
Department offHE AMERICAN LEGION.

ARTICLE XIV
RATIFICATION

Section 1All acts performed and chais heretofore granted by the temporary organizatiGEAMERICAN
LEGION are hereby ratified and confirmed.

ARTICLE XV
AMENDMENTS

Section 1.The Constitution may be amended at &fgtional Convention by a vote of twthirds of the total
authorized repesentation thereat, provided that the proposed amendment shall have been submitted through the
National Adjutant to the several Departments and members dil#tienal Executive Committee by mailing same
to them at least twenty (20) days prior to the @ming of the nextNational Convention; any such proposed
amendment may be amended without further notice by athings vote of the total authorized representation
thereat, provided it does not increase the modification proposed by the amendment anecitiiad the approval
of the Convention Committee on Constitutional Amendments; and, provided further, it may be amended by
unanimous vote at anyationalConvention without notice.

Section 2. That no proposed amendment shall be submitted throudtatbeal Adjutant to the several
Departments and members of thiationalExecutive Committee, as provided in Section 1 of this article, unless said
proposed amendment shall have been first submitted by a Department Convention, Department Executive
Committee pr theNationalExecutive Committee.

ARTICLE XVI
NATIONAL INCORPORATION

This Constitution is adopted conformably to the Act of Congress of the United States of America of September
16, 1919, and all amendatory acts thereto.



ARTICLE XVII

In the event th Congress of the United States shall amend the eligibility clause in the Act crBaling
AMERICAN LEGION, this Constitution shall be deemed amended in conformance therewith, but subject to all
consistent limitations and restrictions in this Constitutiontained.

BY-LAWS OF THE AMERICAN LEGION

ARTICLE |
NATIONAL EXECUTIVE COMMITTEE

Section 1. In case of death, resignation or removal by his respective DepartmentNaitiangl Executive
Committeeman or alternate to thdational Executive Committee,he successor shall be selected as such
Department shall determine and shall serve for the remainder of such unexpired term.

Section 2. TheNational Executive Committee shall meet within twedfityir hours before and after each
National Convention and witm forty-five days following its adjournment, provided however, that Nagional
Commander shall have authority to extend said fwvi-day period for sufficient reasons to him appearing, upon
approval by theNational Executive Committee, and in May of&h year. Special meetings may be held upon
reasonable notice at the call of tNational Commander. Thé&ational Commander shall call a meeting of the
NationalExecutive Committee upon the written requediafionalExecutive Committeemen from fifteem more
Departments.

Section 3. Twentfive members shall constitute a quorum of iaionalExecutive Committee.

Section 4. TheNational Commander shall hame such committees as he shall deem advisable, subject to
ratification by theNationalExecutive Committee at its next meeting succeeding the appointment.

Section 5. Thé\ational Executive Committee shall appoint, upon nomination byNhgonal Commander, a
NationalFinance Commission to be composed of seven (7) members. Of the seven members dplimiviter
the National Convention (1945) at which this amendment is adopted, two shall be appointed to serve for a term of
one year, two shall be appointed to serve for a term of two years, and three shall be appointed to serve for a term ¢
three years;hereafter each succeeding appointee shall serve for a term of three years or until removed by the
majority vote of theNationalExecutive Committee. ThdationalCommander and thidational Treasurer shall be
ex officio members of said commission and tkational Adjutant shall be ex officio secretary of the said
commission. Thd&lationalFinance Commission shall be charged with the preparation of the yearly budget and the
handling of funds under that budget, and such other duties as shall be prescriftvedNiagional Executive
Committee, subject to the approval of tationalExecutive Committee.

Section 6. There shall be the following standing commissiational Americanism Commissiorational
Commission on Children and YoutNationalConvention Comnission,NationalEconomic CommissioriNational
Finance Commission\ational Foreign Relations CommissioiNational Internal Affairs CommissionNational
Legislative Commission, The American Legion Magazine Commis$iational Public Relations Commission,
NationalVeterans Affairs and Rehabilitation CommissiblationalSecurity Commission.

The commissions shall consist of such number of membefBHBf AMERICAN LEGION as theNational
Executive Committee may from time to time determine. Appointments tommissions shall be made by the
National Executive Committee upon nomination by thational Commander. Thélational Executive Committee
is empowered to assign duties and responsibilities to all standing commissions and committees and to grouf
standingcommittees with commissions for the purpose of efficient supervision and coordination of activities.

Section 7. TheNational Executive Committee shall provide for the appointment and employment of such
subordinate officers and employees as may be needethd administration of the affairs dHE AMERICAN
LEGION, and prescribe their duties and emoluments.

Section 8. All questions affecting the election, eligibility and conductatibnalofficers shall be referred to
and determined by thidationalExecutve Committee. All questions affecting the election, eligibility and conduct
of the National Executive Committeeman from any Department, or of Department officers, or members of
Department Executive Committees, shall be referred to and determined bwebeti®e Committee of the
Department involved, which shall be the final authority thereon.



ARTICLE II
DUTIES OF OFFICERS

Section 1NATIONAL COMMANDER: The NationalCommander shall be the executive head tef AMERICAN
LEGION with full power to enforcelte provisions of thé&lational Constitution,National By-Laws, and the will of
the National Convention. He shall be the chairman of thational Convention and théNational Executive
Committee. He shall perform such other duties as are usually incidéstaffice.

Section 2NATIONAL VIcE COMMANDERS: The NationalVice Commanders shall act as representatives of the
National Commander on all matters referred to them by him, and shall, on his request, preside over the meetings of
the NationalConvention oNationalExecutive Committee, and perform such other duties as are usually incident to
the office.

Section 3.NATIONAL ADJUTANT: The National Adjutant shall be charged with the administration of the
policies and mandates of théational Convention, theNatonal Executive Committee, and of thidational
Commander. He shall perform such other duties as are usually incident to the office. He shall also be authorized
in event of the death or resignation of ti@tionalCommander, to summon tiNational Executve Committee for
the election of a successor, and in eventNhgonal Adjutant shall fail, refuse or neglect, within fifteen days after
said death or resignation, to issue a call for said meeting dfidtienal Executive Committee to be held within
thirty days after said death or resignation, then said meeting for the purpose of electing a successor may be hel
upon the written demand therefore signed by represe
notice thereof.

Section 4 NATIONAL TREASURER The National Treasurer shall be the custodian of the funds oiN&onal
Organization. He shall sign all checks disbursing the funds dil#tienal Organization, and shall make reports
upon the condition of theationaltreasury whertalled for by theNational Commander. Th&lational Treasurer
shall furnish a surety bond as hereinafter prescribed. He shall perform such other duties as are usually incident tc
the office.

Section 5NATIONAL JUDGE ADVOCATE: The NationalJudge Advocatshall advise theationalofficers and
the NationalExecutive Committee on all legal matters, including the construction and interpretatiorNatitheal
Constitution and ByLaws, and shall perform such other duties as are usually incident to the office

Section 6NATIONAL CHAPLAIN: TheNationalChaplain shall perform such divine and nonsectarian services as
may be necessary, adhering to such ceremonial rituals as may be recommeheidripl Headquarters from
time to time.

Section 7NATIONAL HISTORIAN: TheNationalHistorian shall collect from year to year all records and data of
value and interest for thdational Headquarters ofHE AMERICAN LEGION, and shall compile during his term of
of fice a complete histor y lsodssisttDemmrimegre and @ast higtarianis goi as toe s
coordinate and unify the work of these officials, and shall have such other duties datitireal Executive
Committee shall prescribe.

ARTICLE I
CHARTERS

Section 1. The Department Executive Committesy suspend, cancel or revoke a Post Charter. The action
taken by the Department Executive Committee shall be final and conclusive unless an appeal is taken to the
NationalExecutive Committee within thirty days from the date of said suspension, canoallatevocation. The
action taken by thblationalExecutive Committee upon appeal shall be final.

Section 2. Any Post failing to meet the obligations imposed upon it by the Constitution draivByor
ceasing to function for six months as an Americagibn Post, or voluntarily ceasing to function as a Post, or
merging with one or more other Posts, or refusing to pay the Departmehatindal per capita dues, or under
such other conditions as might make such action necessary shall, upon order ap#remBnt Executive
Committee, surrender its charter for cancellation. Upon failure to surrender such charter, immediate steps may be
taken for its revocation, suspension or cancellation.

Section 3. Upon revocation, cancellation or suspension of theecludr Post in any Department BHE
AMERICAN LEGION, said Post shall immediately cease operations and upon revocation or cancellation shall turn
over its charter to its Department Commander or Department Executive Committee, and the Department Executive
Committee is authorized, empowered and directed by and through its duly authorized agent to take possession
custody and control of all the records, property and assets of said Post; provided, however, that nothing herein shal
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be construed as requiringyaDepartment to take over or assume any financial responsibility as to such property.
Said Department Executive Committee may provide for the transfer of the members in said Post to other Posts of
their choice, subject to the approval of such other Post.

Section 4. TheNational Executive Committee shall provide a uniform code defining the procedure to be
followed in the revocation, cancellation or suspension of Post charters and providing for a method of appeal and
further providing a code of procedure fihie revocation, cancellation or suspension of Department charters with
continuing power to revise said code, provided, however, that the procedure now in effect shall continue until such
code is so adopted.

ARTICLE IV
DISCIPLINE OF POST AND POST MEMBERS

Section 1. Each Post @HE AMERICAN LEGION shall be the judge of its own membership, subject to the
restrictions of the Constitution and Byws, except that no person who is a member of an organization which has
for its aim the overthrow of the Unitedafes Government by force or violence, or who subscribes to the principles
of any group opposed to our form of government, shall be eligible to become or remain a memhber of
AMERICAN LEGION.

Section 2. Members may be suspended or expelled from thenLeglg upon a proper showing of cause.
Charges shall be based upon disloyalty, neglect of duty, dishonesty and conduct unbecoming a mBngber of
AMERICAN LEGION. All charges must be made under oath in writing by the accumsisno member in good
standng shall lose his membership until given a fair trial by the Post or Department in such manner and form as the
Department ByLaws and Department Executive Committee shall prescribe.

Section 3. Any member who has been suspended or expelled has the raggeaf to his Department
Executive Committee, or to the Department Convention, according to the provisions in-tizev8yf such
Department. The decision of the Department shall be final.

Section 4. A member whose dues for the current year have nophieehy January first shall be classed as
delinquent. If his dues are paid on or before February first, he shall be automatically reinstated. If he is still
delinquent after February first, he shall be suspended from all privileges. If he is stillsuctiesuspension on
June thirtieth of such year, his membershif #E AMERICAN LEGION shall be forfeited. A member so suspended
or whose membership has been so forfeited may be reinstated to active membership in good standing by vote of th
Post and payent of current dues for the year in which the reinstatement occurs. Provided, however, that the Posts,
Departments and thdationalOrganization may waive the provisions hereof, upon payment of dues for the year in
which reinstatement occurs, with refece to former members who have been prevented from the payment of dues
by reason of active military service.

ARTICLE V
MEMBERSHIP

Section 1. Membership iTHE AMERICAN LEGION is membership in thé&lational Organization ofTHE
AMERICAN LEGION by affiliation with Posts.

ARTICLE VI
MONIES AND COLLECTIONS

Section 1. All National, Department and Post officials handling AMERICAN LEGION monies shall be
properly bonded with a good and solvent bonding and surety company, as surety, to cover doubleghe avera
amount of money handled in a single year. In case of delinquencies in the payments of amounts due Department c
NationalHeadquarters, action shall be taken at once by the proper officials to bring about a speedy and complete
settlement. The bonds pided bynationalofficials shall be approved by théational Judge Advocate and the
National Executive Committee, and those provided by the Department officials shall be approved by the
Department Judge Advocate and the Department Executive Committethogedprovided by the Post officials
shall be approved by the Post Legal Officer and the Post Executive Committee, or such other official or officials as
the Department may designate.



Section 2. NationalHeadquarters shall, should it be deemed advisdbtajl special auditors to investigate the
membership roll and financial statement of any Department, and should that Department so desire, assist in ¢
similar audit of Posts within that Department.

ARTICLE VI
TRANSFER OF POSTS

Section 1. Posts oFHE AMERICAN LEGION formed within units of the Army, Navy, Marine Corps or other
organizations liable to transfer from one place to another, and which are organized under the Department in which
they are then located, may transfer to another Department im@emsimilar to the transfer of individuals from
one Post to another.

Section 2. Any existing Post in the territorial or insular possession of the United States or in foreign countries,
which is not under the jurisdiction of a present existing Departrsbatl within one year following the adoption
hereof, unless extended by thationalExecutive Committee, request tNationalExecutive Committee to place it
under the jurisdiction of a Department to be selected by such Post. Said request shall ¢tee thikaeto the
formal consent of such Department. Should a Post fail or refuse to make such request or be unable to obtain th
consent of a Department, then tiationalExecutive Committee shall designate the Department.

ARTICLE VI
AMENDMENTS

Sectbn 1.These ByLaws may be amended at aNgtional Convention by a vote of twthirds of the total
authorized representation thereat, provided that the proposed amendment shall have been submitted through tr
National Adjutant to the several Departmentslanembers of thdlational Executive Committee by mailing same
to them at least twenty (20) days prior to the convening of the Mattbnal Convention; any such proposed
amendment may be amended without further notice by athinds vote of the total authized representation
thereat, provided it does not increase the modification proposed by the amendment and it has received the approv:
of the Convention Committee on Constitutional Amendments; and, provided further, it may be amended by
unanimous vote anyNationalConvention without notice.

Section 2. That no proposed amendment shall be submitted throudtatio@al Adjutant to the several
Departments and members of thationalExecutive Committee, as provided in Section 1 of this article, unlass sai
proposed amendment shall have been first submitted by a Department Convention, Department Executive
Committee, or thé&lationalExecutive Committee.

APPENDIX TO THE CONSTITUTION AND BY -LAWS

Amendments to the Charter ®HE AMERICAN LEGION enacted by Cagress, October 29, 1942, Public Act
767; July 9, 1946, Public Act 495; December 28, 1950, Public Act 895; June 26, 1953, Public Act 80; July 26,
1955, Public Act 178; September 1, 1966, Public AebBO; December 27, 1974, Public Act-937; August 17,
1978, Public Act 98346; December 21, 1979, Public Act-865; October 30, 1990, Public Act 1@718;
December 3, 1991, Public Act 1:0Z9; November 20, 1997, Public Act 10%0; August 12, 1998, Public Act
105-225; November 3, 1998, Public Act 2354; Decerher 2, 2002, Public Act 16309.

Be it enacted by the Senate and House of Representatives of the United States of America in Congres:
assembled,T h a t section 3 of t he A ¢ t THEeAMERICANI LEGION, fOA na pApcrto v ¢
September 16, 1919 14Stat. 285, Title 36, U.S.C., Sec. 43, amended to Title 36, U.S.C., Sec. 21702), is hereby
further amended to read as follows:

ORIGINAL SECTION

Sec. 3That the purpose of the corporation shall be: To promote peace and good will among the peoples of the
United States and all the nations of the earth; to preserve the memories and incidents of the Great War of 1917
1918; to cement the ties of love and comradeship born of service; and to consecrate the efforts of its members to
mutual helpfulness and sergito their country.
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AMENDED SECTION

N Sec . TRalte(parpose of this corporation shall be: To uphold and defend the Constitution of the United
States of America; to promote peace and good will among the peoples of the United States and akhshef iagio
earth; to preserve the memories and incidents of the two World Wars and the other great hostilities fought to
uphold democracy; to cement the ties and comradeship born of service; and to consecrate the efforts of its member
to mutual helpfunessnd service to their country. o

That section 5 of such Act of September 16, 1919 (41 Stat. 285, Title 36, U.S.C., Sec. 45, amended to Title 36,
U.S.C., Sec. 21703) is hereby further amended to read as follows:

ORIGINAL SECTION

Sec. 5.That no person sliegbe a membeof this corporation unless he served in the naval or military service of
the United States at some time during the period between April 6, 1917, and November 11, 1918, both dates
inclusive, or who, being citizens of the United States attithe of enlistment, served in the military or naval
services of any of the governments associated with the United States during the Great War.

AMENDED SECTION

fi S 21703 That no person shall be a member of this corporation unless such person hasrsémeedaval
or military services of the United States at some time during any of the following periods: April 6, 1917, to
November 11, 1918; December 7, 1941, to December 31, 1946; June 25, 1950, to January 31, 1955; February 28
1961, to May 7, 1975; Augt 24, 1982, to July 31, 1984; December 20, 1989, to January 31, 1990; August 2, 1990,
to the date of cessation of hostilities as determined by the Government of the United States; all dates inclusive, ot
who, being a citizen of the United States at itme tof entry therein, served in the military or naval service of any of
the governments associated with the United States during said wars or hostilities: Provided, however, that such
person shall have an honorable discharge or separation from such serviomtinues to serve honorably during
or after any of the aforesaid terminal dates. 0
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FOREWORD

A AiBlueprinto for the 21st Centur

Purpose A plan to providei S e r \d oareveterans, their families and their communities isobd ®day, in a
period of high technology and lightning fast changes, as it was in 1919, when the founding fathers of The American
Legion met in Paris.

They were true vVvisionaries. Much of The Anfightforcan I
v et e rights spast, present or futureis neverending. While our purposes may remain unchanged, our
capabilities must not. The environment is changing

advocate for veterans

For continued success, we must provide fiasé service to our veterans throughout the next century, the basis for
this blueprint is the Preamble to the Constitution of The American Legion, which was finalized at the St. Louis
caucus in 1919 and reaffied at Minneapolis in 1994. This declaration reaffirmed the principles on which our
great organization was developéihe Preamble Minneapolis Affirmation follows the®2Tentury Blueprint
information).

And the method for applying this blueprint foncgess to American Legion activities has not changed either.
Personal contact at every level of leadership within The American Legion is the catalyst that has made us
successful in the past and will make us even more successful serving veterans urehe fut

Since our founding fathers gave us a sound, clear focus, we need to build on this direction as we seek every
opportunity to excel in growth and membership in thé@tury.

21st Century Key ChallengesThe key challenges facing The American ioegn the 21stentury, as outlined by
the National Executive Committee in October, 1997, have a common denominator to suegesssonal
involvement of Legion Officers.

Vision: Every American Legion member must focus on service to the veteran, tddimdies and to the
communities as their number one priority. Legion officers at every level must lead the way in reinforcing this
vision.

Goals We must have goals to fulfill our vision of service. A mission statement should be in place that
includesthese goals and spells out a direction of where you and The American Legion at every level should be in
one, three, five and seven years.

Image: We must be aware at all times of our image and how others perceive us and our work in the
community. We mustemain the champions of service to our veterans and their communities. Everyone in a
Legion leadership position must set the example for all members to follow.

Partnership: The American Legion, American Legion Auxiliary, and the Sons of The Americgioih@eed
to be partners in providing service to our veterans, their families and their communities. Legion officers again must
set the example for inn@rganization dialogue and cooperation. Our work of service to our veterafisfissami | vy
af fair. o

Public Relations: We can amplify our commitment of service to the veteran through an aggressive and
consistent public relations program. It allows us to maintain visibility in the community. Technology in the media
has made it possible for evene to becme accessible to print and broadcast media. Likewisemunityservice
committees, the Chambef Commerce(s), and businesssaciations have doubled in humber over the past 10
years. These are excellent opportunities to network. Become involved aortimaunity as a good neighbor.
Public relations opportunities to tell the Legion story should be pursued.

Programs: Our service to veterans and their communities is manifested in our programs and there are many
outstanding programs to chodsem. Sinde theme or servicegsts can be drawing cards for starting rEss.

Legion officers at every level should be coaches, motivators and consultants in pekBngdevelop and maintain
programs.

Training: Every officer and staff member needs trainifidirough training we gain knowledge to help better
serveour veterans. Whether it is @mhrtmenbr nationalLegioncollege, a conference, an annual convention, the
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Extension Institute othe NationalMembership Workshgpeducation of our officers andaét at every level should
be an orgoing process. One of the most ideal and effective training methods temtoring

Mentoring: | s a -dim@napproach to training that has prove
Legion leaders. Menting can be tailored to accommodate any learningi®@é your members. It can be
small group or done oran-one. Through the individualized coaching by a seasoned Legion officer, new officers
and members can receive the training and reap the tseokékperience, which may be lost in a classroom setting.
Mentoring allows one to learn at their own pace and in their own locality. It allows ample room for positive
motivation and stimulates new ideas for improving Legion business.

Membership: Servie to our veterans begins with our membership base. Without members we would have no
voice on Capitol Hill nor could we achieve the entitlements and support to our veterans, their families, their
communities, our state and natioMembership is everyon e éesponsibility, especially Legion officers. Post
revitalization and newostdevelopment should be on every Legwinf i cer 6 s mi n dNEC MageZs ol ut
199 8, Disentrahchising feaffirmed that thelepartmenttommander odepartmenexecudive committee is
the final decision maker on establishipgss within thedepartment not anotheipostor district. The National
Executive Committee established, by the same resolution, an objective opastéor each high school in the
community. Tle focus is presence in the community and the objective is growth. Over the next five years the goal
is to increase the number pbst to over 16,000. Therefore, evatgpartmenmust focus orpostdevelopment/
revitalization

21st Century Outreach Progam - This program encourages Legion officers to aggressively seek support
from the active duty military, Guard andeserve organizations in yodepartmento identify eligible veterans.

Since January 1998, several active duty bases and guard unitsgnaed to allow The American Legion to
address veterans separating from the service. The potential for membership is unlimited. Two initiatives to identify
veterans in the community are listed below:

Jobsi American Legion Members and Postsin help job sekers from the military community find good jobs
with good employers! Help your employer/business in recruitiegrans, transitioning military, and working
spouses! Find out how referring employers will benefit ymstand the Legion by visiting TherAerican Legion
welbsite athttp://www.legion.or¢careers

Internet - Several of our members have shown leadership initiative by thinking outside the box when it comes
to finding new sources of eligible veteran&pping into web rings and getting on veteran service organization chat
lines has proven to be highly successful in initiating interest in The American Legion. It is also a new frontier to
promote the Legion through new public relaiapportunities.

Communication: This is a must! Legion officers must set the example in establishing clear and concise lines
of communication with members and nonmershaike. Through communication and personal contact, The
American Legion can cross all race, gender agel barriers on its way to providing quality service to our veterans
and their communities.District and countycommandes should visit evenpost within their jurisdiction. This
provides you with an awareness of their needs and growth potential. Corateuréducate and support one
another through all mediums available to you whether its newsletters, bulletins, television, radio, newspapers,
mail and/or direct contact.

Conclusion The essence of the 21st Century Plan is personal involvement threogmstrated leadership.

Our blueprint for success was laid out for each of us by our founding fatheis:

SERVICE TO OUR VETERANS, THEIR FAMILIES AND
TO THEIR COMMUNITIES, STATES AND THE NATION

For more information, refer to the full text of thesolutions approved by thational Executive Committee, May
6-7, 1998, Spring Meeting, Indianapolis, Indighda he fAResol vingo cl auses of eact

Resolution #27, Diversity and A Veteran Is a Veteran (Z1Century)

RESOLVED, That The Amecan Legion strongly recommends that any level of The American Legion,
Departmerd, Districts and Posts review its Constitution and By Laws and those of superior bodies within the
organization to ensure it is in compliance with the rules that goverartiasization; and be it further

RESOLVED, That Departmentdistricts and Posts dedicated to thegrams of The American Legishould
not take unwarranted actions that may lead to barriers that hamper the growth, support of programs and active
communityinvolvement, that may adversely affect the growth of The American Legion; and be it finally
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RESOLVED, That we operate with a common focus, derived from cooperation and fraternal relationships
developed from working together at all levels of the organiaafar the sole intent and purpose of carrying out the
duties and responsibilities commonly shared at each level of The American Legion.

Resolution #28, Disenfranchising (Z1Century)

RESOLVED, That the formation and revitalization of American Legion Bds# a priority, which only the
DepartmentCommandepr theDepartmenExecutive Committee controls in accordance with Article IX, Section 1
of theNationalConstitution; and be it further

RESOLVED,As long as all of the required obligations are met feraktablishment of a Post, no individual
Post orDistrict should have the authority to deny any individual(s) the opportunity to start or revitalize a Post,
without just cause, but the final decision will be made byDhpartmentCommanderwr Department Eecutive
Committee; and be it finally

RESOLVED, That there should be an American Legion Post for every high school where Department,
Districts, and Post leadership will work together to ensure the success of the Post in its support of programs and the
locd community.

Resolution #29, Veteran Outreach Program (Z1Century)

RESOLVED, That The American Legion initiate at all levels of the organization a comprehensive plan to
educate and provide service to Active, Reserve ComponentNatidnal Guard eligible military personnel
currently in uniform, recently retired and/or separated, about the value and benefits fterivetembership in
The American Legion; and be it finally

RESOLVED, That The American Legion initiate at all levels of the organizationraiteg campaign targeted
at eligible military personnel currently serving on Active Duty, in the Reserve Components aladidimalGuard.

Resolution #30, Training and Education (21 Century)

RESOLVED, That The American Legion recommend to all levelstie organization, development of a
comprehensive plan to educate and train its leadership, preparing them for the present and future challenges to k
faced in service to veterans, the community, state, and natidrbe it further

RESOLVED, That The Anerican Legion recommends a standard for its leadership to include a knowledge
about programs, activities, goals and objectives of the organization, in order to do their best and be more proactive
towards the needs of those that they serve; aiitcfilnther

RESOLVED, That it is recommended that Departmemisstricts and Posts recommend to all candidates for
office that they consider taking and successfully completing The American Legion Extension Instituteacmlrse
be it further

RESOLVED, That every Deartment of The American Legion be encouraged to start and staff a
comprehensive training seminar/college (dsownas Legion College) for the purpose of training its leaders; and
be it further

RESOLVED,That theNationalOrganization of The American Lem develop a training environment, seeking
a bettestrained cadre of leadership that may include the use of computer technology/communications, written
materials, teleconferencing, other electronic media, workshops, conferences, and seminars; avadl\oe it fi

RESOLVED,AIl levels of the organization of The American Legion, be strongly and resolutely encouraged to
develop and execute a continuing education program, initiated by an inaugurgédivelan with a goal to
implement this concept of practicahd useful training and education of our Legion leadership in order to maximize
effectiveness in communities, states, and our Nation.

Resolution #31, The American Legion Post Operations (Z2Lentury)
RESOLVED, That the attention of all Departmemjstrict, County and local American Legion leaders be
called to theneed ofmentoring and trainingall Post officials in such areas as:
1. Developing and executing Post mission statements
2. Developing and executing a fiyear plan to include description in eachtbé following areas: Post
activities, programs, budgets to include financial projections, membership and public relations and
communications
3. Development of a constitution and-taws to include proper charter filing, incorporation, report filing to
include Consolidated Post Report, maintaining a proper check and balance system to include audit, risk
management (liability, property and event insurance), and proper writing of resolutions
4. Formation and training of committees based on the size and missi@Rdshin the local community
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5. Devel opment of a AWelcome Wagono Task Force in
American Legion to welcome new veterans into the community

6. Reaching out to all veterans in the community and listening todbeaerns; and be it further

RESOLVED, It is recommended that Departmerisstricts, and Counties develop an integrated coordinated
assistance visit plan, sometimes referred to as a Post Responsibility Audit, to ensure every Post is visited by one
level ofleadership at least once a year to review the aforementioned areas with the Post leadership; and be it furthe

RESOLVED, It is recommended that every Post have a copy of the official higtbeyAmerican Legion
written by Thomas A. Rumer and/or a refaze set of The American Legion Extension Institute; and be it further

RESOLVED, The American Legion believes that each Post is a community based wartime veterans
organization known for helping all veterans, families and children in the community and selcéakprograms
will not supersede the reason The American Legion was founded in 1919 and where the image is associated witl
AService First; o and be it finally

RESOLVED,Th a t each American Legi on o0whers apprapiat inlaltiofial s e t
documents, publications and advertising.

Resolution #32, Cooperation with the American Legion Auxiliary and Sons of The American Legion (21
Century)

RESOLVED, That the attention of all Departmemjstricts, County and local American Legion leagidre
called to the need for a cooperative relationship with the Auxiliary, and Sons of The American Legion.

SPECIAL RESOLUTION 419
1919 THE MINNEAPOLIS AFFIRMATION 1994

WHEREAS, To us, the heirs of a proud tradition, the Founders of The Amdragion in the City of
Minneapolis in November 1919 bequeathed the four pillars upon which our great brotherhood yet stands, as
proclaimed in the Preamble to the Constitution of The American Legion; and

WHEREAS, It is upon these pillars that we have bii# programs by which we serve our comrades, our
youth, and our nation; and

WHEREAS, By the Throne of Almighty God the Founders surely stand and say of us "Well done, beloved
heirs and comrades"; now therefore be it

RESOLVED, By The American Legion ifNational Convention assembled in Minneapolis, Minnesota,

September 8, 1994, that we express our eternal gratitude for the wisdom and foresight of our Founders in this, our
75th Anniversary Year, by affirming anew our commitment to the perpetuation of oaippes; and be it further

RESOLVED, That in affirmation of our troth, we pledge our unrelenting vigilance on behalf of our comrades
in-arms, their children, and their widows and orphans; and be it further

RESOLVED, That we affirm the American Flag to be sole unifying symbol of these United States, a nation
born of diversity and nurtured in the shadow of that banner, beneath which the honored remains of countless heroe
have been laid to rest, deserving if need be of our protection unto death; ahdtherit

RESOLVED, That we affirm to the generations as yet unborn their due inheritance, a legacy no less grand than

that to which we today are heirs: a nation strong, united and flourishing in peace and prosperity; and be it further

RESOLVED, That we afifm to our nation's defenders, and the citizens they serve, our dedicatiaticioal
sovereignty and security so inviolable as to render America forever free from aggression and domination by those
who would do us harm; and be it further

RESOLVED, That w affirm the principle of citizen soldiery by our support and dedication to those who stand
in ready preparedness to answer the call to arms, the ReseNatarhlGuard forcesand be it further

RESOLVED, That we affirm to all Americans our commitmemthe principle of government of the People,
by the People, and for the People, a principle best embodied by a Congress unfettered and free from foreigr
influence and ever alert to the failures of foreign policy by which the constraints on war are éoalkd;it finally

RESOLVED, That by the witness of Man and in the Presence of Almighty God, we do hereby commend this
affirmation to all in whom these sentiments ring true.
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SECTION 1

Post Handbook

Commander

AiTo you, my ¢ o mrvary important flutyethat of teachirg dand grotecting the cardinal
principles of The American Legion throughout your enficsst To you is entrusted supervision of the
duties of all other officers of thgost To you may come the needy and the distdessd it is your duty to
see that no worthy comrade is turned away without full justice. It is your duty to see that Freedom is ever
the watchword of those with whom you may come in contact. Loyalty tpgsiuio its membership, to the
state and to ta national aganization are obligations which you now assume. You are more than the
presiding officer for meetings. You are guided bydtestitution and by the decisions of thestas a
body, yet the responsi bil iamis lafgetyron your shoukderc ¢reusmmst o f t
initiate and carry through programs to completion. You must thoroughly familiarize yourself with the
policies and traditions of yoyvostand of The American Legion. By yoimcere acceptance and earnest
performance of these duties, may the great trust which your comrades have reposed in you be justified. To
you | extend the congratulations of thepartmentand | wish you well as you assume the responsibilities
of your office. | presenttoyouacopyofth@ st Of fi cer6s Guide and Manual
your guide during the coming year. o

--Charge from Installation Ceremony

Yes, commanderthe charge you accepted is broad and difficult. How you respond will determine to a large
degree the standjrof The American Legion among your associates and within the community.

Your own ability, the help you obtain frodistrict and departmenbfficers, the information contained in this
guide, and the help you will get from tpestofficers who form your tam, all combine to make the performance of
your job possible.

That you have ability is recognized by your election to the offiggostcommander This ability must have
been accompanied by desire or you would not have accepted the office. Evenhifalldivs is provided to
assist you to use the ability that you now have and to develop new skills so that your desire tpaserihaper
will become a reality.

As you look to the overall operation of thest you realize that you have stepped tother level. You may
feel that the step is too high, but as you proceed, following the guidelines suggested, you will develop the
organization and leadership among others that will make your yeamesandethe most rewarding of your life.

Planning Pog Operations for the Coming Year

It 6s a r ar mostafficecswpo taie office evithout enthusiasm and a desire for a successful year. In
the charge you accepted at your installation, you were entrusted with the supervision of the dutiesherf all ot
officers of thepost This does not mean that you will discourage them from using initiative and developing new
ideas. What it does mean is that you will be jutlggethe effectiveness of your officers.

There are many ways to determine whethpostcommandemand their officers are enjoying a successful year.
Judgments of the worth of @ostare made by the members, the community, and by The American Legion itself.
Like it or not, a gain or loss in membership is the measure most often used.

Actually, the membership record is a pretty reliable barometer of whatpasiis doing. An activepost
where the members enjoy themselves, often creates ¢
automatically. The members are proudtobeldng. 6s t he most natural thing in
to their friends, neighbors, relatives, and business associates. Since they like belonging to the Legion, they wan
their friends to get in on a good thing, too.
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However, whether it showsr not, a great deal of planning has probably gone into every successful
membership campaign. But, before sales people can sell a product, they have to have a product. If they are goin
to do a good job, they have to have a good predumrhething thapeople want and will value. Thmograms,
social activities, chances for making new friendships, sometimepastdhome itself-these are what a Legion
salesman has to sell. How we build or get this product is the subject we would like to discussiwith y

Executive Committee

Very early in the game, you will find out that running even a spwdtis more than a orperson job. If you
dondét, you may feel as though the wei ghtposicbnstitutioe wor
provides for a full group opostofficers, as well as an executive committee. They are elected to do specific jobs.
ltds up to you to get them tpost work together for the

You can get off on the right foot by making it a first ordébusiness to call an early meeting of your officers
and executive committee. This can be held even before you are installed. The optgbruwmmanderand
adjutant might also be invited to attend.

Before the meeting is held, you and your adjutantriedind out whapostrecords are on hand, where they
are, and how to use them.

Records and Material

Do you have all of your membership records sinceptistwas chartered or at least for recent years? Members
are proud of their record of continuousmbership. Try to keep that and all of the membership recortdsdgie.

Are the complete minutes of all meetings on file or bound? The keeping and reading of minutes may seem a
pretty dull job, but minutes can be extremely important. More than onedsg has turned on what some long
forgotten secretary or adjutant wrote in the minutes of a meeting years ago.

Does the checkbook balance? Where are the funds, and is all the money accounted for?

Is the post incorporated under the nfur-profit laws of the state? Where is a copy of the articles of
incorporation? Have the necessary annual reports been filed and any needed fees paid?

ls every officer who wild./ be handl inatignal€onstittdien b on d e c
Do you have @opy of theposb s ¢ o n st i-laws? Withrthe eahanges pogtofficers from year to year,
ités easy to see how many of these vital records ca

records are on hand, that they argere they should be (and not hiding in the desk of some adjutant of ten years
ago), and that you know in a general way, at least, what they are.

Budget and Fundraising

Anyone who asks people to come to a meeting should do them the courtesy of papagegdaand doing
it in advance.

One of the first things on the agenda for this firsttggether of newpost officers should be moneyour
posbs budget . The officers need to know in advance
be spent.

Here are three general principlespostf i nanci ng t hat are worth consi de
staying out of money troubles if you follow them:

First, make your dues high enough to meet the fixed, administrative postsige, ®ncils, statiorery,
departmentiues, in some cases retite administrative costs that evgnystmust meet to stay in business.

Second, i f t he communi ty i s to benef it sohlicitothe an
community for funds. & example, an American Legion baseball team, a community playground or swimming
pool. Actually, thepostwill add to its public reputation by such projects, but a full public accounting needs to be
made of all funds received and of how they are spent.

Thi r d, dondét ask the public to give in the name of
members of The American Legion. A merchant will donate to send a youngster to Boys State, but he probably
woul dnot care t o g cooele fomyoun eay. Soneetimesuityis nacessaey to raise funds from
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outside the membership for something that is strictly for the benefit gbdbeand its members. When this
happens, make sure that the public receives full value.

Calendar of Events
Your budget is a means to an end. The amount of money you have is not as important as what you do with it.
So, right along with the budget, you need to set up a calendar of events. These are the thjugiymaing to
be doing duringtte coming year. (See program reminders in Index.)

Committee Assignments

Elected officers will be responsible for some of the activities and projects. Your appointed chairs will be in
charge of others. Decide at the very beginning what is going to iappen it is going to happen, and who is
going to make it happen. Most of the assignments will be to carry on already established programs or activities.

There are handbooks and manuals on all of the important Legion prégEogs State, baseball, chitfr and
youth, veterans affairs and rehabilitation, scholarships, and so on. Probably you and your adjutant will have already
received copies of these frodepartmentheadquarters. These manuals have information and ideas that your
committee chairs needake these handbooks to the first planning meeting and turn them over to the proper people
right then. (See Publication List in Index.)

Recreational Activities
Then there are recreational activities. The strongest are those where the members ooly carry on
humanitarian service programs, but also have a good time. When our pioneer forebears assembled to raise a cab
for a neighbor, they ended their | abors with a squa
out theactivities that different groups of members are interested in and provide the means or the opportunity for
them to pursue that interest through ypast

Programs

Just about everposthas some service programs and social activities that were starteel past and have
become almost traditional. Organizations fall into duperhaps more easily than individuals. Any program
carried on exactly the same way year after year is going to grow stale. So, at this first planning meeting, take a look
at your @st programs and activities. Decide on those that need some change or a new look.

No postcan stand still. New programs are needed to maintain interest and, especially, to keep up with the
times. Every new activity or program offers the opportunitynterest new people in joining thmst Inactive
members can be turned into active members by the same means.

Very little in the world happens without someone to make it happen. So all of the programs and activities need
to have a person in charge. Udyahis is apostofficer or committee chair. If the selections of chairpersons and
officers are good, the programs will move. You should ask and, in fact, demand that each chairperson and officer
build a timetable of events that can be fitted int@eerall postcalendar for your year.

First Post Meeting

Now we come to that very important fingbstmeeting. You know that every member present is going to be
judging you in comparison with previogemmandes. At the first meeting, the pattern ané thne are probably
going to be set for the entire year. If changes are going to be made, this is the time to start them. The new broom i
expected to stir up a little dust. Fortunately, you can lean on the experience of thousaomdshahdes of the
past. The basic framework for appstmeeting is all spelled out in thdanual of CeremoniesBY following the
prescribed ritual and order of business, even a person who has never before presided over a meeting can do «
adequate job. As a nesommander you might feel a little selfonscious about running a formal meeting,
particularly in apostthat has gotten away from tidanual of Ceremonies But you shoul dnodt
Legion is an impressive organization, and its meetings should be sdgahBl and impressive. No time is saved
by omitting parts of the ritual. Meetings, of course, can and should vary. There can, and should, be an outside
speaker on appropriate occasion. But by following the prescribed ritual and order of busineksuigbes able
to complete your agenda in no more than one hour.
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Agenda
fAgendad i s t he mdagualof Ceremmodiegroviddd/lthe frammewbrk @ the skeleton for a

meeting, thecommanded s agenda i s what puts nreafi Oroche rt heef bBuwunseis
Manual of Ceremonies eads si mpl y: ACommi ttee Reports. o Y o
succeeding meeting should |ist the exact committee

the agendahecommanded at least the foresightebmmanded is going to contact each chair and make sure that
person is ready to report. This contact gives you an easy way to check on whether the chair is doing the job. If not
a little encouragement, a few suggass, or perhaps even some prodding might be in order.

Protocol

Al t hough Aprotocold is a term wused primarily in
functions, there is a certain amount of protocol, which applies to American Legioimgsemtd social functions,
especially those to which dignitaries have been invited. Protocol for those events is the responsibilippstf the
commandemwho should be aware of certain guidelines that begin with the planning of the event.

If the departmeh commanderis to be invited, this matter should be cleared promptly wipartment
headquarters. In preliminary planning, it is advisable to have an alternate date in the ewsmattraent
commandeis already committed for the original date.

Accompay the invitation with some basic facts about the engagenit; place, whether or not it is a dinner
occasion, significance of the event, etc. Will it be a joint Lediariliary function? Will there be non
Legionnaire dignitaries presenRemembert hi s i s your Ahomeod and those you
and considerations to be accorded such distinguished guests.

If the event is a dinner, those who will be seated at the head table should have been notified of this fact before
they arive. They should be escorted to their places to avoid confusionprésieling or host officeis seated just
to the right of the podium.The master of ceremonies is seated just to the left of the podRlacecards
identifying those at the head taldhould be used.

Introductions begin after the meal. The presiding officer stands at the center of the head table and makes the
introductions, beginning at the extreme left, continuing to the center of the table, and then starting at the extreme
right ard continuing to the centeiThe main speaker, the guest of honor, is the last person introduced.

American Legion officers are introduced in the order by which they were installed into officgeantat-
arms, service officer, historian, judgeadvocate chaplain,treasurer ofinanceofficer, adjutant,vice commandes,
andcommander

As with all rules, there are some exceptions. If itis a function of both The American Legion and the American
Legion Auxiliary, the Auxiliary officers, dignitaries, etcreaintroduced first. Aiationalexecutivecommitteeman
or dternate NECman should be introduced immediately befordgpartmentommander

Welcome Committee
The first meeting is also a good time to start a welcoming comiiiteease there has not beene in the
past. Two or three members should be asked to take on the job of welcoming new members, guests, or even olde
members who are not well acquainted, making them feel at home, and introducing them. Theatsaguardan
often help on this aggxment. An active welcoming committeeisapartofgbsb s publ i ¢ r el ati on

The American Legion Extension Institute

It was developed to provide every member of The American Legion, American Legion Auxiliary and Sons of
The American Legion an oppunity to learn and discover the rich history, programs, policies, developments,
positions and goals of our organization.

This concise and comprehensive set of books returns to the original format of the Extension Institute, which
was a course of studyithr chapter review tests and final examination upon the completion of the materials. It
consists of a set of four reference/study books, with the fifth book being an introduction to the course, including a
list of nationalofficers and theationalheadqartersstaff.

The primary purpose of this handy reference set, adapted for daily use, is an educated, informed and
knowl edgeabl e membership. Men and women who are 7
organization strong and growing. An edted and informed member spells success. If you are interested in
knowing more about The American Legi@ontact Emblem Sales twder your Extension Institute today.
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You can order a single set for your own use, or you can order multiple sets at redsisetb use for study
groups, giveaways, fungisers, memberghincentives, etc

Pageantry
Everypostis a part of the community. It will be successful to the degree to which it fits into that community.
Pageantry and patriotic observances are dungethat the community expects of the Legion. A wiigined color
guardandeven a burial detadtomposed of members of the Legion familiyl help to keep The American Legion
before the public.

Community Projects
Another very valuable way of gettingyr postknowledgeablé know-how in the right wa§ is to cooperate
with other community organizations in civic projects.pédstcommandemho knows his business will encourage
active participation in civic affairs on the part of the members. There isnaézude when a local Legionnaire is
elected to the school board, heads up the United Way, or even gets a promotiondiraadokill go out of the
way to congratulate members on their accomplishments, whether in the Legion or in another field.

Awards
Ther e are many ways to say fAThank ypostmeeétings. Ansanplel s a
Ath-soakd note can mean a great deal . Mention during

arranging the Veterans Day celebration.isTit a simple courtesy that should never be forgotten.
So, putting all of these various ideas together they add ugfirst; planning; then, assignment of
responsibilities; checking back to make sure the job is being done; and, finally, a THANK YOU MBERM.

Resolutions

If you have an idea that will improve The American Legion at any level, put that idea into words, in the form of
a resolution. First have it passed by your Iquadt then, have it passed by yadistrict at its annual convention.
All resolutions passed at district convention are delivered to the resolutions committee at the following
departmentconvention. At thedepartmentconvention, you should appear before the resolutions committee and
plead for their passage of your resolutiand you should also be prepared to speak for its passage when it comes
on the floor of thedepartmentconvention. All resolutions pertaining to ational, passed at thdepartmentare
forwarded tonational. (Se&esolutiosin the indexfor other sectios in this guidg

Sources of Assistance
You have been shown ways to utilize the potential of your members, but there is more help available when you
neediépast commander s, di strict of ficers, depart ment (

Past Commanders
Many poss have aractive RistCommandes 6 CI| u b . Sometimes its primary
of good fellowship among those who have servedoazsmandes. But here is a wealth of knowledge, knbaw
and ability just ready steoWheteer suchp @dub b formalllpargarized in ymat i t
or not, it is helpful to build €&ommanded s Advi sor y Yoo pagidornmaerdes. f r o m

District Officers

Thepostis a separate and distinct unit, which functions independently. But theofvtte postcan be more
effective if it is joined by a tight link to thdepartmentand nationalorganization. Thelistrict and yourdistrict
officers provide that link.

The district commandeiis normally the elected representative of tloss in thedistrict, but an obligation to
provide guidance and supervision is also impli€dss are charged with carrying out the objectives and programs
of the Legion and to comply fully with the obligations assumed underpts departmentand national
constiutions. But, if yourpostbecomes inactive or begins to falter, you can expect gisirict commanderto
start giving advice.

Thedistrict commandeihas a position of respect in our organization. A visit to ymmstcalls for something
special. Maketia social event significant enough to draw a crowd. The dignity shown the office can only be

reflected back to increase the importance of the offiggoefcommander
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Department Officers
Depart ment of ficers are our @rsusually@rovigesamp dpportunitgr A v i
excellent media coverage, and the type of Legion function that will attract your members and community leaders.
These officers are your elected leaders and deserving of every respect. Nqgiosvesjl receive anmal visits
from adepartmentommanderbut if your invitation is accepted, or there is occasion to visit you, make the most of
it.

Department Headquarters

The American Legion is organized departmerg for every stateDistrict of Columbia, territoriappossessions
and several foreign countries. Eadgpartmentheadquarters exercisa general supervision over the lopalss
within its jurisdiction. It is urged that close communication and cooperation be maintained betwaastdhd its
departmentheadquarters.

Thedepartmenheadquarters constitutes the link between the commpaogtof The American Legion and the
national organization. Thepost will deal directly with thedepartmentadjutant. Routine business should be
transacted througtiepartnentheadquartersDepartmentheadquarters is familiar with the issues and conditions of
state affairs. Questions of policy and organization should be referred Iposh® departmentheadquarters.
Through departmentheadquarters any information may secured that is desired by tpest or the ways of
securing it may be found.

The commandeishould keep in close touch witlepartmengffairs, know what statewide activities are carried
on, and see that his/hgosthas its full share in them. He/shesld study all instructions fromepartment
headquarters and see that they are passed on to the proper officer or committee for action. Also, the membership
thepostneeds to be informed of any new activities that may be initiated legatment

National Headquarters
Practically all of your contacts withational headquarters are rightfully carried through yaa&partment
headquarters. There is, however, one publication that should be faithfully read and kefbly-issue. This is
The America Legion DISPATCHoublished bynational headquarters. Th®ISPATCHgives you upto-date
information on which to base your programs, the proper timing for programs, and suggested news releases.
The American Legion Online Updateanother publication thdelps keep Legionnaires informed. This is a
free publication that is sent to email subscrilmers weekly basis

Auxiliary Unit
The Auxiliary unit is an important adjuncttotmpsb s s cheme of organi zation.
unit is tirough theunit president. The unit can help only in proportion to its opportunity. A goatmandemill
find work for the Auxiliaryunit to do. Thecommanderor designated representative, will keep in close touch with
the unit and give its memberseply of inspiration and encouragement.

Conventions

While yourpostcould continue to operate if there were departmentdistrict, or nationalorganization, you
can be more effective as a part of a team. You may want to take part in a county orestatemition. You may
have an idea that should be developed and expanded beyonpogbulCertainly you want youpostto have a
voice in deciding the future programs of The American Legion.

District, department andnational conventions are the placeshere Legion policy is determined. You will
want to make certain that yoppstis represented by properly elected delegataarticularly on thedistrict and
departmentevel.

Each year thelistrict and thedepartmenwill hold seminars on either genelagégion operations or specific
Legion programs. You can go a long way toward solving the future leadership pahkoar postby making
certain that theostis represented at whatever training session is provided. You will also find that attendance at
district anddepartmenfunctions will do much toward building the esprit de corps that makes for a good Legion
post
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Program Reminders

~

Commander , ités up to you! Programs require intel
that shauld be of assistance.

JANUARY 1 Initiation ceremonies are good membership stabilizers. Keep wank@mgbership campaign
especially by contacting those who became delinquent January 1. A community service survey can reveal area
where additional effoiis needed. A good time to present flags and flag codes to schools. Check dates for oratorical
contestslocal, district or county, and state. Plan February program. March is the official Community Service
Month; the beginning of the year is the timeptan and implement initiatives and projects so your post is ready in
the spring.

FEBRUARY 1 Americanism Month. Plan school awards with school officials. Sponstigiousemphasis
activities. Start plans forhe American Legion Baseball program. Theteranéemploymentrepresentative will
make a good speaker for a post meeting. Remember observances of Abraham Lincoln and George Washingto
birthdays. Plan a bigmerican Legiorbirthday program for March.

MARCH 1T Community Service Month Boys Stateselection should be given priority attention in March, or
earlier. March 187 is the recognized anniversary period of the founding of The American Legion. Close out
membershipcampaign and mail dues and cards to department before birthday party.efdldéleadership should
constantly focus on projecting the proper image of The American Legion in the community, in the programs
sponsored and services provided, and also on the appearance of the post home and surrounding grounds. Post ho
appearance cabe perceived as a reflection of the attitude, the initiative and the civic awareness of the post
membership. The post reflects the outward image of the whole organization of The American Legion to the
citizens in their community. The post should beilkampof the community. One that would invite prospective
members and guests based on appearance alone. This is not intended to be a capital improvement project but one
attention to detail and routine fixps. Between January and March, the postelesduip is encouraged to form a
committee to host an "Open House" in March. One major area of interest to prepare for in March-HetpSelf
Program to fix up needed areas in the post home from signage to outside appearance to inside appearance that m
have gone unattended due to other priorities. In addition, this item should be included on your annual Post
Responsibility Audit (PRA), outlined elsewhere in this Officer's Guide.

APRIL 1 Children & Youth Month . Be sure to coordinate this with the Auarly. Secure Children and
Youth Guide from department headquarters. Plan summer scouting activities. Boys Stateespiveld priority.
How about an oldimersdnight? Community service will elevate your pisstanding in the community. Plans
shouldbe made for election of new officers. American Legion Child Welfare Foundation week.

MAY T May 810 is the anniversary of the St. Louis Caucus, which completed original organizatios of
Legion back in 1919. Ar med F ¢Dagform th®laasis for dboggostpmograins Day
and outreach to our military personnel in communities around the nation. Excellent time to create a Blue Star
Banner Program in the community. Do you have a uniformed group in the post? Do you decoratévetgrana v e s
Present school awards at the end of school. Implement American Legion Baseball and summer athletic programs
Contact school officials now to get Legion activities approved and on the calendar for néxbraarical contest,

Boys State, schoa@wards, American Education Week, etc.

JUNE 1 Start planning membership drive for next year. Call on past officers for assistance and guidance.
Decide how you are going to contact the new veterdnge 14th is Flag Day. Does your community fly flags
patriotic holidays? Good time to make a survey. History of Old Glory would make an excellent progranostor a
meeting. Summer youth programs need your support and attendance. Community service will make your town a
better place in which to liveGet ready for the 4th of July.

JULY T Have an old fashioned 4th of July celebration. Make it a community project. Be sure new officers are
certified to department headquarters. Installation of officers makes an impressive ceremony at a post meeting.
Continue efforts on behalf of summer youth programs.
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AUGUST iWell-pl anned programs produce best resul ts. Y C
cards from depament headquarters. Septembeioolstarts. Veterans Day is coming up.

SEPTEMBER i National Disaster Preparedness Month. The 2nd is VJ Day; request churches to ring
their bells (symbolically) in your community. Patriot [Bapeptember 1d work with community to recognize this
day. Celebrate the anniversary of Congress approving Theriéan Legion Chartér September 16, 1919.
Opportunity to create a local event to involve civic leaders in celebrating the anniversary. The 17th is Constitution
Day. Good time for Constitution DayCitizenship Day program. Present school with adequate eop of Let ¢
Right on Flag Etiquette, and Need a Lift. Follow through on membership drive planningp &b materials
available for Veterans Day.

OCTOBER 1 Launch alout membership campaign. Planned programs produce. Columbus Day.
Remember, dudsr next year are payable by Oct. 20. Participate in Halloween Safety Programs.

NOVEMBER 71 Continue full speed ahead on membership campaign by conducting membership roundups in
order to get memberships in before Decembet. 3Nov. 11 is Veterans Day.American Education Week.
Thanksgi ving. Remind members they need next year o0s
premiums. Deadline for payment is December 31.

DECEMBER i Remember Pearl Harbdr an epic event that will forever reas@at e i n Ameri ca
December7,1941 fia day t hat wi $olspokeiPregdent FranklimD. Ranseveld December is also
the Holiday Season. Support activities that bring Christmas cheer to needy families. How about a Christmas party?
Work toward an aftime high in post membership. Keep plugging for renewals and new members. Plan to visit
fellow veterans in the hospital.

Adjutant

AiMy comrade, you hayv ecorhnemedrinthenwiss and efféctive aalmimisiragian ofy o u r
the office and to serve not onlyour fellow Legionnaires, butlso those whose relationship to our
organization has led them to look to us for guidance and relief. You will find the duties many, varied, and

at times taxing of your crowded hours and resosircehe successful accomplishment of our program
depends, to a great extent, wupon you and your perf

0 Charge from Installation Ceremony

The adjutant holds the same relative position in plostas the secretary of amgher organized bodyand a
little moredt he office serves as the Afirst sergeanto of
Most poss find it wise to retain a goaatijutant in office over a period of years. Téjutant may well be regded
as the fAcont i npost tWhile fheconsnandad s i lut hes are | argely i nsj
adjutant 6s dut i es cammandenavigdtes thes ship, aut tladjueant is thd engineer who runs
the shipds machinery.

The ajutant is the personnel officer, the intimate contact with the indivigdoat member, maintains the
membership records, minutes of meetings, checks up and assists the work of the other officers and committees, ar
publishes official orders, annowgroents and instructions.

All postrecords should beinthelg ut ant 6s custody; for ready access
his/her interest to develop a comprehensive filing system.

The adjutant is primarily concerned with ways and meamsl, aby virtue of a key position, can add
effectiveness to alpostactivities. The office involves a great deal of work, and it is urgently recommended that

some degree of compensation be paidhthetant, particularly in largposs.

Suggestions for Nev Adjutant
The only indispensable qualifications are honesty and willingness. adjbtant should get a set @ost
account books from the Emblem Sales Divisibiational Headquarters. They require no special knowledge of
bookkeeping.
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He/She should go tbugh all thepostrecords at the first opportunity. The constitution, minutes of meetings,
and reports of officers and committees will give an insight intgppde® s pol i ci es and tradit
from departmentheadquartershal put theadjutant up to date on instructions.

A specialP o s t Adj ut @rataifakle wittafallurdormation on the handling and processing of the
automated membership card system plus other matters related to the dutipesbbdjutant. Everyadjutant
shouldhave a copyofthfost Adj ut.ant déds Manual

First Vice Commander

ATo you is given the responsibility @dmmander act i v ¢
Particularly youshould interest yourself in the membership ofgibgt You should be aissed by the most

active and devoted members. No single factor has so important an influencemstthe success a
membership. You will be the exponent of means of safeguarding the honor of the Flag of our Country. To

you are committed these endeavaiith the expectation that you shall fulfill each and every one of them.

You are the teacher of ODemocracydo. o
0 Charge from Installation Ceremony

In the majority ofposs, afirst and £condvice commandeiare elected, with membdrip the primary concern
of the irst vice commander
Frequently the success or failure of the membership record during his/her year determines the chances of

advancing to theommandeship the following year. In a few of oposs |, one or two At-i ger s
getters) wil secure the big majority of the dues, but the possibility of death, illness, or a change of residence makes
for a weak foundation on whichvdce commanderand thepostare staking thposb s f ut ur e postisWhi |

different, any membership campaighould cover certain fundamentals. Look at the methods used in the past.
Were they successful? Do they need updating? Have new procedures been developed that would improve th
plans now being used?

In a successfubost a newpostcommandelis going b contact theost officers and committee chairs right
after being elected, either individually or at a special meeting, to lay out a general plan of operation for the entire
year. This is the time when the membership plan should also be made.

Planningshoul d answer the four WO
WHERE? Where do you want to go? What 6s t
members do you want?)
WHAT? What steps have to be taken to reach the objective?
WHO? Whods going t o albedoadideach bféhe stepd thatghave to hedaaken boaeach
the goal?
WHEN? When is the work going to be done?
Only you and the members of yopostknow where you want to go, or how many members you want. But the
steps you have to take to get themegery much the same in evgagst If you can answer the following questions
for your postand for your membership campaign, you have your job analyzed and know what steps have to be
taken to reach your goal:
1. Mailed dues notices will bring in about 88 p cent of your current me mber
contact those few who do not respond to mailed dues notices?
How are dropouts to be reinstated?
How are you going to get usable information on prospective members; how are they to be cdacted;
whom; and how are those selected to be taken intopaa#?
What publicity will be needed?
Who can be counted on to work at membership?
What awards or special recognition will be given?
What special events will be tied in with membership, such dserafes Day, team competition, contests
with otherposs Legion Birthday observance, etc.?

S .
he obj

wnN

Nooas
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This can be the agenda for the fikdembership Committemeeting. (See Duties of Committee on page 3

Other Duties
Membership may be the primary assignment wice commandey but during a normal Legion year, thiee
commandemill have many other duties. He/she should become familiar with the ceremonial protocol for regular
meetings. The chances are excellent that he/she will have to conduct one or mangsntkatng the year.
Knowing how to prepare a meaningful and fruitful agenda is very important, as well as good experiengee The
commandemust be ready to fill in for theommandeu pon a moment 6s notice.

Second Vice Commander

Al nt o y o wmds dreeplaged thd important responsibilities of assistingcémemanderwith all
duties. Particularly you should be interested in patriotic observances of all kinds, in devegboging
activities, and in the entertainment features which mark all mestirndelp to observe strict tolerance
among your members on all political, religious and civic matters. The applicatidnstafe will be your
particular concern. o

0 Charge from Installation Ceremony

Is yours an averageosP If so, many of the membej@ned The American Legion because of the social and
recreational benefits they expected to receive. What is more, many of the meovdmme will also join for the
same reason.

Yes, the scondvice commanderdoes have a j@éban important job. Therespori bi | i t y i-Bke-t o b
my-postb ecause . . .0 atmosphere that finds a | ot of
Legion.

The commandewmwill depend on theescondvice commandeto provide the programs that spice up the megstin
and attract attendance. The social calendar must always be filled several months in advance with activities that will
bring out the active members, as well as those who are just@aying Legionnaires.

One of the first duties should be to contattten veteran and civic groups so that each patriotic holiday and
observance receives the attention it deservesshelavill be concerned with the pageantry so closely associated
with the Legion.

The €condvice commandemay not be in charge of the colguard or firing squad, but must promote it.
He/she might not have a part on the initiation team, but should make sure one is functibmihg. pursuit of
fju st i c eecondvitelcanmanderwill be concerned with the welfare of all fellow veteransd amill be
interested in the work of the veterans affairs @fdbilitation committee. Thesondvice will need to know if the
economic ommittee is functioning. Theesondvice commandermplays a dual role of fun and serious, which so
typifies The Amergan Legion.

Finance Officer/Treasurer

iYou are the keeper of the moneys postdoyomisgvenu i s r
charge of the yeardéds budget and to you is given t
authoiization has been given for such payment. Your position is an important one, demanding integrity
and honesty. Your election to this office signifies that your comrades have implicit trust in you. Guard
well that trust. o

0 Charge from Installation Ceremony

The financeofficer/treasurer must be a person of proven integrity and experience in handling financial affairs.
The postis dependent on finance, just as any other organization, and will do well to accept expert advice in
formulating and administerinigs financial policy.

The finance officer/treasurer usually serves as the chair of the finance committee and is in charge of all
receiving and disbursing gfostfunds. Thepostadjutant, in all matters relating to finance, should carry on the
work in clese correlation with th&éinanceofficer. Both officers must be covered by adequate bond. Department
headquarters should be consulted on this for blanket bond arrangdfastdccounting forms have been designed
to meet the requirements of Legipossk in maintaining a correct and permanemmbership and finance record.
Because of their simplicity, they require no special knowledge of bookkeeping or accounting pdstedyutant
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andfinanceofficer/treasurer should insist upon being provided wittetaof forms. They will save time, reduce
expenses, save money for st

Refer to the current Emblem Catalog for prices and detailed descriptions, or write Natitveal Emblem
Sales Division at American Legion Flag & Emblem Sales, P.O. Box 3@adi@napolis, IN 46236.

Be prompt in remittinghational and departmentdues, along with théepartmentrecordcard, todepartment
headquarters. Note all payments and other transactions opgstunembershipeqgister.

Service Officer

Yo u h asmngly hormredby thipostby your election to perform fundamental, unselfish work, not

only for the benefit of the members of gast but for thosewar veterans particularly in need of your

service. Yours is the choice responsibility of looking outHe welfare of all concerned. The duties of a

service officer are highly important and exacting, and while your accomplishments will be deeply

appreciated by those immediately concerned, the work itself will not be sufficiently conspicuous to catch

the headlines in the newspapers. Depending upon satisfactory performance of duty, there will come to

you the heartfelt gratitude of each and every member of pb#d | congratulate you upon the

opportunity to serve so constructively and sSo0 unse
0 Charge from Installation Ceremony

In naming theserviceofficer, eachpostcreates the most vital link in a nationwide network of American Legion
service to Amer i c a &Gsgviceolfiderethegpostcan provillenyouw cogimunity with a unigu
service.

The duties of theostservice officer call for a competent and dedicated person, preferably one who can serve
indefinitely, and should have a deep interest in fellow veteran@asieand community. If theerviceofficer is
readily availal# to those needing assistance, it will be helpful. Electing someone that works and lives close by will
likely improve effectiveness.

A goodserviceofficer should be retained. The value gb@stserviceofficer increases with length of service.

As theserviceof f i cer 6s reputation grows, so will the presti

Beyond thepost The American Legion maintains a full staff of appeals representatives in Washington, D.C.,
and at VA Insurance Centers. A small mobile staffald representatives provides a constant flow of information
concerning conditions in VA hospitals, domiciliaries, and regional offices throughout the country.

A team of Legion representatives also provides assistance and oral representation or foehaf service
members of the Armed Forces who petitepartmenbf Defense Boards for review of less than fully honorable
discharge or dismissal from the military services. The unit helps veterans in obtaining decorations and medals
through the varios Armed Forces and Decoration units.

Every departmenthas trainedservice officers in the various VA regional offices and hospitals in many
counties.

ThePost Service Officer Guidmepared by thélationalVeterans Affairs and Rehabilitation Division prdes
the service officer with basic information. Necessary claims forms can be secured frodeplaetmentservice
officer. Information will come througldepartmentpublications,National Veterans Affairs and Rehabilitation
Bulleting memorandums, and VAamphlets. Training schools fpost service officers are held periodically in
manydepartments to increase their knowledge and contacts.

The post service officer is responsible for bringing to the attention of all veterans and their dependents the
rights and benefits granted them by &waw for whichThe American Legion can accept a major share of credit.

The serviceofficer must know how to utilize the expert services available through Legion channels, as well as
those of other agencies in his communitit takes a dedicated person to get the information to theirfdl
professionals to make certain that every veteran and dependents are adequately represented.

With a | arge segment of todayds veter an thgnognditheat i o
Persian Gulf Wars, the work of tiservice officer takes on increasing importance. Even more than older veterans,
these men and women are apt to be not too well informed on vétprageams. The older veterans will continue
to need advicen how to integrate possible veteranso6 benef
should be visited as soon as feasible after a veter
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These and many other duties are routine to a gexdkce officer, but there is more, such as\8eg as chair of
the veterans affairs and rehabilitation or service committee and working closely with the children and youth
committee,postemployment officer, and the hospital visitation committee. The Auxilimiy frequently needs
help. Theserviceof f i cer 6s report should be a standard part o
Every Congress considers legislative matters of importance to veterans and to The American Legion. Working
in cooperation with theostlegislative committee, thgostserviceofficer can aidn coordinating the support of the

postwith thenationaleffort.

Chaplain

ATo you is given t heposs Faumil,ti kna, lent eignity and sebpegbtoyolir t hi s
office. You should be in close confidence withalramanderand theother officers of thigpost and

should attend all meetings of tlpwst You should be ready upon occasion to take your part in the
initiation of new members, the dedication of hafl®numentsand funeral services for a comrade. All

such ceremonies armade more commemorative by the use of our ritual. Into your keeping we place the

spirit of comradeship of thigost May harmony and unity prevail .o

0 Charge from Installation Ceremony

The chaplain need not necessarily be a clergyman, but must be @ pmpable of moral and intellectual
leadership and one who gives dignity and respect to the office.chiptain should be in close touch with the
commandemnd other officers of thpostand should attend all meetings of thestandexecutivecommittee The
leadershipin many ofthgosb s act i vi t i es bhaeplaio,amgd svheo this afficegshilted by the right e
kind of person, the usefulness of fhestto the community will be greatly increased.

The Manual of Ceremoniegives an impognt place to thechaplain in the conduct of meetings, in the
observance of patriotic occasions, funeral services and dedication ceremonies. On these occasiapkithis
the moral leader.

Thechaplain should cooperate with thesthistorian on grags registration work and inspire thestto its full
duty in seeing that graves are decorated on Memorial DBgsides officiating when requested at funerals of
members, thehaplain can be of service to bereaved familigsostmembers.

Thechaplain mg serve as chair ofthgosb s Vet erans Administration Vol un
that coordinates the volunteer endeavors of the membership of nearby VA hospital facilities. The sick should be
visited at hospital or home. For more informationVAVS, write theNationalVeterans Affairs and Rehabilitation
Division, The American Legiorl,608 K St. NW, Washington, DC 20006.

The American Legiotservice to God and Counthandbook, available througlepartmenheadquarters, gives
a history of thé program and offers working aids for fhestchaplain and religious emphasis committee.

SergeantAt-Arms

AiYou are the sentinel post Youiwillguard espebialy against¢he losgofar d o
one of The Amer i osasassioliseuy deeprabdsabiding spidtofeamradeship. You will
learn the identity of and introduce to tbemmandeall visiting comrades and guests of {hast You are
responsible that no one shall remain a stranger in our midst. Be ready at afl tonassist your
commander Into your hands is given charge of the stand of colors which you will properly display at all
postmeet i ngs and on ceremoni al occasions. 0

0 Charge from Installation Ceremony

The sergeamatarms should know how to arrange theeting hall and should assist fhestcommanderand
adjutant in the preliminary arrangements for the meeting, including custodian of the colors and should be in charge
of the color detail during the presentation and retirement ceremonies of the cdlerergeamatarms is the flag
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etiquette person and should be well informed on proper flag displayracedures used in operatinghaeting and
should play a leading part in thgost color guard, burial detail, and the other pageantry that is a parhef
American Legion.

There is another dudyone that has a tremendous impact onposb s | mage, i ts membe
relationship with the members. Every Legionnaire wants to be part of the group. This is particularly important for
that new Legionnage attending his first few meetings. Tésrgeamnatarms must make certain new members are
welcomed, introduced, and made to feel they are important fmtte

A welcome committee should be standard for ey@st Thesergeamatarms is the logicaperson to chair
such a committee. The members of this committee must welcome new members and guests, make sure they a
introduced, and keep tltemmandemrdvised as to who should be acknowledged. This committee can also be used
to encourage present meenb to attend meetings.

Historian

fi Y o office is an important one. To you is given the responsibility of preserving and compiling the
records of thispost The future can only be judged by the past. Be mindful that the lamp of recorded
experience mago much in guiding the footsteps of those who follow. Ever remember that without the
recorded history of thipost its policies and accomplishments will be a blank to the ones who come after
we are gone. o0

0 Charge from Installation Ceremony

The office d historian is of growing importance. It is a suitable position in which apgmtommandemay
serve.

There should be close and effective cooperation betweeatljiltant and théistorian. The former works with
the records on matters of current net&, and the latter on matters of historical interest.

The work ofposthi st ori an is cumul ati ve. It is wel/l to | e
handled well.

The post historian should keep in touch with tldepartmenthistorian aad should be prompt in answering
inquiries. An annual report should be made to tepartmentistorian just before thdepartmentonvention.

Copies of whatever is printed concerning plostshould be deposited in the local and state libraries, aswell
in thepostfiles. This is important and will prevent complete loss of valuable records through fire or other calamity,
as well as provide material for those who are looking for information about The American Legion. Also, copies
should be deposited departmenarchives.

The post historian should make a point of knowing wHhastorians of neighboringposs are doing. The
historian should attendepartmentonventions and keep in touch with otpesthistorians.

The departmenthistorian can adviseost historians ondepartmentand national post history contests,
hi storiansd associ at i o ndspartmenhistoriamahatevitl assist in doimgaaibéttar ppb. e f r

An outline for a ong/earpostnarrative history and yearbook is gragtiig illustrated in the Appendix of this
Of fi Gaeded sl i st ed under AHIi stories Are | mportant. o
assistingposthistorians in compiling these books.

Judge Advocate

AiTo you, my ¢ o mr didhportantidsty fa whsch ypur keghl trainingnang/or past Legion
experience so aptly prepare you. You are the interpreter abtiitution andoy-laws of youmpost and
may at any time be called upon by tmenmanderand other officers and memberstbé postto rule on
the legality of their actions and decisions insofar as they affect the good of The American Legion. You are
also charged with protecting the integrity of our organization and keeping alight the torch of truth and
fidelity that symbolizs the high and ennobling ideals under which our great American Legion was
founded. Protect wisely that heritage. 0

d Charge from Installation Ceremony

28



The primary duty of th@udgeadvocate is to supply professional advice in the conduct gidbtbusiress or to
procure proper counsel and is the guardian of constitutional fopostfovernment.

Your judgeadvocate can supply valuable assistance to qgtbstcommittees and officers. That officer should
be available to theservice officer for legal adice and to the Americanism committee on matters relating to
education and naturalization laws. Apgstcommittee can benefit from thedgead vocat e6s cont ac
office holders of local government.

The judge advocate and legal committee are chdrdyy the suggestepost constitution with the duty of
auditing post financial accounts. This should be done annually just before the election of officers or more
frequently at their discretion.

Executive Committee

AfThe admini st r apod ofelheaAmériean Legion cslhiall, éxbeptsas may be otherwise
provided by théy-Laws, be under the supervision of BxecutiveCommittee Wich shall consist of . . . .
members in addition to the officers of tPest 0

Suggested Form for Post Constitution Aticle V& Officersd Section 1

N"nThe gover nment a Rodtis enrustedyteam Exedutive Gomrhittee of . . . members, to
be known as the OExecutive Committeed. 0

Suggested Form of Post Byaws Article Il 8 Managemen® Section 1

In the modebostconstitution and bylaws appearing elsewhere in this book, the government and management
of the postis entrusted to thexecutive committee. Meetings of thexecutive committee are set for regular
intervals upon the call of tteommandenpr as often as theommandemay deem necessary.

The postexecutive committee is further charged with hiring such employees as may be necessary; authorizing
and approving all expenditures; requiring adequate bonds from all persons having the cugiosiflofds;
hearing eports of post committee chairmen; and generally having charge of and being responsible for the
management of the affairs of thest

Delegation of these functions to tlkecutive committee is in no way intended to usurp the powers of the
membership thnagh regulapostmeetings. Rather, this allows the dull, routine, operational affairs giotéo be
resolved without distracting fropostmeetings. Committee reports of general interest to members should still be
given atpostmeetings.

The key to mterestingpost meetings is using thexecutive committee effectively. Theost meeting that
becomes bogged down in arguments on petty details is interesting only to those doing the talking. The meeting is
dead and a waste of time to everyone else.

Standing Committees

i . . Post by hsiBgLaws, may provide for such other standing committees as the business of the
organi zation may require.o

Suggested Form for Post Constitution Article \d Officersd Section 1

i T hpest commanderimmediately upon tang office each year, shall appoint the following standing
committees: Americanism, Ceremonials, Children and Youth, Economic, Finance, Foreign Relations,
Graves Registration and Memorial, House and Entertainment, Legislative, Membership, Public Relation
Veterans Affairs and Rehabilitatiolational Security, Sons of The American Legion and Visiting or
VAVS. Such standing committees shall consist of such members, and the chair thereof, as shall be
designated by thpostcommander 0

Suggested Form of Bst By-Laws Article VI 8 Appointmentsd Section 1
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People, time, effort, and organization are required to carry out the programs of The American \\éuatimer
those programs are continuing services for disabled veterans or a dance, most of your workcediny@ished
through committees. There are listed here committees, wloistk normally have, together with a brief statement
on the usual duties of these committees. Mmastconstitution and/or youdepartmentconstitution may require
additional comrittees or may have other names for some of the committees, and the following list is not intended to
be mandatory or complete for every American Legiost

No postcan stand still. New programs are needed from time to time, old programs need to tesl,chang
revitalized, and in some cases, dropped. Early in your term of office, you anpogbatificers should take time to
review the programs and activities, which have been carried on in the past, and to decide on desirable changes c
additions. The astities that are to be carried on determine the committees that are needed. The next task is to
review the membership of thgostand eveneligible nonmembes. From this review, a list can be set up of
potential committee heads and members. Frequemiynmember eligible will want to become a member of your
postif the posthas an activity or is planning an activity in which the person is interested. Whoever makes a contact
with such a nonmember eligible must be able to point out the need for tharpragd the reason why this
particular person is desired to assist in it.

Each committee chair needs to know how the work of the committee fits into the overall prograrpastthe
and he needs to know what is expected, and when.

Her eds t he Htbegdledstdndambstaommitteesgand their usual duties:

Americanism
Purpose: To inspire patriotism and good citizenship through patriotic observances, patriotic and civic
instruction in schools, Americanization of aliens, information on-Amterican propaganda, youth activities such
as Boys State, Scouts, Oratorical Contest, School Award Medals, baseball, flag etiquette, and other similar
community services, as well as provide a COROMi ng of

Children and Youth
Purpose: To insure that any child of a veteran in need of care and protection shall receive proper and timely
service and aid; to strengthen the family unit; extend support to sound organizations and facilities that provide
services forchildren and youth; and to maintain a wellinded program that meets the needs of the young people
in their respective community.

Veterans Affairs and Rehabilitation
Purpose: To assist veterans in obtaining needed hospitalization, in thi puctaims and in obtaining other
veteranb6s rights and benefits; to visit comrades w
families when sick or bereaved. (The head of the Veterans Affairs and Rehabilitation Committee mayobe the
senice officer a the postveterans affairs and rehabilitation chair. In addition pibgtchaplain may serve as chair
of thevisiting committee.)

National Security
Purpose: To organize thpost membership in support ofational or civilian defense projes in the
community; to organize thgostand to assist in organizing the community for readiness to meet any emergency.

Membership and Post Activities
Purpose: To obtain, retain and increase the membership pbsheith specific responsibilities faenewals,
enrollment of new members, transfers and reinstatements. (The firsbuweanderfrequently serves as chair of
themembershigcommittee.)

Public Relations
Purpose: To increase awareness among the veb@@msunity and the community at largeThe American
Legi onds wettradissaeas)yationafsecurity and foreign relations, Americanism, and children & youth.
Your goal is to define The American Legion in the public eye by the values for which it stands. Your technique is
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two-fold: (1) Placing radio and television advertisements and public service announcements produced by the
NationalPublic Relations Division where they can be seen and heard, and (2) Developing relationships with editors
and journalists serving thgostcommuniy s o t hat they cover those progr:
founding pillars.

The High School Oratorical Contest is the reportert
hundred percent Americani smoVhiys TRhEE Asneoi gahhéaegimos
Ameri cao i s t hepogtpubliselations officar, imust emssire ts Answered in every form of media

coverage obtained. Publielations is a membership multiplier.

Legislative
Purpose: To promote¢he official legislative mandates of The American Legion; disseminate monthly
legislative updates; establish, maintain and promote proactive grassroots lobbying activities; and establish anc
maintain liaison with elected officials and their staff. Altigiies must be in compliance with Section 2, Article I
of the Constitution of The American Legioi: The Amer i can Legi o-politcdhamd shallboe ab s
be used for the dissemination of partisan principles nor for the promotion of tidédeay of any person seeking

public office or preferment. 0
However, voter education is a critical element of the electoral process. This does not prohibitsyfsam
hol ding town hal./l meetings, i Meet tddressp&stmedlingsidisttice Ni g

conferences, or state conventions. Candidates may be allowed to participate, as long as an invitation is extended t
all candidates affording them an equal opportunity to participate. The American lcagiootendorse or gpose
any candidate, even if the candidate is a Legionnairgastinember. Aposthome should be free of any political
materials that would appear to be an endorsement of a particular candidate. If the position of one candidate is
posted, the positioof all candidates must be posteffivery effort must be made to remain nonpartisan.

Note: IF IN DOUBT, CONTACT THE DEPARTMENT JUDGE ADVOCATE FOR
CLARIFICATION, BEFORE PROCEEDING.

Finance
Purpose: To supervise the receiving, disbursement, and accoohtihgostfunds; to prepare annual budget
recommendations for th@st to advise thgoston all financial policies. (Thpostfinance officer is normally the
chair of thefinancecommittee.)

Economic
Purpose: To serve and assist veterans in meatidgovercoming economic problems such as employment,
veterans preference, housing, civil service appeals, employment of handicapped and older workers.

House
Purpose: To supervise the operation of physical facilities pbshsuch as a clubroom, Americdregion
center, meeting room, etc. Supervision includes administration, responsibility for equipment, hiring and direction
of employees, as autheed bypostexecutivecommitteeand general rules applicable to the conduct of members
while on the premisesf thepost

Service
Purpose: To assist active duty military in transition to civilian life and National Guard and Reservists in the
community in similar ways. He service committee is a key component of every succegsbst Its duties and
operationsare especially important during the period immediately following the termination of hostilities. The
serviceofficer may be the chair; however, the responsibilities of the committee go beyond Hweddgyfunctions
of a good Service Officer in filinglaims, securing hospitalization, etc. Téevicecommittee also is concerned
with jobs, with veteran contact, with visits to ailing comrades, witlthefjob training,and with pensions. This
committee should also be responsible for maintaining comtéibt any members of the armed forces from the
community served by theost With the nati onds -vadunttee arsed servites,pite n d i
becomes absolutely essential that the man o supperdt man
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Other Committees
In addition to the above, yoyostmay have need for other committees, depending on the specific programs
and activities being sponsored. Some of the other committees that you might need include:

Graves Registration and Memorid Committee
Purpose: To record, mark and decorate graves of deceased veterans; to render service and comfort to bereav:
families; to provide American Legion funeral services when requested.

Sons of The American Legion
Purpose: To act as a supervisooyntnittee for the Sons of The American Legion Squadron in connection with
its organization, activities, recreational and educational programs.

Uniformed Groups
Purpose: To organize, train, promote and supervise a umifbgnoup, such as hurial detail color guard,
chorus, firing squad, etc.

Visiting or VAVS
Purpose: ® give comfort and assistance to members and their families when sick or bereaved, and to visit
hospitalized veterans. It is recommended plost chaplain be chair and apost members Isare in this vital
function by taking their turn as committee members.

The Post

The American Legion is incorporated lap Act of Congress and is organized into lopaks, which, for
purposes of coordination and administration, are groupeddapartmets. Thepostis the combat unit of The
American Legion. Depending upon its ability to absorb American Legion policies and properly interpret them to
the local people, and to successfully carry out unselfish activities for the community, the stateratidbth@ur
organization will stand or fall.

The responsibility given to the individupbsthas proved the source of our strength and growth. pdkts to
a large degree autonomous, restricted only by broad general guidelines carriednaticdhal or department
constitution andy-laws. Thepostmust never forget, however, the implied responsibility it has to the veterans and
the children of its community and to the community itself.

The postis The American Legion. Its duties are beautifully sgelbut in the Preamble to the Constitution of
The American Legion.

Membership is byostonly. Programs are effective to the degreeptb&tadopts and puts them into operation.
Mutual helpfulness becomes a reality through the comradeship, socialiestipiide of achievement, and the
service programs of thmost

Perception of The American Legion

The word fAperceptiond is merely a s heewrldscsuliconsgiaug o f
feelings and reactions of people for an instito, other people, products, or ideas.

The perception of The American Legion is the reaéiomental and emotiondlwhich anyone has of the
organization. Each individual may have a different mental perception of the Legion, ambsxhates its own
local perception to a great degree. The local perception is colored to some exteggpaytaentand national
perception.

The perception, which the individual Legionndrparticularly thepostofficerd has of The American Legion
will determine in large mesaure what theposti s . I f the personds perception ¢
postwill be a bar and that is all. If the person thinksplosti s doi ng a good job but i
members, then the perception of what The Acam Legion should be, or is, does not agree with what the majority
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of veterans in the area want in an organization. There is room in The American Legion for many different personal
perceptions of The American Legion.

All poss do not have to be casttime same mold, although there is a tendency to think they are. We get into
membership difficulty in a community when a group with a narrow perception of The American Legion becomes
dominant and suppresses any other group with a different perception.peféeption which the individual
Legionnaire has can prevent the development of new activities which would produce new leaders and new
membership, or it can result in the expansion of programs, leadership and, eventually membership.

It can also either helpr hinder the establishment of needed mmgs, which might attract and serve an
entirely new group of veterans.

Kinds of Posts
Yes, each individual Legionnaire sees The American Legion through personal experiences or desires. The
organization is big mough and broad enough to accommodate him or her, bpbsievill reflect the composite
personality of its members. There are country -t{yde poss and communityposs. There are ethnic groups and
all-womenposs. There are business and professiqmuas, companyposs, andposs from a fraternal group.
There are many different kinds pbst all doing the work of The American Legion.

Goals or Standards

Someposs have several thousand memBeathers are successful with less than a hundred. Vdbadost
wants to do and needs to do, it can do. But only if the membership, apdsttufficers in particular, carefully
spell out its goals or standards in terms of service to the community and then translate these goals into action, will
thepostbesuccessful . Service takes many for ms. It 0s
having fun while doing it. And itbés doing somet hi
community. This means that thestofficers mustbe aware of the likes and dislikes of its members, and equally
aware of the needs of the community.

Developing Leaders

All of this implies that there are active devoted Legionnaires. There are, but The American Legion goes
through a terrific amount of ampower. Over 13,000 newpostcommandes are needed each year. This goes over
the 100,000 mark when othpostofficers are elected. Some members hold the same office year after year, but
there is always a need for replacements.

Where do these replacenie come from? First, the veteran becomes a member. Then, experience, education,
and exposure through serving on committees, attending leadership schools, conventions and conferences make th
person ready for other positions of responsibility.

Over theyears The American Legion has played a part in developing a tremendous number of Legionnaires
who have gone on to make a mark in other fields, but leadership training, formal or informal, is-and@wgr
task. Anytime gosthas a search for a newmmander, the danger signals are flying.

The Post and Its Community

What the community thinks of The American Legion is just as basic as what a pegithinks of itself. The
American Legion exists only with the approval of our society, or at leasteadaggnet of it. This is true whether
i t 6 satidnddoeganization or gost Eachpostis judged by the community. Its success or failure reflects this
judgment. A googbostwill encourage active participation by its members with other -eniltdedcommittees and
organizations within the community. It will seek to participate whether or not the activity is initiated by The
American Legion.

A good postwill know the needs of the community. It will know them by the simple process of planned
contactdhy representativpostmembers with city officials, educators, welfare workers, community leaders and
with other civic and fraternal groups. A Legionnaire who does a good job for the community deserves recognition
and thanks from thpost whether it wa apostsponsored project or not.
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Veteransd activities alone wil/ not establish The
These are, however, of particular importance to an organization composed exclusively of veterans.

Establishing Political Grassroots

As Legionnaireswear e sol diers on the front l ines of t he
families earned these benefits at a high price: in battles around the world safeguarding the principles of justice,
freedom ad democracy foall Americans! The American Legion must continue to establish, nurture and maintain
personal relationships with all elected officials and their staff at the local, stateatiodallevels. Legionnaires
can teach elected officials whaig battle is all about: Sign them up as members of The American Legion family,
if they are eligible for the Legion, Auxiliary and/or the Sons. Extend them an invitation to participate in local and
state activities: to judge an oratorical contest; tcakp® Boys and Girls State; to thrawt the first pitch at a
Legion baseball game; to addrgssst district or departmentmeetings; to participate as the keynote speaker in a
flag disposal ceremony; to officiate at a memorial service for fallen comoadeatriotic holidays; or any other
significant event. Give members of their staff the same consideration, because they are a part of the electec
of ficialés inner circle of political advisor s.

During an election year, c e n Ni fgrbmt & comglyrwigh Sactioh Ble e t
Article 1l of the Constitution of The American Legion, inviil candidates and let them explain what they plan to
do for veterans and their families if elected. Many congressional members started theirasateeas elected
officials. What better way to introduce these legislators to The American Legion family and establish a positive
relationship than from the beginning of their political lives?

Consider having a town halsl Inviteetettad ofiicial$ to addreseathd answer v e t
guestions from their constituents from the veterans
solely on critical veterans® i s s ue sficindivillal V& disalsilityn ot
claims or other benefits problems, but rather general concerns.

When an elected official participates in local Legion activities, be sure to discuss critical Legion legislative
issues and widely publicize the event. Tangilne mtangible rewards help establish a strong desire by the elected
of ficial for a return appearance. The Ameri can
Legionnairesback homeaddress the same issues echoed by Legion members on Capitolt liflIcritical that
Legionnaires establish, develop and cultivate strong relationships with congressional offices in the states. This is
permissible without violating Section 2, Article Il of the Constitution of The American Legion. Keep in mind that
The American Legion deals with issues, not personalities. The American Legion seeks elected officials to support
its legislative mandates, not the other way around. The American Legion cannot endorse any incumbent or
candidate for elected or appointediof es i n t he government. Of fer to
council or on a military academy candidate screening committee. If your Member of Congress does not have such
an advisory council or screening committee, offer to establish oned f&tations witrmembers and thelistrict
offices will pay big dividends in dealing with Members in Washington, DC.

One of the most effective strategies and another
Letter writing is @ excellent way to begin building a relationship with elected officials. Written communication
puts both the Legion and your elected officials Ao
mail, personal letters have a tremendous impa€iangress and will usually generate a response. To be effective,
letters must be brief, informative and factually correct. Limit each letter to only one topic to get the best response.
Multiple topics make the letter more difficult to respondtoqyickkand put s it i n the fians:¢
The American LegionDispatchi s an excel l ent reference source on cr
Capitol MNatibnkllcegidtative €ommission Chairman appears regularthe DISPATCH

Letters should briefly describe the issue, present significant facts and, most importantly, tell the elected official
what action to take. Use a personal example to demonstrate the impact of the legislative issue on local veterans
Equally imporaint, specifically ask the elected official for a written response. Please forward responses from any
Congressional correspondence to the Legislative Division in Washington, DC. The Legislative staff uses such
congressional correspondence to help deviglgislative strategy. Informed constituents have the greatest impacts
on determining the way a Member of Congress votes.

If your postdoes not have a copy fflow to Make a Difference Through Effective Grassroots Lobhging
contact theNational Legislatve Commission for aomplimentarycopy for yourpost degislative committee
chairperson.Additional copies can be obtained froniNational Emblem Sales.

34



Social Activities

Someone once described The American Legion as an organization that came to ptaydouto work. The
same description pretty well fits a Legionnaire. In fact,-tiiods of our members joined because of the real or
expected comradeship, fun, or social activities. A goastwill recognize this. It will give as much attention to a
social event as it does to planning a more serious project.

The Legionpostcan and should provide many of the outside social contacts for the Legionnaire and family.
All events should be scheduled well in advance and publicized. [esthmust determme the type of social
activities that will appeal to the greatest number of its members. But more important, each activity should be
evaluated as to its acceptance by the community and the eligible veterans.

American Legion Buildings

All of the foregoingpresumes that something will take place somewhere. Frequently this is an American
Legion activity center oposthome, a familiar but varied sight across America. Some are country clubs. Others
are community centers. Some are primarily bars; othenplgi meeting halls. Some are current models
representing an ufp-datepost ot her s havenét been renovated or chan
to a particular type of veteran; others have a general appeal. Some are landscaped andshiae just a
norndescript building.

To assist an American Legigostin its plans to build a newostfacility or improve its existing building, a
publicatiord Post Operations Manudlhas been prepared. This booklet contains basic information which is
pertinent to a building progradnStandards, Planning Criteria, Financing and Related Administration Suggestions,
etcd plus some success stories of achadtbuilding programs. ThEost Operations Manuahay be obtained by
contactingthe Internal Affairs& Membership Division located in thdndianapolis Office or can be downloaded
from www.legion.ordpublicationswebsite.

American Legion Post Homes and the Disabled
Resolution 7, National Executive Committe, October 1993) urges albss that plan on building or currently
have a post home and/or other facilities, to comply with any federal and local laws pertaining to persons with
disabilities. This is to ensure that our disabled comrades have access @amjoy the amenities of thesthome.

Post Clubroomd 1 t s Your Deci si on
It 6s wup t opostdse toidatidei whetherutaslto have clubroom facilities. If ymastdecides it
wants a clubroom and/or bar, then it calls for the best posgiei@tion. To assist thEostofficers charged with
the supervision of thpostclubroom facilities, théost Operations Manudias been prepared. This manual covers
such topics as the duties of a club manager, labor costs, beverage control, foodetervitalso contains a guide
on how to use proven principles of financial accounting. Phbet Operations Manuak available from the
Membership and Post Activities Sectionnationalheadquartefwvww.legion.ordpublicationsvebsite.

Elections

If the work of theposthas gone well and the present officers have been effective, there should be no lack of
competition for the electivpostoffices. But there may come a time when someone must be appicachearged
to run forpostcommandeor the other elective offices. This is particularly true in some snadles where many
of the members have already served. This situation should be anticipated arahlg;nglans made to cope with
it.

The presenhpostofficers and the active Legionnaires must always be on the alert toward developing future
officer material. A Legionnaire showing ability and interest should be encouraged to seek a higher office.

The postconstitution and byaws will spell out tle dates for nomination and election of officers. If these dates
do not agree with thelepartmentconstitution and byaws, thepost dates should be changed. To maintain
necessary communications between ploetand thedepartment, it is desirable gbods hold elections near the
same date, and the results of these elections be promptly reporteddpahenent.
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Installation

The installation of a new group of officers provides the first occasion of the new Legion year for an impressive
ceremony and rean for one of the top social eventsinpgesb s cal endar . I f new of fi
their attitude toward their obligation will be casual. If the installation is accompanied by a banquet, visits from the
departmentinddistrict officers,and the type of social entertainment that draws a crowd, the new officers are going
to be fully aware of the responsibilities they have assumed.

In manydepartments, regulations are in effect as to who the installing officers should be. gthasl pratice
to check with youdistrict commandefor such details.

Initiations and Other Rituals

Impressive installation ceremonies can provide the framework around which other rituals can develop. Your
Manual of Ceremoniesovers the initiation of new memiserdedication of halls, funeral services, and other rituals
standard throughout The American Legion. Frequeidgpartmenbr nationalheadquarters can provide additional
tools to make these ceremonies more effective. A contact defartmentheadquartes will provide this
information.

The primary objective in all rituals is to provide for the full impressiveness that has been built into the actual
ritual.

Inter -Post Meetings

Post officers can learn from their counterparts in angibst but more impadant, interpostmeetings provide
an opportunity for social and fraternal gatherings that do much toward building the solidaritypoksuand our
individual Legionnaires.

Check with theposs nearby; you usually find them more receptive to such argarog Frequently the home
postcommanderopens the meeting and conducts the program; the vigitisgcommandercloses the meeting.
color guards can also be interchanged.

Just as important is the fact that the increased attendance caused by joint snsiitiatjow you to secure
more outstanding speakers and better entertainment.

National Headquarters

The top legislative body of The American Legion is tHational Convention. TheNational Executive
Committee is vested with administrative authority tegwNationalConventions.

Through itsnationalorganization, the unity of The American Legion is affected aatenalforce. Through
nationalheadquarters, the policies of the Legion are clarified and its activities are centered and directed. Thus, the
influence of over 13,000 poss is coordinated and directed along the lines of Legion policy. Yiational
headquarters has offices in Indianapolis and Washington, D.C.

Department
It has previously been mentioned The American Legion is organizeddpé&rtments and, these in turn, into
posk. There is ondepartmenin each state, thBistrict of Columbia, and there may be one in each territory and
insular possession of the United States (Puerto Rico). @rtmenmay prescribe the constitution ité poss,
and thedepartmentas supervision of thposs within its boundaries and tlp@ss assigned to it by thidational
ExecutiveCommittee. There are also foreigapartments in the Philippines, France, and Mexico. In all, there are
55 departmertg.

District/County Organization
Departments have the authority to create intermediate bodies betweggosthed departmentto assist as a
liaison between such organizations, and for the purpose of promoting the programs of The American Legion. The
depatmentexecutive committee or constitution defines the powers of such intermediate groups. In no event shall
such powers invade the prerogatives now vested in eithpo#yer department, or theationalorganization.

36



The most common division that hiasen established is the partition of tegartmeninto districts. However,
many of ourdepartments do provide for county organizations, intemty councils, and other subdivisions below
thedistrict level. In onedepartment, county organizations stitinge for districts.

Depending upon the powers delegated, dstrict does have some supervisory powers over ghss
comprising thelistrict; but the primary purpose is to promote, stimulate, and coordinate the programs so the work
of theposs becomesore effective.

NOTES
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SECTION 2

Distictor County Commander 6s Gui

What Is A District Commander?

If this is your first time as district commander and you are not guite sure
al one! Youdre not! Every year nearly 800 distdcgi onn
commanderand very few have experience. Aglistrict commanderyou hawe a unique opportunity to help The
American Legion work and in turn to HELP AMERICA WORK. Your term in the officelisfrict commander
can be one of the most rewarding and satigf experiences of your life.

Responsibility

In many ways thalistrict commanderis the most important person in The American Legion. Department
officers learn very quickly that when district commanderhas organized thelistrict, is meeting his/her
responsibilities, and keeping a constant watcldistrict activities, thedistrictis on the move. Eacghostin The
American Legion is a separate and distinct unit of our organization. fEetfunctions independently of each
otherpost You, asdistrict commander have the responsibility for providing the link between indieid, poss
anddepartment. Theepartment, in turn, provides the link between districts, and youmnationaloffice ties the
55 departments together.

The part you play in this communications process is vital. Without your leadershgmsheén yaur district
will have no way of linking their operations to our much largational network. With your leadership your
district can become an important part of an organizationaleffort. The American Legion was founded with a
spirit of fellowship, ethusiasm and mutual respect among concerned friends. It was built on understanding,
appreciation, and vocal pride of America and its people. It was built with the awareness that together we can make
a differencdt oget her we ar e fASTI LTLh eS EsRiVcl cNeGs sA MEFR I TChAe 0Amer i
world begins with you and your desire and ability to link ydistrict to the rest of the organization. Ralph Waldo
Emer son once mused that, ANot hing great w adicatee v e r
excitement about an idea. If we add the necessary ingredients of dedication, personal attention, imagination, anc
perseverance, we have the requirements for a disticct commander

Organi ze O0OTeamb

As district commanderyour first order of bs i ne s s i sd tlye@eople with véhammydu can work and
those who can best perform the tasks necessary for a successful year during your term of office.

You must select the cast, sneve thosh grojestd tlhagaeast inpar@dnt, i t 6 s
following a definite timetable; (2) determine both leragnge and immediate objectives; (3) organize fully and
communicate exactly your ideas and your enthusiasm; and (4) make sure the lines of communication are tightly
drawn so the flow oinformation will be easily available to the publpnst district, department, and national.

Organizing the District
The first couple of months following the election of ti&trict commandercan determine the success or failure
of the entire administteon. This is the time the selection of the key persons who will assisbtheanderis
completed, a timetable of fut ur epossare gettimyorgasized.st abl i s
The district commandeiis normally the elected represative of theposs in thedistrict, but an obligation to
provide guidance and supervision is also impliBdst are responsible to carry out the objectives and programs of
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The American Legion and to fully comply with tlebligations assumed under tpest, departmentand national
constitutions. When aggt is inactive, begins to falter or fails, it is then district commandemust be prepared to
give direction and control.

Supervision means organization. Responsibilities must be assigdisttit vice commandes. Otherdistrict
officers must clearly understand the duties of their office. The most effective way to organize is to use an early
meeting to bring together the team that will makedik#rict function.

Prior to that meeting, thédistrict commandershould learn what has caused past successes or failures of
programs and objectives of thegts and thelistrict. District commandes of previous years should be consulted.
The commandershould study all that is possible to find out abthe district, and should have clearly defined
objectives and assignments to present. This should include asstligtimg} officers the important function of
attending regulapost meetings on a rotating basis within tligtrict so one of the officerssipresent at almost
everypost meeting.

A well-prepared agenda will furnish a pattern for all future meetings and go far toward gettidigtiilce
organization functioning quickly and effectively.

Agenda items should include:

1. Membership potentialogls, target dates, distributionmdsts and the need for mguests

2. General discussion of program status throughoudisict

3. Personal objectives of thestrict commander

4. Assignments to &iters, chairmen and committees

5. Initial planning ér district meetings

6. Visitation schedule afommanderlndvice commandes, and othedistrict officers

Selection and Use of Committees

No task is more fundamental to a smoothly functiordisgrict than the selection and proper use of committee
chairsand committees. Whenever possible, the chair should be someone with personal interests in the prograrn
assigned, and should be a person with enough stature to make effective contacts throughout the community witt
others of like interests. Some considematimust always be given to where the chairs live. It is essential to
distribute appointments over the entilistrict, but it is often more important a particular chair live in a particular
spot where the job must be done. Ondistrict commandeihas @cided upon the chairs, personal contact should
be made with each head to determine a willingness to serve.

A meeting should be arranged where district commandercan meet with each of the more important chairs
and committees to formulate the programtfe coming year. Thdistrict commandehas an additional obligation
to see that each chair and committee is finished with all needed information and materials. All of these preliminary
procedures are geared toward each ofdis&ict committees bein@ble to build a timetable of events under its
supervision that will fit into the overadistrict program and can be presented as a complete projection for the year
at the firstdistrict meeting. As the year draws to a close, careful attention shoudivére to the selection of a
nominating committee. This committee will be responsible for selecting qualified persons to carry forward the
progress you have made.

Sources of Assistance
Your departmentadjutant will have information or aids available frahre departmentpational headquarters,
and from outside sources. The other major sources of assistance are within yaistogtn Dondt be t
to consult with pastistrict officers. In fact, you may wish to establish an advisory committegasifdistrict
commandes for yourdistrict. The experience of this group, when properly sought and utilized will avoid many
pitfalls and errors for you.

Value of Reporting
Preparing reports is rarely pleasant, except when results are favorable. Baltiéhefadistrict commandeis

in no small part determined by the ability to report both the favorable and unfavorable situationdistritteéo
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departmenbfficers and by the ability to repagiepartmentindnationalactions to thelistrict andpostofficers. It is
a twoway street, and again emphasizes the importance distiniet commandegis a link in a chain. You are
the communications key. Membership results should be checked monthly in eachpobtthe Results will
frequently indicate aisit.

Timetable
Section 1 of this guide lists suggestbt programs for every month of the year. Not all of these programs
will be handled on alistrict-wide basis, but such a calendar is still necessary. Build your timetable, listing
activities farenough in advance so yopost anddistrict chairs are alerted well in advance. Your timetable should
also include report dates.

District Meeting

The organization below thdepartmentevel varies from state to state. The meeting referred to in ttlieise
is the meeting of the organizational level immediately abovepaise level, where the officers wear the blue and
white cap. Thedistrict meeting is the largest Legion meeting the average Legionnaire ever attends. Not all
Legionnaires attend statenventions, and an even smaller percentage atkiwhalconventions. Therefore, the
district meeting becomes primarily the one opportunity to impress the average Legionnaire and to instill within
each the knowledge and idealism of our accomplishnamsims.

If the first two months have been spent properly, the organizationdstrict meeting will not be difficult.
Committee chairs will be ready to make intelligent and concise reports on their programs postgheill have
been properly alegd so these officers, too, can outline their plans both as they fit either individual communities
and as they are related to tfistrict program.

Certain procedures are pretty standard, but are nevertheless impoBatitict commandes should get
togeher with the hostpost officers and Auxiliary officers to work out details of the meeting, possible
entertainment, and a banquet if there is to be one.

All posts should be sent notices of the meeting as far in advance as possible. The notices sheuld tatli
time the meeting will start, 2) where it will be held, 3) whether or not there will be a luncheon, 4) if there will be a
social hour, 5) when and where the banquet will start, 6) where different groups are expected to meet, 7) and any
other miscttaneous information that would make for a better informlisttict membership.

The district commandercan use thédManual of Ceremoni@s(Section 3 of this guide) as the guide for
conducting adistrict meeting in the same way st commanderfollows the manual in conducting a goqabst
meeting.

Notice of the meeting should definitely be sent talalrict chairs and those who are expected to report should
receive an additional followip, probably including a telephone call, to be certain they will begmt and ready to
report. Elections should be carefully conducted and all candidates given an equal chance to speak.

At every district meeting there will usually be dignitaries of the Legion or the Auxiliary. Be certain you are
familiar with the proper mthod of presenting these people and the proper time for receiving any message they
might have. In courtesy to them, to you, and to those attending the meeting, there should never be competinc
activities to distract from the meeting. Bar activities stidog restricted to the social hours. The intent and
meaning of the business part ofliatrict meeting is to improve the performance of gosts and make them more
effective for the veterans in the surrounding areas.

Check List for Conferences and Conwvetions
To adistrict commandercareful planning on every detail is most essential.
Time and Place:The timing of your meeting or convention is important so as not to conflict with events in the
district that would interfere with attendance.
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The site or @ce of the meeting should be where the greatest number canitrégctraveling the shortest
distance. Sometimes, a meeting is set@isa in a far corner of district hoping it will increase attendance in that
area. However, too often this objectiads and results in poor attendance.

Attendance:J ust setting a date for a meeting doesndt in
greatest number gfosts being represented rather than the greatest number of people present, sirstdcthe
meeting should place its emphasis on getting the job done paghkevel.

The first thing, naturally, should be the official notice to gaastcommanderand adjutant. This notice should
be in the form of a sincere invitation, rather than gusbld announcement.

This should then be followed by personal contacts bydigteict commanderand thevice commandes. See
that everypostcommandeis personally invited to attend. Additional reminders are needed and valuable.

The type of leadershiprovided to a large degree will determine the attendance. Many will come, simply out
of loyalty, others because of interest in a certain program, and others because of an obligation.

Everypost should be represented by at leastdtamanderand adjutant

Arrangements for Meeting: As soon as the place of the meeting has been determinedistiicd commander
should then personally contact thest commandeiin that locality to make all the necessary arrangements for the
conduct of thedistrict meeting. Do n 6 t overl ook such details as <col or
seating and registration procedures.

Details as to any refreshments or social functions should be carefully worked out.

Agenda: Not only is the preparation of an agenda importarihé success of the meeting but the execution of
the agenda is equally important.

CALL TO ORDER: Thedistrict commandershould promptly call the meeting to order at the time set, but
before doing so, all officers, guests and color bearers should beper pasition.

ADVANCEMENT OF THE COLORS: Give command for salute with firmness.

PRAYER: At adistrict meeting, where thehaplain is possibly not known to alithen it is suggested the
district commandersay (for exampl@ i Ch ar | e s D&t €hbpja no,u rwi | | of fer praye
one in AManual of Ceremonies for Regular Meetings. 0

PLEDGE OF ALLEGIANCE: Legionnaires will remove caps.

PREAMBLE: If the Preamble is not on display in the room, give those presenpportunity to get
membership cards out so they may join with you.

READING OF MINUTES: Somalistricts have the reading of the minutes, others do not. If you do read them,
then you will st at istfict Adjutante willargagtheaninugeoffihk astistricthneee,t | ng. 0

INTRODUCTION OF OFFICERS AND GUESTS: This is most important and often leaves people with a bad
taste if the presiding officer fails to give the name correctly, fails to introduce in importance of position, or assigns
improper titles.

It is suggested you do not rely upon your memory. Write down on a slip of paper those to be introduced,
together with names and titles in the order in which they should be introduceliktrict meetings, it is always
well to introduce padistrict commandes and never overlook padgpartmentommandes or National Executive
Committeemen. When making introductions, do not ask those introduced for remarks at that time. Later, it may be
in order to hear from certain distinguished guests.

Department Officers:If departmentofficers are present, they should be given special recognition and the
opportunity to extend greetings. Ttistrict commanderwho will invite such officers to take their place for their
remarks, should do this. It is gepted that alistrict commandern e v e r simply stat e, iy
Department Vic&cCommandewi t h us, and | am wondering if he has
to have ouDepartment VicecCommanderJoe Smith, with us today, and wdlwe happy to hear from him at this
ti me. o

Department Commandetf the departmenttcommandetis present, he/she should be introduced with respect
and dignity and given the floor for such period as may be desired.

ROLL CALL: Sometimes this is appropriageior to the reading of minutes or the introduction of guests, but
often it is found better to do this just before commencement of the business of the meeting. When calling the roll,

the person answering foipast should rise and state their name andtipas
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REPORTS: Prior to the meeting, tHistrict commandershould inform everyone who is going to be called
upon for a report of that fact and should go over what the report should cover. This is important and only fair to
those who will be called upo Reports to earlglistrict meetings should cover plans for carrying out the programs
in thedistrict and hints or suggestions as to the pasts are expected to play in the programs.

It is far better if those making reports will write them out, arigl should come as a suggestion fromdistrict
commander Persons making reports should be called upon by their mastenumber and title of the office for
which they are reporting and then requested to come to the front and address the mebkédgstriEt commander
knows an official or committee chair has no report, then it is better to not call upon that person.

If posts are requested to report to the meeting, then again, it is importaostilcemmandelbe informed in
advance of expectations report and an outline provided on what the report is expected to cover.

District commandes should by all means have a personal report to make, and time should be spent in its
preparation so the program may be properly presented. It would be walktspgcial recognition tposts or
officers doing an outstanding job, as an encouragement to them and an incentive to others.

ANNOUNCEMENTS: No meeting should ever be concluded without announcement of coming events, such
as departmentconferences, spedigprograms or forthcoming observances. At all such meetings, a reminder of
membership deadlines and active programs should be announced.

SPECIAL RECOGNITION: Never overlook the opportunity to give or reporpasts that have won special
awards or specialkecognition for some outstanding performance.

CLOSING: District commandes should never close the meeting without an expression of appreciation to those
who have attended, for their interest and support of the conference, and to feshfustits hosjpality.

Hints that help:

1. In conducting a meeting or convention, a presiding officer will command more and greater respect, and
have better control over such meeting, by standing whenever the group is addressed or presiding over business.

2. Remembery o u , as the presiding officer, are the Abo
respect and you will be respected. When anyone wishes to address the chair, have that person stand, give his or f
name angbost number and be properly recogizefore you grant permission to address the conference.

Evaluating Post Programs

Perhaps the best way to evaluate the changes that have taken place in the Legion programs is to review it
history. For example, in the field of childcare, The Americanidredpas been an innovator. Many nationwide
programs first saw the light of day as a Legion resolution. But Children and Youth programs of today bear little
resemblance to the programs of the twenties or the thiftiesg gones the emphasis on estaitling orphanages.
Now the emphasis is on the whole child and the retention of as near a normal family life as possible. The programs
have changed over a period of years, but . . .

Dondt be s ur prpossvisitdhe entire pragrang eonsist afdisaussion on whether to enlarge the

club parking | ot. And donot be too shocked if at
program for tonight k6  dsticteemrdahder ¢ u sRe rthuarpns i adwibtrepeet, tthoi r
AfiWebve had the same program with the school since
Well , they wondt get away with it. |l 6ve got an app

All of this is business as usual, but todasttts not good enough. Your job is to search out and helppgsar
officers find programs that have meaning today. Opportunities are all around you. The AmericarNig¢igival
Emergency Fund [NEF] Prograisa good example.

There are new and old vedms eager for a visit from someone who realizes there are problems in readjusting,
in retaining a pension, in finding work, or in getting training to make a decent living. Every community needs a
good recognition program for its veterans. Through tlesgrTV and radio, use it as an example for others.
Perhaps thposs could take on the job of building support.

Leading authorities feel the best way to combat increasing drug abuse is in public education. Upgss/our
to find out what your schoolgea providing; organize a public meeting with an authoritative speaker; and take the
lead in developing a community drug education council.
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What happens after your delegates return from Boys State? Perhaps they could help organize a Junior Law
Cadetprogram copied after one now sponsored by the Department of Nebraska. This involves bringing high school
juniors into the state patrtidaining center for a week of instruction involving all branches of law enforcement.

There is a need for the promotion of -éghioned patriotisth an activity that remains timely. You could be
surprised and delighted by the enthusiasm generated by properly planned and caligttictgufomotions.

Analysis d Post Operations

(Simplifiedanalysisform providedfor district/pog usefo |l | owi ng HAPost Ragns listedraser il i | i t
this sectiol
Abe Lincoln is credited with the remark thaThefia m

membership of gostneeds to be big enough to carry on the workhefpost and it will be. For aposb s
activities cannot be greater than its membership can support. So, before we talk about the membepsisip of a
and how big th@ostought to be, we need to d@sland answey a few other questions.

What does theostdo that would make a veteran want to belong? Is it looking to the futwhat further
activities could it reasonably expect to carry out? How many members cpostiexpect to handle? How many
does it actually want? Maybe it is satisfied with whatlieady hasWhat kind ofpostis it or does it want to be?

Or just what is the reason for the existence of this partipals®? The answers for eveostwill be different.

While the answerwiill be different, they can be revealing and will cettashow whichposs are capable of
membership growth and whigioss must have improved and modernized programs before a healthy membership
growth can be supported.

In any givenpost there is a rather constant percentage of the members who do the thékvadrk. This
manpower pool is the one around which practicallypadis build their programs.

The percentage of active members is rather constant, but it does not need to be. Ideas for increasing the numb
and quality of active Legionnaires are asblk indepartmenaindnationalplanning manuals. Use this material as
a base for your own presentation to make ymstmore effective.

Limits of Authority - - - Methods of Securing Information

Many postk resent what they infer to be interferencehe operation of theipost At the same time, the
departmenis counting upon theistrict commandeto have detailed knowledge and understanding of pastin
thedistrict. This conflict can usually be resolved by use of proper methods of warkinghe poss both toward
obtaining information and toward improvimpst operation. A sampl®ost Analysis Sheet appears later in this
section. This particular sheet is quite similar to the one used by many démantments. Experience in the field
has shown the actual sheet can be left in the briefcase while the information is being gathered.

Perhaps the most effective method yet devised is foditttiect commandeito be prepared with several key
guestions on programs or activities; they may beryown pet interests. Give these todaditrict officers to use
during postvisitations. If a meeting witlpostofficers can be arranged, these key questions can be the start of a
good discussion, allowing thiistrict commandeto obtain all of the iformation needed and at the same time offer
numerous suggestions for improvements. It has been conclusively proven there is no value in handing an analysi:
sheet to one or moostofficers and asking them to complete it without consultation withdigtect commander
or whoever is having the form completed.

Use of Information Obtained

As important as it is for theistrict commanderto know the internal operation of eaplbst it is equally
important this information is put to proper use. Certainlyais no value if théistrict commandeisimply obtains
this information for informationds s ake .postinfimprowng, t h
its overall programs and procedures. Second, the information must be passékeatepartments part of that
vast amount of knowledge that makes for a growdeartment. Thirddistrict officers can be better informed.

Today, too often The American Legion is guilty of focusing on the needs of the organization rather than on the
needs of the veterans or the community. American Legiss need to wholeheartedly adopt an approach geared
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to the ideal of satisfying the needs of potential Legionnaires and communities, thus causing The American Legion
to be a vehicle for service, arlkdis would make for easier acceptance. The logical conclusion is thposbe

would become more flexible. There would be a variety of typ@es#d the possibilities are endless if the primary
thought behind continuing or forming a npastis to provie service.

Many like apostthat has a good clubroom. They like the sociability that develops around a good bar, but this
doesndét appeal to a |l ot of veterans. Some of them a
Legion. A clubroontan add to @ost but think of the manposs where the meetings are held in the bar room or
members must go through the bar to get to the meet.
your membership team, the market is limited. Suret he f i rst sal e may be made,
continuing or active member.

There neeslto be people within our organization whose primary responsibility is analyzingp#tstructure,
particularly those located in metropolitan and urbaeas. Their purpose would not be to make the individual
contacts, but rather helpimgpss toward the filling of present or developed needs of the veteran or the community.

We must further build a task force of people capable of making contact onghestievel within the
community and developing with community leaders a marketable American Legion for theakegourself this
guestion:AiWhat can thigpostand its membership do to better serve the local veterans and the communityn d
then @ somehing about it. The Post Responsibility Audit, which follows, is an attempt to answer such questions.
This tool will amaze you with its ability to determine the quality opast operation and its relationship to
membership growth.

Post Responsibility Audit (PRA)
(Simplifiedaudit form providedfor district/postusefollows)

A APRAO anticipates an organization wil/ particip
community where its members reside. But it also means one thing randethis is importard it means you
should also be able to measure the results of its activities.

The American Legion has developed programs primarily in response to pressure. These pressures can tak
many form® it may mean a drop in membership, acceptdmceeommunities, being available to all veterans,
changing economic factors, or a new generation of veterans. These are all conditions or pressures that directh
affect The American Legion. There are many more.

Unfortunately, thegpostresponse has beeme of reaction rather than one of action. As individuals, and in our
personal life, we do plan ahégadome with more success than otlelsit when a person gets active ip@st
Ablindersoviwsitbndtmaywel!| so occur . nt sThkn&kteggopodnBtee e ¢
communi ty postmembarsausuallg neatt rather than act ahead of any emergency.

Perhaps this is because no one has spelled out thevoikeree items to show postis doing its share, or
anotherpostis not doing is share. And perhaps the reason for this is that as movement is made up the scale from
postto district, to department, taational, it becomes increasingly hard to get action and, as Legionnaires, there is
trouble getting a proactive/proper responseepkto a crisis.

There are no precise standards already developed that give a qualitative as well as a quantitative analysis of
post but a start has to be made and perhaps the accompanying charge can be used as a barometer which actue
measures the fefctiveness of aost

This whole presentation has been put together not necessarily to indicate how you could quickly rate your
poss, although this could be a very valuable tool. The primary purpose is to indicate how by evaluating what the
postis doirg you can show whether it is fulfilling a useful function, whether it is an organization attracting
veterans, and whether it is truly a community asset.

If you honestly evaluate yomoss, you are going to be surprised. More important, the evaluatibmeigate
where improvement is most needed.

Perhaps the social aspects have been underplayed, although it would be easy to cover all such activities unde
the 5th item, APost is a Community Cent elypossibeifthishe 8
type of audit is used, there will have to be increased emphasis on a plannkdrsecraational program. In the
meant i me, do not | ose sight odstdoingthe thingsrthat juktity itsccantimdien t a |
existence in the community or for your veterans?o0
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A score of 24 probably should producpastt hat 6 s doing a respectable job
doubt f ul many would be coming out t o meteethéecesgas hewa n d
blood to make thpostgrow.

Most averaggoss, with a little effort, can be changed to become outstanmbeg. By improving each item
listed on the chart, this improvement should come about. One area where a better performahbe wmst
easily seen would be in attendancpadtmeetings. A second would be the enthusiasm displayed by the members.
A third would be a brightening of the membership picture.

Evaluate what theposti s doi ngéuse the f ol | owtiesn Firstfrunrafegihning a u d |

audit, with periodic followups for comparison, such as each quarter, to see wheth@oshbas made any
improvements in specifically identified areas.

NOTES
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Post Responsibility Audit form I

Rating Schedule
0 - No Participation
1-Poor

2 - Below Average
3 - Average

4 - Above Average
5 - Excellent

Rate each category below with a score from 0 to 5
0 1 2 3 4 5

1. Follows principles of Preamble.

2. Has good youth programs.

3. Members are interested and active.
4. Is a real asset to the community.

5. Post is a community center.

6. Veterans needing help are helped.
7. Has businesslike operation.

8. Is a friendly place to be.

9. Is well thought of by the community.

10. Is well thought of by vieerans.

TOTAL POST SCORE

DATE OF AUDIT

Overall Rating (Assessmentjrom Post Total

0-4 Dead

5-14 Poor

15-24 Below Average
25-34 Average
35-44 Above Average
45-50 Excellent
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Post Analysis form I

THE AMERICAN LEGION

DEPARTMENT OF
POST NO. LOCATION
Date of Visit By Title
Name
of Commander Adjutant
COMMITTEES: Committee Appointed Committee Functioning
Yes No Yes No

Amer i canriesémeé eeéee.

,,,,,,,,,,,

Member shipé. éééééeéeeeéeéeécé.

Children & Youthéééééééeéeééeée.
Veterans Affairs & Rehabilitationéééé.
Jobs for Veterans. . ééééééeeééee

,,,,,,,,,,,

Boys Stateé. ééééeeceeeéeéeééeé

LegionBasb al | ééeééeéééééeécéeé
Oratorical é. . éééééeéeeéeéeée
Energyééééé. cééeéeéeéeé

rrrrrrrrrrr

Ot her Commi tteeséééééééééeéecé.

MEMBERSHIP: Members Members Post Vietham
Goal to date Last Year Veterans Joined?
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attendance postmeet? Dates
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The Value of Organized Posts

Eachdistrict commandemwill have under thalistrict jurisdiction poss ranging from the highly successful to
domant ones. Your success is going to depend to a large extent upon how effectively you can get the greates
number of Legiornposs to cooperate during your year in office.

When apost has a completely successful operation, it needs a minimum of superviBionthe district
commandewill still want to be familiar with the procedures followed by fiest so ideas and programs used there
can be presented to the less succegsfsk in thedistrictt s  j ur i sdi cti on. podofficermarey o0c
eager to do a job but lack the background.

The district commanderhas several options as to how best to helpptbs& You may want to call post
of ficersd seminar ear | y i dstrictdhars dne aficecsmman pecutlizegpresentthee h i c
program for the coming year. Use regutiistrict conventions for the same purpose, but here time limitations
prohibit an effective presentation. Maintain a list of phone numbers dfstdict and county (if any) angost
officers to realh them quickly in an emergencypistrict officers should makeostvisits. Using electronie-mail
is another fast way to reach key officers.

On other occasions, it is going to be neces&aryhe district commandetto go directly to gpostand sit down
with whatever officerareavailable and offer some type of procedilvatthe district commandeknows will work.
Here is an outline of a proven plan for organizing the indivighasts. This outline can be used in ttistrict
seminars, or it can besed in meeting with individugdoss.

Step Up To A Better Post
As a newcommander first looking at the overall operation ofp@stof The American Legionyou may feel
you are facing an insurmountable wall. You probably are, unless, step by step,litie ciimbed through
organization and leadership.
Step 16 Obtain post records and get new material frodepartmentheadquarters so theommanderand
adjutant can become familiar with the policies and traditions ghalsedistrict, departmenand nationh
Step 110 Call an early meeting of your newly elected officers. Invite the outgmingmanderand adjutant
and other influential Legionnaires to meet with you.
A suggested agenda should include:
a. Budget
1. Old, and possibly new sources of income
2. Estimated expenditures
3. Possible methods of financing selected programs with othepdistfinnds
b. Assignments and outline of duties of elected officers
c. Discussion of individual programs and committeegastorganization chart, Section 1 to detéme
the following:
Qualifications and suggestions for committee chairs and members (See Section 1)
Established programs
Possible new programs (use available handbookdesaditmentnaterial as guides)
Schedule programs (see Prograamitderd Section 1)
. A program of recognition and service for all veterans.
d. Dlscussmn programs unique to your particylast
e. Initiate study ofpostand community for possible additional programs. Madst
analysi® See the previous page of thisction.
Step 1118 Activate Committees
a. Select chairperson and members
b. Make personal contact with each chair to determine willingness to serve
c. Arrange meeting of committees to formulate program

) G Wi E
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d. Instruct chairmen as to programs, material avaslgimstreports, etc.
e. Build timetable for each committee to fit into the ovepalstcalendar
f. Add a young member
Step IVO Coordinate with the Auxiliary. Many programs depend on Auxiliary support to be successful.
Step VO ThepostMeeting
1. The firstpostmeeting tends to set a pattern for the entire year
2. Work closely with adjutant, officers and committee heads
3. Run a formal meetirdy follow the ritual inthe Manual of Ceremonies
4. Postbusiness should be attended to as briefly as podsidée exeutive committee members t@solve
postbusiness
5. Departmentindnationalmaterial should be digested in advance and items of interest reportied to
membership
6. Committee reports should be brief and to the point
7. Consider qualified speakers atnse or all meetings for briefing on some phase of Legion program
8. Donbdét neglect the social side
9. Announce main business of next meeting
100.Have the AWelcome Committeed working
Step VId Public Relations Committee Meeting
a. Ways and means
b. Formulate mstruction tgpostofficers and committee chairs on standard procedure
for keeping PR chair and editor of your paper or bulletin informed
Step VIId Plan for a better informed membership
a. Talks atpostmeetings
Give all a job
Encourage enrathent/completion of The American Legion Extension Institute
Pass on information
Have a monthlypostnewspaper or bulletin
f.  Acquaint active members with veteran benefits
Step VIII & Appoint coordinating committee for patriotic observances. Americasnard needs old
fashioned patriotism
a. Work with standing committeeinclude younger members
b. Work with community, particularly in recognition of our active military personnel, as well as all
veterans.
c. Uniformed groups
Step IXd Give proper creitl
a. Awards & Citations
b. Thank you notes
c. Credit at meetings
Step X0 The voice of the Legionnaire and thestis only heard by active participation in meetings,
whetherdistrict, departmenbr national.
a. Plan election of delegates as part ofthsttimetable
b. Attenddistrict, departmentndnationalconventions and conferences
c. Present sound resolutions of concern to The American Legion
d. Report back to thpost
Step XIo Follow standard procedures and schedule for the year around.pl&tepeetings planned three months
ahead, social activities six months.
Step XIId It is never too early to evaluate possiptestofficers for next year.

®cooo
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Post Development and Revitalization

A community with nopostof The American Legion and a community wittdarmant or deagostshow an
almost identical void a void characterized by the complete lack of any activities in the various fields of concern of
The American Legion. Actually, the community or neighborhood with a dorpasttfrequently is a greater
problem to those responsible for American Legion programs. Many times there is an acotamanderor both
on recordand thedistrict or departmentofficers continue to attempt the revitalization of ghestthrough these
listed officers. Obviously, #se are people who lack more than a token interest or do not have leadership ability. If
this were not true, thpostwould be functioning. District officers are usually wasting their time if these are the
only contacts that can be made. The soluties Ih reaching out beyond thesecsdled officers to find a new
nucleus for @ost In doing so, the situation is exactly the same as if apustwere to be organized.

Remember! One or two key people can changesscompletely.

New Posts

The formaion of a newpostor the rebirth of a dormant one is not difficult if certain basic steps are followed.
Determine first that The American LegionN®T serving a particular community or neighborhood where there are
sufficient veterans to support an actaved growingpost Someone of stature from thlestrict or thedepartment
must visit the area and find out where these commur
actual survey with the necessary contacts being made to find out Wher American Legion might serve in
connection with the schools and school programs, drug abuse/teenage suicide prevention, scouting, service fo
disabled or aging veterans, or the needhef community for an additionablunteer group such as the Amexic
Legion Auxiliary. Such a survey should certainly consider the recreational and social facilities of the community.

Often while this survey is in progress, giant strides can be made toward solving the second step, which is the
recruitment of eligible vierans who have the ability and willingness to provide a good nucleus around which an
American Legiorpostcan be built. The superintendent or principal of the local school might suggest the names of
those who would be interested. Federal employeescuylarty of thepostoffice, offer a fertile source of potential
members in a newost The localscout executive may also have in mind some veterans who would see the
formation of a Legiorpostas a means of expanding sw®uting program. Methods nowist whereby it is easy to
determine names and addresses of Legionnaires belongpagtoin other communities or other states that live
within the boundaries where a n@wstis desired. Those active Lrittle League or other preegion Basebalage
programs are frequently most interested in assuring that there is a continuing baseball program and can be ver
instrumental in developing the necessary number to sfaosta Other organizations, such as Lions or Kiwanis,
may need the cooperation of a i@mgserviceofficer to round out a program. Banks and other businesses are often
interested in being represented in such a venture, particularly if the bank or business is headed by a Legionnair
from anothempost but has many employees living in theided area.

Sometimes thelistrict officers will still not have a key person to form a npast This is the time to make a
list. Start with the banks, then the insurance offices and real estate offices. These are fertile fields for finding that
key persn. Or, visit the school principals and/or city and local government offices.

Visits can be paid to each agency listed, explaining what is being attempted and why it is felt an American
Legion postwill be an asset to the neighborhood or community. Atdame time, a request should be made at
each stop for the names of veterans who might possibly be interested in getting on the organizational ground floor
of a new American Legiopost Almost without exception this method will come up with the one, twdhree
key people who can take the lead, locally, in formingpbst Additional members can come from the friends and
acquaintances in a chain reaction type of operation.

In making the first contacts with business firms or a prospective new mermizenadt necessary to spend
considerable time with a detailed explanation of the Legion. This can usually come later; but a Topy of
American Legion Magazirie a simple, dignified item that makes the selling job ealfidre proper people can be
found, a very minimum number is required to insure the success of pastwThese people will do most of the
recruiting from among their friends, business associates, and acquaintances. In fact, the job of finding the initial
veterans can be simplified lging friends of Legionnaires in adjacguoiss or from thedistrict officers.
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Frequently several arbitrary decisions have to be made in starting @astwA temporary name can be
selected; initial dues can be set; and, most important, three oefmons why a nepostis needed can be spelled
out.

One of the most important reasons is plostis being organized to make the community or neighborhood a
better place in which to live and to assist veterans and the families of the area, but thishealsbbe spelled out
in terms of programs which have meaning to the local residents.

Once the bare minimum necessary to stgubstis recruited, a first organizational meeting should be held to
elect a temporary chairman and secretary. There thers exisbrganization that can set the date for a second
meeting where the procedures outlined in Section 4 can be followed to orgaaige @&his group can make sure
proper publicity is given to the second meeting, that there is perhsgwiee officer present, and there are in
attendance those Legionnaires who have accepted the responsibility of assisting plostolening its formative
period and the first crucial months of its existence.

The work of dedicated Legionnaires who unselfishly devote &inek effort to assuring the success of a new
post should not go unrecognized. TiNational Membership andPostAct i viti es Committee
Awar do ci t at iposican award atthe tirae itmegeives a permanent charter to that individuasgto
which has been most instrumental in its success. Details are available tbhepsgtmentheadquarters. The
departmentind thadistricts should certainly establish an award system for those most active inpastgnogram.

Although the great majity of poss ar e of the -typecal diawmmgnittheir
crosssection of the population and carrying on such standard American Legion activities, as they are capable of,
there is room in the Legion for a great variety of spemidiposs. There are a number of highly successful
luncheontype poss, made up primarily of business and professional members. Thavessewhich limit their
member ship to employees of a partipass huarsmssfpossmades or
up entirely of church members, federal employees, veterans of a particular military owfitieans of a specific
VA Hospital, and persons who have been stationed in or lived in China. Any area of interest or activity etith whi
a group of veterans can identify themselves can provide the reason for an Americanposgamswell as the
means of organizing it.

However, regardless of the typemafst what has previously been written here still holds true. First, there must
be some legitimate, recognizable need, which can be served by an American pegiormhen, there must be
found or brought together a nucleus of those eligible, who can be interested in taking the initiative tpdetm a
And, finally, there must be hekind stimulation from knowledgeable Legionnaires who are in a position to advise
and inform the nucleus.

Step-by-Step Procedures

In the formation of a new American Legipost the first and absolutely essential requirement is a positive
attitude. There an be no postfo we nfsarenma da ippsb 8 Remembwe , f g ombd &
a genuine service to the community and its veterans. The following steps can serve as a guide:

1. Determine the city, town, neighborhood or other identiiavea where there are veterans without a readily
availablepost

2. Make a firm decision that a ngpostwill be formed to serve the selected area.

3. At this point, clear with thelepartmen{(state) headquarters of The American Legion, and if necestbary
district commander (Maybe someone else is already working in the area.)

4. Find out from thedepartmenthe minimum number required fopastcharter.

5. At the same time, get the following from thiepartment: argpplication for temporarycharter, Post
Adj ut ant,membdiship applitations, etc.

6. Select two or three projects which the ngestwill be able to carry out and which will meet local needs or
local aspirations.

7. Contact key people in the community and get their approval for apmstvand theirsuggestions for
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possible leaders and members. Excellent sources of information are the mayor, school superintendent/teacher:
bank managers, real estate agents, insuragemts barbers, bartenders, cafe operators, police officers, fire
departmentofficials, etc.

8. Pick the key individual who can serve as the presiding person during organization. Look for leadership
talent, enthusiasm and community stature.

9. Pick a name for post (A postmay not be named for any living person.)

10. Have thedepartmen{state)headquarters assign a number toghst

11. Establishpostdues even before the first organizational meeting. (Average is about $25 today, but keep
dues in line with neighboringoss.)

12. Designate an active secretdrgasuer to serve during the organizational period.

13. Openabank account fothepost (Two sighatures should be required on all checks.)

14. Start signing members. (Be familiar with eligibility requirements.)

15. Set time and place ainorganizational mdgei n g . (See Sectdon 4 under AN

16. Get signatures dherequired number on the application folemporarycharter.

17. Notify all members in writing ofhetime and place aheorganizational meeting.

18. Publicize formation opostand orgaizational meeting through local press, electronic media, notices on
shopping center bulletin boards, etc.

19. Check to make sure you have signatures of all membetsecharter application anithatthe form is fully
made out with necessary copies.

20. Do not overwhelm members and prospective officers with literature or too much information. One step at a
time does it.

21. Select one or two needed community projects. Emphasize the help The American Legion can give in
meetingneedf veterans.

Initiatio n and Installation
Be sure this is a firatlass social event. It should be carefully planned wittdegartmenanddistrict officers
present to properly initiate and instdle newmembers andewofficerswho will take charge

Publicizethe orgaizationalmeeting

Temporary officers still presidéf it is a revitalization)

Key Legionnaires responsible for thestshould be present
Initiate new members

Install officers

arwdNE

AProject Stay Activebo

Americans are on the move and Legionnaires reo exception. The Membership Input Services Section
processes approximatedt thousand address changes per month.

Nationalleadquarters has set up (pdds manRic contaBttwdhythesk meniberse 0
who move into your area.

Utilizing the computerpationalpr i nt s out a summary of the veterano
will have listed on it: both the new and old address digartmenthe member belongs to, tip@stnumber, the
number of continuous years, ane tilate the card was printed. If the member is a Life Member, it will be noted as
well.

The cards are printed in zip code order and mailedefartment @utants for distribution to thpost most
accessible to the member. Thisstis then asked to cordband welcome the member into the area. This would be
an opportune time to offer assistance in establishing service and to invite the member to yisistyour

In many cases, the Legionnaire may wish to transfer membershipdstan the community. A may be
expected, some of these Legionnaires are involved i
home, 6 and others may have s e npostméowdver,Imany efdhern wilgke t o\
receptive to an offer to transf® yourpostwhen asked.
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nProject Stay Activedo has been in oper atposinhe f or
Legionnaires, and their families.

Departments actively participating i n cafi®eaohnomth St
through thedistrictor countycommander Thesede par t ment s al ways have a reser\
in The American Legion.

Direct Renewal Notices

Beginning in July, direct dues renewal notices are mailed frational headquarters to present members for
the next yearb6s dues. T hpest Haeh iydarearostdata gad will he enaileddto thee ¢ t |
postfrom departmenheadquarters asking for the amount of plostdues and the address to which the meniber
to mail dues. As closely as possipless should use a permanent mailing address, eitpestoffice box or the
address of thgposthome. Do not use the name of tagjutant or other individual unless no other address is
available. Difficulties dse if the individual suddenly vacates the office, moves, or dies.

Someposs have members who should not be sent a renewal notice. To take care of this, send a letter to

departmenthe adquarters | isting those memb signedby spesnoffidal add
giving thepostn u mb e r , and they wil!/l never receive a renewa
appear in a column af tpostmembesshipmegisieOnly dheampuntgopostdudsecani n t

be printed for eaclpost For examplepationalhe adgquart er s cannot print A$20.
January 1.0

Posts not participating in thdepartmenprogram may be included in the next billing by filling oyt@stdata
card and sending ib departmenteadquarters. Througlepartmenparticipation, additional notices aagailable.
Scheduled renewal mailings are usually at no cod¢partments oposs.

All delinquent members in The American Legion will receive a renewal notice in Méatil delinquent, an
additional renewal may be sent for receipt in early May.

Paid-Up-For-Life Membership Plan

Members who enroll in the Paid Up For Life program become, as the name implies, American Legion members
for life. These members pay a dirae fee or can choose to utilize the time payment plan option to gain lifetime
membership in The American LegiomheselLegionnaireshave voluntarily chosen to become PRuig-For-Life
members under the National plan.

Must Be In Good Standing
A Legionndre must be in good standing to becoa@aidUp-For-Life member. To be in good standing, the
member must have a valid membership card foctimeentLegion year.

Most Buy At Dues-Paying Time
The average Legionnaire is most apt to decide to become-&Jp#ior-Life member at the time when dues are
usually paid for the coming year.
Postcommandes, adjutants, and membership workers are asked to make sure their members know that with
PaidUp-For-Life membershipthey can take care of dues for all futyears.

Not A Discount Membership
The National Constitution & ByL aws of The American Legion i s \
form or class of membership except an active me

Post Receives Des Portion Annually
That part of the total dues now being retained bypthetwill be returned every year for all Paigp-For-Life
members. For example, if the dues of tipgstare $25.00, and of this amount $18.00 is sent tadpartmento
cover national and departmentdues, the $7.00 now being kept by fhastwill come back for current dues, and
every year thereafter thmostwi | | get its same share. I t daienalordot m;
departmentiues in the future; theostwill always get its $7.0@ortion of the per capita
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Many poss are purchasing Paldp-For-Life membership for their longtime members, and in calculating the
cost to remit, they may leave out their share of the .duEkis will reduce the amount to submitith the
application.

The application forms for Paidp-For-Life memberships can be ordered from ydapartmenheadquaers,
from the NationalHeadquartersr by visitingwww.legion.ordjoin/pufl. The membefills out the application and
turns it over to theostadjutant along with the appropriate payment, just the same as in paying annual bees.
postadjutant endorses the application, certifiesposb s cur rent dues, and adimpt t h
The application and payment is then sent to dbpartmentheadquartersand from there tanational for final
processing.

Membership Card
Each PaidJp-For-Life member receives a permanent plastic card, as well as an annuahypapbkership
card,directly from national, to verify continuing membership in The American Legion. The annual card will be
mailed in July of each yeamote: Sending the annual card is a means to keep track of address changes, and even
deaths. Upon request, a replacemeatastic or paper card can be provided at no additional charge to th&Raid
For-Life member.

Cost
The cost of a Pailp-For-Li f e member shi p, which i s bas aepplicaignon t
and the current annual dues of gustcan be dund on the rate schedwewww.legion.orgjoin/pufl.
Any applicant may pay by check, MasterCard, Visa, Discover or American Exftiesse do not send cash.
Note: Kansas is the only departmehatdoesnot participate in theationalplan. They operate their own plan
for their respective members. For more information abfmiKansaplan, the members ambstcan contact the
departmenheadquarters.

Time Payment Plan

Members of The American Legionay use theéime paymentplan to purchase a Paldp-For-Life
membership. No interest and no service chaitide added

Time paymentplan instructions/established rules for application:

1) The membemust be in good standing. This means the membertmausta paid membership card for the
current Legion year.

2) The total PaidJp-For-Life membership fee has to be paid withinirty-five (35 months after the
application is processed at National and consecutive monthly payments are to be maintained.

3) When you submit the application to your post for certification, an initial remittance must accompany the
application. The payment should be at least the cost of one monthly payment of the total fee.

4) On the application, please cheitlat you wish to usahe Time Payment PlanUntil the full payment is
received, the member wil/ receive an annual card wi

5) Delinquent accounts may be closed with or without notice to the member.

6) National headquarters will provide cponsto be used for submitting monthly payments rigtional
headquarters until the entire Paig-For-Life fee is paidin-full. DO NOT submit monthly payments to the post or
department; mail directly thationalHeadquarters. National is not responsiblemisdirected or lost payments.

7) Your permanent Paidp-For-Life membership card will only be issued after the total fee is paid in full.

If you need assistance or have any questions, please contapbgtadjutant orfinanceofficer, or write:

The American LegionNationalPaidUp-For-Life Plan, P.O. Box 1055, Indianapolis, IN 46206.

YOU MUST BE A MEMBER IN GOOD STANDING TO APPLY FOR THIS TYPE OF

MEMBERSHIP. GOOD STANDING MEANS THE MEMBER MUST HAVE A VALID
MEMBERSHIP CARD FOR THE CURRENT LEGIONFAR.
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Online Renewals

Beginning with the July renewal notice for the 2012 membership year, members will be able to renew their
membership online atww.legion.org Once a member renews online, the department will iffedoand irturn
the department will notify the post so the post can send the member their membership card. Those posts whc
utilize ALPOP through myLegion.org will also be able to see which of their post members have renewed through
the online process.

Consolidated Post Reports (CPR)

Post @jutants are the key to how well The American Legion as a whole will be able to report to the American
people its actual accomplishments for the past year.

Eachpostis sent a CPR report form as the reporting yeaneas to a close. This is a thig&rt, snapout form.
The third copy is to be retained by thestfor its files and the first two copies godepartmenteadquarters.

Please be sure all reports frggoss in yourdistrict are sent talepartmenteadqueers on or before the June
15 deadline, or sooner if yodepartmenhas set an earlier date. The CPR form covers patrticipation in the basic
program® Americanism, Children & Youth, VeteranAffairs and Rehabilitation, Economi@and National
Security. Bt the report goes further than the major program areas, asking for information sydstas
involvement in community service, legislative endeavors, public relations efforts, etc. The report also inquires
whether thepost sponsors a uniformed group, orstlibutes a regular publication to the membership, and the
number of funeral honors for deceased members.

Information fromConsolidatedPost Reports is frequently shared withembers of Congress. This information
providesmembers of Congress with a snapisbf the valuable community service provided by The American
Legion family. This report demonstrates community involvement that has been the hallmark of The American
Legionés commitment and service to country.

Dondét be di paswwr s gesdbmetning to repert in every blank on the report form. Very few
post carry on every Legion program. Many outstanding American Lepasts devote their energies and
resources to just two or three programs or activities, which more than justifexisénce.

Include Details in Narrative

Please urgposs to confine answers to the allotted spaces. If they wish to go into a subject in further detail,
include such information in a descriptive narrative, which may be attached to the report formarritige can
cover in greater detailposb s accompl i shments in program areaséyou
your Departmen®Americanism and Children & Youth Committees to consider the workpoktn determining its
possible qualificabn for nationalrecognition.

By mid-August,NationalHeadquarters expects to have a completed tabulation of all reports broken down and
printed accordingt@le par t ment s. The statistical totals wildl
annuar eport to Congress, required in accordance with

Once theposthas completed the annual report, you may be surprised at how mymisthas accomplished.

In addition to becoming the basis for good local news releases, theplCatedPostReport also helps in the
preparation of member ship promotional materi al. A
nationalrecognition for one or more of your outstanding programs.

The American Legion asks your coogion in getting reports fromoss in yourdistrict.
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SECTION 3

Manual of Ceremonies
Adopted by The American Legion in 1921

Foreword

The Manual of Ceremonies was adopted at the Third Annual Convention, Kansas City, Missouri, October 31 to
November 21921. It was amended at the Fifth Annual Convention, San Francisco, California, October 15 to 19,
1923; at the Seventh Annual Convention, Omaha, Nebraska, October 5 to 9, 1925; at the Ninth Annual Convention,
Paris, France, September 19 to 22, 1927;afthirteenth Annual Convention, Detroit, Michigan, September 21 to
24, 1931; at the Fifteenth Annual Convention, Chicago, lllinois, October 2 to 5, 1933; at the Sixteenth Annual
Convention, Miami, Florida, October 22 to 25, 1934; at the Nineteenth Anrwale@tion, New York City,
September 20 to 23, 1937; at the Twelinst Annual Convention, Chicago, Illinois, September 25 to 28, 1939; at
the National Executive Committee Meeting of November 19 and 20, 1942, by authority of the 1942 Kansas City
National Convention; at the Twentkifth Annual Convention, Omaha, Nebraska, September 21 to 23, 1943; at the
Twenty-Sixth Annual Convention, Chicago, lllinois, September 18 to 20, 1944; byN#imnal Executive
Committee Meeting, June 5 to 7, 1946; at the Twinth Annual Convention, New York, New York, August 28
to 31, 1947; by theNational Executive Committee Meeting, May 3 to 5, 1948,; by Ntwtional Executive
Committee, May 3 to 5, 1950; by tiNationalExecutive Committee, May 2 to 4, 1951; by tational Executive
Committee, May 2 to 4, 1954; by tiwationalExecutive Committee, May 4 to 6, 1955; by tational Executive
Committee, May 2 to 4, 1956; by tiNational Executive Committee, May-3, 1957; by theNational Executive
Committee, April 29 to May ,11959; by theNational Executive Committee, May-8, 1960; by theNational
Executive Committee, May-8, 1961; by theNational Executive Committee, May-2, 1962; by theNational
Executive Committee, May-2, 1963; by theNational Executive Committee, Apr30-May 1, 1964; by the
NationalExecutive Committee, May-6, 1965; by théNationalExecutive Committee, October -13, 1966; by the
National Executive Committee, May-8, 1967; by theNational Executive Committee, May-8, 1970; by the
NationalExecutive Committee, October 281, 1971; by thé&lationalExecutive Committee, May-2, 1974; by the
National Executive Committee, October1®, 1974; by thdational Executive Committee, April 3May 1, 1975;
by the National Executive Committee, May-8, 1977; ly the National Executive Committee, October& 1977,
by theNationalExecutive Committee, May-8, 1994; and by thNationalExecutive Committee, May-2, 1995.
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Plan of Post Meeting Room

American Legion Emblem
Chaplain Commander Adjutant/Finance Officer
National Colors Post Standard
First Vice Commander Second Vice Commander
Membership
Sergeant-at-Arms Past Commander

This arrangement of post meeting room is especiallfignctional for the conduct of regulgost
meetings. This plan permits thp@sta great amount of flexibility in arrangement to meet plosd s
particular needs and/or adapt to any physical limitations.
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Plan of Post Meeting Room
For Special Ceremonies

American Legion Emblem

Chaplain Commander Adjutant/Finance Officer
National Colors Post Standard
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Past Commander

Sergeant-at-Arms

For the ceremony of initiation or installation of officers, it is suggestectisemeeting room be
arranged as shown in the above sketch.

The American Legion mblem should be in colors and about twenty inches in diameter. If made of
glass, it shoul be illuminated from within; or by a light set above it if made of wood, cardboard, or metal.
Emblems may be purchased throulhational Headquarters, Emblem Sales, Indianapolis, IN. The
emblem should be illuminated at all times during all meetings.

Anything of a light or humorous nature added bygbstto this initiation should be kept separate and
apart, and the candidates should be informed that it is not a part of the initiation proper.

Officers or memberstherthan those designated may be assigoeggharts in the initiation ceremony.

It is recommended eagdosthave a degree team, trained and uniformed for degree work.
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General Instructions

Much of the information provided in thielanual of Ceremoniegs the consequence of lotigne
tradition and sage. The practices adopted by The American Legion may not be the same as used by
other groups or organizations. Our methods may be different, but ihdoe®an we are right and others
are wrong.

1. The ceremonial services of The American Legion nxestonducted with the solemnity befitting
the dignity of this organization.

2. No one shall be admitted during opening, initiation, or closing ceremonies of an American Legion
meeting.

3. Comrades shall be careful never to pass betwedftatigeand the ation of thecommander

4. A member entering the hall after the meeting has begun shall advance to the center of the room,
salute thecolors and be seated.

5. Any member desiring to be excused from the hall while the meeting is in progress, except during a
prayer, or the obligation, or during the period of silence, shall advance to the center of the room, salute the
colors, and then leave.

6. All officers are instructed to memorize their parts between the dates of their election and
installation. It shalbe the duty of each officer to memorize that portion ofrtheal assigned to that
particular office and the printe@tual should not be read during any ceremony.

7. Thenationalcolors andpostflag, when in position, should be in position at eithee sidd just in
advance of theommanded s s t aratiomaltolors brhthee right of theommanderthepostcolors on
the left when facing the audience, even thougtctimemandeis on a platform and thigags areposed on
the ground level.

8. Each offcer shall be equipped with the official overseas cap and with proper official badge of the
respective office. Such badges may be purchased in sets pgdtw singly by the individual officer
through Emblem SaleblationalHeadquarters.

9. Legionnairesstanding in silent tribute in memory of departed comrades during meetings or
ceremonies will face th8ag of our country. Legionnaires are advised of the following action by the
National Executive Committee (Resolution No. 33JRESOLVEDO by the Nationd Executive
Committee of The American Legion in regular meeting assembled in Indianapolis, Indiana, or6May 5
1971, AThat The American Legion shall, at funct
activities whatsoever for a period oty seconds as a tribute to our comrades who have passed on and in
honor of those now serving in the Armed Forces and that this minute of silence shall be preceded by ar
appropriate announcement and message, if desire

10.In addressing an officerof 8n Amer i can Legi on, preface the t

11.This Manual of Ceremonieis designed with the idea of flexibility and may be adapted to conform
to requirements covering all divisions of The American Legion. Therefore, whenever nec#dssary
words MfAPost DistrictidcCoabt yi ®i din, 0 fiDepartment, 0 or
specific occasion.

Wearing The American Legion Cap, Uniform and Regalia

1. The Legion cap, uniform or regalia should be worn by its members only imhattendance at
official Legion meetings or ceremonies or as official guests at patriotic or other civil functions or by
individuals when officially representing The American Legion on public occasions. For all Ceremonies,
the uniforms adopted by departmentare recommended. However, an official American Legion cap,
dark blue or black civilian coat, dark trousers, white shirt, blackifotsand tie, black shoes and socks,
make a very attractive uniform.

A Legionnaire is considered to be in unifornwiaring an official American Legion cap. Therefore,
it is not proper to wear an American Legion cap while eating a meal at an official American Legion or
civic luncheon or dinner.
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2. The cap should be worn in a place of worship only byghard of honor, color guard and
commandenf same while in marching order or standing guard. When returned to and seated in pews, the
cap should be removed.

3. Legionposs marching in formation into a place of worship should uncover, at the door, hold the
cap with the right hand over the hearntil the arrival in the pews and commanded to take seats,
remaining uncovered during the entire service. At the close of the service, upon commpaostshall
arise, the members holding the caphwibe right hand over thkeartwill march out of the place of
worship and recover after marching through the door.

Note: The hat should be held over the heart as one approaches the casket, and is not at any time wol
in a place of worship except by tgeard ofhonor, color guardor commandeiof same while in marching
order or standing guard.

4. Legionnaires not in formation will uncover upon entering the place of worship and remain
uncovered during the entire service and witower after leaving the place of worship.

5. At the graveside the cap should be held in the right hand over thechearg the entire service.

In cold and inclement weather, the cap should not be doffed.

6. Il n Legion meetings the cap should be worn ex
prayer, and when standing in silent reverence in memory of departed comrades, when the cap should b
held with the right hand over the heart

7. A Legionnaire wearing the cap should behave in proper accordance as to salutes, etc., the same &
if the member s wearing the military uniform. If not wearing the Legion cap, the ordinary rules of
etiquette for civilian dress should be observed.

8. Female members of The American Legion should wear their caps in the manner prescribed for
female personnel of the aenh services. Thi s i s suitable for mo s t sit
sense should prevaiBy American Legion tradition, a female Legionnaire is afforded the opportunity to
leave her cap on during the Pledge of AllegiamNagjonalAnthem, prayer anduring meals. Noational
authority can be found which mandates the removal of the cap by female Legionnaires during such
occasions.

9. Legionnaires wishing to attach decorations and/or other official insignia to their caps are advised
of the following excerpts of aNationalExecutive Committeeesolution on this subject:

Official American Legion Caps
The following regulations have been promulgatedNiayionalEmblem Sales to standardize the use of
lettering, insignia, etc., on the official American Legicap, as based on Resolution No. 58, adopted by
the NationalExecutive Committee, April 3May 1, 1964.
POST CAPS (members and officérsill blue, piped in gold and lettered in gold with optional basic
lettering (Style 1 or Style 2), additional letteriagd restrictions as indicated below:

(@) Style D Post numerals at right front between piping and front crease. Department name in
full on | eft side beneath embl em. Lettering
rightfronty A | loli is® (on | eft side beneath embl em).

(b) Style & Post numerals at right front between piping and front crease. Town name in full and
departmentbbreviated on left side beneath emblem. Lettering on emblem side to be in straight line.
Exampl e:rightfraatoi Miantneapol i s, Minn.o (on | eft si

(c) Style 2 Shall not be used when tpesttown is not physically located within the recognized
geographic and/opostl boundaries of theepartmentof which thepostis a member. Examgl
Stuttgart, Germany, a part of tli@epartmentof France. Such gostmay place its location and
country on the right side of thé Aidamgnciefdo qeni
beneathembled)i f desired, fMuightsddé)., Ger manyo (on

(d) Where any additional lettering is desired, this must be on the right side of cap. This lettering
is restricted to name qjost such as AJ. S. Jones, 0 or of fice
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Adjutant . o Wh e r er caprinsigni& ort badges arg wsedtin plade fofi embroidered
titles, these must be on right side of cap.

(e) Consecutive membership insignia, membership stars, and/or decorations (authorized American
Legion or military services) must be attached to thetrsighe of cap. Fraternal or civil organization
insignia cannot be used on American Legion caps.

(f) Names or nicknames of individual members cannot be used on caps.

(9) An individual member placing an order direct witlational Emblem Sales must providiee
member |.D. number.

Restrictions

(a) The left side (emblem side) of any American Legion cap cannot contain other than the official
American Legion emblem, and lettering as set forth previously in this resolutiqgro$drcounty,
district, departmenor nationalcaps.

(b) No member of any organization, such as drum and bugle corps, bands, and so forth, sponsorec
by any post or intermediate organizations between tepartmentand post levels, or by any
department, shall wear the overseas caps hakigngolor, or combination of colors, authorized for the
sole use ofcounty, district, departmenibr national officers, when the members of uniformed groups
are not appearing in the full uni form of their

Official Badges

Campaign ribbons, medaland official American Legiobadges shall be worn three inches below the
point of the shoulder and above the left breast pocket, centered; provided, however, that medals anc
ribbons are not to be worn together.

Badges of other fraternal organizations am to be worn on uniforms except when attending
functions of such organizations. No other badges or insignia are to be worn.

Commander: The American Legioremblem suspended by The American Legion ribbon from a bar
on which there shaanldlerbedo the word AComm

Past Commander:The American Legiommblem suspended by The American Legion ribbon from a

bar on which there shal/l be the words fAPast Com

First and Second Vic&Commanders The American Legiommblem suspended from a bar on which
thereshal be t heCowomasddé&Ni @e

Chaplain: The American Legioremblem suspended by The American Legion ribbon from a bar on
which there shall be the word AChaplain. o

Adjutant: The American Legioremblem suspended by The American Legion ribbon from abar
which there shall be the word AAdjutant. o

Finance Officer: The American Legioremblem suspended by The American Legion ribbon from a
bar on which there shal/l be the words AFinance

SergearHAt-Arms: The American Legiormblem suspended by €MAmerican Legion ribbon from
a bar on which there-AsMramsl. obe t he words ASergea

Judge Advocate:The American Legioremblem suspended by The American Legion ribbon from a
bar on which there shall be the words AJudge Ad

Service Officer: The American Legioremblem suspended by The American Legion ribbon from a
bar on which there shal/l be the words fAService

Treasureror Finance Officer: The American Legioremblem suspended by The American Legion
ribbon from a bar on which theressh | be t he word fiTreasurer. o

Athletic Officer. The American Legioremblem suspended by The American Legion ribbon from a
bar on which there shal/l be the words AAthletic

Historian: The American Legioremblem suspended by The American Legion eiblirom a bar on
which there shall be the word AHiIi storian. o
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Executive Committee: The American Legioremblem suspended by The American Legion ribbon
from a bar on which there shal/l be the words AE
The metal ornaments for the ribbons wlddbe made with pin back so they can be passed from officer

to officer at the time of the new installation.
Each member of each individuabstshould be encouraged to possessoffieial American Legion
overseagap with The American Legioemblem, thedepartment, and the number of fheston same.

How to Organize a Ritual Team

First Step:

The postcommanderappoints acaptain to organize a team. It willbetcept ai nds duty
train and assume complete responsibility for organizing anadirigabf the team. Discretion should be
used in selecting team members. They should make the Manual of Ceremonies their American Legion
bible.

Second Step:

Permanent parts should be assigned and members instructed to memorize these parts. Six membe
will be required for the initiation team. In calling a-tyt or audition meeting, the best qualified should
be selected at that time. Each candidate for the team should read pannahtled to denote clarity of
voice, enunciation, expression and megniiven to the text. Additional candidates should be assigned
roles as substitutes or staimd for the regular members.

Third Step:

Training the team. Many practice sessions are necessary. Teams should gmasitce ceremony
at each meeting, inaling marching into the hall, military movements on the floor, presentation and
introduction of the team, and tlposing of members to their respective stations. Proper handling of
candidates for initiation should also be practiced.

Fourth Step:

Presentig t he ceremony. The teambs first appear art
of new members will tend to give the new team confidence to present their work ipagbanroughout
the area. Note welMuch of t he t e a morsselsction ofecemspetahteapt@mahds U p
sergeardatarms. The team will look to these officers for leadership. The tgtain and members
should be of commanding appearance, plus personality, and able to impress upon candidates and audien
the importage and seriousness of the ceremony.

Every American Legiomostshould have a good ritual team preserdrai | ni t i ati on Ni g
at least once yearly.

Color Guard Procedure

Advancing Colors:

Colorguard consisting of minimum number of four is fornatherear ofthemeeting room in a rank
or file, whichever may suit the situation best, formation facoogmanded s st at i on.

In forming a rank, theationalcolors areto the right of thgostcolors and the twaguards are on the
respective flanks. Iforming a file, thenationalcolors aresecond in file, preceded lblgerifle guard and
followed respectively byhe postcolors andrifle guard.

To properly form theguard, the following sequencecd mmands may bed WdDececk:s s
Right oDiResady oFirRinghot or Lef & (Chlbrdeaterd shouldAassume the
position of carry or any other suitabl enmeqionsdi t i o
commands put thguard in a forward motion.

Upon arriving at a positin from 2 to 12 feet (depending on available space) in front of the
commanded s station, the following é6PummandcCs Imtioralo| d T
color bearer steps off in the direction of fitey receptacle to the right of ttemmandeb s st at i on,
and facing front upon arriving in front of samejhepostcolor bearer follows the same procedure to the
flag receptacle to the left of ttcemmanded s st at i on. During thnfls prc
guards assume the gibion of port arms, which is a position of readiness. The next command should be
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APl ace Colors. o Colors are pl aced ibrgceptatles,pmaking g f
sure the top ornament on each respedtagis facing the assemiga. Thecolor bearers then return to

the position of attention. The neguardscloudmended s h
the prescribed salute with their pieces a@obtbr bearers should render a rigtand salute. (Posblor

bearer bould either face thaationalcolors or turn head toward the American Flag while executing the

salute)
The next command sequence schlo bebrers réceveringsfriong tahd S h
salute on same), AAssembl ¢he ddiater and dtep (0fCrespeativelybnetheer e

direction from which they came and assume their positions in the formation facing the rear of the meeting
room) Rifle guards may execute an abdate on command and be prepared to move out on next
command wih guard intact.

The next command should be AFor war duarshoudb® an
halted with command oduafi@uarad HWHBal tgéo vemd fitFlaé n  tOh

Retiring Colors:

Retrieving thecolors may be executed in neathe same manner except substituting the command of
ARetrieve Colorso for MfAPost Col ors, 0 c@anar gh ea me
arrival in front of their respective colorso{or bearers will salute at this time).

The next sequencdfo commands are fARight Shoulder Ar mso
attention)i T a k e  Caldr lwearerdputiing one foot forward to take Colors and assuming position of
attenti on, after securing same). r ¢ hoélor bearrrs co
executing same marching as in returning fromsing). Rifle guards will execute abodidce aftercolors
have arrived in respective positions. Tgard may be retired in the same manner as it wa®sing,
with the exception of the ast command, which should be ADiI s mi
used in eitherank orfile formation.

A lot of color andceremony may be added to thesing andretiring of thecolors if abugler is used
in the following places: Ipost n g, héQor® T may be sounded i mmedi at e
APresent Acolonguard domymariddr e I n retrd emaywgbefiReundat
after command of APresent Arms. o

REGULAR MEETING
Opening
American Legion meetings shall be openethe following manner:
All officers should be in uniform, each wearing the official American Legion cap and

the official badge of office.
Thecommandeshall announce the meeting is about to open. Officers shall take their stations.

Thecommandeshal seat those present with one rap of the gaaertl the doors of the
meeting hall shall be closed by tbergeantat-arms.

Thecommandeshall thengive three raps of the gavel and all who are present shall
standat attention.

Commander: i T tcador bearerswill advancetheo | or s . 0

(See the index for other sections relating to the Colors/Color Guard)
As thecolor bearers start to advance, t@mmandeshall give the command:

Commandern Hand sal ute. 0

Ifabugleri s avail abl e, s ou niatelyraflenthetolbre have ddem r s
posed, and at its conclusion, ttemmandeshall give the command:
ATwo. O
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Ifnobugleri s present, the command @A Twocolors s t
have beemosed.
Thecommandeshall call upon thehaplain to give the opening prayer.
Commander:n T iklreapl ai n wi | | of fer prayer.
Commander:in Al | member s/ guests in atten
their cap removed and placed over the heart fronoplemingprayer, through
the POW/MIA ceremony,andcdnaw di ng with the Pl edg

In place of the following prayer, tlehaplain may deliver one of the same length and general tenor.

Chaplain:. A Al mi ghty God, Fat her of all
we pray Thee to guide our work in this magtand in all our days. Send Thy
peace to our nation and to all nations. Hasten the fulfillment of Thy promise of
peace that shall have no end.

AWe pray for those who serve the p
by Thy blessing they may be enableddischarge their duties honestly and
well. We pray for our comrades that by Thy help they may observe the strictest
Justice, keep alight the fires of Freedom, strive earnestly for the spirit of
Democracy; and preserve untarnished our loyalty to our ©pand to Thee.
Finally, O God of mercy, we ask Thy blessing and comfort for those comrades
who are suffering mental and physical disability. Cheer them and bring them
the blessings of health and happine:

POW/MIA Empty Chair

This ceremony i suggested outline that can be followed when an American Legion
organization wants to call attention to Americans still unaccounted for from World War II,
the Korean War, the Vietham War, and other conflicts.

Resolution 288, adopted at the 6ational Convention, encourages all American
Legion organizations to implement the Empty Ch@aremonyat all meetings. As a
continual physical symbol of the POW/MIAs and the cause for which we stand, namely
their return or full accounting.

Commander: "A POWMIA Empty Chair is placed at all official meetings
of The American Legion, as a physical symbol of the thousands of American
POW/MIAs still unaccounted for from all wars and conflicts involving the
United States of America. This is a reminder for all ®fta spare no effort to
secure the release of any American prisoners from captivity, the repatriation of
the remains of those who died bravely in defense of liberty, and a full
accounting of those missing.Let us rededicate ourselves for this vital
endeao r ! 0

Commandern Pl ace the POW MI A fl ag on t
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The first and secondvice commandes, or other designated individuals,
approach the Empty Chair carrying a folded POW/MIA flag. Upon reaching
the Empty Chair, they reverently unfold the flagl atrape it over the Empty
Chair with the crest facing the membershidter the meeting is concluded, the
POW/MIA flag should be refded and stored for future use.

Thecommandei(or appropriate official) will lead the Pledge of Allegiance
(Legionnaires Wi remove their caps) and may direct the singing of the Star
Spangled Banner.

Al pl edge all egiance to the FIlag o
Republic for which it stands, one Nation under God, indivisible, with liberty
and justice for all .o

Regular meetingopeningresumesfter the Pledge Of Allegiance

Commander:i Ever yone wi | | recover. o

The commander and membership shall recite the preamble of the
Constitution of The American Legion slowly and in unison, as follows:

AFor God and Country,

We associate ourselves together

For the following purposes:

To uphold and defend

The Constitution of the United States of America,

To maintain law and order;

To foster and perpetuate

A one hundred percent Americanism;

To preserve the memories and incidents

Of our associations in the Great Wars;

To inculcate a sense of individual obligation

To the community, state and nation;

To combat the autocracy

Of both the classes and the masses;

To make right the master of might;

To promote peace and good will on earth;

To safeguard and transmit poserity

The principles of Justice, Freedom and Democracy;

To consecrate and sanctify our comradeship

By our devotion to mutual hel pfuln
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One rap of the gavel by thecommander will seat the members.
The commander shall then say: i | now decl ar e

Depart ment of .. e e e i e i oo .., T1Tegul
The order of business fpostmeetings shaII be

Roll Call todetermine if quorum is present

Readingof minutes of previous meetj

Introduction of guestand prospective and new members
Committee reports

Balloting on applications

Sick call, relief and employment

Post Service Officerds report
Unfinished business

Initiation of candidates

New businessdnd correspondence)

Memorial to a departepostmember

The good of Thémerican Legion
(The membership shall be permitted to make suggestions of any kind, character or description, save of
religion or partisan politics.)

mRT T SQ@T0a0T

POW/MIA Remembrance Servie

(The following is afi s u g g eservice doobe used at American Legion meetings,
banquets, luncheons, or memorial gatherings in conjunction with the POW/MIA flag
draped over an empty chair...this service can be adopted, or modified appropriately for
your own preferred use.) Members should remove their caps during this service.

AThose who have served, and those
services of the United States, are ever mindful that the sweetness of enduring
peace has always been taintedtlhy bitterness of personal sacrifice. We are
compelled to never forget that while we enjoy our daily pleasures, there are
others who have endured and may still be enduring the agonies of pain,
deprivation and imprisonment.

NnBefore we be, wwepausetorecognizetour POWsiamdMIAsS.

AnWe <cal |l vy oursmalltableavhi¢chioczupiestagplace of dignity
and honor. It iset for one symbolizing the fact that members of our armed
forces are missing from our ranks. They are referres 8OWs and MIAs.

AWe call them comrades They are unable to be with their loved ones and
families, so we join together to pay humble tribute to them, and to bear witness
to their continued absence.

A T hable is small, symbolizing the frailty of one poiser, alone against his
or her suppressors.
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A T hablecloth is white, symbolic of the purity of their intentions to
respond to their Countryods call to
A T hsmgle rosein the vase signifies the blood they may have shed in

sacrifice to ensure the fré¢em of our beloved United States of America. This
rose also reminds us of the family and friends of our missing comrades who
keep faith, while awaiting their return.

A T hred ribbon on the vase represents the red ribbons worn on the lapels
of the thousanglwho demand, with unyielding determination, a proper account
of our comrades who are not among us.

A Aslice of lemonon the plate reminds us of their bitter fate.

A T &t sprinkled on the plate reminds us of the countless fallen tears of
families as the wait.

N T lolassis inverted, they cannot toast with us at this time.

A T Itkair is empty. They are NOT here.

A T lcandleis reminiscent of the light of hope, which lives in our hearts to
illuminate their way home, away from their captors,tite open ams of a
grateful nation.

A T hAmerican flag reminds us that many of them may never reiuamd
have paid the supreme sacrifice to insure our freedom.

AnLet us pray to the Supreme Comman
be back within our ranks.

A L e remended and never forget their sacrifice.

AMay God forever watch over them a

Closing Ceremony

American Legion meetings shall be closed in the following manner:

Commander:il s t here any f urt htemeebngsIif ne
not,thechapl ai n wi | | | ead us I n memori al

The commandesshall give three raps of the gavel, and the membership shall arise, uncover, and stand
in silence.

Chaplain: A Qur Heavenly Father, we deen
respects to our departed comrades. As we stand with bowed heads in reverenc
to them, let us remember the good deeds they accomplished. Let us rever
them, as good soldiers who fought the good fight in a just cause, let us silently
pray for peace, the pee that passes all understanding. And let us in mind and
soul consecrate our hearts and lives to the real America, the land of the free an
the home of the brave, the America worth fighting for. As we stand in silence
to our departed comrades, may wa sier el y say, 0 May t
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peace. 0 Let us al so remember the F
from the Wars and Conflicts. Amen.

Commander Cover.

The addition of @ Thuglerwill asdogeeatly te the solemnitg off f |
the ritual.

The first stanza of AAmericao (AMy Col
selection may be sung by the audience.

ATi I we meet again | et cosintryr canmeE mb e
fulfiled only by the faithful performance of all des of citizenship. Let
service to the community, state and nation be ever a main objective of The
American Legion and its members. Let us be ever watchful of the honor of our
country, our organization and ourselves, that nothing shall swerve us from the
path of Justice, Freedom and Democracy.

Thecolor bearers will retire thélag ofourcount r y . o
As thecolor bearers retrieve theolors,thecommandeshall give the command:

Commander i Ha nd <dolsare etved)(

As the color bearers reach the e ar of the meeting hall, t he
commander

Commander i | now declare this meedBi ng
No. The American Legi on, Depart men

The Commander gives one rap of the gavel.

INITIATION

Regular Form

The initiation of candidates for membership in The American Legion is an important
function of eactpost The new members need to be shown, officially and formally, that
t hey 6r e rtohtdesoahization.pTdey deserve the courtesy of being introduced to
the organization which has accepted their membership application and dues payment. Thi:
Is the purpose of the initiation ceremony.

Whether performed by the officers of thp@st or an established ritual team, the
initiation ceremony should be conducted at least once a year. Each officer should learr
their respective portion of the ceremony in order to be able to deliver it without reference
to the printed text. Each initiation oféc should wear the regulation American Legion cap
and badge of office. (See ABadgeso i n i

The sergeantat-arms is responsible for preparation of the hall or meeting room for the
initiation, and should see to it the following items, which are presettt the candidates
during the ceremony, are on hand in sufficient quantity: Ameffilays (initiation size),
American Legion lapel pins, arfthg etiquette booklets. All of those items are available
throughNational Emblem Sales (see current catalogp). addition, thesergeamntat-arms,
depending on the format youoost wishes to use for this ceremony, will set up the
following items: Poppies (real or imitation) in a neat arrangement in a vase at either the
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station of the scondvice commanderor nearthe podium identifying the station of the
commander a gael bell at the station of theaptcommanderor near the podium of the
commander and a miniature stand of colors consisting of the Ameritag and the
Legion colors at the station of thedt vice commandepr near the podium.

This ceremony is designed to conform with the floor plan pbst meeting room as
illustrated found on page 57 and.5&andidates are escorted by Heegeantatarms to
the various of fi cer sodeves,ttha teremang maly beralterechto t r
conform with the metng room layout as illustratedith the candidates standing in the
area provided between the stations of thiet vice commanderand thesecond vice
commander The outline of the ritual may beadified to permit all initiation officers to
come to the podium to deliver their respective instructions to the candidates.

The candidates for initiation will assemble at the back of the meeting room or,
preferably, in a nearby room immediately priothe ceremony.

The business of the meeting having been clearedgtnenandeshall call the meeting
to order with one rap of the gavel.

Commander:A We s hal | now proceed to the init
we may impress upon these candidates serious import and sacred obligations of
American Legion membership, all present will conduct themselves in a manner befitting
such ceremony.

A T lseggeantatar ms wi | | present those ready for
Sergeanat-Arms, standing at designated stati and after saluting thiéag:
ACommander, there are (number) wveterans

The American Legion and are awaiting the
Commander f"As these candidates have been
proceed withthe initiation. Sergeardt-arms, escort the candidates into the hall and place
them properly beforethiéd a g . 0
Sergeamat-Arms, after escorting candidates to appropriate location:

ACommander , I present t hese ¢ anedgiidoant. eds
Commandey after giving three raps of thegavel T ltlea p | ai n wi | | of f
Thechaplain steps to the right of the Ameridéag and faces the candidates.

Chaplainn. AL et us pray. Our Heavenly Fat he

cerenony with clean hearts. Keep us ever mindful of our obligation to those who have
made the supreme sacrifice for our country and her noble purpose. We humbly pray tha
your love may find its way into all hearts and souls that they shall never again seek
occasion of conflict, but live in peace and harmony, laboring for the broader benefits of
humankind. You have blessed us with the opportunity to serve our country in her hour of
need. We pray that you would grant us continued opportunities to serve ioftpeace

as we served in time of war. Bless The American Legion and those here who await its
obligation, that together we may advance the sacred cause of Justice, Freedom an
Democracy; that together we may serve you and our country in undivided lofative n . 0
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Thechaplain returns to designated station. The membership is seated by one rap of the gavel and the
postcommanderddresses the candidates.

Commander iThe American Legi on c h3ustitces he
Freedom, Democracy and Lol Its pledge is service to veterans, especially
the disabled, the distressed, and their widows and orphans. The cause G
service to community, state and nation is jealously guarde@@maltunity to

serve is offered to all members. Before you areedsto assume the
responsibility of membership in The American Legion by accepting its
obligations, you will hear an explanation of the principles and symbols of our
organization.

N S er guerany, tonduct the candidates to Heeondvice commandeffor
instruction in Justice. OO

The sergeanait-arms escorts the candidates to the designated position, facingettend vice
commanded s s t a tsecamdvice comidne@erises.

Second Vice Commander A Jnoakes nocdestinction of persons. |t
favors neithe high nor low, neither rich nor poor, neither the classes nor the
masses. Justice is the guiding star of life. It transcends all boundaries of race
and creed. Justice for our sick and disabled veterans has always been, and mu
forever be, the first awern of The American Legion. The rehabilitation of
those men and women who valiantly offered their all in response to their
countryods call, the relief of t hose
hallowed duty. Legionnaires must be ever vigildmt none shall feel the
injustice of work undone. The American Legion is ever mindful of its duty to
the nation, and the nationds duty t

AThis display of poppies, theerved f i
as a memorial to those who gave their lives so that Justice might prevail.
Remember their sacrifice! May your actions forever bring credit upon The
American Legion, an organization, which is a living memorial to the dead
heroes who foughthat Juice, the divine right of man, might ever endure.

N Ser guearang, tconduct the candidates to tpast commander for
i nstruction in Freedom. 0

Thesergeantat-arms escorts the candidates to the designated position, facingagheommanded s
station. Tle pastcommanderises.
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Past Commander:in Fr eedom i s an i deal of S
power of seHdetermination. For Freedom, Americans throughout the years
willingly have fought and died.

Al n the War of t he Revoleyeopl®of the Fr
United States. In the Wars of the Twentieth Century, the torch of Freedom led
and inspired the American forces through the darkness of conflict.

AnThe Ameri can Legi on S dedi cat ed
Injustice to the children angbuth of ournation. No nation can long endure if
it fails to care for its future citizens. The American Legion has achieved
recognition as aationall eader i n behalf of the n
they may know that Freedom from want, igna@nand tyranny are Gaglven
rights to be preserved at whatever the cost. The American Legion
staunchly defends the principle of equal opportunity for all in a country where
all may enjoy the blessings of Freedom.

AThis bell t ypi fBekwhichimbold &nd cesiandones i b
rang out the news of Freedom and the birth of a new nation. It is here to
remind you that America will remain the land of the free only as long as
America is the home of the brave.

n i gi ve yo uflag, theeerhlamef Freedoannand féag etiquette
bookl et . o

The mstcommander hands each candidate a small Amerileggnandflag etiquette booklet.

N Ser gtaany, tconduct the candidates to tiest vice commanderfor
instruction in Democracy and its meaningdane r i ca . 0

The sergeantat-arms escorts the candidates to the designated position, facindfirtevice
commanded s st a first wcacomnlahderises.

First Vice Commander-Ai Democracy 1 S gover nmen!H
people, and for the peoplddemocracy is American in principle and universal
in appeal. It offers a voice in government to each citizen. Of its benefits, each
citizen may share.

ADemocracy finds expression with
meeting halls, distinction of rank imknown. All Legionnaires are equal in a
common service. Each Legionnaire is permitted a free voice, but not a voice sc
free as to transcend the limits of Liberty.
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ADemocracy can exi st only where al/l
and acceptsthe responsibility of service to community, state and nation.
Legionnaires must encourage the exercise of franchise among our citizens as
means of preserving and perpetuating our precious heritage. Yes, Democracy to Th
American Legion is real. It caes a responsibility, which each Legionnaire should
accept.

Here thefirst vice commanderrefers to either a miniature stand of colors consisting of the American
flag and American Legiocolors located at the designated station orplosd s s e t atdhe froat@fl or s
the room, depending dhe format ofnitiation used.

A T h dlage symbolize America, the home of Democracy and The American
Legi on. The r ed #agreprgsensthe wdlor, thel zeal and then t
passion of those who defendéie noble cause of individual dignity; the white
stripes signify hope, purity and integrity. The stars of white on a field of blue
proclaim that the heights of pure Democracy reach to the very stars of the heavens
This blue and gold emblem against alkmground of blue reminds us constantly of
our golden opportunities as Legionnaires to promote and protect the principle of
Democracy in a government so deasyn and so valiantly maintained.

N S e r gy, tconduct the candidates to ttammanderfor instruction in
Loyalty and its application in The Ame

The sergeantat-arms escorts the candidates to the designated position, facingothenanded s
station. Theommanderises.

Commander-AiLoyal ty i s an attri buttisghetrdt Th
virtue of the person serving in the uniform of our country. It is as dear as Justice is
desirable, as Freedom is glorious, as Democracy is practical. Loyalty will lead us to
defend our organization in all that is right, and to do our gtntlmat we shall be
right. Loyalty to our country is the basis of true Americanism. Disloyalty and
oppression are foreign to our ideals; nor do we tolerate any form of radicalism or
violence seeking to destroy our form of government. The Constitutitreddnited
States of America, the bulwark of our liberties and guarantor of our rights, is sacred
to the Legionnaire. Be ever loyal to that which has established your freedoms and
defined your responsibilities. Understand The American Legion is in mge s&
military organization. Because its membership is drawn from every race, religion,
occupational pursuit, and political persuasion, The American Legion is obligated to
strict neutrality on all questions concerning religion, politics, and industrié.st
You have received instruction indThe
Justice, Freedom, Democracy and Loy@&lgnd its great principles of service. Are
you now ready and willing to obligate yourself as expressed in the Preamble to the
Constut i on of The American Legion? | f s

Candidates: i | a (All candidates must answer, signifying they are
willing to take the obligation.)
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Commander i Al | wi | | stand at

(Three ras of the gavel.)

present

The commandersteps to the right and immediately next to the Ameritzay) raises the right hand,
and addresses the candidates.

Commanderi You r aise your right hand a
0 I(here give your name)

0Do solemnly pledge

0To uphold and def end

0The Constitution of the United St
0To maintain | aw and order;

0To foster and perpetuate

OA one hundred percent Americani sm
0To preserve the memories and i nci
00f our associations in the Great
0 To i nacsenbeofirtdigidual obligation

0To the community, state and natio
0To combat the autocracy

00f both the classes and the masse
0To make right the master of might
0To promote peace and good will on
0To safeguar goswityd transmit to

0 T Ipranciples of Justice, Freedom and Democracy;

0To consecrate and sanctify our <co
0By our devotion to mutual hel pf ul
0To all of which | pledge myself
OFor God and Country.

60l am not a member and do not subs
0To the principles of any group
O00Opposed to our form of government
Hands down. o

Thecommanderesumes station and seats the membership with one rap of the gavethaplan
rises and stands near the EmblefiThe American Legion
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Chaplain:n Ther e shines t he niEegibn &iwmyoarfoaddeh e
of distinction, honor and service. It stands for God emahtry, and the highest
rights of men and women. Of its several parts, each has a meaning.

AThe rays of the sun that form the
American Legiod for Loyalty, Justice, Freedom and Democracy will dispel the
darkness of violence, strife, and evil.

AThe two gold rings around the field
four main objectived rehabilitation of our sick and diskdol veterans, and the care
for the children and youth of America. Within the rings is placed a wreath for
remembrance of those who died that liberty might live. Upon the wreath is set a star
reflecting the glory of victory and promising to the world therpetuation of the
cardinal principles of The American Legion.

nSet wupon the star are two bronze
main objectived a deep and abiding spirit of Americanism, and service to the
community, state and nation.

A T h e ription detnands that the wearer shall ever guard the sanctity of
home, of country, of free instituti

Thechaplain returns to station. Thesmmanderises and addresses the candidates.

Commander: i The Embl em of The Amer i can
Americanism. Americanism is unity of love, singleness of allegiance, practicality of
purpose, care of the distressed, the education of children, all directed to the
promotion of a common good. It is that spirit of patriotism, which shall ever
preserve ouland from stagnation, which is the death of peoples. As Legionnaires,
we preach and teach the spirit of patriotism throughout the Republic. We must be
ever mindful of our obligations as citizens, striving constantlyragdeem those
obligations. In theEmblem of The American Legion there is great prophecy. It is
the promise of the defenders of the Republic, pledging the fullest good for the
betterment of all.

A | wel come you to The American Legi o
The American Legiom sy mbol of service. o

The commandersteps from the station, gives each new Legionnairenablem lapel button, and
shakes the hand of each new member.

Short Form Initiation
In order that every new member may receive some form of initiation; whereat is n
practical to conduct the full initiation ceremonies, the following short form has been
authorized so all new members may take the obligation and receive proper introduction to
The American Legion.
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The postcommanderor an appointed member, assistedi®postchaplain, who shall
be seated at the right of tbemmandershall conduct this ceremony.

Small flags, copies of the Legion pamphlet, Legion emblems, and other appropriate
items used in the regular initiation ceremony shall be presented byfithatiol officers.

Post Commander:ii We wi | | nNow pr oceedsergeatath t h
arms will escort the following candidates into the meeting hall and place them
properly beforethdl ag. 0

(Give names of all those who are waiting).
Sergeanfat-arms salutes the flag and, turning, proceeds to get the candidates whose names shall be
read.

Post Commanderi You wer e privileged wastmser v
Because of this service, you are today privileged to join the great service
organizaéion, The American Legion.

AUnl i ke the armed forces in which vy
among us. We are composed of members of every race, religion, occupation anc
political conviction. We maintain also, strict neutrality on all qu@stiooncerning
religion, politics and industrial strife.

AThe Ameri can Legi on cherishes four
Democracy and Loyalty. We are pledged to serve the disabled, the distressed, th
widowed and the orphaned. We are devotedh® ¢ause of service to the
community, state and the nation.

AAre you now ready and willing to obl
to the Constitution of The Ameri can Le
Candidates: i | am. 0O

Post Commanderi The me mber s wionlwhile the candidatesare a |
bei ng o hGivegtlarde eads.obthe gavel.)
Thecommandessteps to the right immediately next to the Ameritag and will raise the right hand
and address the candidates.
Commander: A You wi | | r ai anérepeat afterme:i ght han
A I(here give your name)

60Do solemnly pledge

0To uphold and defend

0The Constitution of the United Stat e
0To maintain | aw and order ;

0To foster and perpetuate

OA one hundred percent Americani sm;

O0To preser veandinddentsmemor i es

600f our associations in the Great War
0To inculcate a sense of individual (
0To the community, state and nati on;
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0To combat the autocracy

00f both the classes and the masses;
0To make right the master of might;
0 To pr o mantd goodwd ancearth;

0To safeguargosamrityd transmit to

0The principles of Justice, Freedom
0To consecrate and sanctify our comr ¢
0By our devotion to mutual hel pful ne:
0To all of which | pledge myself

OFor God and Country.

0 &m not a member and do not subscribe

0To the principles of any group
00Opposed to our form of government

OHands down. 0O

At the conclusion of the obligation, tkemmandemwill resume the designated station and seat the
membership with one rap of the gav@&hechaplain arises and stands at some convenient location close
to the emblem and calls the attention of the candidates to the emblem of The American Legion.

Chaplain: n There shines the emblem of The
of distinction, fonor and service. It stands for God ammdintry, and the highest
rights of men and women. Of its several parts, each part has a meaning. The rays c
the sun that form the background, are emblematic of the principles of The American
Legiond for Loyalty, dlustice, Freedom and Democracy will dispel the darkness of
violence, strife and evil.

AThe two gold rings around the field
four main objectives; rehabilitation of our sick and disabled comrades, and care for
the dildren and youth of America. Within the rings is placed a wreath for
remembrance of those who died that liberty might live. Upon the wreath is set a star
reflecting the glory of victory and promising to the world perpetuation of those
cardinal principls of our organization. Set upon the star are two bronze rings which
typify the other two of our main objectives; a better and more loyal AargEsm,
and service to the community, state and nation.

AThe inscription demands sanctityeof wmeand r

country and free institutions. 0
The commandersteps down from the designated station and advances to the newly obligated
members.

Post Commanderil wel come you to The Americ
to present to you the Americélag which is the emblem of freedom; a flag etiquette
booklet; and themblem of The American Legion, which you may wear as a badge

of democracy and a symbol of your devoa
The commandenreturns to station and introduces each newhfigated member to the membership
and requests thgergeantat-arms to seat them with timecomrades.
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(Attractive Certificates of Initiation suitable for presentation to new members of The
American Legion after their initiation are available from degartmentheadquarters. The
Trophies, Awards and Ceremonials Committee strongly reconmsr&umnth evidence of
Initiation be presented.)

INSTALLATION

All officers (a charge consistent with the duties of office may be given to officers, such
as additionalvice-commandes, judge advocate, executive committee, etc., other than
specified in this ceremony) shall, after their election and at the earliest opportunity
thereafter, be installed in the following manner:

The installing officer (it is recommended eitherdepartmeniwfficer or the officer of
anotherpost who shall be a representative of tdepartmentcommander shall take
control of the meeting following the opening ceremony. ifisgallingofficer is permitted
to install alone or with such assistantsrasy be selected.

All the outgoing officers are to be in their respective places as shown in the Manual of Ceremonies,
and each officer shall be given a card on which should be cdpipd c har geo t o t he r
officer. The positions of the retiringfficers can be filled by other officers at the discretion of the
installing officer.

The installing officer shall then call upon theergeantat-arms to bring forward the officers to be
installed.

Installing Officer: n S e r gtaaransg, bring before mehe newly elected
officers of thispost ©

The acting sergeantat-arms brings each newly elected officer to the front, facing the station of the
commander In order of rank, i.e.commanderfirst vice-commandersecondvice-commanderadjutant,

financeofficer, chaplain,judgeadvocate historian, serviceofficer andsergeantat-arms.
After all are standing in place, with the ne@mmandetrto the right of thanstalling officer, theacting
sergeantat-arms salutes and addresses toenmander

Sergeantat-Arms i | present to you t hepostewl
whose eligibility records for membership in The American Legion have been
duly checked and authenticated. 0

Installing Officer: A My comr ades, you have been
fill the various offices of gostname and #). You will, I know, vindicate the trust
that has been reposed in you, and fulfill in every way the obligations, which that
trust entails. You shall at once familiarize yourselves with the duties of your
particular offies, and you shall proceed upon those duties in the same spirit of
devotion and endeavor, which characterized that service out of which arose The
American Legion. You must know the welfare and success ofpthesdepends
largely on you; and you must alsmow upon your shoulders equally rests the
burden of preserving the integrity of The American Legion. You must protect its
good name before the people of the United States. You must exalt it in their eyes.

You must make them know as we know its purp@sesbits policy. Ever remember
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the tolerant spirit that animates its members. There is no rank among us, for eacl
serves as an equal; and all strive toward the same goal, which is the realization in the
life of the Republic of the ideals of Justice, Fre®gd Democracy and Loyalty. Ever
remember the cardinal purposes of The American Legion are the rehabilitation of
our disabled comrades; the care of the dependents of those who have answered tl
final call, and of those who are now suffering the ravagesainds, disease and
want; rightful education of the children of our Country, and devoted service to the
community, state and nation.

AYou wil/l rai se your ri ght hands anct
............... , do solemnly pledge myseliperform faithfully and impartially the duties
of the office in The American Legion | am about to assume, and | further pledge |
am not a member of, and do not subscribe to the principles of any groups opposed t

our form of government. 60
After the obligaibn of the new officers, thastalling dficer shall address thsergeantat-arms.

Installing Officer: A S e r eutearsy, tconduct the new officers to their

respective stations. 0

The acting or retiring sergeantat-arms escorts each officalect to the rgpective station, starting
with the electedergeantat-arms and ending with theommander Thesergeantat-arms will conduct the
sergeantat-arms-elect to the station of theergeantat-arms and when arrived at that station, will
address the electestrgeantat-arms as follows:

Acting Sergeantat-Arms: i You ar e the sentinel postr t i
You wi | | guard especially against the
possessiords our deep and abiding spirit of comradeship.ouYwill learn the
identity of, and introduce to thr@mmanderall visiting comrades and guests of the
post You are responsible that no one shall remain a stramgeir midst. Be ready

at all times to assist yowommander Into your hands is giverharge of the stand

of colors which you will properly display at ghlost meetings and on ceremonial
occasions. o0

The acting or retiringsergeantat-arms then escorts thservice officer to the proper station. The
actingserviceofficer then charges the neserviceofficer.

Acting Service Officer i You have been s iposgby yourh on
election to perform fundamental, unselfish work, not only for the benefit of the
members of thipost but for thosevar veterans particularly in need of younsee.

Yours is the choice responsibility of looking out for the welfare of all concerned.
The duties of aservice officer are highly important and exacting, and while your
accomplishment will be deeply appreciated by those immediately concerned, the
work itself will not be sufficiently conspicuous to catch the headlines in the
newspapers. Depending upon satisfactory performance of duty, there will come to
you the heartfelt gratitude of each and every member optss | congratulate you
upontheoppdruni ty to serve so constructivel

Thesergeantat-arms next conducts thestorian to the proper station.

78



Theacting historian then charges the ndwstorian.

Acting Historian: A Your of fice is an i mportan
responsibility of preserving and compiling the records of gust The future can
only be judged by the past. Be mindful the lamp of recorded experience may do
much in guiding the footsteps of those who follow. Ever remember that without the
recorded hiwory of thispost its policies and accomplishments will be a blank to the
ones who come after we are gone. o

Thesergeantat-arms next conducts thjadgeadvocate to the position of tlaeting orretiring judge
advocate who gives the following charge.

Acting Judge Advocate:i To Yy o u, my comr ade, I s a
duty for which your legal training and/or past Legion experience so aptly prepare
you. You are the interpreter of thenstitution andy-laws of yourpost and may at
any time be callé upon by thecommanderand other officers and members of the
postto rule upon the legality of their actions and decisions insofar as they affect the
good of The American Legion. You are also charged with protecting the integrity of
our organization ankleeping alight the torch of truth and fidelity that symbolizes the
high and ennobling ideals under which our great American Legion was founded.
Protect wisely that heritage. o

Thesergeantat-arms then escorts thehaplain to the right of theommander

The acting chaplain then charges the nehaplain.

Acting Chaplain. iTo you is given t heostYouwilt ual
know, lend dignity and respect to your office. You should be in close confidence
with the commanderand the other offiers of thispost and should attend all
meetings of thgost You should be ready upon occasion to take your part in the
initiation of new members, the dedication of halls, monumentsotmrs, and the
funeral services for a comrade. All such ceremoaresnade more commemorative

by the use of ountual. Into your keeping we place the spirit of comradeship of this
post May harmony and unity prevail .o

Sergeanfat-arms next conducts thinanceofficer to thead j ut ant 6 s daetisgkinanecd e r e
officer gives the following charge:

Acting Finance Officer i You are the keeper of
reposed the financial policy of thmost To you iIs given
budget and to you is given the duty of the payment of all obligatvren
proper authorization has been given for such payment. Your position is an
important one, demanding integrity and honesty. Your election to this office
signifies your comrades have I mplici

Sergeanfat-arms nex conducts thadjutant to the respective station and Huting adjutant gives the
following charge:

Acting Adjutant: AMy comr ade, you have been
and effective administration of temmmanded s of fi ce and t C
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