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June 2020
Dear Post Quartermaster,
Congratulations on your election as Quartermaster! This is an important position, one that
requires hard work, dedication, and trustworthiness. Your Post is counting on you to fulfill your
duties to the benefit of the organization, members and communities. We want to help you be
successful.
Whether you are new to the job or have done it before, there is always something you can learn.
This guide was created to assist you – no matter what your current level of knowledge and
experience may be. This guide is a training tool to educate and assist you in your role.
The enclosed guide is periodically updated. You can find the latest version, as well as other
valuable resources, at www.vfw.org by logging in as a member (Login – top bar, right side), and
going to “Member Resources – VFW Training & Support.”
Other important resources include the Bylaws, Manual of Procedure, and Ritual. In particular,
the Manual of Procedure, Sec 218 (a) (5) outlines the responsibilities of the Post Quartermaster.
Learn these well. Each Post is required to maintain a current copy of the Bylaws, Manual of
Procedure, and Ritual; current copies are available for purchase from the VFW Store at
www.vfwstore.org.
We are here to support you. If you have questions and are unable to find answers with your
District or Department, call us at 833.VFW.VETS. Explain to the operator what you need,
and they will transfer you to the correct person to answer your questions.
Thank you for taking on this responsibility. It may be challenging at times, but it can also be
very rewarding. We wish you well!

Kevin C. Jones
Adjutant General

Debra L. Anderson
Quartermaster General

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

INTRODUCTION

Veterans of Foreign Wars of the United States

A Message to Post Adjutants and Post Quartermasters
The Veterans of Foreign Wars is respected and effective because it is a grassroots organization,
built from the bottom up by members demonstrating every day their commitment to their
fellow veterans, community and country. The cornerstone and foundation of the Veterans of
Foreign Wars are the Post. That is where the energy and impetus for our state and national
efforts are generated and where so much of the real work is done. Without the effort by the
officers and members at Posts around our great country and the world, little would be
accomplished.
The members of your Post have selected you for a very important role in maintaining the
continuing effectiveness of the grassroots efforts in your community. You now have the
responsibility, and also the opportunity, to reward them for the trust they have placed in you.
If you perform your duties well, the members of your Post, as well as the entire community,
will benefit.
You have been tasked with advancing the interests of the Post and the purpose of this Manual
is to help you understand and perform your important duties in fulfillment of this mandate. It
will hopefully be a blueprint you can use to operate efficiently and effectively.
Please always remember that the offices of the Post Adjutant and Post Quartermaster are the
most critical in the Post and you will have the personal satisfaction of knowing you have
contributed to the success of your Post, Department and the National Organization as the result
of your care and attention to detail.
And, certainly, if you have an idea that you think will be better than our present methods, let
us hear about it! You do the work. If changes can be made without harm to accepted
practices, we want to know about them.
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The Post Quartermaster
The Post Quartermaster is the chief financial officer of the Post. The Quartermaster is the
custodian of all Post property and the officer responsible for safeguarding Post funds and
property. The Quartermaster is accountable to the Post, Department and the National
Organization for all of the monies, securities, vouchers and property of the Post. The
Quartermaster is the only one authorized under the Bylaws, to receive, handle, and account
for funds of the Post. As Quartermaster, you may authorize a person to disburse funds on your
behalf; however, they must be bonded. There are no exceptions to this rule!
No committee, holding company, canteen manager, group or individual in the Post or in any way
connected with the Post’s activities, can take this authority and responsibility from the Post
Quartermaster. All funds, monies or property accumulated under the name of the Veterans of
Foreign Wars for the Post, regardless of the nature of the activity which accumulates them, are
the property of the Post and are subject only to disposition by Post action. No Post member
can mandate the expenditure of funds or disposition of Post property unless properly
authorized by the Post and executed by the Quartermaster or the Quartermaster's authorized
person.

Qualifications of a Post Quartermaster
A major factor in the success or failure of a Post is the ability and efficiency of the
Quartermaster.
The National Bylaws are more explicit on the duties of the Post Quartermaster than those
for any other office. The Quartermaster is the custodian of the money and property of the
Post, the guardian of its finances and the keeper of the financial records. The Quartermaster
also plays an important role in collecting and processing dues.
The Quartermaster is meant to be, and must be, more than a bookkeeper, although maintaining
adequate financial records is very important. The Quartermaster generally knows more about the
Post than any other individual and MUST BE dependable, honest and capable.
In Post meetings, the Chaplain prays that we may “live lives of stainless integrity.” This petition
applies to all Post Officers, but especially the Post Quartermaster. You must keep an accurate
account of your stewardship. You must be everything the finest VFW character should be and
with it all . . . be the hardest worker in the Post.
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Duties of the Post Quartermaster
The duties of the Quartermaster are set forth in Section 218 (a) (5) of the Manual of Procedure.
Among the duties of a Post Quartermaster, the Quartermaster shall:
a) Qualify and secure a bond in a sum at least equal to the amount of the liquid assets for
which they may be accountable in accordance with Section 703.
b) Collect all monies due the Post, giving receipt therefore, and have charge of the funds,
securities and other property of the Post, all of which shall be placed in their care. They
shall be the accountable officer of the Post and the Treasurer of all committees handling
funds.
c) Disburse funds as properly authorized by the Post using accepted banking practices.
Unless otherwise provided for in Post Bylaws, all disbursements of Post funds shall bear
the signature of the Quartermaster or other person(s) authorized by the Quartermaster.
Such other authorized person(s) shall be bonded with an indemnity company as surety in
a sum at least equal to the amount of the liquid assets for which they may be accountable
in accordance with Section 703.
d) Receive annual membership dues (admission fees if applicable) and Life membership fees
and forward the Department and National dues and Life membership fees immediately
to National Headquarters as prescribed in Section 104.
e) Provide the Post Trustees with all records, files and statements required or necessary for
the preparation of the Post Trustees Quarterly Report of Audit.
f) Maintain a relief fund as prescribed in Section 704 of the Bylaws and Manual of
Procedure.
g) Reconcile and verify all transactions listed on all bank statements to assure the accuracy
of Post records. The books and records of the Quartermaster shall be maintained in a
legible and uniform format. Record keeping by electronic means may be used, provided a
back-up is maintained. Books and records shall be available for inspection by authorized
officers and Post members at all reasonable times. Unless specifically authorized by the
Post to remove such books and records from its facilities, they will be kept at the Post
facilities.
h) Provide access and transfer to their successor in office or anyone designated by higher
authority, without delay, all books, records, papers, monies, securities and other property
of the Post in their possession or under their control.
i) Comply with, and perform all duties required of them by the laws and usages of this
organization, applicable Bylaws and orders from lawful authority and perform such other
duties as are incident to such office.
j) Report on transactions concerning receipts and expenditures, for any given period, at a
regular or special meeting of the Post.
k) File appropriate forms as required by Federal, State and Local Statutes or regulations.
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Control of Clubroom Funds
Any activity, clubroom, holding company or unit sponsored, conducted or operated by, for or
on behalf of a Post, County Council, District or Department shall be at all times under the
direct control of such Post, County Council, District or Department and all funds derived
there from shall be at all times under the direct control of such Post, County Council, District
or Department.
All money, property or assets of any kind or nature, as well as all books and records, owned,
held or used by any activity, clubroom, holding company or unit sponsored, conducted or
operated by, for or in behalf of a Post, County Council, District or Department shall be the
property of such Post, County Council, District or Department and must be placed in the care
and custody of the respective Quartermaster. Such money, property, assets, books and records
shall be subject to the same rules and under the same procedure as any other Post, County
Council, District or Department money, property, assets, books and records.
Title to all real property of unincorporated Posts, County Councils and Districts shall be taken
in the name of the regularly elected Trustees of said units, and their successors in office, to be
held, used and enjoyed in trust for its members. When the laws of the respective states shall
require the delivery of a bill of sale to establish ownership of property, such bills of sale shall
also be made to the Trustees of said units, and their successors in office, in trust for the
members thereof.
In addition to other legal requirements under existing local laws or Department Bylaws, no Post,
County Council, District, or any holding company or corporation subordinate thereto, shall
purchase, sell or otherwise transfer title or any interest in any real estate unless written notice of
such proposal has first been given to each member of said unit ten (10) days prior to such
regular or special meeting at which the proposal is to be considered, and then only by twothirds (2/3) vote of approval of those members present and voting at such regular or special
meeting. In addition, at least thirty (30) days prior to such meeting, notice shall be provided to
the Department Commander who shall review any sale, purchase, transfer or encumbrance to
determine whether such transaction serves the purposes of the Veterans of Foreign Wars of the
United States as prescribed in the Congressional Charter. Failure to comply with these
provisions shall nullify said transaction.
When properly approved by the members of the Post, the Commander and Quartermaster shall
be authorized to sign such legal documents required to sell or purchase real property.



5

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

Taking Over as Quartermaster
Before a new Post Quartermaster takes up the duties, the previous Quartermaster must be
given a “clean slate” by the Post Trustees or auditors. Never, under any circumstances, accept
the responsibility for Post funds before this is done. You want to avoid picking up a headache
from someone else. Remember, you are bonded, and, once you take over officially, you will be
the person “in the middle” if the deck has not been cleared beforehand.
Before you undertake any business as the new Post Quartermaster, check with the bank in
which Post funds are deposited to satisfy yourself the funds are correct and in order. Be sure
that proper signature cards are on file with the bank with specimen signatures of all persons
authorized to make and endorse checks on behalf of the Post. When new officers are elected the
new signatures must be provided to the bank.
You should deposit money and draw checks for disbursements for authorized Post expenses.
A Quartermaster should make deposits at regular intervals, rather than letting checks and
money accumulate. Get them in the bank as soon as possible. In making deposits it is a better
practice to put what you have received into the bank in the same physical form in which you
received it. Coins and bills should be deposited as such and checks and negotiable paper must
be deposited in the same manner. By putting your receipts in the bank in the same form in
which they appear in your ledger, the deposit slips can be easily checked against your ledger for
verification and errors can be more easily located. No checks or other negotiable paper received
by the Post Quartermaster should be endorsed to a third party or cashed. They should be
deposited to the Post account. No bills should be paid in cash. All disbursements should be
by check only. This assures an adequate, accurate record.

Clear & Accessible Records
Financial record keeping should include complete and clear documentation of all financial
transactions. It cannot be reiterated enough the importance of being prudent in the financial
record keeping of your Post, as it can determine the survival or failure of the Post. Every
financial transaction must be documented, so it can be easily traced in the event of an audit or
inquiry.
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Authority to Disburse
A Quartermaster may NOT disburse the funds of the Post without receiving proper authority
from that Post by action on the floor at a regular or special meeting and the approval of the
Post Commander. The Uniform System of Records and Accounts provides for a voucher
which must be used. This simply means an approved paper voucher/order must be made for
presentation to the Post for consideration of payment. Bills are presented to the Post for action
before they are paid, except where circumstances do not permit a prior presentation. The bills
must be clearly explained and in detail so every Post member will know the situation when
called upon to vote. When the Post votes approval, the Post Adjutant prepares the
voucher/order, has it properly signed by the person so designated and presents it to the Post
Quartermaster for payment. Unless this is done, the Quartermaster is without authority to pay.
When approved by the Post and properly signed by the Post Commander, it is the authority for
the Post Quartermaster to disburse funds in the amount designated on that voucher/order.
The returned check properly endorsed is proof the money has been paid. In this manner, the
Quartermaster has authority to pay and also proof that payment has been made.
Vouchers/Orders must be carefully and permanently filed, and cashed checks accounted for
properly, audited and filed for future reference, with correct notations in your books. This is
what is known as a clear record and, as a good Quartermaster, you should never operate any
other way.

Vouchers/Orders
The initial voucher/order must be self-explanatory and show clearly to whom the money is to
be paid, how much is to be paid and for what, set forth in detail. It must also carry the correct
signatures as required by the Bylaws and the Post. If the payment is reimbursement for
expenditures already made, the voucher/order must be supported by the receipted bills made in
detail. If it is for a bill being presented for payment, the itemized bill must accompany the
voucher/order and remain a part of that voucher/order in the permanent file.
Always keep this in mind. You can never have too much proof for the proper receipt and
disbursement of funds, because doubt can attach to any person, despite a record of probity and
honesty. A Quartermaster may, with or without cause, be called upon at any time to account
for stewardship. Never honor a voucher marked “miscellaneous expense.” If such expense
cannot be detailed and itemized for Post approval, you are not required to make that
disbursement.
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Financial Report
The Post Quartermaster makes a report to the Post on its finances at each meeting. This report
is taken directly from the records. It is made out on Financial Statement Form (Form #4208)
and it must be accurate and current.

Action on the Quartermaster's Report
All financial transactions and the final action of the Post must be recorded in the minutes by the
Post Adjutant. The Post Quartermaster should insist action be taken by the Post to accept (or
accept, subject to change or audit) the Quartermaster’s report, and should see to it that it is
recorded in the minutes. This is important because it is the Post’s official record showing the
Quartermaster has brought the report before the Post. Keep in mind, Comrade Quartermaster, you
are bonded and should a discrepancy appear which needs action by the bonding company, the
records will be called for to see if the Post has exercised due care and diligence in protecting the
bonding company from improper practices and fund handling.
Suggested motions:
a) If the Quartermaster records have been audited by the Post Trustees: “Comrade
Commander, I move to accept the Quartermaster’s report as presented.”
b) The Quartermaster records have not been audited by the Post Trustees: “Comrade
Commander, I move to accept the Quartermaster’s report subject to audit.”

Bonds
All Posts are required by the Bylaws (Section 703) to have each officer accountable for funds or
property bonded in a sum at least equal to the amount of the liquid assets for which, so far as can
be anticipated, the Quartermaster may be accountable. Failure to comply with this provision of
the Bylaws is a dangerous practice because the Post will be without the protection a bond
affords. A bond is like fire insurance, you hope you never need it but, if you do and do not
have it, you could have serious financial problems.
Many Departments have arrangements with a bonding company. If you are unsure of the status
of bonding for your Post or whether state arrangements have been made, please contact your
Department Headquarters for advice and information.
Most insurers issue what are called schedule bonds, meaning the office is bonded, not the
individual. Of course, the individual must be legally holding office to be covered, but the
bond does not change nor is it invalidated by a change of Quartermaster during the bond
period.
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Bonds do not cover money lost through burglary, careless handling, losing it, mysterious
disappearance or mismanagement.
The bond does not take the place of insurance in any way. It pays only for loss due to fraud or
dishonest acts of the person bonded.
All bonding companies require reasonable care on the part of the insured. Regular audits and
controls on the individual are presumed to be part of the agreement. Experience reveals that
defalcation occurs when the Trustees do not conduct regular audits and do not take the
precaution of obtaining an occasional monthly statement direct from the bank or fail to verify
the books against the records. The Post Quartermaster should not prepare the quarterly audit
for the Trustees because it could result in a contested claim on the grounds that the audits
were not conducted by the Trustees. To protect the Post, the Trustees must play an active part
in the auditing procedure.
A bond is one of those things that isn’t reviewed until there is trouble, and then it can be too
late. Be sure the bond is large enough to provide full protection. Learn the limits and conditions
of bond coverage, so that there won’t be any surprises.
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Document Retention
The following list has been compiled in response to requests from Posts that have asked how long
to retain certain files and records. Please keep in mind that this list does not have the effect of law,
and a judicious amount of common sense should be used when applying it to your Post.
Record Name

Retention Period

Accounts payable invoices
Accounts payable ledger
Accounts receivable ledger
Annual financial reports
Annuity & deferred payment plans
Audit reports, annual
Audit reports, periodic
Audit work papers

7 years
7 years
7 years
Permanent
Continuing record
10 years
2 years
5 years

Balance sheets
Bank deposit slips
Bank statements
Bills of lading
Bonds - Fidelity
Bonds - Surety
Budgets
Bylaws

5 years
5 years
5 years
2 years
3 years after termination
3 years after termination
5 years
Until superseded

Cancelled checks
Cash receipt records
Certified annual financial statements
Community activity reports
Contracts
Correspondence, executive
Correspondence, general

7 years
7 years
Permanent
3 years
7 years after termination
10 years
3 years

Depreciation schedules

Permanent

Election of Officer Reports
Employee records
Employee contracts
Employee withholding records
Employee accident reports
Employee insurance records
Employee termination
Entertainment, gift & gratuity records
Expense vouchers



5 years
4 years after termination
7 years after termination
7 years
30 years after settlement
11 years after termination
7 years
3 years
7 years
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Record Name

Retention Period

Fidelity bonds
Financial reports, periodic
Financial reports, annual
Freight bills
Freight claims

3 years after termination
2 years
Permanent
3 years
2 years

Garnishments
General ledger

7 years after termination
Permanent

Income statements, annual
Income statements, periodic
Incorporation papers
Inspection reports
Insurance records, general
Inventory records

Permanent
2 years
Permanent
3 years
4 years after Policy expiration
Permanent

Labor Cost Records
Lease Records

3 years
3 years after termination

Membership Applications
Membership Rosters
Minutes of Post Meetings

Permanent (see note 1)
5 years
5 years (see note 2)

Payroll register
Periodic financial reports
Petty cash records
Property records

7 years
2 years
3 years
Permanent

Quartermaster reports

5 years (see note 3)

Shipping & Receiving documents

2 years

Tax records

Permanent

Note 1: Membership applications should be retained as a permanent record to aid in establishing length of
membership, original eligibility, and other items of historical value.
Note 2: In some instances, it may be advisable to retain the minutes of Post meetings when those minutes contain
policy decisions. Normally, however, those policy decisions would have been incorporated into the Post
Bylaws, and the minutes would only be of minor historical significance.
Note 3: Monthly Quartermaster reports usually prove to be "dead files" once the quarterly and annual audit reports
are completed. However, it is recommended that they be retained for a period of five years, should a detailed
reconstruction of the Post's financial situation be required by an auditor or the IRS.

Obviously, the foregoing list is not all-encompassing, nor is it intended to be. A good rule of thumb
in determining what files and records to keep is that if the file or record has no financial or historical
significance, then it is probably time to dispose of it.
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Statement of Policy
Operation, Management & Control of Clubs and/or Canteens
The operation, management and control of clubs and/or canteens were not envisioned in the
purposes of our organization as described above both in our Congressional Charter, National
Bylaws, Manual of Procedure and Ritual. The first and foremost consideration of Posts shall
be to the objects of the VFW listed above. VFW clubs and/or canteens should be of secondary
interest and concern and compatible with our stated purposes.
Some state departments have adopted or recommended rules and regulations or management
guides for the operation of Post-sponsored clubs and/or canteens in compliance with state and
local regulations and the applicable provisions of Sections 708 and 709 of the National
Bylaws, which address incorporation and control of units. Also, many Posts have
incorporated those rules and regulations or guides in their Bylaws or adopted rules and
regulations for the operation, management and control of their canteens and/or clubs in
accordance with them.
Differing laws at the state and local levels preclude the promulgation of universally accepted
rules and regulations. The operation, management and control of any club or canteen, or any
other facility operated by a Post, is wholly within the authority of the Post. It is the Post’s
responsibility to see that its club, canteen or other facility is operated in a way that benefits
its members and does not harm the reputation of the Post and those members.
In adopting rules and regulations for the operation, management and control of clubs and/or
canteens, Posts must adhere to the following PROVISIONS of Section 709 of the National
Bylaws:
ANY ACTIVITY, CLUBROOM, HOLDING COMPANY OR UNIT SPONSORED,
CONDUCTED OR OPERATED BY, FOR OR IN BEHALF OF A POST, INCORPORATED
SEPARATELY FROM THE POST OR UNINCORPORATED, SHALL BE AT ALL TIMES
UNDER THE DIRECT CONTROL OF THE POST AND ALL FUNDS DERIVED
THEREFROM SHALL BE AT ALL TIMES UNDER THE DIRECT CONTROL OF THE
POST.
ALL MONEY, PROPERTY OR ASSETS OF EVERY KIND AND NATURE, AS WELL
AS ALL BOOKS AND RECORDS OWNED, HELD OR USED, BY ANY SUCH
ACTIVITY, CLUBROOM, HOLDING COMPANY OR UNIT SPONSORED,
CONDUCTED OR OPERATED BY, FOR OR IN BEHALF OF A POST SHALL BE THE
PROPERTY OF THE POST AND MUST BE PLACED IN THE CARE AND CUSTODY OF
THE POST QUARTERMASTER.
NO POST AND NO ACTIVITY, CLUBROOM OR HOLDING COMPANY OR UNIT
SPONSORED, CONDUCTED OR OPERATED BY, FOR OR ON BEHALF OF ANY POST
MAY OWN ANY PROPERTY JOINTLY OR IN COMMON WITH ANY INDIVIDUAL,
FIRM, PARTNERSHIP, ASSOCIATION, CORPORATION OR OTHER BUSINESS OR
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CHARITABLE ENTITY, EXCEPT THAT PROPERTY MAY BE HELD JOINTLY OR IN
COMMON A POST OR UNIT OF A CONGRESSIONALLY CHARTERED VETERANS
ORGANIZATION, PROVIDED THE ARRANGEMENT ALLOWS FOR THE PROMINENT
DISPLAY OF THE NAMES, TRADEMARKS, OR SERVICE MARKS OF THE VETERANS
OF FOREIGN WARS OF THE UNITED STATES AND IS NOT CONTRARY TO ANY
PROVISION OF LAW OR THESE BYLAWS.
NO POST OR ACTIVITY, CLUBROOM, HOLDING COMPANY OR UNIT
SPONSORED, CONDUCTED OR OPERATED BY, FOR OR IN ITS BEHALF, MAY
PARTICIPATE IN ANY ARRANGEMENT WHEREBY ITS FUNDS ARE EXPENDED ON
PROPERTY HELD BY ANOTHER ENTITY FOR THE JOINT USE OF SUCH POST AND
OTHER INDIVIDUALS, FIRMS, PARTNERSHIPS, ASSOCIATIONS, CORPORATIONS OR
OTHER BUSINESS OR CHARITABLE ENTITIES, INCLUDING VETERANS
ORGANIZATIONS, EXCEPT THAT SUCH ARRANGEMENT MAY BE MADE WITH A
POST OR UNIT OF A CONGRESSIONAL CHARTERED VETERANS ORGANIZATION,
PROVIDED THE ARRANGEMENT ALLOWS FOR THE PROMINENT DISPLAY OF THE
NAMES, TRADEMARKS, OR SERVICE MARKS OF THE VETERANS OF FOREIGN
WARS OF THE UNITED STATES NOR IS CONTRARY TO ANY PROVISION OF LAW
OR THESE BYLAWS.
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“Buddy”® Poppy
Every Post should participate in the Buddy Poppy program at least once a year, even if your
Post has NEVER distributed poppies. You will not fulfill your duty and responsibility as
Post Quartermaster unless you assist your Commander in conducting a Buddy Poppy
program during your respective terms in office.

Where to Order Buddy Poppies
All Buddy Poppies and allied materials, advertising, promotional and worker’s supplies are
obtained by the Post through its own Department (state) Headquarters. If you have not received
order forms and a list of available material and prices, contact your Department Quartermaster.
IT IS SUGGESTED THAT ALL ORDERS BE PLACED WITH YOUR DEPARTMENT
HEADQUARTERS 6-8 WEEKS PRIOR TO ANTICIPATED PROGRAM DATE.

How Many Buddy Poppies to Order
When placing your order for Buddy Poppies, plan for “the best possible campaign” and
requisition an additional five hundred (500). Additional poppies will be required during the
year for remembrances, displays, table decorations and many other uses. The total distribution
will depend upon the number of recruited workers. Don’t forget to take into account any
requirements for the All State Commander contests.

What the Buddy Poppy Program Means to the VFW
The purchase price paid for Buddy Poppies by your Post includes many items in addition to the
cost of the poppy itself. Since the program varies in different Departments, exact figures cannot
be given for each state. The amounts shown below reflect the minimum distributed to each for
every 1,000 Buddy Poppies distributed:
$10.00 to the VFW National Rehabilitation Service
$10.00 to the VFW National Home, Eaton Rapids, Michigan
$15.00 to your own Department Rehabilitation Service
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How to Use Buddy Poppy Proceeds
Your Post proceeds must be used for “the assistance of needy veterans and members of the
Armed Forces and their dependents, surviving spouses and orphans.” No Buddy Poppy funds
can be used for any other purpose. Net proceeds must be put in the Post Relief Fund. Adherence
is mandatory as provided in Section 219, VFW, the Manual of Procedure states:
The Quartermaster of the Post will be the custodian of the relief fund and will expend monies
there from, as directed by the Post, for the following purposes:
a) Aid, assistance, relief, and comfort of needy or disabled veterans or members of the
Armed Forces and their dependents, and the surviving spouses and orphans of
deceased veterans.
b) Maintenance and expansion of the VFW National Home for Children and other
facilities devoted exclusively to the benefit and welfare of the dependents, surviving
spouse, and orphans of disabled, needy or deceased veterans or members of the
Armed Forces.
c) Necessary expenses in providing entertainment, care, and assistance to hospitalized
veterans or members of the Armed Forces.
d) Veterans rehabilitation, welfare and service work.
e) To perpetuate the memory of deceased veterans and members of the Armed
Forces and to comfort their survivors.
f) To foster true patriotism through historical and educational programs.
g) Remission of dues of sick, needy or disabled members.
h) Necessary expenses to support the relief fund such as the purchase of Buddy Poppies.
Relief funds may be invested in approved securities but shall not be loaned to the Post or other
units, or transferred from the relief fund in any manner or under any guise, except that relief
funds may be transferred to the general fund for remission of dues of sick, needy or disabled
members.

Benefit Information
All new and reinstated members recruited during this year will receive member benefit
information once their dues have been received at National Headquarters. If you need
additional member benefit information, please visit vfw.org/join/member-benefits.
Your help in publicizing VFW Member Benefits will help the Veterans of Foreign Wars have
another successful membership year.
Important Note: VFW members in good standing are insured under the $1,000/$1,500 Personal
Accident Plan (benefits reduce at ages 70 and 75). Benefits are payable in the event of a covered
accidental death or dismemberment. Accidental loss of life payment is payable to the estate of
the insured member, unless a beneficiary designation form is on file at the insurance company.
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Emblem and Supply Department
VFW Store
Through the Emblem and Supply Department, the VFW Store offers virtually everything
you need to conduct Post business - supplies, recruiting items, business cards, uniform
caps, awards, emblematic merchandise, to name a few. Additionally, the VFW Store offers
a wide variety of other products for Posts and members such as personalized apparel
(shirts, jackets, and caps), military items, jewelry, gift items, as well as flags and patriotic
items.
The VFW Store offers high quality, affordable products and when you buy from the VFW
Store your money stays in the VFW and all levels benefit:
a) Per Section 715 of the VFW Bylaws, 10% of net profits are rebated back to
the Departments each year.
b) Auxiliary to the VFW, National Headquarters receives a percentage.
c) The remainder goes to VFW Programs that assist veterans, military personnel, and
their families.
A new VFW Store catalog is mailed annually in August to each Post Quartermaster and
Commander, as well as to members who have purchased in the prior year.
Convenient Ordering
a) Online: vfwstore.org
b) Toll free: 1.833.VFW.VETS
c) Fax: 816.968.1115 (credit card orders only)
d) Mail order form
VFW Store has convenient payment methods: Check, Money Order, and accepts MasterCard,
Visa, American Express, or Discover Card.
If you don’t see what you are looking for in the VFW Store catalog or online, please call
1.833.VFW.VETS.
There is a continual effort to develop new products that meet the needs of the VFW
Departments, Posts and Members. We value and welcome your suggestions and feedback. If
you have a suggestion for new products, please contact Hank Ellis at hank@vfw.org or
816.968.1194.
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Use of the Trademarked VFW Emblem
The VFW logo is trademarked and owned by the National Organization of the Veterans Foreign
Wars of the United States, with exclusive rights to manufacture the logo reserved by the
National Organization, except by written permission from the Quartermaster General. To
request permission to use the logo, contact qmgeneral@vfw.org
NO POST, DISTRICT, COUNTY COUNCIL, STATE or AUXILIARY, including MEMBERS
and OFFICERS, has authority to grant the right to manufacture, reproduce, or use the logo or
name, to include VFW or Veterans of Foreign Wars.
The VFW STORE and its licensed vendors, listed online at vfwstore.org, are the
ONLY AUTHORIZED SOURCES to produce merchandise with the VFW name, logo,
and/or Cross of Malta.
Special Purchases/Quantity Discounts
Products are not limited to what you see in the VFW Store catalog or online. We specialize in
finding custom/quantity products at very competitive prices. If your Post needs shirts,
merchandise for special events, youth sponsorships item, etc. and you want to add your Post
information to it, contact Kim Winston, Custom Consultant, at kwinston@vfw.org or
816.968.1181.
Discount For New Life Members
New Life Members are eligible for a 10% discount on products for personal use from the VFW
Store for one year from their Life membership date. Certain restrictions apply including:

a) Personal Use does not include Post Supplies, Bylaws, citations, trophies and

plaques. No Post checks.
b) Discount must be requested at the time of order and cannot be used with other
discounts, or applied to prior purchases, tax or shipping/handling charges.
c) Membership Number required on all orders requesting this discount.
d) Online orders, use promo code: NEWLIFEMEMBER
Discount For Legacy Life members (personal use only) – a-c above applies. Online orders,
use promo codes: GOLD, SILVER or BRONZE
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Discount with Perpetual Post Charter
Posts receiving a new Perpetual Charter will receive a 10% discount certificate on one order
from the VFW Store. Certain restrictions apply including:
a) Original certificate must accompany the order.
b) Discount certificate valid for one year from the date issued.
c) Discount may not be used with other discount offers, coupons or gift certificates, nor
applied to prior purchases, account payments, sales and/or use tax or
shipping/handling charges.
Any questions regarding the VFW Emblem and Supply Department/VFW Store, contact
Hank Ellis at hank@vfw.org or call 816.968.1194.
Quartermaster Supplies
Quick Reference List
Item #4108
Item #4204
Item #4200
Item #4201
Item #4205
Item #4214
Item #4208
Item #4211



Podium Edition; Congressional Charter, Bylaws, Manual of Procedure, Ritual.
Receipts, Expenditure and Distribution Ledger
Miscellaneous Receipt Forms
Membership Record Forms
Post Minutes Book
Trustees Report of Audit Form
Financial Statement Form (monthly detail of receipts and disbursements)
Draft Book (voucher/payment order)
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Financial Reporting
The Uniform System of Post Records and Accounts is a system that has been in use for many
years by many VFW Posts with exceptional results. This system is the preferred method of record
keeping; however, as technology continues to develop, many VFW Post are transitioning
electronic-based methods utilizing differing types of accounting software.
Quartermasters utilizing these methods must ensure that the basic principles of the Uniform
System of Post Records and Accounts are not lost and that all electronic records are routinely
backed-up.

Uniform System Ledger of Post Records & Accounts
The Receipts, Expenditure and Distribution Ledger (Item #4204); better known as the Post
Ledger or Quartermaster’s Ledger, is the most important financial record of the Post. It provides
a means of maintaining uniform records of the financial transactions of the Post. When
properly used, it is simple to maintain. It provides an easily understood record of the Post’s
financial condition and enables quick and accurate audits of the Post funds. The balance shown
in the ledger at the end of the month must be in agreement with the bank statement(s),
checkbook(s) and with the receipt book and vouchers/orders.
The ledger contains various rows and columns for specific entry; each row represents a
specific transaction and explains the when, who, why, how of each receipt and disbursement. It
further explains, in detail, how each is distributed throughout the Post’s funds.
The first four column headings of our ledger are:
DATE: Represents the day and month the transaction was entered.
FROM OR TO: Represents the individual, group, or corporation to which the transaction is
associated with.
REASON: Represents the transactions purpose such as donation, mortgage, or member dues.
RECEIPT OR CHECK NO.: Represents how the transaction was sent or received. This may be
a check number, transaction number, receipt number.
The next column heading of the ledger is CASH AND BANK and has a subheading of
RECEIVED and EXPENDED. CASH AND BANK represents the amount of the transaction.
Thus the total amount received is entered in the RECEIVED portion of the CASH AND BANK
column and the total amount expended is entered in the EXPENDED portion of the CASH
AND BANK column.
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The next column headings of our ledger contain NATIONAL AND DEPARTMENT DUES,
APPLICATION FEES, and POST GENERAL FUND, and POST DUES RESERVE
FUND* (additional blank columns exist to allow for extra funds as required). These columns
represent how transactions listed in the CASH AND BANK column are distributed between
Post funds. Each heading is again separated into two columns titled RECEIVED and
EXPENDED and are recorded as appropriate.
Each column is totaled at the bottom of the page, showing the amounts of all receipts and
expenditures and the funds balance (net). This allows for the Quartermaster, at a regular Post
meeting, to give a no frills financial report.
*Note: The Post Dues Reserve Fund is no longer required; however, as many Posts still utilize
this fund it has been retained on the ledger form.
The illustration of the ledger (example 1) will give you a general knowledge in making entries.
The entries on the illustrated ledger are the most common ones used by the majority of Posts.
Larger Posts or those with club facilities may have many more entries. The ledger should be
balanced at the end of each page and at the end of the month. This will assist the Post Trustees
in auditing the books.
1. Top line shows amount of cash in the bank brought over from the previous month and the
breakdown of the money into different funds. Entries in the left columns (date) is selfexplanatory. The next two columns require that the Quartermaster show from whom the
money was received or to whom money was paid and the reason it was received or paid.
2. Dues receipts often cause problems for a new Quartermaster. The full amount for
National and Department dues is entered under this heading. The National Bylaws state
that not less than one-half of the Post’s part of the dues will be placed in the Dues
Reserve Fund, and that no expenditures will be paid from this fund. The Dues Reserve
Fund will be transferred to the General Fund on July 1.
3. The Ledger sheet is closed out at the end of each month. This is done by adding each
column and entering the figure at the end of each column. Subtracting expenditures in
each fund from the received column will provide the net in each fund. The total of the
net figures in each fund should be the same figure as shown in the CASH AND BANK
column.
4. If the figure shown under CASH AND BANK is the same as shown in your checkbook
stub and the bank statement, your books are in order.
It is important that the Post Quartermaster’s records are neat and in order at all times, and that all
bills and receipts are filed by month. It is also advisable if the Post uses a large checkbook, that
the returned cashed checks be attached in the checkbook to the corresponding check stub.
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Post Quartermaster's Receipt
DATE
FROM OR TO

REASON

20

RECEIPT
OR
CHECK
NO.

RECEIVED

MO. DAY

04 1

CASH AND BANK

Brought
Forward

EXPENDED

NATIONAL AND
DEPARTMENT DUES
RECEIVED

Adam Furst

4 3 00

3 1 00

04 4

R.J. Thomas

Cont.
dues

4 3 00

3 1 00

04 7

Ben Karnes

New Mbr.
dues

4 3 00

3 1 00

04 7

City Power and
Light

Light Bill

J.C. Burton

Cont.
dues

04 10
04 12

Ed Hurn

04 14

Ken Price

04 14 First Natl. Bank
04 16

Curtis Hoyle

New Mbr.
dues

National
04 20
Headquarters

Life Mbr.
transmittal

Post Dinner

National
04 20
Headquarters
04 21
04 23
04 23

101

Reins.
dues
Life Mbr.
fee
Mortgage

04 20

9 4 53
4 3 00

3 1 00

4 3 00

3 1 00

2 6 5 00
102

2 0 0 00
3 1 00

4 3 00
103

2 6 5 00

tickets
2 1 5 50
Cont. Member
dues

104

9 3 00

9 3 00

Auxiliary

donation

Chris Smith

New Member
dues

4 3 00

3 1 00

John Boyd

Rein.
dues

4 3 00

3 1 00

5 0 00

04 25 Water Company

Water Bill

105

National
04 28
Headquarters

New/Rein.
dues

106

Receipt and Expenditure
Net

Example 1

RECEIVED

2 7 8 6 21
Cont.
dues

04 2

EXPENDED

APPLICATION FEES

6 3 75
1 5 5 00

1 5 5 00

3 6 6 0 71
8 7 1 28
2 7 8 9 43

2 4 8 00
- 0 -

2 4 8 00
-0-

Pictured: Receipts, Expenditure and Distribution Ledger Page
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EXPENDED

Expenditures & Distribution

POST GENERAL FUND

RECEIVED

EXPENDED

POST DUES
RESERVE FUND

RELIEF FUND

RECEIVED

EXPENDED

1 3 4 89

1 3 4 1 32

RECEIVED

Building Fund

EXPENDED

6 0 0 00

6 00

6 00

6 00

6 00

6 00

6 00

RECEIVED

Life Membership

EXPENDED

RECEIVED

EXPENDED

7 1 0 00

9 4 53
6 00

6 00

6 00

6 00
2 6 5 00
2 0 0 00

6 00

6 00
2 6 5 00

2 1 5 50

5 0 00
6 00

6 00

6 00

6 00
6 3 75

1 6 5 4 82

3 5 8 28

1 2 9 6 54

1 3 4 89
1 3 4 89

0

6 4 8 00
6 4 8 00

Example 1 (cont.)
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0

7 1 0 00
7 1 0 00

0

2 6 5 00
- 0 -

2 6 5 00

Miscellaneous Receipt Form
(Example 2)
Each Post Quartermaster should be equipped with the forms and records incident to the
office. One form being the Miscellaneous Receipts Form (Item #4200.)
It is of the utmost importance that proper receipts are issued for ALL money received including
donations and dues.

Veterans of Foreign Wars of the U.S.
POST NO.
14001
MISCELLANEOUS RECEIPT NO. 221
DATE

4/02

20

RECEIVED FROM

Adam Furst

5901 Here St.

NAME

TEL. NO.

382-5264

AMOUNT

$43.00

ADDRESS

Gordtown, USA
FOR

Continuous Dues

AUDITED

NOTE: THIS RECEIPT DOES
NOT TAKE THE PLACE OF AN
POSTED PAGE
OFFICIAL MEMBERSHIP CARD.

Example 2

6

Joe Honest
QUARTERMASTER

XX

Monthly Financial Statement
Quartermaster’s Detail of Receipts & Disbursements
(Example 3)
The Detail of Receipts and Disbursements (Item #4208) is not intended to replace the Receipts,
Expenditure and Distribution Ledger. It is a form designed to assist Post Quartermasters in the
listing of Receipts and Disbursements between and during Post meetings for the purpose of
providing Post Trustees and the Post Adjutant with a continuous record of the financial
operation of the Post.
All receipts and disbursements must be itemized in detail. Once completed the original (and
copies) must be turned over to the Post Trustees for examination and audit. The Post Trustees:
1. Must ascertain if all receipts and disbursements have been properly listed and that
properly approved vouchers/orders are in evidence to cover and authorize all
disbursements.
2. Ensure all checks are properly signed (countersigned by the Post Commander if required
by the Post Bylaws.)
3. Must satisfy themselves that the receipts of the previous meeting have been properly
deposited in the bank by examining the bank receipted deposit slip.
4. Upon examination and audit of the statement, if found to be correct, they should so
certify by placing their signatures thereon.
Distribution of this form is as follows: The triplicate or yellow copy should be given to the Post
Adjutant so the information appearing thereon may be included in the minutes of the meeting.
The original or white copy should be returned to the Post Quartermaster in exchange for the
duplicate or blue copy. The duplicate or blue copy should be retained by the Trustees to verify
and assist them in their quarterly audit of the Quartermaster’s books.
Section 218 of the Manual of Procedure mandates Post Trustees to make quarterly audits of
certain records and to submit proper reports thereof. Any negligence on their part in complying
will make them (Trustees) individually and collectively liable for any loss the Post may suffer.
Although the Trustees may not actually misuse Post funds, they do become, in case of loss,
accessory to the act by reason of not performing their duties as prescribed by law and in
accordance with their obligation. Keep in mind that bonding company liability is contingent with
the compliance of VFW Bylaws by Post officers.
More efficient, capable and loyal Post Trustees will reduce the number of claims to the bonding
company.
An honest, accountable officer never has to be forced to render a report and always welcomes an
inspection of his records.
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QUARTERMASTER’S COPY

QUARTERMASTER’S

14001
POST NO. ______________

DETAIL
DET
AIL OF RECE
RECEIPTS
IPTS AND DISBU
DISBURSEMENTS
RSEMENTS

For Period of
RECEIPT
NO.

April 1

to

April 30

20 XX

Meeting of

VOUCHER
NO.

RECEIPTS (DETAIL EACH)

May 2, 20 XX

DISBURSEMENTS (DETAIL EACH)

R 221 Adam Furst - Cont. Member

43 00

63

City Power & Light

R 222 R.J. Thomas - Cont. Member
R 223 Ben Kames - New Member

43 00
43 00

64
65

First National Bank - Mort.
National Headquarters

R 224 Jack C. Burton - Cont. Transfer
R 225 Edward B. Hurn - Reinstate

43 00
43 00

66
67

National Headquarters
Water Company

93 00
63 75

R 226 Kenneth Price - Life Member

265 00

68

National Headquarters

155 00

R 227 Curtis Hoyle - New Member

43 00

R 228 Receipts from dinner
R 229 Donation from Auxiliary

94 53
200
265

215 50
50 00

R 230 Chris Smith - New Member
R 231 John Boyd - Reinstate

43 00
43 00

TOTAL DISBURSEMENTS
This is to certify
that this report
has been audited
and found
correct.

TOTAL RECEIPTS

00
00

871

(

28

Trustees

874 50

STATEMENT OF FUNDS
DISTRIBUTION OF RECEIPTS, DISBURSEMENTS & CASH BALANCES

CASH BALANCE
LAST REPORT

RECEIPTS FOR
THE PERIOD

National and Department Dues

--------------

248

Admission Fees

--------------------------------------------------------------1,341

Post General Fund
Post Relief Fund (See Sec. 219, Manual of Procedure)

Post Home or Building Fund (Including Savings)

Post Canteen or Club Fund
Life Membership Fund
Other

32

134

89 --------------

710

00

--------------

TOTALS
The above Statement of Funds must be completed by the
Quartermaster and read at each meeting.

313

2,186

21

NO. 4208

Example 3
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DISBURSEMENTS
FOR THE PERIOD

00
50

--------------

248

00

CASH BALANCE
THIS PERIOD

---------------------------

358

28

1,296

54

43

00

134

89
00

--------------

710

265

00

265

00

--------------

826

50

871

28

2,141

READ CAREFULLY INSTRUCTIONS ON
REVERSE SIDE OF ADJUTANT’S COPY
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Authority to Disburse
A Quartermaster may NOT disburse the funds of the Post without receiving proper authority
from that Post by action on the floor at a regular or special meeting and the approval of the Post
Commander. The Uniform System of Records and Accounts provides for a voucher which must
be used. This simply means an approved paper voucher/order must be made for presentation to
the Post for consideration of payment. Bills are presented to the Post for action before they are
paid, except where circumstances do not permit a prior presentation. The bills must be clearly
explained and in detail so every Post member will know the situation when called upon to vote.
When the Post votes approval, the Post Adjutant prepares the voucher/order, has it properly
signed by the person so designated and presents it to the Post Quartermaster for payment. Unless
this is done, the Quartermaster is without authority to pay. When approved by the Post and
properly signed by the Post Commander, it is the authority for the Post Quartermaster to disburse
funds in the amount designated on that voucher/order.
The returned check properly endorsed is proof the money has been paid. In this manner, the
Quartermaster has authority to pay and also proof that payment has been made. Vouchers/Orders
must be carefully and permanently filed, and cashed checks accounted for properly, audited and
filed for future reference, with correct notations in your books. This is what is known as a clear
record and, as a good Quartermaster, you should never operate any other way.

Vouchers/Orders
The initial voucher/order must be self-explanatory and show clearly to whom the money is to be
paid, how much is to be paid and for what, set forth in detail. It must also carry the correct
signatures as required by the Bylaws and the Post. If the payment is reimbursement for
expenditures already made, the voucher/order must be supported by the receipted bills made in
detail. If it is for a bill being presented for payment, the itemized bill must accompany the
voucher/order and remain a part of that voucher/order in the permanent file.

9

Always keep this in mind. You can never have too much proof for the proper receipt and
disbursement of funds, because doubt can attach to any person, despite a record of probity and
honesty. A Quartermaster may, with or without cause, be called upon at any time to account for
stewardship. Never honor a voucher marked “miscellaneous expense.” If such expense cannot be
detailed and itemized for Post approval, you are not required to make that disbursement.
The VFW Draft Book (Item #4211) is a great way to control the voucher and payment order
process.

POST NO.
DRAFT NO.

14001

63

DRAFT NO.

VETERANS OF FOREIGN WARS OF THE UNITED STATES

63
April 7

14001

POST NO.

20

XX

TO

City Power and Light

FOR

electric bill

TO THE QUARTERMASTER
PAY TO THE ORDER OF

April 7

20

XX

City Power and Light
Ninety-four and 53/100
electric bill

THE SUM OF
FOR

$

94.53

Ken Price
TRUSTEE

COMMANDER

TRUSTEE

TRUSTEE

M. Manner
ADJUTANT

Post Trustees' Report of Audit
The preparation and completion of the Post Trustees’ Report of Audit (Item #4214) at the end of
each quarter is the duty and responsibility of the Post Trustees. In those instances, where, upon
recommendation of the Post Trustees and authorization by the Post, qualified accountants are
engaged to perform the quarterly audit, it continues to be the duty and responsibility of the Post
Trustees to submit the Post Trustees’ Report of Audit as set forth in the Bylaws. As
Quartermaster you must insist on its completion.
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TRUSTEES’ REPORT OF AUDIT of
14001

The Books and Records of the Quartermaster and Adjutant of

XX

Department of
FISCAL QUARTERS:

Jan 1 to March 31

April 1 to June 30

National and Department Dues (Per Capita Tax)
Admission or Application Fees (Department)
Post General Fund
Post Relief Fund (Poppy
Donations, etc.)
Post Home or Building Fund (Including Savings but Not Real Estate)
Post Canteen or Club Fund
Other
Life Membership

$

1341
134
710
4900

20000

8. Bonds and Investments Not Credited to Funds

13. TOTALS: $ 27086
16.

OPERATIONS

15.

July 1 to Sept. 30

Net Cash Balances
Receipts
at Beginning of
During Quarter
10.
9. Quarter

Have required payroll deductions been made? Yes
Have payments been made to the proper State
and Federal agencies this quarter? Yes
Have sales taxes been collected and paid? Yes
Yes
Are club employees bonded?
$ 0
Amount of outstanding bills
$ 250,000
Value of Real Estate
$ 1,000,000
Amount of liability insurance
$ 0
Owed on Mortgages and Loans
$ 50,000
Value of Personal Property
$ 300,000
Amount of Property Insurance

Oct. 1 to Dec. 31

Expenditures
During Quarter
11.

558 00
00
2416 42
546 00
125 46
1314 89

3828
2424
555
2863

00
00
16
54
00
41

00

265

00

265 00

00

16

88

00

00
00
32
89
00
00

21

$

$

558

10510

99

$

$

5225 77

Net Cash Balances
at End of Quarter
12.
$

2753
2013
1139
6448

00
00
06
43
54
52
00

14.
$

20016

88

32371
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RECONCILIATION OF CASH & INVESTMENTS

General Fund Checking Account
Ending Balance Per Bank Statement $
Less: Outstanding Checks
Plus: Deposits in Transit
Account Balance

12782.21
427.66
0

Other Checking Accounts (if applicable)
Ending Balance Per Bank Statement $
Less: Outstanding Checks
Plus: Deposits in Transit
Account Balance
Savings Account Balance
Cash on Hand
Total Cash
Bonds and Other Investments
Total Cash and Investments

17.

, 20 XX

June 30

for the Fiscal Quarter ending

FUNDS:
1.
2.
3.
4.
5.
6.
7.

(District/County Council/Post No.)

0
0
0

12354.55

0
0
0
0
20,016.88
$ 32371.43

TRUSTEES’ AND COMMANDER’S
CERTIFICATE OF AUDIT
July 15
XX
Date _______________________________,
20 ____

14001
This is to certify that we (or qualiﬁed accountants) have audited the books and records of the Adjutant and Quartermaster of _____________________________________
(District/County Council/Post No.)
30 ________ in accordance of the National Bylaws and that this Report is a true and correct statement thereof to the best of our
_________
for the Fiscal Quarter ending _____June
knowledge and belief. All Vouchers and Checks have been examined and found to be properly approved and checks properly countersigned:

Joe Honest
Post Quartermaster _______________________________________________
(Name)
_______________________________________________________________

Gordtown, USA
_______________________________________________
(Address)

Dottie Best
Sammy Ducan
Signed_______________________________________________________
Trustee
Adam Furst
Signed_______________________________________________________
Trustee

Signed_______________________________________________________ Trustee

ABC BONDING CO.
This is to certify that the Ofﬁce of the Quartermaster is bonded with _________________________________________________________________________________in

50,000
September 30
XX
the amount of $ _________________
until _____________________________________,
20_______,
and that this Audit is correctly made out to the best of my knowledge
and belief.

Ken Price

Signed: __________________________________________________ Commander
NOTE: Forward Original (Blue) Copy to your Department Quartermaster - See instructions on reverse side of both Yellow and Blue Copies.
No. 4214

Trustees’ Report of Audit Form
It is the responsibility of the Trustees in ensure the Trustees’ Report of Audit form is properly
completed. The top of the form identifies the Post, its location and the quarter being audited.
Below is an explanation of each block:
#1-8

FUNDS: Listed are those funds most likely to be carried by a VFW Post, District or
County Council. Any special funds may be added in the blank spaces. A “fund” is an
account which normally has both income and expenditures. In most cases, just about all
of your miscellaneous expenditures (community service, youth activities, expenses, etc.)
are chargeable to your general fund and most miscellaneous income (proceeds from fundraising activities, dues, etc.) are credited to your general fund.

#9

NET CASH BALANCES AT BEGINNING OF QUARTER: The figures in this
column are obtained from different funds as listed in your ledger. The individual items in
this column as well as the total at the bottom of the column should be the same as the
ending balances of the previous quarter.

#10

RECEIPTS DURING QUARTER: The figures in this column are obtained by adding
the amount shown in your ledger for the three months. This should include items
transferred into a fund from another fund during the quarter.

#11

EXPENDITURES DURING QUARTER: The figures in this column are obtained by
adding the expenditures for each month. Include items transferred out of another fund
during the quarter.

#12

NET CASH BALANCE AT END OF QUARTER: The figures in this column are
obtained by adding items 9 & 10 and subtracting items 11.

#13

TOTALS: The figures in this line are obtained by adding the totals of items 9 & 10 and
subtracting item 11 – you should arrive at the same by adding item 14.

#14

TOTALS: Total should equal item 9 plus item 10 minus item 11.

#15

OPERATIONS: Answer questions as applicable.

#16

RECONCILIATION OF CASH & INVESTMENTS
Ending Balance Per Bank Statement

Enter ending balance shown on bank
statement.
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#17

Less: Outstanding Checks

Total checks written on or before the date
of the bank statement that are not on the
bank statement.

Plus: Deposits in Transit

Total deposits made on or before the date
of the bank statement that are not on the
bank statement.

Account Balance

Subtract outstanding checks and add
deposits in transit from the ending balance
per the bank statement.
This should agree with the balance in
your checkbook/ledger.

Savings Account Balance

Enter balances of any savings accounts.

Cash on Hand

Amount of money on hand that has not
been included in “Outstanding Deposits”
above.

Total Cash

Add all amounts in this column.

Bonds and Other Investments

Enter cost value of bonds and other
investments.

Total Cash and Other Investments

Add Bonds & Other Investments line to
Total Cash line. This figure should be the
same as the amount in Box 14.

TRUSTEES’ AND COMMANDER’S CERTIFICATE OF AUDIT: Enter the date the
audit is prepared, the Post name and number and the quarter for which the audit is
prepared. The Post Commander and Trustees must sign the Audit prior to submittal to the
Department. Enter the name of the Post Quartermaster, the name of the bonding
company, the amount of the bond and the expiration date of the bond.

Remember, it is the duty of the Post Trustees to conduct the quarterly audits. It is the duty of the
Commander to see that audits are made.
The completed form, with the signature of the Post Trustees to attest to its accuracy, together
with the signature of the Post Commander, should be forwarded to the Department
Quartermaster. The Post Trustees should also sign the General Ledger at the ending point of the
current audit period.
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Federal Tax Information
Income Tax Issues for Exempt Organizations
As long as there have been federal income taxes, there have been organizations that Congress
has exempted from those taxes. Congress decided that the work of some organizations was so
important it wanted them to keep their funds for their work, rather than paying part to the
federal government. Many Posts erroneously assume that, because they are a VFW Post and
are non-profit, they are automatically exempt from federal taxes. That is not the case. The IRS
has established some specific procedures for obtaining and maintaining exempt status, and that
procedure must be followed.
Congress established several categories of organizations that are exempt from federal income
taxes. Those categories are usually referred to by the sections of the Internal Revenue Code
(IRC) that grant tax exempt status. The more common ones are:
*Section 501(c)(3): charitable, educational, and religious organizations;
*Section 501(c)(4): social welfare organizations;
*Section 501(c)(7): social clubs.
Veterans of Foreign Wars National Headquarters has obtained its exemption under a special
veterans service organization provision, Section 501(c)(19). The National Headquarters
exemption does not cover other units. In most cases, the Department Headquarters has
obtained a “group exemption” (discussed below) that covers Posts in the Department.
If your Post is not covered under a Group Exemption and has not applied for and been granted
a separate exemption, you are urged to do so. To obtain a separate exemption, a Post must file
an IRS Form 1024. A Form 1024 can be obtained by downloading from the IRS website at
irs.gov. VFW Posts should be eligible for exemption under section 501(c)(19), provided they
have properly requested this exemption. Exemption under Section 501(c)(19) offers the most
flexibility, because the exemption offers the broadest exempt purposes. Section 501(c)(19)
status may be the only exemption available if your Post operates a canteen. It is highly
recommended that you seek exemption under 501(c)(19). To obtain additional information
concerning procuring and maintaining tax exempt status for your Post, review IRS
Publication 557, “Tax Exempt Status for Your Organization”, or contact your local Internal
Revenue Service office. It is also strongly recommended that you consult with an accountant,
attorney or other tax professional for advice concerning the appropriate exemption and
compliance with IRS requirements.
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Group (“Blanket”) Exemptions
You should check with your Department Headquarters to see if it has been issued a group
exemption letter that covers your Post. If it has, you are not required to file a separate
application for exemption on Form 1024 unless your Post no longer wants to be included in
the group exemption letter or is no longer eligible for exemption under the statutory section
upon which the group exemption was issued. In addition, a Post that fails to file form 990 for
three consecutive years will have its tax exemption revoked by the IRS. If this occurs, the Post
can no longer be covered under a group exemption and must individually file Form 1024 to
reapply for tax exemption. However, to be included in a group exemption, each Post must
authorize the Department Headquarters to include it in the group. The authorization must be
signed by a duly authorized officer of the Post and retained by the Department Headquarters
for which the group exemption is in effect.
To maintain a group exemption, the Department Headquarters must submit annually to the
Internal Revenue Center with which it files its information returns the following information:
1)

Data regarding all changes in purpose, character or method of operation of the
Posts included in the group exemption:
2) Lists of the Posts fitting the following three categories:
a) Posts that have changed their names or addresses during the year,
b) Posts no longer to be included in the group exemption, and
c) Posts to be added to the group exemption because they are newly formed or
because they have recently authorized the Department Headquarters to include
them.
3) Information required to be submitted by the Department Headquarters on behalf of
Posts to be included in the initial group exemption is required for the new Posts to
be added to the exemption.
Submission of this information does not relieve the Department Headquarters or any Posts
from supplying any additional information which the IRS requires in order to determine
whether the conditions for continuing the exemption are being met. Additionally, inclusion in a
group exemption does not relieve the Post of any obligation it has to file income and payroll
tax returns or pay taxes. Most Departments have obtained a group exemption under Section
501(c)(19). As the result of some recent IRS recommendations, those Departments that have
group exemptions under Section 501(c)(4) are in the process of submitting applications for
group exemption under Section 501(c)(19). You may be asked to provide information to
support that application. Failure to provide that information may result in your Post losing its
group exemption and require that you file for a separate exemption
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Return of Organization Exempt From Income Tax
(Form 990)
Organizations exempt from income tax under Section 501(c) of the Internal Revenue Code are
generally required to file Form 990 by the 15th day of the fifth month following the close of
their accounting fiscal year. If the organization’s annual gross receipts are normally more than
$50,000, the organization must file Form 990 or 990-EZ. Small tax-exempt organizations whose
annual gross receipts are normally $50,000 or less are required to electronically submit Form
990-N, also known as the e-Postcard. There is no penalty assessment for late filling the ePostcard, but an organization that fails to file required information returns for three consecutive
years will automatically lose its tax-exempt status. The revocation of the organization’s tax
exempt status will not take place until the filing due date of the third year. In the event that an
organization loses its tax exemption for failure to file for three consecutive years, the organization
can no longer be covered under a group exemption, and must individually file Form 1024 and
reapply for tax exemption.
Gross receipts are considered to be normally less than $50,000 if the organization:
Has been in existence for 1 year or less and received, or donors have pledged to
give, $75,000 or less during its first taxable year;
b) Has been in existence between 1 and 3 years and averaged $60,000 or less in gross
receipts during each of its first two tax years; and
c) Is at least 3 years old and averaged $50,000 or less in gross receipts for the
immediately preceding 3 tax years (including the year for which the calculations are
being made).
a)

If annual gross receipts are normally more than $50,000, the organization must file Form 990 or
990-EZ. If an organization has gross receipts less than $200,000 and total assets less than
$500,000, it may file form 990-EZ. However, if either gross receipts or total assets are above
those limits, Form 990 must be filed.
For purposes of filing requirements, gross receipts include: total contributions; gifts and grants;
program service revenue; membership dues and assessments; gross investment income
(including interest, dividends, gross rents, and other investment income); gross income from the
sale of assets other than inventory; gross income from special fundraising events; gross sales
net of return allowances; and any other revenue.
IRS regulations require that all tax-exempt organizations make both their Application for
Exemption and 990’s for the last three years available for public inspection at their principal
office and provide copies in response to written requests, subject to the payment of reasonable
fees. There are substantial penalties for violation of these regulations.
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Exempt Organization Business Income Tax Return
(Form 990-T)
An exempt organization may also be required to file Form 990-T if the organization’s gross
income from business unrelated to the organization’s exempt purposes is $1,000 or more. The
obligation to file Form 990-T is in addition to the obligation to file an Informational Return
(Form 990). Unrelated business income tax (UBIT) is defined as gross income derived by an
organization from any unrelated trade or business regularly carried on by it, and not
substantially related to its exempt purposes. While the IRS considers many factors in
determining whether the activity is unrelated trade or business, an important factor is the
degree to which the activity unfairly competes with taxable businesses. Generally, the tax applied
to unrelated business income does not apply to:
a) Dividends;
b) Interest;
c) Royalties;
d) Rents (other than certain rents on
e) Gains from sales of assets; and
f) Member’s dues

property acquired with borrowed funds);

The rules applicable to unrelated business income can be complicated, depending upon the nature
and extent of your Post’s activities. If you are unsure about your Post’s obligation to file a 990T
or report certain types of income, you are encouraged to consult with a tax professional
concerning these important issues. 990-T’s are not subject to public disclosure.

Gambling/Bingo
The Internal Revenue Service has been very active in recent years with respect to gambling
activity by tax exempt organizations. This includes such things as pull tabs, machines, raffles,
etc. Such activities may be subject to Unrelated Business Income Tax (UBIT) and may also be
subject to the Federal Wagering Excise Tax and Federal Occupational Tax. The rules with
respect to gaming income are also complicated and you should consult IRS Publication 3079
for details. You should also consult a professional tax advisor.
The Internal Revenue Code (IRC) contains a specific provision exempting Bingo proceeds from
unrelated business income tax where state and local law permits such games to be carried on by
nonprofit organizations and these organizations do not compete with taxable entities. This
exception applies to bingo games even though they are regularly carried on with paid workers.
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Section 513 (f) of the IRC (defining unrelated trade or business) specifically provides:
(f) CERTAIN BINGO GAMES.

-

(1) In general, the term ‘unrelated trade or business does not include any trade or
business which consists of conducting bingo games.
(2) Bingo Game Defined. -For purposes of paragraph (1), the term ‘bingo game’ means
any game of bingo(A) of a type in which usually (i) the wagers are placed,
(ii) the winners are determined, and
(iii) the distribution of prizes or other property entry is made in the presence of
all persons placing wagers in such game,
(B) the conducting of which is not an activity ordinarily carried out on a commercial
basis, and
(C) the conducting of which does not violate any state or local law.
The Internal Revenue Service has taken the position that the Bingo exemption applies only to
regular Bingo and does not apply to “instant” bingo, pull tabs or other gaming, even if it is
conducted during a Bingo session.

Department of the Treasury Bureau
of Alcohol, Tobacco & Firearms Advisory
If your Post operates a canteen or otherwise sells alcoholic beverages on a regular basis, the Post
may be required to pay a federal Special Occupational Tax of $250 and obtain a Special Tax
Stamp on or before July 1. Failure to pay the tax could result in a substantial fine. The law
requires every retail dealer in liquors, other than a limited retail dealer, to file a special tax return
(ATF Form 5630.5) and pay the special tax to the Bureau of Alcohol, Tobacco and Firearms.
The term “limited retail dealer” includes a veterans organization making sales of distilled spirits,
wine or beer on the occasion of any kind of entertainment, dance, picnic, bazaar or festival held
by it, if the organization is not otherwise engaged in business as a dealer. The ATF generally
takes the position that a “limited retail dealer” is one that occasionally serves alcoholic
beverages in connection with an event but that a regularly conducted clubroom would not qualify.
Title 27 CFR, part 194 contains the complete regulations concerning this tax. ATF has published
a booklet, ATF P 5170.2, which addresses this issue. The booklet can be obtained from the
District Director (Regulatory Enforcement), Bureau of Alcohol, Tobacco and Firearms for your
region.
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Warnings for VFW Posts
a) Don’t assume your Post is exempt. Check with your Department to see if they
have your Post under a group exemption. If not, obtain your own exemption.
b) Know which section of the Internal Revenue Code your Post is exempt
under and know what the requirements are to maintain the exemption.
c) Remember that Auxiliaries are separate organizations. They may not be exempt
under the Post exemption. If a Post has “social members,” the Post is not in
compliance with the Bylaws and the Post may not be in compliance with the
requirements for exemption under 501(c)(19). Member documentation (such as
member applications) should be maintained and up-to-date.
d) Non reporting and non-payment of payroll taxes for Post employees not only
puts your Post at risk with the IRS, but also puts the individual Post officers at
risk.
e) Become acquainted with what constitutes Unrelated Business Income and ensure
it is reported properly and taxes are paid if required.

Payroll Taxes
Tax exempt status does not relieve the Post of the obligation to file returns and pay federal and
state payroll taxes (with- holding, FICA, FUTA, etc.). If payments are being made to
individuals for services rendered to the Post or any club room or any facility operated by the
Post, it is likely that returns must be made and taxes paid. Failure to do so can result in severe
tax consequences to the individual, the Post and responsible Post officers.

Form 1099 – Misc
Form 1099-Misc is used to report miscellaneous income for individuals and companies who
have been paid $600 or more in non-employee service payments during a calendar year. If
you paid $600 or more to a non-employee during the calendar year, you must send that person
or company a 1099-Misc showing the total that you paid for that year. Do not send a 1099Misc to an employee. That is what a W-2 is for. The 1099-Misc must be submitted to the
payee by Jan. 31. of the following year, and it must also be submitted to the Internal Revenue
Service (IRS) by Jan. 31.
Examples of payments that must be reported on 1099-Misc include:
• Income earned by an independent contractor, but not an employee.
• Fees, commissions, rents, or royalties paid.
• Payment for prizes, awards, or legal services.
Examples of payments that typically don’t require reporting on 1099-Misc include:
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•
•
•
•
•

Payments to corporations. There are exceptions for medical care, and legal and
attorney fees.
Payments for merchandise.
Payments to government agency or tax-exempt organizations.
Scholarships and fellowships.
Reimbursements made to employees under an accountable plan. The
requirements of an accountable plan require that the payee must:
o
Establish the business purpose for the expenses.
o
Substantiate or document the expense claimed within a reasonable time period.
o
Return to the payor any amounts in excess of the substantiated expenses within a
reasonable time period.

You may submit a 1099-Misc even if it is not required. If you are unsure whether a 1099Misc should be issued, it is safer to issue the form. You need to be sure to obtain the
Taxpayer Identification Number (TIN) from company or individual performing the service.
This could be an Employee Identification Number (EIN) or a Social Security Number (SSN)
depending on type of company performing the service. It is recommended that you obtain the
TIN before you make any payments to the contractor. Have them fill out Form W-9 before
they begin their work.
The IRS can apply significant penalties for not filing or late filing. The penalty is $50 per
form for each form that is not filed at all. If the IRS can show “intentional disregard” of the
filing requirements or the accuracy of the information, the minimum penalty is $100 per
1099-Misc form.

Change in an Entity’s “Responsible Party”
In an effort to ensure that the correct person is contacted when resolving a tax matter, the IRS
imposes a requirement to report a change in the identity of the “responsible party” for any entity
that has an Employer Identification Number. An organization must report a change in its
“responsible party” to the IRS on Form 8822-B within 60 days of the change. The IRS
instructions define a “responsible party” as the person who has a level of control over, or
entitlement to, the funds or assets in the entity, that as a practical manner, enable the individual,
directly or indirectly to control, manage or direct the entity and the disposition of its funds and
assets. You will also use Form 8822-B to notify the IRS if you change the business mailing
address or physical business location. The form and instructions can be found on the IRS
website at irs.gov.

IRS Publication 3386
The IRS has issued a very useful publication entitled, “Tax Guide for Veterans’ Organization,”
Publication 3386. It is highly recommended that you obtain a copy and consult it when
questions arise concerning your Posts’ tax obligations. A copy can be downloaded from the
IRS website at irs.gov/pub/irs-pdf/p3386.pdf
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MEMBER SERVICES

7DEOHRI&RQWHQWV
2QOLQH0embership and ID.me……………………………….
40Pin…………………………………………………….......
Navigating the OMS…………………………………………
Post QM Services……………………………………………
5HSRUWLQJ……………………………………………………..
(OHFWLRQ5HSRUW………………………………………………
0HPEHUVKLSApplication Order Form……………………….
0HPEHUVKLS)RUP,QIRUPDWLRQ……………………………
,PSRUWDQW,QIRUPDWLRQand ……….…………………………
VMAIL………………………………………………………

ϭ

:K\VKRXOG,XVH206"
206LVDTXLFNDQGHDV\ZD\IRU\RXDVWKH3RVW4XDUWHUPDVWHUWRKDQGOHDOOUHSRUWLQJRIPHPEHUVKLSWR
1DWLRQDO+HDGTXDUWHUVDVZHOODVPDLQWDLQLQIRUPDWLRQRQPHPEHUVRI\RXU3RVW0HPEHUVKLSUHQHZDOV
0HPVWDWVDQGWKHSRVWHOHFWLRQUHSRUWDUHMXVWDIHZIHDWXUHVDYDLODEOHWR4XDUWHUPDVWHUVZLWK206DFFHVV
If you don’t have an online account, we strongly advise you begin today through ID.me UHJLVWUDWLRQ
4XDUWHUPDVWHUVZKRKDYHDQ,'PHDFcount do not have to request a Quartermaster’s pin; all Post
4XDUWHUPDVWHUVHUYLFHVDUHLQVWDQWO\DYDLODEOH
+RZHYHULI\RXDOUHDG\KDYHan OMS account (that’s not associated with ID.me), you’llVWLOOKDYHWRVXEPLW
a request for a pin. Once this pin is received and applied, you’ll be granted full access to your quaUWHUPDVWHU
VHUYLFHV


+RZWRFUHDWHDQDFFRXQWXVLQJ,'PH
:DLWDPLQXWH:KDWLV,'PHDQGZK\VKRXOG,XVHLW"
7he security benefits of ID.me is this: online identity protection and verification. In other words, ID.me’ s
PDLQIXQFWLRQLVWRYHULI\you are the person you say you are7ROHDUQPRUHDERXW,'PHYHULILFDWLRQYLVLW
ID.me’ s official support page at ZDOOHWLGPHLQGLYLGXDOVJURXSGLVFRXQWVPLOLWDU\
7RJHWVWDUWHGIROORZWKHLQVWUXFWLRQVEHORZ
 *RWRYIZRUJDQGFOLFNRQORJLQLQWKHXSSHUULJKWKDQGFRUQHU7KH0HPEHU/RJLQ
VFUHHQZLOODSSHDU



Ϯ



 &OLFN6LJQXSZLWK7URRS,'WREHJLQHQUROOPHQW)RUVWHSE\VWHSLQVWUXFWLRQVIRUHQUROOPHQW
VHOHFWWKH9LGHR7XWRULDOVIRU,'PHOLQNRQWKHVDPHSDJH


 $OOPHPEHUVPXVWFRPSOHWHWKH9HULI\\RXU0LOLWDU\6WDWXVSRUWLRQRI,'PH7KHSXUSRVHRI,'PH
YHULILFDWLRQLVQRWWRYHULI\\RXUPHPEHUVKLSZLWKWKH9):5DWKHUID.me’ s main purpose it to
verify you are the person you say you are.6XFKDFUXFLDODSSURDFKWRLGHQWLW\YHULILFDWLRQLV
QHFHVVDU\IRUXVHUSULYDF\DQGVHFXULW\

 ,I9HULILFDWLRQLVVXFFHVVIXOWKHIROORZLQJPHVVDJHZLOODSSHDU













ϯ



 2QFHHQUROOPHQWLVFRPSOHWHVHOHFW6LJQLQZLWK7URRS,'WRDFFHVVWKH,'PH6LJQ,QVFUHHQ
)RUIXOODFFHVVWRWKH,'PHQHWZRUNJRWRZDOOHWLGPHDQGFOLFNVLJQLQ





The Quartermaster’V3LQ 1RQ,'PH8VHUV 

ΎA newly appointed Quartermaster utilizing the ID.me login will not be

required to request a pin number for account recognition.

$QHZO\DSSRLQWHG4XDUWHUPDVWHUZKRDOUHDG\KDVDQ206DFFRXQWSULRUWRWKHLQFHSWLRQRI,'PHVKRXOG
IROORZWKHEHORZLQVWUXFWLRQVIRUVHWWLQJXSWKHLU4XDUWHUPDVWHU
7RROV

 :KHQORJJLQJLQWR206DQHZO\DSSRLQWHG4XDUWHUPDVWHUZLOOUHFHLYHWKHEHORZPHVVDJHDVNLQJWKHP
WRRequest a new Quartermaster PIN number.



ϰ











$IWHU\RXKDYHUHTXHVWHG\RXUQHZ4XDUWHUPDVWHU3,1QXPEHU\RXZLOOUHFHLYHDPHVVDJHVWDWLQJWKDW
\RXUUHTXHVWKDVEHHQVXFFHVVIXOO\SURFHVVHGDQG\RXUQHZ3,1QXPEHUZLOOEHPDLOHGWR\RXZLWKLQ
EXVLQHVVGD\V




 7KHODVWVWHSLQVHWWLQJXS\RXU4XDUWHUPDVWHU206DFFRXQWZLOOEHWRYHULI\\RXU4XDUWHUPDVWHU3,1
QXPEHU











ϱ



 $IWHU\RXKDYHYHULILHG\RXU3,1QXPEHU206ZLOOUHIUHVKDQGSURYLGH\RXZLWK\RXU
4XDUWHUPDVWHU7RROV1RWH3,1QXPEHULVRQO\XVHGRQFH









1DYLJDWLQJWKH206$%ULHI2YHUYLHZ
<RXU2QOLQH0HPEHUVKLS6\VWHP3URILOHZLOOVHUYHDV\RXUFHQWUDOORFDWLRQIRUDOO3HUVRQDODQG3RVW
4XDUWHUPDVWHU6HUYLFHV2WKHUWKDQ0HPEHUVKLS4XLFN/LQNVZKLFKSURYLGHVPDQ\VKRUWFXWVZLWKLQWKH
206WKH206SURYLGHVDQHDV\SRUWDOIRUILQGLQJDOORI\RXUUHVRXUFHVLQDFHQWUDOORFDWLRQ$IWHU\RXVLJQ
LQVFUROOGRZQWR0HPEHUVKLS4XLFN/LQNVDQGFOLFNRQ2QOLQH0HPEHUVKLS6\VWHP<RXUPHPEHUVKLS
SURILOHZLOODSSHDU




2QWKHOHIWKDQGVLGHRIWKHSDJHZLOOEHDJHQHUDOOLVWRIPHQXRSWLRQV,QWKHVFUHHQVKRWEHORZLVDEULHI
UHYLHZRIHDFKPHQXRSWLRQDQGWKHVHUYLFHVWKH\SURYLGH

ϲ



 ,75HTXHVWDOORZV\RXWRVXEPLWUHTXHVWVIRUPHPEHUVKLSLQIRUPDWLRQ
QRZDYDLODEOHLQWKH206

 3HUVRQDO6HUYLFHVDOORZV\RXWRPDQDJH\RXUDFFRXQWFUHDWHDSD\PHQW
SURILOHRUXSGDWHFRQWDFWLQIRUPDWLRQDVQHHGHG

 3RVW406HUYLFHVLVWKHFHQWUDOSRLQWIRUDOOPHPEHUUHVSRQVLELOLWLHV
H[FOXVLYHWR\RXUSRVLWLRQ

 7KH$OO$PHULFDQ'DVKERDUGFDQEHDFFHVVHGWKURXJK206RU
0HPEHUVKLS4XLFN/LQNV7UDLQLQJUHVRXUFHVIRUWKHGDVKERDUGZLOODOVR
EHDYDLODEOHKHUH

 5HSRUWLQJ$OOUHSRUWLQJIXQFWLRQVZLOOEHDYDLODEOHLQWKLVPHQX
LQFOXGLQJ3RVW4XHU\DQG0HPVWDWV

 1DWLRQDO&RQYHQWLRQ5HJLVWUDWLRQIRUKRXVLQJLVDYDLODEOHLQ0DUFK
'HOHJDWHUHJLVWUDWLRQKRZHYHULVQRWDYDLODEOHXQWLOHDUO\$SULO

 (OHFWLRQ5HSRUW6XEPLWDOORIILFHUFKDQJHUHTXHVWVWKURXJKWKLVIRUP

 2QOLQH'RFXPHQWV9):7UDLQLQJDQG6XSSRUWDQG'RFXPHQW
5HSRVLWRU\

 0HPEHUVKLS2UGHU)RUP3ODFHRUGHUVIRUQHZPHPEHUVKLSIRUPVKHUH


,75HTXHVW
$Q\UHTXHVWVIRULQIRUPDWLRQQRWREWDLQDEOHWKURXJKWKHFXUUHQW206PXVWEHVXEPLWWHGWKURXJKWKH,7
5HTXHVWVPHQXRQ\RXUSURILOH



ϳ



5HTXHVWVDSSURSULDWHIRUWKLVRSWLRQLQFOXGHGHFHDVHGPHPEHUVIURPSUHYLRXVPHPEHUVKLS\HDUVGDWHRI
ELUWKIRUPHPEHUVDQGEUDQFKRIVHUYLFHLQIRUPDWLRQ


&KDQJH&RQWDFW,QIRUPDWLRQ
&KDQJH\RXUKRPHDGGUHVVHPDLODQGSKRQHQXPEHURQUHFRUGE\VHOHFWLQJWKH&KDQJH&RQWDFW,QIRUPDWLRQ
RSWLRQLQ3HUVRQDO6HUYLFHV2QFHXSGDWHG\RXUQHZFRQWDFWLQIRUPDWLRQZLOODSSHDUWKHQH[WWLPH\RXVLJQ
LQWRWKH206







3OHDVHQRWHWKDWXSGDWLQJ\RXUFRQWDFWHPDLODGGUHVVZLOOQRWDIIHFW\RXU2066LJQ,Q7RFKDQJH\RXUVLJQ
LQLQIRUPDWLRQVHOHFW0DQDJH$FFRXQWLI\RXUORJLQLQIRUPDWLRQLVQRWDVVRFLDWHGZLWK,'PH,'PHXVHUV
KRZHYHUPXVWVLJQLQDWZDOOHWLGPHWRXSGDWHWKHLUSHUVRQDOORJLQLQIRUPDWLRQ


3D\PHQW3URILOH )RU3HUVRQDORU3RVW3XUSRVHV



$V3RVW4XDUWHUPDVWHU\RXFDQFKRRVHWRXVH\RXUSD\PHQWSURILOHIRURQHRIWZRSXUSRVHVSHUVRQDOGXHV
RU3RVWSD\PHQWLQIRUPDWLRQ,I\RXFKRRVHWRXVH\RXUSURILOHIRU3RVWGXHV\RXUSRVWLQIRUPDWLRQZLOO
DXWRPDWLFDOO\DSSHDUDVDSD\PHQWRSWLRQZKHQSURFHVVLQJPHPEHUV
7REHJLQWKHSURFHVVRIFUHDWLQJDSD\PHQWSURILOHIROORZWKHLQVWUXFWLRQVEHORZ
 *RWRYIZRUJDQGFOLFNRQ/RJLQLQWKHXSSHUULJKWKDQGVFUHHQ
 2QWKH0HPEHU/RJLQVFUHHQW\SHLQ\RXUXVHUQDPHDQGSDVVZRUG,I\RXKDYHDQ,'PH
DFFRXQWVHOHFW6LJQLQZLWK7URRS,'WRVLJQLQ
 Once you’re signed in, scroll down to 0HPEHUVKLS4XLFN/LQNVDQGFOLFNRQ2QOLQH
0HPEHUVKLS6\VWHP<RXU206SURILOHZLOODSSHDU
 2QWKHOHIWKDQGVLGHRIWKHSDJHVHOHFW3HUVRQDO6HUYLFHVDQGFOLFNRQ3D\PHQW3URILOH7KH
IROORZLQJVFUHHQZLOODSSHDU
ϴ



 6HOHFW'HELWP\EDQNDFFRXQWRU&KDUJHP\FUHGLWGHELWFDUGWRHQUROO\RXUSD\PHQW
LQIRUPDWLRQ7KH$XWR3D\IXQFWLRQLVDYDLODEOHLI\RXFKRRVHWRHQUROO\RXUSD\PHQWSURILOHIRU
SHUVRQDODXWRPDWLFPRQWKO\SD\PHQWV7KLVIHDWXUHLVEHVWXVHGIRUD/LIH0HPEHU,QVWDOOPHQW
3ODQSD\PHQWVRU\HDUO\$QQXDO0HPEHUVKLSUHQHZDOV






 3OHDVHQRWH6SDFHVEHWZHHQGLJLWVPXVWEHOHIWRXWZKHQW\SLQJLQ\RXUEDQNRUFUHGLWFDUG
QXPEHU7KHIDLOXUHWRPDNHWKLVDFWLRQZLOOKLQGHUWKHSURFHVVLQJRISD\PHQWV





ϵ



3RVW406HUYLFHV$*HQHUDO2YHUYLHZ
3RVW40VHUYLFHVSURYLGHV\RXZLWKDOOWKHQHFHVVDU\WRROVWRSHUIRUP\RXUPHPEHUVKLSUHVSRQVLELOLWLHV
RQOLQH0HPEHUVKLSUHQHZDOVQHZPHPEHUDSSOLFDWLRQVDQGPHPEHUVKLSFRQWDFWXSGDWHVDUHDOODYDLODEOH
in Post QM Services. Through this brief overview, you’ll gain a basic understanding of how Post QM
6HUYLFHVPDNHV\RXUURXWLQHPHPEHUVKLSWDVNVHDVLHUDQGPRUHHIILFLHQW

3RVW406HUYLFHV*HQHUDO)HDWXUHV























1HZ0HPEHU3URVSHFWV3RWHQWLDO1HZ0HPEHUV
5HQHZ0HPEHUV%RWK3D\LQJDQG1RQSD\LQJPHPEHUVFDQEH
WUDQVIHUUHGKHUH
7UDQVIHU0HPEHU8VHWKLVIXQFWLRQWRWUDQVIHUPHPEHUVIURP
DQRWKHU3RVW
'HFHDVHD0HPEHU$YDLODEOHIRUPHPEHUVZKRKDYHEHHQUHSRUWHG
GHFHDVHG
5HTXHVW'XSOLFDWH&DUGUHTXHVWDUHSODFHPHQWPHPEHUVKLSFDUG
0HPEHU&RQWDFW,QIR8SGDWHPHPEHUPDLOLQJDGGUHVVDQGFRQWDFW
LQIRDVUHTXHVWHG
8QGHOLYHUDEOH$GGUHVVHV&KHFNLQJXQGHOLYHUDEOHDGGUHVVHVLVXVHIXO
IRUNQRZLQJZKLFKPHPEHUVPD\QRWEHUHFHLYLQJ9):
FRUUHVSRQGHQFH
&RQYHUWWR/LIH&RQYHUWDQ$QQXDO0HPEHUWR/LIH0HPEHUVKLSRU
WKH/LIH0HPEHU,QVWDOOPHQWSODQE\XVLQJWKLVIHDWXUH
&RQYHUWWR/HJDF\&RQYHUWDQH[LVWLQJPHPEHUWR/HJDF\
1HZ0HPEHU)RUP QRWSLFWXUHG $OOLQIRUPDWLRQIURPDQHZ
PHPEHUDSSOLFDWLRQFDQEHHQWHUHGDQGVXEPLWWHGKHUHIRUSURFHVVLQJ

3RVW406HUYLFHV5HQHZ0HPEHUV
7KHUHDUHWZRRSWLRQVIRUPHPEHUUHQHZDOVWKDWFDQEHFKRVHQ6LQJOH5HQHZDODQG0XOWLSOH5HQHZDOV
The Single Renewal option is available for member renewal’s made by the member’s credit card. When a
member pays through this method, they’re paying for all fees upfront (National, State, and Post). The amount
GXHWRWKHSRVWZLOOEHSDLGEDFNWKURXJKGLUHFWGHSRVLWZKLFKLVGRQHPRQWKO\
([DPSOH3RVW   6WDWH   1DWLRQDO   
ϭϬ




$OOUHQHZDOVmade by a member’s cash payment, or the post itself,LQFOXGLQJVLQJOHPHPEHUUHQHZDOVPXVW
EHPDGHWKURXJKWKH0XOWLSOH5HQHZDOVRSWLRQ6LQFHWKHSRVWLVFRYHULQJWKHSRVWIHHVRIWKHVHPHPEHUV
WKHSRVWIHHDPRXQWLVQRWFDOFXODWHGLQWKHIHHOLVWHGEHORZ2QO\WKHGXHVVKDUHWR9):1DWLRQDODQGWKH
6WDWHDUHEHLQJVXEPLWWHG
/LNHZLVHPHPEHUVZKRSD\WKHLUGXHVGLUHFWO\WRWKHSRVWZLOODOVREHSURFHVVHGXQGHU0XOWLSOH5HQHZDOV
,QWKLVVFHQDULRRQO\WKHGXHVRZHGWR9):1DWLRQDODQGWKH6WDWHDUHEHLQJSURFHVVHGKHUHWKHSRVWKDV
DOUHDG\UHFHLYHGWKHSRVWGXHVIURPWKHPHPEHU
%HORZLVDSURFHVVLQJH[DPSOHIRUERWKVFHQDULRV
([DPSOH6WDWH  1DWLRQDO   
7RSXOOXSWKHPHPEHUVZKRQHHGWRUHQHZ6HOHFWWKH\HDULQZKLFKWKHPHPEHUZLOOH[SLUHDQGWKHQFOLFNRQ*HW
8QSDLG0HPEHUVWREULQJXSWKHOLVW

3RVW406HUYLFHV7UDQVIHU0HPEHUV
1RWWREHFRQIXVHGZLWKWKH1HZ0HPEHU)RUPWKH7UDQVIHUD0HPEHUIXQFWLRQDOORZV\RXWRWUDQVIHU
ERWKSD\LQJDQGQRQSD\LQJPHPEHUVLQWR\RXUSRVW



ϭϭ



1RQ3D\LQJ7UDQVIHUVFRQVLVWRI/LIHmHPEHUVDQGaQQXDOmHPEHUVSDLGIRUWKHFXUUHQWPHPEHUVKLS\HDU
ZKHUHDVWKH3D\LQJ7UDQVIHUVRSWLRQLVUHVHUYHGIRUSD\LQJaQQXDOmHPEHUWUDQVIHUV$OO\RXQHHGIRUWKH
transfer is the member’s last name or Post number, and their current membership number. If you need
DVVLVWDQFHILQGLQJWKLVLQIRUPDWLRQFDOO9):1DWLRQDO+HDGTXDUWHUVDWRXUtROO-fUHHQXPEHU
9):9(76  

3RVW406HUYLFHV&RQYHUWWR/LIH
$Q\RQHHOLJLEOHIRU9):PHPEHUVKLSDOVRKDVWKHRSWLRQRIEHFRPLQJDLLIHPHPEHU%\RSWLQJIRULLIH
PHPEHUVKLSLQGLYLGXDOVFDQVDYHDVLJQLILFDQWDPRXQWFRPSDUHGWRUHQHZLQJDQQXDOO\7KHLLIHPHPEHU
IHHis determined using the applicant’s attained age as of Dec. 31 of the calendar year in which the
application is VXEPLWWHG



7KH&RQYHUWWR/LIHRSWLRQDOORZV\RXWRHDVLO\XSJUDGHDQH[LVWLQJPHPEHUWKURXJKWKH206


All you need is your member’s card number to proceed. Once the member’s name and membership
information is pulled up, you’ll be provided with the option to pay for the upgrade through the Post,
or current member’s payment information. 
ϭϮ



$OVRWKH&RQYHUWWR/LIHRSWLRQSURYLGHVWKHPHPEHUWKHFKRLFHEHWZHHQSD\LQJIRUDIXOOLLIH
PHPEHUVKLSRUHQUROOLQJLQWKHLLIHPHPEHUVKLSLQVWDOOPHQWSODQ$QHPDLODGGUHVVPXVWEHSURYLGHGIRU
WKHPHPEHUVRWKDWWKHLLIHPHPEHULQVWDOOPHQWDJUHHPHQWUHDFKHVWKHLULQER[

/LIH0HPEHUVKLS,QVWDOOPHQW3ODQ
7KHLLIHPHPEHUVKLSLQVWDOOPHQWSODQDOORZVDQHZPHPEHURUFXUUHQWDQQXDOPHPEHUWRREWDLQD
LLIHPHPEHUVKLSE\SD\LQJLQLQVWDOOPHQWV
$SURVSHFWLYHPHPEHURUDFXUUHQWDQQXDOPHPEHUFDQMRLQWKLVSODQDWDQ\WLPHRIWKH\HDUE\PDNLQJDQ
LQLWLDOSD\PHQWRIThis $45.00 keeps the member in good standing during the installment period and
is not deducted from the Life membership fee.$IWHUWKHLQLWLDOSD\PHQWWKHPHPEHUZLOOKDYHPRQWKO\
SD\PHQWVUHPDLQLQJ
:KLOHSD\LQJRQWKHLQVWDOOPHQWSODQWKHPHPEHUZLOOUHFHLYHDQDQQXDOPHPEHUVKLSFDUG2QFHWKH
LLIHPHPEHUVKLSLVSDLGLQIXOOWKHPHPEHUZLOOEHLVVXHGWKHLULLIHPHPEHUVKLSFDUG
1HZPHPEHUVSURFHVVHGIRUWKHOLIHPHPEHULQVWDOOPHQWSODQE\WKH40WKURXJK206ZLOOUHFHLYHDQHPDLO
WKDWUHTXLUHVWKHPWRFRPSOHWHWKHHQUROOPHQWSURFHVV$QHZPHPEHULVJLYHQIRXUWHHQGD\VWRDFFHSWWKHVH
WHUPVWKRVHZKRIDLOWRUHVSRQGZLOOEHSURFHVVHGDVDQHZDQQXDOPHPEHU
$QH[LVWLQJPHPEHUZKRLVSURFHVVHGIRULQVWDOOPHQWE\WKH40WKURXJK206ZLOODOVREHVHQWDQHPDLOWR
FRPSOHWHWKHHQUROOPHQWSURFHVV,IWKHPHPEHUIDLOVWRDFFHSWWKHVHWHUPVWKHRUGHUGRHVQRWSURFHVV
 2QOLQH(QUROOPHQW 3HUVRQDO206 ,QRUGHUWRHQUROOLQWKHOLIHPHPEHULQVWDOOPHQWSODQRQOLQHD
PHPEHUPXVWFUHDWHDQ,'PHDFFRXQWDWYIZRUJ UHIHUWRS 2QFHWKH206DFFRXQWLVFUHDWHG
WKHPHPEHUFDQEHJLQHQUROOPHQWE\VHOHFWLRQWKH8SJUDGHWR/LIHOLQNLQ0HPEHUVKLS4XLFN
/LQNV

+RZHYHUDPHPEHUZKRZLVKHVWRHQUROOLQ$XWR3D\RQOLQHPXVWVHWXSD3D\PHQW3URILOHLQWKHLU
2QOLQH0HPEHUVKLS6\VWHP3URILOH

 6XEPLWDQ$XWKRUL]DWLRQ$JUHHPHQWIRU$XWR3D\ )RUP 0HPEHUVZKRFKRRVHWRHQUROOE\
PDLOZLOOKDYHWRVXEPLWDQ$XWKRUL]DWLRQ$JUHHPHQWIRU$XWR3D\PHQWVIRUPWR9):1DWLRQDO
+HDGTXDUWHUV7KLVIRUPFDQEHIRXQGLQWKH0HPEHU 2IILFHU7UDLQLQJ)RUPVDQG7HPSODWHV
VHFWLRQRI9):7UDLQLQJDQG6XSSRUW

2QOLQH1HZ0HPEHU)RUP 1HZ0HPEHU$SSOLFDWLRQ



 1HZPHPEHUDSSOLFDWLRQVFDQEHGRZQORDGHGDQGPDLOHGLQRUVXEPLWWHGWKURXJKWKH206LQ3RVW
406HUYLFHV7RDFFHVVWKH1HZ0HPEHURQOLQHVHOHFW3RVW406HUYLFHVDQGFOLFNRQWKH1HZ
0HPEHU)RUPRSWLRQDWWKHERWWRPRIWKHPHQXOLVW2QWKHQH[WSDJHWKH9):0HPEHUVKLS
$SSOLFDWLRQZLOODSSHDU

ϭϯ





 This feature will allow you to submit your complete member application through the OMS. You’ll be
SURYLGHGZLWKWKHRSWLRQWRSD\IRUWKHDSSOLFDQWWKURXJKWKHSRVWRUE\DSSOLFDQWSD\PHQW
 1HZPHPEHUVFDQMRLQDVDQaQQXDOPHPEHUD/LIHPHPEHURUDVDQaQQXDOPHPEHURQWKH/LIH
0HPEHU,QVWDOOPHQW3ODQ7KHSDSHUIRUPRIWKH1HZ0HPEHU$SSOLFDWLRQLVVWLOODYDLODEOHIRU
GRZQORDGLQWKH0HPEHUVKLS5HFUXLWLQJ 5HWHQWLRQVHFWLRQRI9):7UDLQLQJDQG6XSSRUW

5HSRUWLQJ$%ULHI2YHUYLHZ
00-2QOLQH–WKH0RQWKO\0DLQWHQDQFH-RXUQDOLVDUFKLYHGDQGFRQWDLQVWKHODVWPRQWKVRIUHSRUWV7KLV
UHSRUWSURYLGHVWKHTXDUWHUPDVWHUZLWKSLHFHVRILQIRUPDWLRQ

AQ\PDLQWHQDQFHGRQHRQ\RXUPHPEHUVGXULQJWKHVSHFLILHGSHULRG.
TKHFRXQWRIDQQXDOPHPEHUVSURFHVVHGGXULQJWKLVWLPH.
TKHUHPLWWDQFHDPRXQWGXHWRWKH3RVWSHUPHPEHUDQGWRWDO

/LIH0HPEHU3D\RXW–WKH/LIH0HPEHU3D\RXWUHSRUWLVDUFKLYHGDQGFRQWDLQVSD\RXWLQIRUPDWLRQIRUVHYHUDO
\HDUV7KLVUHSRUWGHWDLOVWKH3RVWSD\RXWE\SODQW\SHPHPEHUVKLSQXPEHUDQGQDPHSD\PHQWDPRXQWSHU
PHPEHUDQGWRWDO
/HJDF\ /LIH 0HPEHU 3D\RXW  WKH /HJDF\ /LIH 0HPEHU 3D\RXW UHSRUW LV DUFKLYHG DQG FRQWDLQV SD\RXW
LQIRUPDWLRQIRUVHYHUDO\HDUV7KLVUHSRUWGHWDLOVWKH3RVWSD\RXWE\/HJDF\OHYHOPHPEHUVKLSQXPEHUDQG
QDPHSD\PHQWDPRXQWSHUPHPEHUDQGWRWDO
0HP6WDWV 0HPEHUVKLS 6WDWLVWLFV   WKH 0HP6WDWV UHSRUW UHSUHVHQWV WKH QXPHULF FRXQW RI DOO SD\PHQWV
SURFHVVHGDQGFUHGLWHGWR\RXU3RVW'LVWULFWRU'HSDUWPHQWIRUWKHFXUUHQWGXHV\HDU $0HPEHUWUDQVIHUZLOO
EHFRXQWHGZLWKWKHSUHYLRXVSRVWLIWKH\KDYHEHHQDPHPEHUIRUOHVVWKDQD\HDU

$FFRXQWLQJ5HSRUW—SURYLGHVGHWDLOHGLQIRUPDWLRQRQUHPLWWDQFHSD\PHQWVPDGHWRWKH3RVWIRU
DQQXDOGXHV




ϭϰ



3RVW4XHU\
&RQVLGHU3RVW4XHU\WREH\RXUPRVWUHVRXUFHIXOWRROLQXSORDGLQJVSHFLILF0HPEHUVKLS5HSRUWVLQUHDOWLPH
3RVW4XHU\JHQHUDWHVUHSRUWVLQWKUHHPDLQFDWHJRULHV0HPVWDW&RXQWV3RVW&RXQWVDQG8QSDLG%HORZLVD
EULHIGHVFULSWLRQRIHDFKFDWHJRU\
7KH0HPVWDW&RXQWVDOORZVWKH4XDUWHUPDVWHUWRUHFRQFLOHWKHWRWDOFRXQWFUHGLWHGWRWKH3RVW7KLVLV
DFKLHYHGE\FOLFNLQJHDFKEOXHQXPHULFWRWDOVKRZQEHORZHDFKFROXPQKHDGLQJ
  7KH3RVW&RXQWVLVDFXUUHQWUHJLVWHURIDFWLYH3RVWPHPEHUV7KLVUHSRUWGRHVQRWOLVWGHFHDVHG
PHPEHUVRUFDQFHOOHGPHPEHUVKLSV$Q\RIWKHVHFRXOGKDYHSDLGGXHVEHHQFUHGLWHGWR\RXU3RVWIRU
WKHFXUUHQWGXHV\HDUSULRUWRWKHLULQDFWLYDWLRQ
  7KH 8QSDLG VHFWLRQ EUHDNV \RXU XQSDLG PHPEHUVKLS GRZQ E\ OHQJWK RI WLPH DQG UHIOHFWV GHFHDVHG
PHPEHUV




&KRRVHWKHVXEFDWHJRU\RIPHPEHUVKLS\RXZDQWWRJHQHUDWHDUHSRUWIRUDQGFOLFNRQWKHWRWDOQXPEHURI
PHPEHUVUHSUHVHQWHGE\WKHEOXHQXPEHU IRULQVWDQFH8QSDLG<HDU $PHPEHUVKLSURVWHUZLOODSSHDU
EHORZWKHWKUHHPHPEHUVKLSURZV
Each member’s name, membership number, mailing address and contact information will appear in the new
list. The member’s membership type will display as Annual, Life or Continuous (forFRQWLQXRXVDQQXDO
PHPEHUV 0DLOLQJDGGUHVVHVWKDWDUHXQGHOLYHUDEOHZLOODSSHDULQUHGSURYLGLQJ\RXDVFRSHRIZKLFK
PHPEHUVQHHGWREHFRQWDFWHGIRUDGGUHVVYHULILFDWLRQ
7RPDNHIXUWKHUDGMXVWPHQWVWRWKHUHSRUWFOLFNWKHGRZQORDGRSWLRQWRGRZQORDGWKHUHSRUWLQWRDQH[FHO
VSUHDGVKHHW7KHGRZQORDGIXQFWLRQDOVRSURYLGHVWKHDELOLW\WRH[SRUWRUVKDUHWKHURVWHULQDSGIIRUPDW
+RZHYHULI\RXSUHIHUWRSULQWWKHUHSRUWDVGLVSOD\HGFOLFNWKHSULQWRSWLRQLQVWHDG

$FFRXQWLQJ5HSRUW
PURYLGHVGHWDLOHGLQIRUPDWLRQRQUHPLWWDQFHSD\PHQWVPDGHWRWKH3RVWIRU annual dues.

ϭϱ



(OHFWLRQ5HSRUW)LOLQJ
7KHVXEPLVVLRQRIWKHSRVWHOHFWLRQUHSRUWRIILFLDOO\UHFRJQL]HVWKHWUDQVIHURISRZHUVRIWKHSUHYLRXVRIILFHU
WRWKHVXFFHVVRULQFOXGLQJWKHTXDUWHUPDVWHU:LWKRXWWKHVXEPLVVLRQRIWKLVGRFXPHQWWKHUHFHQWHOHFWLRQRI
QHZRIILFHUVZLOOQRWEHRIILFLDOO\UHFRJQL]HGE\9):1DWLRQDO+HDGTXDUWHUV
7KHHDVLHVWZD\WRVXEPLWWKLVGRFXPHQWLVWKURXJKWKHHOHFWLRQUHSRUWIXQFWLRQDYDLODEOHWKURXJK\RXU206
SURILOHRQWKHRQOLQHPHPEHUVKLSV\VWHP
 6HOHFWWKH(OHFWLRQ5HSRUWPHQXRQWKHOHIWDQGFOLFNRQ3RVW(OHFWLRQ5HSRUW)LOLQJ
 6HOHFWWKHFRUUHFWUHSRUW\HDUDQG+LW*R7KHIROORZLQJVFUHHQZLOODSSHDU




 2QFHWKLVLVILQLVKHG\RX OOZDQWWRPDNHVXUHWKDWDOOILHOGVDUHILOOHGRXWLQFOXGLQJWKH-XGJH
$GYRFDWHDQG6XUJHRQSRVLWLRQ7KHHOHFWLRQUHSRUWVXEPLVVLRQPXVWLQFOXGHWKHSUHYLRXVHOHFWHG
RIILFHUVZLWKWKHQHZRIILFHUFKDQJHV&KHFNWRPDNHVXUHWKHGDWHRIHOHFWLRQILHOGLVILOOHGLQ
 &heck the “I certify” box at the bottom of yoXUVFUHHQDQGFOLFNWKHRQWKH6XEPLWWR1DWLRQDO
EXWWRQ





ϭϲ



0HPEHUVKLS2UGHU)RUPV
7KH0HPEHUVKLS2UGHU)RUPVRSWLRQRIIHUVDFRQYHQLHQWDQGVWUHDPOLQHGDSSURDFKIRUPDNLQJEXON
SXUFKDVHVRI3RVWOLWHUDWXUH0HPEHUVKLS$SSOLFDWLRQV9):)DFW6KHHWVEURFKXUHVDQGRWKHUUHFULXWPHQW
SXEOLFDWLRQVFDQDOOEHSURFHVVHGLQRQHRUGHU


0DNHVXUHWKDWDOOUHOHYDQWVKLSSLQJLQIRUPDWLRQLVHQWHUHGLQ2QFH\RXDUHUHDG\WRFKHFNRXWVHOHFWWKH
SURGXFWW\SHDQGTXDQWLW\RIWKHLWHP\RXZDQWVKLSSHG6HOHFW$GGWR\RXURUGHUWRGLVSOD\WKHLWHPV


&OLFN5HPRYHWRGHOHWHDQ\LWHPVQRORQJHUZDQWHGLQWKHRUGHU,I\RXDUHUHDG\WRVKLS\RXURUGHUFOLFN
WKH6XEPLW2UGHURSWLRQWRVHQGLQ\RXUUHTXHVW



ϭϳ



9):7UDLQLQJDQG6XSSRUW


7KH9):7UDLQLQJDQG6XSSRUWSDJHRIIHUVDZLGHUDQJHRIUHVRXUFHVLQUHFUXLWPHQWGRFXPHQWDWLRQDQG
FRPPXQLW\RXWUHDFK7KHUHVRXUFHVSURYLGHGRQWKLVSDJHIDOOZLWKLQVL[PDLQFDWHJRULV
 0HPEHU 2IILFHU7UDLQLQJ)RUPVDQG7HPSODWHV7KLVSDJHRIIHUVPRVWRIWKHUHOHYDQW
GRFXPHQWDWLRQQHHGHGIRUTXRUXPVUHSRUWLQJDQGRIILFHUUHODWHGWUDLQLQJPDWHULDOV
 &RPPXQLW\6HUYLFH <RXWK3URJUDPV: Information regarding Patriot’s Pen, Buddy Poppy and
9RLFHRI'HPRFUDF\ZLOOEHIRXQGLQWKLVORFDWLRQ3URJUDPUHODWHGSURPRWLRQDOPDWHULDOLVDOVR
DYDLDEOH
 0HPEHUVKLS5HFUXLWLQJDQG5HWHQWLRQ5HFUXLWPHQWDQGUHQWHQWLRQLVNH\WRWKHKHDOWKRI\RXU
SRVWDQGWKH9):DWODUJH0HPEHUVKLSDSSOLFDWLRQVWUDLQLJYLGHRVDQGZHELQDUVDQGRWKHU
UHFUXLWLQJWRROVZLOOEHIRXQGRQWKLVSDJH
 &RPPXQLFDWLRQV 3XEOLF$IIDLUV0DNH\RXUYRLFHKHDUGE\WDNLQJDGYDQWDJHRIWKHPHGLD
WUDLQLQJDVVLVWDQFHSURYLGHG36$VZHELVWHDQGVRFLDOPHGLDJXLGHVDQGSUHVVUHOHDVHWHPSODWHVZLOO
EHIRXQGKHUH
 3RVW6HUYLFH2IILFHUV7KH9):SULGHVLWVHOILQKHOSLQJRXUYHWVQDYLJDWHWKURXJKWKHLQWLPLGDWLQJ
EXUHDFUDF\RIWKH9$<RXU3RVW6HUYLFH2IILFHUZLOOILQGDOORIWKHUHVRXUFHVQHHGHGIRUQDYLJDWLQJ
WKHUHGWDSHRIWKH9$&ODLPVSURFHVV$OVRDYDLODEHLQWKLVVHFWLRQLVRXU+LS3RFNHW7UDLQLQJ
6HULHV
 9HWHUDQV 0LOLWDU\6XSSRUW: VFW liason’s and chairmen will find a decent, general overview of
WKHDVVLVWDQFHSURJUDPVRIIHUHGE\WKH9):,QIRUPDWLRQUHJDUGLQJ8QPHW1HHGVWKH0LOLWDU\
Assistance Program, and Sport’s Clips Help A Hero ScKRODUVKLSZLOOEHIRXQGLQWKLVDUHDLQFOXGLQJ
UHOHYDQWSURPRWLRQDOPDWHULDO
 9):'HSDUWPHQW5HVRXUFHV)XQGUDLVLQJUHVRXUFHVLQFOXGLQJPDLOLQJVDGGOLFNVZLOOEHIRXQG
WKURXJKWKLVOLQN

In the event you need to mail membership applications to National Headquarters, the
following section will assist you.

ϭϴ



9):0HPEHUVKLS)RUP,QIRUPDWLRQ


([WUDFRSLHVRIWKHVHIRUPVPD\DOVREHUHTXHVWHGIURP\RXU'HSDUWPHQWRUWKH9):0HPEHUVKLS
'HSDUWPHQW
 7KHWRSFRS\RIWKHPHPEHUVKLSDSSOLFDWLRQLVIRU1DWLRQDO+HDGTXDUWHUVXVHDQGVKRXOGDFFRPSDQ\
WKH3RVW4XDUWHUPDVWHU7UDQVPLWWDO6XPPDU\)RUP 3407 
 A temporary receipt (which is found on the Post’s copy) is given to the member. 
 5HWDLQVHFRQGFRS\RIWKHPHPEHUVKLSDSSOLFDWLRQIRUPIRU\RXU3RVWUHFRUGV
 $QQXDO0HPEHUVKLSDSSOLFDWLRQIRUPVIRUZDUGHGZLWKD3RVWFKHFNVKRXOGRQO\LQFOXGHWKH1DWLRQDO
DQG'HSDUWPHQWGXHVDPRXQW7KH3RVWVKRXOGUHWDLQLWVSRUWLRQRIWKHGXHVSD\PHQW
 'RQRWIRUZDUGQHZPHPEHUDGPLVVLRQIHHWR1DWLRQDO+HDGTXDUWHUV7KH3RVW4XDUWHUPDVWHUVKRXOG
WUDQVPLWWKHDGPLVVLRQIHHWRWKHLU'HSDUWPHQW+HDGTXDUWHUV
 /LIH0HPEHUVKLSDSSOLFDWLRQIRUPVPXVWEHIRUZDUGHGZLWKWKHIXOODPRXQWRIWKH/LIH0HPEHUVKLS
3RVWGXHVZLOOEHGLVEXUVHGDIWHUSURFHVVLQJ
3ULRUWRVXEPLWWLQJSOHDVHHQVXUHWKLVIRUPLVVLJQHGE\WKH4XDUWHUPDVWHU,ILWLVXQVLJQHGLWZLOOQRWEHSURFHVVHG
EXWUHWXUQHGWRWKH3RVW
For our members’ convenience, acceptable methods of payment are checks, money RUGHUV$PHULFDQ([SUHVV
'LVFRYHU0DVWHU&DUGDQG9LVDFUHGLWFDUGV:HUHFRPPHQGWKDW\RXGRQRWPDLOFDVK

/HJDF\0HPEHUVKLS$SSOLFDWLRQ
7KH/HJDF\PHPEHUVKLSSURJUDPHQDEOHV9):LLIHPHPEHUVWROHDYHDODVWLQJLPSUHVVLRQRQRXUJUHDW
RUJDQL]DWLRQ<RXPD\DOVRSXUFKDVHD0HPRULDO/HJDF\LQWKHQDPHRIDGHFHDVHG9):PHPEHUWRKHOS
IXWXUHJHQHUDWLRQVNQRZDQGUHPHPEHUWKHLUVDFULILFHDQGFRQWULEXWLRQV7KHPHPEHUVKLSZLOOHQGRZ
additional income, made in the member’s name, that ZLOOSURYLGHDVWDEOHILQDQFLDOIRXQGDWLRQIRU\RXU
3RVWDQG9):RYHUDOO

7KH0HPRULDO/HJDF\RSWLRQDOORZVIRUD/HJDF\PHPEHUVKLSWREHSXUFKDVHGLQWKHQDPHRIDGHFHDVHG
DQQXDORULLIHPHPEHU'HFHDVHG/HJDF\PHPEHUVFDQDOVRKDYHWKHLUOHYHORI/HJDF\PHPEHUVKLS
XSJUDGHGDVORQJDVWKHLUH[LVWLQJ/HJDF\PHPEHUVKLSKDGQRWEHHQSDLGRXWDVDRQHWLPHHQGRZPHQW
ϭϵ

7RSXUFKDVHD0HPRULDO/HJDF\PHPEHUVKLSSD\PHQWPXVWEHVHQWLQIXOOIRUWKHGHVLUHG/HJDF\OHYHO
WKHUHLVQRLQVWDOOPHQWRSWLRQIRU0HPRULDO/HJDF\PHPEHUVKLS 
In addition to the member’s information as requested on the Legacy membership form, it is also required that
ZHUHFHLYHWKHQDPHDQGDGGUHVVRIWKHSHUVRQZKRZLOOEHUHFHLYLQJWKH/HJDF\NLWDVZHOODVWKHSHUVRQWR
EHUHFRJQL]HGDVSXUFKDVLQJWKHPHPEHUVKLS7KHIXOO/HJDF\NLWLQFOXGLQJDQDGGLWLRQDOFHUWLILFDWHRI
UHFRJQLWLRQWRWKHSXUFKDVLQJSDUWZLWKHQJUDYHG/HJDF\/LIHFDUGZLOOEHVHQWRXWWRWKHDGGUHVVWKDWLVSURYLGHG


/HJDF\/LIH0HPEHUVKLS$SSOLFDWLRQ
 6HOHFWIURPWKUHHFDWHJRULHVRIPHPEHUVKLS*ROG6LOYHURU%URQ]HHDFKRIIHULQJLWVRZQSDFNDJHRI
H[FOXVLYHEHQHILWV$LLIHPHPEHUFDQXSJUDGHWRDQRWKHUOHYHODWDQ\WLPHE\SD\LQJWKH
GLIIHUHQFHLQFRVWEHWZHHQWKHWZROHYHOV


ϮϬ












1RWLFHKRZWKHHQGRZPHQWOHYHORIJLYLQJFRUUHVSRQGVZLWKWKH/HJDF\OHYHO.
2QWKHHQUROOPHQWIRUPEHVXUHWRPDUNZKHWKHUWKHPHPEHUZDQWVDRQHWLPH(QGRZPHQWSD\PHQW
RUWRFRQWLQXHWKHDQQXDOHQGRZPHQW
,QWKHFDVHRIDRQHWLPHHQGRZPHQWWKHSULQFLSOHDPRXQWRIWKH/HJDF\ZLOOEHSDLGLQHTXDO
DPRXQWVWo your Post, Department and the National organization, as applicable, upon the member’s
GHDWK
With the annual endowment, the Legacy level payment will continue annually after the member’s
GHDWK
,QVWDOOPHQWRSWLRQVDUHDOVRDYDLODEOHIRU/HJDF\LLIHPHPEHUVKLSE\PDNLQJIRXUHTXDOSD\PHQWV
7KHILUVWSD\PHQWPXVWDFFRPSDQ\WKHDSSOLFDWLRQDQGEHHTXDOWRRQHIRXUWK %URQ]H6LOYHU
*ROG RIWKHOHYHOEHLQJSXUFKDVHG7KHUHPDLQLQJEDODQFHZLOOEHELOOHGTXDUWHUO\E\
9):1DWLRQDO+HDGTXDUWHUV$QDXWRPDWLFSD\PHQWRSWLRQLVDOVRDYDLODEOHWKURXJKRQOLQH
HQUROOPHQW

2QWKHHQUROOPHQWIRUPEHVXUHWRPDUNZKHWKHUWKHPHPEHUZDQWVDRQHWLPH
(QGRZPHQWSD\PHQWRUWRFRQWLQXHWKHDQQXDOHQGRZPHQW

3RVW&RQWLQXRXV7UDQVPLWWDO)RUP
7KH3RVW&RQWLQXRXV7UDQVPLWWDO)RUPLVXVHGWRSD\IRUVHYHUDOFRQWLQXRXVPHPEHUVDWRQHWLPHE\FKHFN
7KLVIRUPKRZHYHULVQRWWREHXVHGIRUWKHWUDQVPLWWDORIQHZPHPEHUWUDQVIHUVLLIHPHPEHUVKLSRU
LQVWDOOPHQWLLIHPHPEHUV,WLVRQO\WREHXVHGIRUWUDQVPLWWLQJDQQXDOPHPEHUVRI\RXUSRVW%HIRUHWKH
IRUPLVVHQWLQPDNHVXUHWKDWDOORIWKHIROORZLQJLVVXEPLWWHG







)RUZDUGWKHFRPSOHWHGIRUPZLWKSD\PHQWWR9):1DWLRQDO+HDGTXDUWHUV
,QGLFDWH\RXU3RVWQXPEHUDQG'HSDUWPHQWRQWKHXSSHUULJKWVLGHRIWKHIRUP
/LVWWKHPHPEHUVKLSQXPEHUDQGWKHQDPHRIHDFKPHPEHUEHLQJVXEPLWWHG
2QO\OLVWWKHPHPEHUVDGGUHVVLILWLVGLIIHUHQWWKDQZKDWLVRQUHFRUG
/LVWUHFUXLWHULQIRUPDWLRQLIDSSOLFDEOH
,QGLFDWHRQWKHERWWRPRIWKHIRUPWKHWRWDODPRXQWEHLQJUHPLWWHG

Ϯϭ

Member Change Request Form
The Member Change Request Form (MCR) should be used to report changes for both annual and
Life members. Before the form is sent in, make sure that all of the following is submitted.
1. Report name and address changes. Note: Change of a member’s address to the Post address is NOT
acceptable. Legal name changes must be accompanied by a copy of the court decree.
2. Report a members’ death.
3. Request Life, continuous or non-paying Post transfers. Transfer requests require the Quartermaster
signature. If no signature or improper signature is received, it will be returned to the Post.
4. Request replacement Life or annual membership cards.
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Post Quartermaster Transmittal Summary Form (PQMT01)
This form is a tool to assist a Post Quartermaster in correctly balancing a membership transmittal. Before the
form is sent in, make sure that all of the following is submitted.






Indicate your Post number and Department on the form.
Record the number of members being submitted and multiply the dues amount for the total.
In the event there are questions or processing issues regarding the transmittal, please provide a valid
phone number and email address so you may be reached. Include the top copy of the form with your
membership transmittal and payment.
The 2nd copy should be retained for the Post records.

Authorization Agreement for Automatic Deposits (ACH Credits)
The ACH Authorization Agreement grants the VFW permission to send your Post’s share of member dues
directly to the Post banking account. Any reported changes to banking information must also be submitted
through this document. Also, don’t forget to include a copy of a voided or cancelled check with your
documentation. Special requests for this document can be made by emailing us at MSC@vfw.org.
FOR DIRECT DEPOSIT, PLEASE MAIL OR FAX THE BELOW COMPLETED FORM TO:
VFW NATIONAL HEADQUARTERS
ACCOUNTING DEPT
406 W. 34TH ST., SUITE 1100
KANSAS CITY, MISSOURI 64111
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Important Information






Monthly cut-off is completed the last business day of each month. All in house dues renewal
payments are processed. Since new, reinstated and transfer members may take up to 10 business days
for processing, those not completed will be rolled into the next cut-off period. Payments received
after those dates are rolled into the next month.
Annual Dues - payments are made to Posts by electronic deposit only. These are paid monthly for
annual memberships.
Life membership – payments are made 3 times each membership year in September, January and
July. These payments are only made to Posts by electronic deposit.
Life and annual membership cards are mailed directly to the member. If a member’s address is listed
at VFW National Headquarters as undeliverable, no membership card will be printed. If a
membership card is returned by the Post Office as undeliverable, the member’s information will show
on the online Post Query in red.
24








Duplicate payments for annual dues, received from the member or the Post, will be processed and
extend the membership “Paid Thru Date.”
To replace a lost or damaged annual or Life member card, you may go online to the VFW website
at vfw.org or call us.
Aluminum life member cards are available for VFW Life members only and may be purchased
through the VFW Store. Personal and Post information is engraved, rather than stamped and is
included in the price of the card. Caution: These cards can set off metal detection alarms. Be sure
to include your name, life membership number and your VFW Post number. Life membership will
be verified prior to production of this card. The cost is $10 plus S&H. To purchase an aluminum
life member card, call us or order online at vfwstore.org.
Life member installment enrollees whose account goes past 120 days without payment will be
removed from the installment plan. Previous payments will be left on the members account to be
applied towards future annual dues.
A Quartermaster has both the fiduciary and ethical obligation to the Post, Department and National
organization to insure every deceased member (annual and Life) is purged from the Post or
department roster in a timely manner.
Note: Change of a member’s address to the Post address is not accepted.

VMAIL
National Headquarters offers a method of communication called VMAIL. This service provides email
capability designed “For exclusive use of the VFW.” There is no cost and it is easy and safe to use.
VMAIL is an electronic email system designed specifically for the exclusive use of VFW posts, departments
and National, which makes it safe from spam, viruses and the other plagues of an open system. VMAIL can
revolutionize the way we communicate in our organization. To obtain your user name and password, contact
the Member Service Center.
Probably not every Post has a computer with an internet connection but there is a member of every Post who
does and would be willing to use that connection to share information distributed through VMAIL. Follow
the simple instructions below to access VMAIL.
Access VMAIL through OMS
 Login to your online account
 Scroll down to Membership Quick Links.
 Click on Online Membership System. Your OMS profile (Welcome Screen) will appear.
 Scroll down and click the blue script next to VMAIL above username and password.
 Under this script, you will find your user name and password.
Contact Information
If you need further assistance with OMS and Dues Processing, please contact us at:
VFW National Headquarters
Member Service Center
406 W. 34th Street, Suite 316
Kansas City, MO 64111
Toll-free number: 1.833.VFW.VETS (1.833.839.8387)
Email: msc@vfw.org
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CROSS OF MALTA
AND
LOGO USAGE

Cross of Malta
The Veterans of Foreign Wars of the United
States adopted for its official seal,
the Cross of Malta, which has a heritage of
honor, duty, sacrifice and
courage that dates back to the 11th century.
Each design aspect of VFW’s Cross of Malta
symbolizes something special. The Great Seal
of the U.S. contains a modified scroll from “E
Pluribus Unum” (Out of many, one) to “Pro
Deo Pro Patria” (For God For Country)
together with the cross and radiating rays
symbolize the character, vows and purposes
distinguishing VFW as an order of warriors who have traveled far from home to
defend sacred principles.
Its eight points represent the beatitudes prescribed in the Sermon on the Mount:
Blessed are the poor in spirit, the meek, the pure, the merciful, the peacemakers;
blessed are they who mourn, seek righteousness and are persecuted for
righteousness’ sake.
VFW added the sun’s rays between the eight points and the cross. These
emphasize the vigor and warmth with which the present-day brotherhood is
pledged to defend the nation and to extend its mercy. Superimposed over the cross
is the American eagle—the sacred symbol of a proud nation and people. While the
Maltese Cross has religious origins and was used by the crusading Knights of St.
John as a battle standard centuries ago, it is equally relevant today as a symbol of
all those battling for noble ideals.
Usage of the VFW Cross of Malta is for special and distinguished situations, and
for official items to include:
•
•
•
•
•
•

VFW uniform cap and pins
Flags
Awards
Official executive correspondence
Select signage
Select VFW Store items
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VFW Logo

The official logo of the Veterans of Foreign Wars of the United States was
approved by the National Council of Administration in August of 2018 and
publicly unveiled November 6, 2018. The logo includes an artistic representation
of service stripes, easily recognizable insignia indicative of military service. Worn
on most service uniforms, they denote length of service. As such, the first and
leaner of the two service stripes represents our steadfast entry into our second
century of service to America’s veterans, service members and their families. The
second, broader stripe represents our first storied century of service, spanning back
to 1899.
The bold letters and sharp angles of this text represent the strength and stability of
our organization, and the clarity with which we work to fulfill our mission.
The use of vibrant red represents the danger our members have faced, the
bloodshed they experienced and the energy with which our organization operates.
The gallant gold represents our members’ achievements, acts of valor and the
unique VFW eligibility status they’ve earned. Further, it epitomizes our gold
standard of service.
The custom upper case letters were especially designed with an extended width to
symbolize an organization that is well established. Combined with a tight letter
spacing, these letters visually build a solid and confident block that reflects the
unified culture of our organization. In addition to the direct metaphor of the stripes,
the visual progression leading to the build of the letter “V” represents our sustained
and forward movement into achieving the VFW’s mission. In order to bring the
acronym and title together, the gold stripes and the “V” from “VETERANS” have
been carefully drawn to align on the same axis, emphasizing the element of
continuity.
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Trademark Protection
The Cross of Malta trademark was issued June 9, 1931, and the Veterans of
Foreign Wars of the United States has applied to register the new official logo.
Pursuant U.S.C. Title 36, Chapter 7A, Sections 111-120, the Veterans of Foreign
Wars of the United States has the exclusive right to the use of its name and the sole
exclusive right to the use of the emblem and badges adopted by the
corporation. Additionally, the Veterans of Foreign Wars of the United States
has registered, or applied to register, the precise logos appearing on VFW
merchandise with the United States Patent and Trademark Office. Finally, it is a
federal offense to use the name or emblems of a federally chartered veterans
organization. See Federal Criminal Code, U.S.C.A., Title 18, Section 705.
The 115th National Convention approved a change to the National Bylaws
clarifying the approval necessary for the use of the name “Veterans of
Foreign Wars of the United States,” and any associated logos or emblems.
While the VFW’s name, emblem and other marks continue to be protected
by law, the Bylaws (Sec. 801, 803, 804, and 805) now specifically
require written consent by the VFW’s Quartermaster General for the
manufacture and use of those marks.
Departments and Posts are authorized to use the VFW name, logo,
or emblem for printed or digital use for VFW activities, such as the
creation of brochures for membership drives, Post events and other
community outreach efforts, and do not need to submit a request
form. Current logos for non-commercial use may be obtained from the
VFW Communications Department by emailing Communications@vfw.org.
The VFW Store and its licensed vendors are the only authorized
sources to use the VFW name, logo, and Cross of Malta on apparel, caps,
and other merchandise. The first line of contact for merchandise is
the VFW Store. The VFW Store can assist with certain custom items
even though they are not in the catalog. Visit the VFW Store online
at vfwstore.org or call 1.833.VFW.VETS (1.833.839.8387).
If the requesting items cannot be procured by the VFW Store or its
licensed vendors, and a third party vendor is desired, complete the attached
form in its entirety and submit to the Quartermaster General’s Office
(qmgeneral@vfw.org) prior to production. Please allow ample time to process
your request.
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The right to use the VFW marks is the “exclusive right” of the Veterans of Foreign
Wars of the United States and is not transferable. This means that any
authorizations to use the VFW marks can only be granted by written approval by
VFW’s Quartermaster General. For instance, if a VFW Post wants to use the VFW
name on a website, it may continue to do so through the use of the materials
provided by the VFW communications department. If, however, a VFW Post
wants to partner with a business and that business wants to use the name “VFW”
on advertising, then permission to use the VFW name must come from the
Quartermaster General. If the Quartermaster General has not granted written
permission to use our name or marks, then it is a violation of law.
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VFW Trademark Authorization Request
Date:____________________________________________________
Instructions:
 Departments and Posts are authorized to use the VFW name, logos, or emblems for printed or digital use for VFW
activities, such as the creation of brochures for membership drives, Post events and other community outreach efforts, and
do not need to submit this form. Current logos for non-commercial use may be obtained from the VFW Communications
Department by emailing Communications@vfw.org.
 The VFW STORE and its licensed vendors are the only authorized sources to use the VFW name and Cross of Malta on
apparel, caps and other merchandise. Your first line of contact for merchandise is the VFW STORE. The VFW STORE
can assist with certain custom items even though they are not in the catalog. Visit the VFW STORE online at
www.vfwstore.org or call toll free 1.833.VFW.VETS (1.833.839.8387). If the VFW STORE is unable to assist, you may
use this form to request authorization to use a third party vendor.
 If requesting items that cannot be produced by the VFW STORE or its Licensed Vendors, complete this form in its entirety
and submit to the Quartermaster General’s Office prior to production. Please allow ample time to process your request.

I request written permission to use the following logo, emblem and/or name exclusively for the purpose listed
below:
 ‘VFW’ Logo – Veterans of Foreign Wars (see above)
 ‘Veterans of Foreign Wars of the United States’ Name
 VFW Cross of Malta

 ‘VFW’ Logo – No One Does More For Veterans
 ‘Veterans of Foreign Wars’ Name
 Other: _____________________________________

Item and Reason for Use:_____________________________________________________________________________
When:________________________________________

Where:_______________________________________

Quantity:______________________________________

Use of Proceeds:________________________________

Color Version (1 color, 2 color, full color):_____________

File Format (jpg, tif, pdf):_________________________

VFW Information

Producing Company Information

_____________________________________________

_____________________________________________

Dept/District/Conference/Post

Company Name

_____________________________________________

_____________________________________________

Contact Name and Title

Contact Name

_____________________________________________

_____________________________________________

Address, City, State & Zip

Address, City, State & Zip

_____________________________________________

_____________________________________________

Email

Email

_____________________________________________

_____________________________________________

Phone Number

Phone Number

I understand that any use of the VFW logo, emblem and/or VFW name requires prior written permission from the
Quartermaster General of the Veterans of Foreign Wars of the United States. I understand that the use of the VFW logo,
emblem and VFW name are the exclusive rights of the Veterans of Foreign Wars of the United States and any
unauthorized use is a violation of federal law. I understand that the authorization, if given, may not be transferred and is
subject to revocation at any time.

Signature

_______________________________________________
Printed Name & Title

Quartermaster General
VFW National Headquarters
406 West 34th Street, 11th Floor
Kansas City, MO 64111
E-mail: qmgeneral@vfw.org
Fax: (816) 968-1189

Office Use Only
Approved?
 Yes  No
Date__________
State__________

Please return completed form to:

______________________________________________

VFW Auxiliary Trademark Authorization Request
Date: ____________________________________________________
Instructions:
 Departments and Auxiliaries are authorized to use the Auxiliary name, logos, or emblems for printed or digital use for
Auxiliary activities, such as the creation of brochures for membership drives, Auxiliary events and other community
outreach efforts, and do not need to submit this form. Current logos for non-commercial use may be obtained from the
VFW Auxiliary at mzinn-sanchez@vfwauxiliary.org.
 The VFW STORE and its licensed vendors are the only authorized sources to use the VFW Auxiliary name and emblem
on apparel, caps and other merchandise. Your first line of contact for merchandise is the VFW STORE. The VFW STORE
can assist with certain custom items even though they are not in the catalog. Visit the VFW STORE online at
www.vfwstore.org or call toll free 1.833.VFW.VETS (1.833.839.8387). If the VFW STORE is unable to assist, you may
use this form to request authorization to use a third party vendor.
 If requesting items that cannot be produced by the VFW STORE or its Licensed Vendors, complete this form in its entirety
and submit to the Quartermaster General’s Office prior to production. Please allow ample time to process your request.

I request written permission to use the following emblem and/or name exclusively for the purpose listed below:
 ‘Veterans of Foreign Wars of the United States Auxiliary’ Name
 Veterans of Foreign Wars of the United States Auxiliary Cross of Malta
 Other: _________________________________________________________
Item and Reason for Use:_____________________________________________________________________________
When:________________________________________

Where:_______________________________________

Quantity:______________________________________

Use of Proceeds:________________________________

Color Version (1 color, 2 color, full color):_____________

File Format (jpg, tif, pdf):_________________________

VFW Information

Producing Company Information

_____________________________________________

_____________________________________________

Dept/District/Conference/Aux

Company Name

_____________________________________________

_____________________________________________

Contact Name and Title

Contact Name

_____________________________________________

_____________________________________________

Address, City, State & Zip

Address, City, State & Zip

_____________________________________________

_____________________________________________

Email

Email

_____________________________________________

_____________________________________________

Phone Number

Phone Number

Office Use Only
Approved?
 Yes  No
Date__________
State__________

I understand that any use of the VFW Auxiliary Emblem and/or VFW Auxiliary name requires prior written permission
from the Quartermaster General of the Veterans of Foreign Wars of the United States. I understand that the use of the
VFW Auxiliary Emblem and VFW Auxiliary name are the exclusive rights of the Veterans of Foreign Wars of the United
States and any unauthorized use is a violation of federal law. I understand that the authorization, if given, may not be
transferred and is subject to revocation at any time.
Please return completed form to:
_______________________________________________
Quartermaster General
Signature
VFW National Headquarters
406 West 34th Street, 11th Floor
_______________________________________________
Kansas City, MO 64111
Printed Name & Title
E-mail: qmgeneral@vfw.org
Fax: (816) 968-1189

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

Phone: 1.888.JOIN.VFW (564-6839)
Email: membership@vfw.org

rev. January 2019

AVAILABLE IN THE VFW STORE
VFW RECRUITING KIT

This kit contains everything needed to set up an
effective recruiting booth or table to target veterans
and/or active-duty service members. Included are
a set of the Take Pride flyers (suitable for framing)
covering all the campaign medals which qualify
veterans for membership. Also included are large
posters, door hanger self-mailers, VFW decals and
bumper stickers, applications, brochures, flyers,
copies of the VFW magazine, and a USB flash drive
with helpful materials and videos, along with a
heavy-duty nylon briefcase for transporting these
items. A supplies reorder form is included for your
convenience.
POST CHARTER KIT
All the tools necessary for a new Post (or perhaps an existing Post
that needs a fresh start) to get up and running quickly and easily.
This complete kit contains everything necessary to conduct meetings,
obligate members, account for members and funds, submit reports,
conduct programs and more. Included are the following: an altar
cloth, altar flag set (including a POW-MIA flag), Bible, gavel, eight
copies of the VFW Bylaws, Manual of Procedure and Ritual, a service
office guide, Post minute book, Quartermaster ledger, a pad of misc.
receipt forms, draft book, receipts and disbursements pad, trustees
report of audit pad, two VFW Store catalogs, a membership binder, 10
eligibility sheets, 50 VFW Cross of Malta lapel pins, 100 membership
application forms, 50 VFW benefits flyers, 50 membership recruitment
brochures, a “Membership Campaigning on the Post Level” booklet,
50 “Planning A Successful Buddy Poppy Campaign” brochures, 50
“History of the Buddy Poppy” brochures, one “New Post Development
and Post Revitalization” manual and two copies of the absolutely vital
“Report of Institution” form. Everything you’ll need to ensure the
success of a new Post in one convenient package.

NEW POST STARTER KIT
This“Post in a box” is designed to equip a team
of up to four recruiters with everything needed to
form a new Post. This comprehensive kit includes:
an application for Post Charter, “Starting A New
Post” guide, 100 membership applications, 100
membership recruitment brochures, 100 VFW benefit
flyers, 100 door hanger self-mailers, 100 VFW decals,
four Pocket Recruiter Guides, four eligibility sheets,
for “Membership Campaigning on the Post Level”
booklets, four “Join The VFW” Posters and 20 of
the new “Post Forming Soon” Posters. All kits are
available through the VFW Store by calling toll-free
1.833.VFW.VETS (833.839.8387) or by visiting
www.vfwstore.org.
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