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[bookmark: _Toc231904193]SECTION 1: INTRODUCTION
STANDARD OPERATING PROCEDURES (SOP) MANUAL DEPARTMENT OF WEST VIRGINIA
VETERANS OF FOREIGN WARS OF THE UNITED STATES, INC.

[bookmark: _Toc231904194]SECTION 1.1: PURPOSE
The purpose of this Department of West Virginia, Veterans of Foreign Wars of the United States, Inc. (“VFW West Virginia” or “Department”) Standard Operating Procedures (“SOP”) Manual is to maintain a coherent and consistent Department organization, to document routine and consistent Department operations, to efficiently control Department finances, and to manage efforts to eliminate duplication of effort.
The routine operations of the Department shall be detailed in the Department of West Virginia Standard Operating Procedure (SOP) and maintained by the Department Adjutant, edited by contributing West Virginia comrades with expressed delegated authority by the Adjutant, and approved by the Department of West Virginia Council of Administration.
The SOP is a living document and is subject to continual updates and revisions. The most current version of the SOP can be found on https://vfwwv.com.



[bookmark: _Toc231904195]SECTION 2: OFFICERS & JOB DESCRIPTIONS

[bookmark: _Toc231904196]SECTION 2.1: OFFICERS
Officers in the Department of West Virginia shall be in accordance with Section 516 and 518 of the National Bylaws and Manual of Procedure, and Article X: Department Officers, Sec. 1 (1-5) of the Bylaws of the Department of West Virginia.

ELECTED AND APPOINTED STATE OFFICERS

ELECTED:
STATE COMMANDER	
STATE SR. VICE COMMANDER	
STATE JR. VICE COMMANDER	
STATE SURGEON
STATE QUARTERMASTER
STATE JUDGE ADVOCATE		
STATE CHAPLAIN	
NATIONAL COUNCIL MEMBER	

APPOINTED:
	
STATE ADJUTANT	
STATE INSPECTOR
STATE SERVICE OFFICER	
CHIEF OF STAFF	
SERGEANT OF ARMS

OTHER OFFICERS:
PAST STATE COMMANDER
SERVICE OFFICER
NATIONAL LEGISLATIVE OFFICER

[bookmark: _Toc231904197]SECTION 2.2 JOB DESCRIPTIONS

STATE COMMANDER
National Obligations:
The duties and obligations of the Commander shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, and the Department of West Virginia Bylaws.


Department Obligations:

· Chairman of Council of Administration (CoA)
· Appoint Chief of Staff, Adjutant, Inspector
· Appoint such chairpersons and committees as deemed necessary to properly conduct the affairs of the Department
· Publish a Commander’s Manual that includes a membership program 
· Appoint a membership Chairman, if different then Junior Vice Commander
· Develop an inspection program for each Post and District in accordance with Department and National guidelines
· Approve vouchers for the expenditure of Department funds
· Ensure annual department audit.  Departments must have an independent auditing process to ensure trust and transparency among the members. The Department audit is to protect the officers and the Department. Once completed the auditors must report the findings of the audit to the Council of Administration for acceptance.
· Ensure the timely distribution of Department directory 


SENIOR VICE COMMANDER
National Obligations:
The duties and obligations of the Senior Vice Commander shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, the Department of West Virginia Bylaws, and Department Standard Operating Procedure (SOP) manual.

Sec. 518 - Officers: Duties and Obligations. The Department Senior Vice Commander shall assist the Commander in preserving order, preside in the absence of the Commander, provide such advice and assistance as may be required and perform such other duties as are usually incident to such office or may from time to time be required by the laws and usages of the organization or lawful orders from proper authority.

Department Obligations:

· Officer of Council of Administration
· Serve on committees as appointed by the Commander
· Member, Budget & Finance Committee
· Member, Investment Committee
· Chairman, National Home
· Determine budget requirements for projects or programs prior to the officer year
· Author the Commander’s Manual that includes Membership Program, prior to the State Convention.
· Select/announce a Chief of Staff at least three (3) months prior to assuming command of the Department 
· Design Commander’s coin and pin, prior to State Convention with cost paid by the Department if approved by CoA.
· Design State Commander’s shirt for officer year, prior to convention at own expense.
· Determine theme/slogan prior to convention.  Provide color theme to Auxiliary 

JUNIOR VICE COMMANDER
National Obligations:
The duties and obligations of the Junior Vice Commander shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, and the Department of West Virginia Bylaws.

Department Obligations:

· Officer of Council of Administration
· Serve on committees as appointed by the Commander
· Member, Budget & Finance Committee
· Member, Investment Committee
· Serve as Membership Chairperson, as appointed by the State Commander
· Serve as the National Home representative for the Department

 SURGEON

National Obligations:
The duties and obligations of the Department Surgeon shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, and the Department of West Virginia Bylaws.

The Department Surgeon shall perform the duties properly pertaining to their office. The Department Surgeon shall assist Post Surgeons, in an advisory capacity, and promote statewide health programs. The Surgeon shall perform such other duties as may be incident to their office or as may from time to time be required by the laws and usages of this organization or lawful orders from proper authority

Department Obligations:

· Officer of Council of Administration
· Serve on committees as appointed by the Commander
· Member, Budget & Finance Committee
· Member, Investment Committee
· Establish contact/conduct visits with VA hospitals, Veterans Home and State-owned Veteran nursing home(s) in the State of West Virginia
· Manage the Hospital Representative Program
· Establish contact with VAVS representatives in State of West Virginia
· Promotes Veteran health programs, keeps track of health issues, and may be involved in hospital reports


CHIEF OF STAFF

National Obligations:
The duties and obligations of the Department Chief of Staff shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, and the Department of West Virginia Bylaws.

Sec. 518 - Officers: Duties and Obligations.
(a)	Officers. (8) Chief of Staff. The Department Chief of Staff shall perform the duties incident to their office as the Department Commander or Department Council of Administration may require and such other duties as may be from time to time required of the Chief of Staff by the laws and usage of this organization or orders from proper authority.

Department Obligations: 

· Officer of Council of Administration
· Serve on committees as appointed by the Commander
· Member, Budget & Finance Committee
· Member, Investment Committee
· Advise and support the State Commander 
· Works closely with the department top leaders to ensure the organization is running smoothly and effectively.
· Manage communications and scheduling: Handles executive event requests
· Manage State Commander projects
· Identifies and resolves issues before they reach the State Commander 
· Oversee protocol and precedence

QUARTERMASTER (SALARIED)
COMPANY:	Department of West Virginia,
Veterans of Foreign Wars of the United States, Inc. COMPENSATION: As approved by the CoA annually, PTO for vacation, holiday, and sick days
HOURS:  20 hours per week; Monday through Friday (8:00am to 4:30pm)  Additional hours as required.
LOCATION: 5532 MacCorkle Ave SW, South Charleston, WV 25309

National Obligations:
The duties and obligations of the Department Quartermaster shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, and the Department of West Virginia Bylaws.

Department Obligations:
· Officer of Council of Administration
· Committees as typically appointed by the Commander
· Member, Budget & Finance Committee
· Member, Audit Committee
· Member, Investment Committee
· Member, Resolutions and ByLaws Committee
· Member, all committees involving finances
· Required to complete current fiscal year expenditures form and return to HQ by July 31
· Prepare and present a proposed annual budget to the Budget and Investment Committee prior to the June CoA meeting
· Execute budget, based on CoA approval of budget line items, using voucher approval system through the State Commander. 
· The incoming Commander should coordinate desired program changes with the QM before the budget meeting and work to determine sources of funding, when necessary
· Must be approved at a June CofA meeting; otherwise, need CofA gap resolution for payroll and utilities for Headquarters building
· Has accountability for all monies and investments to include reports generated by financial institutions
· Ensure cost saving measures are applied to all expenses
· Disburse salaries and pay all applicable state and federal taxes for Department-level employees
· Department Insurance
· Review and inventory insurance coverage in June or July for the subsequent officer year
· Ensure officer liability insurance policy is maintained
· Know where the policies are located; read actual policies
· Ensure all federal, state, local, unemployment and workers’ compensation forms are submitted and taxes paid on time
· Maintain a clean and safe work environment at the State Headquarters.  Pay all utilities in a timely manner.

ADJUTANT (SALARIED)
COMPANY:	Department of West Virginia,
Veterans of Foreign Wars of the United States, Inc. COMPENSATION: As approved by the CofA annually, PTO for vacation, holiday, and sick days
HOURS: 20 hours per week; Monday through Friday (8:00am to 4:30pm). Additional hours as required
LOCATION: 5532 MacCorkle Ave SW, South Charleston, WV 25309


SEC. 516–Elected and Appointed Officers; Chairmen and Committees

National Obligations:
The duties and obligations of the Department Adjutant shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, and the Department of West Virginia Bylaws.

Department Obligations:
· Officer of Council of Administration
· Committees as typically appointed by the Commander
· Member, Budget & Finance Committee
· Member, Audit Committee
· Member, Investment Committee
· Member, Resolutions and ByLaws Committee
· Maintain and distribute Department publications/reports
· Arrearages Report (Tally Sheet)
· All-State Spreadsheet
· Event Flyers
· Event Programs
· Order Forms
· Bylaws (when revised)
· General Orders (distributed monthly)
· Commander’s Manual
· SOP 
· Department Directory 
A Department Directory should be printed as soon as practicable after the installation of Post and District Officers. The expense of which is to be borne by the Department. Such Directories shall be considered as confidential publications and the distribution of same shall be under supervision of the Department Commander.
· Maintain Department social media and website accounts
· Write and distribute email, correspondence memos, letters, and forms.
·  a file folder system for all Department reports and correspondence
· Develop a file folder system for all Districts and Posts that contains all required reports and correspondence 
· Act as solicitations registered agent
A registered agent is a business or individual designated to receive service of process when a business entity is a party in a legal action such as a lawsuit or summons
· Serves as the registered agent for the National HQ
All registered agent paperwork is handled through the Quartermaster General office of the National HQ
If a post or district relieves a notice of lawsuit or summons, the document must immediately be sent to the department, and to the legal department at VFW National HQ. Timely action is a must when served.
· Process NVS Grant Paperwork
Departments receive Summary of Grant information in March.  These are estimates of the grants the Department will receive for the next fiscal year, based on 
· Includes Veteran Service Grant (restricted)
· Unrestricted Grant
· VFW Store Rebate
· Maintain proof of eligibility on all CoA members and District Senior and Junior Vice Commanders
· Ensure National HQS has on file proof of eligibility on State Commander, Senior Vice Commander, Junior Vice Commander, Adjutant and Quartermaster.

ADMINISTRATIVE ASSISTANT (HOURLY)
COMPANY:	Department of West Virginia,
Veterans of Foreign Wars of the United States, Inc.
COMPENSATION:	As approved by the CoA
HOURS	20 hours per week, flexible scheduling 
LOCATION: 5532 MacCorkle Ave SW, South Charleston, WV 25309

NATURE OF WORK:
Administrative assistant’s responsibilities include preparing reports and maintaining appropriate filing systems. The ideal candidate should have excellent oral and written communication skills and be able to organize their work using tools, like Microsoft Office and office equipment.  A successful administrative assistant should ensure the efficient and smooth day-to-day operation of our office and always adhere to confidentiality policies.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
Position requires superior organizational skills including typing, letter composition, word processing, spreadsheet applications, human relations, and advanced personal computer skills.

TYPICAL DUTIES AND RESPONSIBILITIES:
· Answer direct phone calls.
· Organize and schedule appointments.
· Create and maintain a calendar so appointments will not be missed.
· Assures correspondence adheres to standard layouts of routine business documents and ensures proper spelling and grammar.
·  Assist in the preparation of regularly scheduled reports.
· Maintain the file folder system for all Department reports and correspondence
· Maintain file folder system for all Districts and Posts that contains all required reports and correspondence
· Order office supplies and research new deals and suppliers.
· Maintain contact lists.
· Provide general support for visitors.
· Act as the point of contact for internal and external clients
· Ensure office and remote employees are stocked with supplies needed
· Ability to type 30-40 words per minute.
· Maintain a professional and friendly environment when communicating with others.

JUDGE ADVOCATE
National Obligations:
The duties and obligations of the Department Judge Advocate shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, and the Department of West Virginia Bylaws.

The Department Judge Advocate shall give the Department Commander, Council of Administration and Department Convention such guidance incident to their office and perform such other duties as may from time to time be required by the laws and usage of the organization or lawful orders from proper authority.

Department Obligations:
· Officer of Council of Administration
· Committees as typically appointed by the Commander
· Chair, Resolutions and ByLaws Committee
· Offer parliamentary council at all meetings of the Department so such conventions and meetings are in accordance with Article X of the Bylaws and Manual of Procedure and other applicable parliamentary procedures.
 
CHAPLAIN
National Obligations:
The duties and obligations of the Department Chaplain shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, and the Department of West Virginia Bylaws.

The Department Chaplain shall, during the annual Department Convention, see that fitting tribute is paid to our departed comrades. The Chaplain shall perform such other duties as may be usually incident to the office or as may from time to time be required by the laws and usages of the organization or lawful orders from proper authority.

Department Obligations:
· Officer of Council of Administration
· Committees as typically appointed by the Commander
· Conducts the annual Memorial Service at the Department Convention in concert with the Auxiliary Chaplain. Additionally, co-conducts a pre-service practice 
· Coordinates with Department Quartermaster prior to the convention to ensure all items needed for memorial service are on site for the service
· Participate in VFW Rituals (i.e. Officer Installation, funerals, etc.)
· Administers the Department Chaplain of the Year program.  Selects the Department Chaplain of the Year.
· Visits the sick and disabled members of the Department and makes a report concerning the same
· Participate in any National Chaplain’s programs

INSPECTOR
Post Inspections are interviews where an Inspector advises Post leadership to ensure operations comply with VFW Bylaws and our congressional charter. By collecting data, assessing operations, and sharing best practices, the Inspector guides Post operations to the standard.

National Obligations:
The duties and obligations of the Department Inspector shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, and the Department of West Virginia Bylaws.
1.	Ensure each District, County Council (if applicable) and Post are inspected in accordance with Department and National guidelines.
2.	Receive from each District Inspector all completed inspections.
3.	Review and forward each report and submit recommendation(s) to the Department Commander.
4.	Shall perform such other duties as may be incident to the office or may be from time to time required by the laws and usages of the organization or on lawful orders of proper authority.

Department Obligations:
· Officer of Council of Administration
· Committees as typically appointed by the Commander
· Coordinate with Department Commander on the inspection program prior to the start of the reporting year
· Inform each District Inspector and Commander on expectations and standards
· Provide District Commanders with printed inspection forms at the State Convention for the upcoming reporting period
· Develop a training program for District Inspectors
· Collect inspection reports for each District/Post and forward to Department Adjutant prior to end of the reporting period

DISTRICT COMMANDERS
National Obligations:
The duties and obligations of District Commanders shall be in accordance with Section 418(a)(1) of the National Bylaws and Manual of Procedure, the VFW Ritual, and the 
Department of West Virginia Bylaws.

Department Obligations:
· Officer of the Council of Administration representing the posts within their District
· Present District Report during Council of Administration meetings
· Committees as appointed by the State Commander
· Review weekly arrearages report (Tally Sheet) distributed by the Department A/Q 
· Actively communicate with posts within their District to ensure posts remain in good standing which may include in-person visits, telephonic or digital communication
· In coordination with the State Headquarters, develop schools of instruction to administer at District meetings
· Coordinate with posts at District Conventions - dates, times, and locations of the following year’s District meetings and Convention
· Maintain District-level recruiting equipment and ensure availability for post recruiting events

SERGEANT OF ARMS
National Obligations:
The duties and obligations of the Department Officer of the Day (Sergeant of Arms) shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, the VFW Ritual, and the Department of West Virginia Bylaws.

Department Obligations:
· At CoA meetings:
· Prior to a meeting, displays the Flag of the United States and Bible on the altar, leaving the Bible closed before the start of meetings. Ensure the Department colors are in position and all officer stations are in proper position and in order
· Acts as master of ceremonies according to the VFW Ritual.
· Be the custodian of the Department colors, altar flag, Bible, gavel and such other Department property required for a department meeting.  (Items may be kept at State HQS) 
· Assist the Department Adjutant with setting up for CoA meetings
· At the close of the meeting, assure that all Department property is properly and safely taken care of, as directed by the Department Quartermaster.


OTHER OFFICERS

PAST STATE COMMANDER
The immediate Past State Commander shall perform the duties incident to their office as the Department Commander or Department Council of Administration may require from time to time by the laws and usages of this organization or orders from proper authority.

National Obligations:
Under the authority of Section 522, the immediate Past Department Commander shall also be a member of the Department of the Council of Administration, if provided in the Department ByLaws.  The Department of West Virginia has designated the immediate Past Department Commander as a voting member of the Council of Administration.

Department Obligations:
· Officer of Council of Administration
· Committees as appointed by the Department Commander

SERVICE OFFICER

National Obligations:
The duties and obligations of the Department Service Officer shall be in accordance with Section 518 of the National Bylaws and Manual of Procedure, and the Department of West Virginia Bylaws.

Department Obligations:
· Assist the members of the Department, their surviving spouses and orphans and other worthy cases in obtaining rightful benefits from the federal or state governments. 
· Implements the VFW National Veterans Policy and Procedure and Department programs concerning Veterans’ service. 
· Serves as a liaison with governmental agencies and helps the VFW National Service staff and accredited VFW Service Officers under the Secretary of Veterans Assistance Office, in the State of West Virginia.

Duties and Responsibilities:
· Maintains liaison with appropriate agencies concerning veterans’ entitlements and benefits. Provides advice and technical assistance on policy matters pertaining to those programs as they affect the mission
· Attends conferences as directed with the requirement to articulate VFW policies concerning the Veterans’ entitlements program.

NATIONAL LEGISLATIVE OFFICER

· A three-year appointment selected/approved by State Commander, State Senior Vice Commander, and State Junior Vice Commander
· Focused on national or state legislation.
· Responsible for veteran advocacy, encouraging Action Alert participation, fostering partnerships between legislators, veterans, and veteran groups, and promoting current VFW priority goals. 
· Lobbying respective lawmakers, testifying on veteran-focused legislation, and attending the annual VFW Washington Conference.
· Provide monthly legislative report to National Legislative Services



[bookmark: _Toc231904198]SECTION 3: COMMITTEES

[bookmark: _Toc231904199]SECTION 3.1 STANDING COMMITTEES
The Commander shall appoint such chairpersons and committees as deemed necessary to properly conduct the affairs of the Department. 

Each committee has an appointed chairman. Traditionally, elected Council of Administration (CoA) officers are assigned to chair a standing committee; however, the State Commander can appoint previous members of the council to chair committees, e.g., a Past State Commander.
 
Chairmen will submit their committee reports by email, to the Department Adjutant for the minutes, on or immediately after any Council of Administration meeting. 

AUDIT COMMITTEE
The Audit committee shall consist of not less than three (3) members.  The Department Quartermaster will be in attendance to verify the Quartermaster’s process.
The Council of Administration shall have power to audit the accounts of Department Officers and shall require that the records and accounts of the Adjutant and Quartermaster be audited at least annually, between July 1 and July 31 of that year. 
The Audit committee shall audit, at least quarterly, the books of the Department Quartermaster, and a report of such audits, together with recommendations, shall be made at least quarterly to the Department Commander and the Department Council of Administration.

BUDGET & INVESTMENTS COMMITTEE
The Budget & Investments committee shall consist of not less than three (3) members.  The Budget committee is responsible for reviewing the tentative annual budget prepared by the Department Quartermaster and reviewing the current investment strategy. The incoming commander should coordinate desired program changes with the QM before the budget meeting and work to determine sources of funding when necessary.
The budget chairman, in cooperation with the department quartermaster, the senior vice commander, the junior vice commander, and the surgeon shall prepare and present to the Department Council of Administration a proposed annual budget and/or changes to the investment strategy. The proposed budget must be approved at a CoA meeting prior to the end of the fiscal year; otherwise, the CoA needs to pass a gap resolution until the budget is adopted. 

The committee shall meet twice each fiscal year.
· When voting on proposals, motions, etc., a simple majority will rule.
· The primary function of the Investment Committee is to determine the funds to be invested and decide on the type of investment to be utilized.
· The State Quartermaster is responsible for establishing Certificates of Deposit (CDs) with banks and credit unions that are insured up to $250K on every account by either the FDIC (banks) or the NCUA (credit unions).
· The State Quartermaster will manage the relationship with a brokerage/financial services firm [currently Morgan Stanley] to maintain a diversified portfolio with a low/moderate risk profile 

BYLAWS/RESOLUTION COMMITTEE
The ByLaws and Resolutions committee will be chaired by the Department Judge Advocate and consist of no less than two (2) additional members.
· It shall keep the Bylaws of the Department up to date.
· Review all resolutions submitted to Department Headquarters from the various Districts and make a recommendation to the Department Convention or Council of Administration on appropriate action to be taken.
· Main Motions and Resolutions for the Department Convention must be referred to the Resolutions committee; which is authorized and empowered to return any Motions or Resolutions not properly drawn in accordance with these and National Bylaws; to make substantive alterations, but only with the sponsor’s consent; and to report all resolutions referred to it.
· All recommendations contained in Department Officers Reports must be accompanied by proper and appropriate Resolutions if found necessary by the Resolutions Committee to receive Convention consideration.
· Post and Districts shall submit their proposed bylaws to the Resolutions committee to be reviewed prior to being submitted to the Department of West Virginia or VFW National, to be vetted for compliance with Department and National Bylaws.

CONFERENCE & CONVENTION COMMITTEE
The Conference & Convention Committee typically includes the Senior Vice Commander, Junior Vice Commander, Surgeon, and Department Quartermaster; however, the State Commander determines the composition of the committee during their tenure.  The committee will review the conference & convention future schedule and make recommendations to the CoA and present to the delegates at the State Convention for approval.  The selection of locations should be made at least 3 years in advance for the Department Quartermaster to negotiate a contract to make all necessary arrangements for the entertainment and holding of the Department Convention/Conference.  

[bookmark: _Toc231904200]SECTION 3.2 CHAIRMANS/SPECIAL APPOINTMENTS

MEMBERSHIP CHAIRMAN
The State Commander will appoint a Membership Chairman. The State Junior Vice Commander may be appointed to the position as part of their leadership development.  The Membership Chairman is responsible for the VFW Department of West Virginia membership program. 
· The chairman is responsible for monitoring and reporting on the membership status within the Department on a weekly basis throughout the reporting year.  The Membership Chairman will consult with the State Commander on reporting format and distribution of the weekly reports.
· The Senior Vice Commander (as presumptive next commander) drafts the “VFW Department of West Virginia Membership Program” to include membership goals for the All-State program.
· The SVC collaborates with the Membership Chairman and the Department Quartermaster on the feasibility of Membership Program criteria for the upcoming year (cost of membership awards/challenges, timeline, resources, reporting, etc.).

PROGRAMS CHAIRMAN
The Programs Chairman is responsible for overseeing VFW programs in the department. The State Commander will appoint a programs chairman.  The core programs are:

· Patriot's Pen/Voice of Democracy Audio/Essay Contest
· Smart/ Maher VFW National Citizenship Education Teacher Award
· Public Servant Awards 
· National Veterans & Military Service

Patriot's Pen/ Voice of Democracy Audio/Essay Contest

· Responsible for running the state-level program. Originally created as the Youth Essay Contest, Patriot's Pen asks junior high and middle school students to write a 300 to 400-word essay on a new patriotic theme each year
· Responsible for running the state-level program. Since 1947, the VFW has asked high school students to write and record a 3 to 5-minute essay, on a patriotic theme for the Voice of Democracy program 
· Log In and Learn ScholarsApp (https://scholarsapp.com)
· Promote the program to all levels of the department.
· Communicate program criteria, deadlines, and expectations 
· In coordination with the State Adjutant, submit Department winners to National 
· Collaborate with the State Quartermaster on the banquet program, notifying winners, and getting guest information for the banquet 
· Be sole or co-MC for the banquet

Smart/ Maher VFW National Citizenship Education Teacher Award
The VFW recognizes three of America’s best educators in three (3) categories, (K-5, 6-8, 9-12), who instill a sense of national pride in students. Teachers who promote civic responsibility, flag etiquette and patriotism are prime candidates.
· Responsible for running the state-level program.
· Promote the program to all levels of the department.
· Communicate program criteria, deadlines, and expectations 
· In coordination with the State Adjutant, submit Department winners to National 

Public Servant
The VFW recognizes first responders who promote safety and well-being within the community.  Recipients of this award can fall into three categories – Police, Fire, and Emergency Medical 
· Responsible for running the state-level program.
· Promote the program to all levels of the department.
· Communicate program criteria, deadlines, and expectations 
· In coordination with the State Adjutant, submit Department winners to National for publication of award certificates

Veterans & Military Support 
Coordinate efforts to support our armed forces and serve as the VFW’s representative for the major programs. 

National Obligations:
Support the major VMS programs:
1.	Military Assistance Program (military unit support)
2.	Virtual PINS
3.	Unmet Needs (financial assistance)
4.	VFW "Sport Clips Help A Hero Scholarship" Program

Department Obligations:
· Submit the Chairman’s Report stating activities and informing VFW National of local events and activities reported from the Posts
· In coordination with the State Adjutant, communicate information from VFW National to Districts and Posts
· Coordinates with the Auxiliary Veterans and Family Support Chairman
· Must be familiar with all Veterans & Military Support Programs procedures, forms, reports, program information and the various support materials 
· Establish and/or build relationships with the active military installations, National Guard and Reserves in the State of West Virginia
 
VFW-SVA LIAISON (STUDENT VETERAN)
The VFW-SVA Liaison (Student Veterans of America-SVA) is responsible for promoting the outreach efforts of the Department.
· The State Commander will appoint a student veteran who is a member of the VFW
· The student veteran will coordinate with the Legislative Chair on legislative issues impacting student veterans

NATIONAL HOME CHAIRMAN
The Department of West Virginia currently sponsors the West Virginia House at the VFW National Home in Eaton Rapids, MI.  

· State Senior Vice Commander has responsibility for this program
· Responsible for informing the CoA on annual donations, changes to support, or maintenance requirements affecting the West Virginia House
· Chairman will coordinate with the VFW Auxiliary within the state for support to the program

COMBAT TESTED GAMING (CTG) CHAIRMEN
The VFW’s Inaugural Gaming League Exclusively for Veterans was established in 2023.  The platform is designed to bring service members and veterans the ultimate gaming experience.
Beyond the competition, our leagues are a powerful tool for improving mental wellness, fostering social engagement and skill development in a supportive, inclusive environment. It’s where shared interests build real camaraderie and purpose.

· Responsible for monitoring and maintaining the Discord community platform
· In coordination with the State Quartermaster, develop budget requirements, for the implementation of the program, for approval by the CoA


HOSPITAL REPRESENTATIVE
The VFW has long supported local and national efforts to care for our veterans, never forgetting our greatest duty is “to care for him who shall have borne the battle.” 

· The Department Surgeon is responsible for this program.
· Promote volunteerism at our West Virginia DVA home, and VA hospitals and nursing homes.
· Conduct visits to the four VA Medical Centers (Huntington, Clarksburg, Beckley, and Martinsburg) and three State Veteran nursing homes (Clarksburg, Beckley, and Barboursville) in the State of West Virginia
· Keep the State Commander informed with periodic reports of visits and activities
· Encourage Posts and Districts to support local VA facilities and nursing homes through volunteerism, donations of funds, clothing, personal hygiene needs and other items as desired
· Coordinates with the VAVS Representative for VA Clarksburg
· Nominate stand-out candidates for awards and citations where they have excelled in volunteer service
· Coordinate activities and maintain liaison with the Department of West Virginia Auxiliary President's Hospital Liaison Chairman

Veterans Affairs Voluntary Service (VAVS) Representative

The VAVS Representative for the VFW holds the most prestigious volunteer position representing our organization in their VA medical center.
Volunteer assignments vary depending on the needs of the facility and the direction of the facility's Voluntary Service Program Manager. Voluntary Service Program Managers place volunteers in assignments which permit them to utilize knowledge & skills, offer opportunities for learning, compliment their physical capabilities and contribute to the needs of the facility.
Once accepted, volunteers will be required to complete orientation and receive information concerning assignments, policies and procedures, infection control, fire and safety and liability. Each volunteer will be entered into the Voluntary Service System (VSS) which is used to record volunteer hours. Volunteers should never discuss Veteran benefits eligibility information with a patient.  Veteran benefits counseling is not a VAVS assignment.

PUBLIC RELATIONS
The State Public Relations Chair is the liaison between an organization and the public, primarily focusing on media relations and community outreach. They are responsible for communicating information about the organization’s mission, activities, and policies to the public, while also maintaining strong relationships with media outlets. The director is responsible for:

· Generating media releases (events, legislative stances, crisis management)
· Generating social media content
· Publishing content social media channels.
· Distributing content to traditional media outlets

WOMEN’S VETERANS CHAIRMAN

Ensuring women veterans receive veterans’ benefits and services that honor their brave military service is one of the VFW’s top priorities.   The VFW National Headquarters formed the Women’s Veterans Committee to focus on women veteran-focused concerns, e.g., legislative issues, medical care, or other benefit programs.
· Appointed by the State Commander
· Participate in periodic electronic meetings with other department representatives
· Participate in the Women’s Veteran Committee at the National Convention
· Coordinate with the Legislative Chairman on legislative matters
· Provide periodic updates to the State Commander
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In accordance with Section 213, Article II, National ByLaws: 
Any post in the arears for any financial obligations to the District, Department, or National for fees, dues, poppy money, supply money, failing to have the office of the Quartermaster properly bonded in accordance with Section 703, failing to ensure that the Post is properly insured in accordance with Section 709, failing to submit properly completed quarterly Post Trustees Report of Audit, Post Election Report for the ensuing year, or other obligations, shall be deprived of all representation in District, Department, and National Conventions.  Such representation shall be restored promptly upon proper adjustment of such deficiencies. 

PROGRAM AND REQUIRED REPORTING DEADLINES
Post Quartermaster Bond							August 31
Voice of Democracy/Patriot Pen’s Entries to Post			October 31
Citizenship Education Teacher Entries to Post				October 31
Post Voice of Democracy/Patriot Pen’s Entries to District		November 30
Post Citizenship Education Teacher Entries to District 			November 30
Post Public Servant entries (one each Law/FF/EMT) to District	November 30
District VOD/PP to State HQS						December 20
State Voice of Democracy/Patriot’s Pen winner to National		January 15
District Teacher of the Year entry (one entry only) to State HQS	January 15
District Public Servants of the Year (one each Law/FF/EMT		January 15
to State HQS							
State VOD/PP report to National						January 15
State Citizenship Education Teacher request to National		February 1
for Citation
Public Servants of the Year (Law/FF/EMT) request to			February 1
National for Citation
Chaplain of the Year to State HQS					February 1
The Chapel of Four Chaplains Nomination to State HQS		April 1
Post Scout of the Year entry to State HQS				April 1
Post Requirements for All-State						Mav 1
District requirements for All-State						May 1
Rich Homan Award nominations to State HQS				May 1
All-State Team selected							May 15
Completed Post and District Election Reports to State HQS		June 1
		
QUARTERLY COMMUNITY SERVICE REPORTS
Post Commanders are responsible to report Community Service Statistics on the All-American Dashboard.  Entries can be made by the Post Commander, Senior Vice Commander, Junior Vice Commander, Adjutant or Quartermaster.  The report from the post will automatically upload to the State Headquarters (and National Headquarters).  Posts are to include Auxiliary dollars & hours separately in the All-American dashboard, if applicable.

QUARTERLY AUDIT REPORTS
Post Audits are due to the State Headquarters by October 31 (for reporting months of July thru September); January 31 (for reporting months of October thru December); April 30 (for reporting months of January thru March); and July 31 (for reporting months of April thru June).  The form can be found at the VFW Department of West Virginia website under RESOURCES/FORMS (Website www.vfwwv.com).

POST COMMANDER DISTRICT MEETING/CONVENTION REPORT
Each Post Commander will make a report, utilizing the POST COMMANDER DISTRICT MEETING/CONVENTION REPORT.  The form can be found at the VFW Department of West Virginia website under RESOURCES/FORMS (Website www.vfwwv.com).  Each Post Commander, or designated representative, will present the report at the District Meeting/Convention.

DISTRICT COMMANDERS COA REPORTS
Each District Commander will make a report, utilizing the DISTRICT COMMANDER COA REPORT FORM during each Council of Administration meeting.  The form can be found at the VFW Department of West Virginia website under RESOURCES/FORMS (Website www.vfwwv.com).

AWARDS AND RECOGNITION PROGRAM

COMMANDER’S AWARD FOR EXCELLENCE - DISTRICT OF THE YEAR
The State Commander will determine the criteria for awarding District of the Year and publish as part of their Commander’s manual.  Criteria may include achieving the highest percentage in District membership; completing all District reporting requirements to include community service; or reducing/eliminating arrearages within posts 

COMMANDER’S AWARD FOR EXCELLENCE - POST OF THE YEAR
The State Commander will determine the criteria for awarding Post of the Year and publish as part of their Commander’s manual.  Criteria may include achieving the highest percentage in Post membership; completing all Post reporting requirements to include community service.  The Post who meets All-State Post Requirements, achieves the highest percentage in Post membership, and achieves the highest accumulation of points will receive the Commander’s Award for Excellence at the State Convention.

ALL STATE TEAM
The State Commander will publish requirements for a post to achieve All State.  Selection will require meeting Post All-State Requirements in addition to the highest accumulation of points in their designated category. Designated categories are determined by total post membership in the previous reporting year.  The top-scoring Post Commanders/Quartermasters in each category will receive recognition at the State Convention. The highest scoring All-State Team Commander/Quartermaster will be named All-State Captains and receive recognition at the State Convention.  The State Commander will determine what additional awards will be presented at the State Convention.

RECRUITING AWARDS
Commander’s Award for Excellence in Recruiting
The member who recruits the highest number of new/reinstated members will receive the Commander’s Award for Excellence at the State Convention.  

BUDDY POPPY CONTEST AWARDS (MID-WINTER CONFERENCE)

The first, second and third place in each of the Buddy Poppy display categories will receive monetary recognition at the Mid-Winter Conference. The first-place entries will be eligible to be entered into the Buddy Poppy display competition at the National Convention.

CHAPLAIN OF THE YEAR AWARD
Each year District Chaplains and Commanders are encouraged to solicit nominations for their most deserving post chaplains. The Chaplain selected for each District will receive a certificate of achievement and will be submitted to the Department Chaplain for selection of the Department Chaplain of the Year award. This Department-level award winner will then be nominated for the National Chaplain of the Year Award. If a District does not solicit a nomination, a Post within that District may submit a nomination with the endorsement of the District Chaplain. 
Criteria
1. Performance of Duties:
a.	Exemplary character and conduct: e.g., a person of utmost integrity, professional
execution of duties, dependability, punctuality, and timely submission of reports (e.g., Chaplain report to the National Chaplain Database).
b.	Exemplary performance above and beyond the normal expectations of the position and duties.
2. Personal attitude which is positive and professional in all contacts with others and which
represents the VFW and the Department in the best possible way.
3. Commitment to the ministry and duties of the Chaplain, as reflected by service to comrades and their families and responsiveness to needs.
4. A member of the VFW in good standing with the Post, District, and Department.

Procedure
1. Provide a letter of nomination listing the above information focused on why the chaplain is deserving of recognition. The more information you can provide the better.
2. Use bullet statements listing their achievements and contributions as opposed to only opinions. Compliments about their character and devotion are important but specific facts make your nominee a much stronger contender. 
3. Attach a letter of endorsement from the District Chaplain. District Commander and District Chaplain endorsements will enhance the nomination.
4. Nomination Timelines:
a.	All Nominations should be submitted to the State Chaplain by March 1st.
b.	No more than a two-page letter stating why the Chaplain should be the Chaplain of the year with the above criteria as the guidelines
c.	The Chaplain of the Year Committee will make a recommendation by May 1st.
The Committee Members include the State Chaplain, Past State Chaplain, and the most recent past recipient of the award 
d.	The State Chaplain will review the Committee's recommendation with the State Commander by May 15th.
e.	The State Chaplain will notify the recipient of the award and request they attend the Annual State Convention in June to receive the award. 

RICH HOMAN MEMORIAL AWARD
This award will be presented to an outstanding West Virginia VFW Member for their lifetime achievements with the Membership Program, Community Activities, Youth Activities, Project Chairman and the leadership they have demonstrated at their Post that has brought prestige to the VFW.  All nominations must be submitted in writing to State Headquarters no later than May 1.  All nominations for this award must be submitted in writing to VFW State Headquarters, PO Box 9431, South Charleston, WV 25309. The selection committee will consist of all past Homan Award recipients who will select a Committee Chairman. If there are less than three surviving past recipients, the Committee Chairman will appoint an additional member to the committee.

JROTC CADET SCHOLARSHIP PROGRAM
The Veterans of Foreign Wars, State of West Virginia will be awarded to the top JROTC Cadet in the State. The winning Cadet in the state will be given a monetary award, as determined by the Council of Administration, to be used as needed to further their education (i.e. clothing, books, etc.)
The following criteria has been established for each nominee (only one nominee from each school).
CRITERIA:
1. Positive attitude toward the JROTC Program. 
2. Outstanding military bearing and conduct in and out of uniform.
3. Personal attributes (self-confidence, initiative, flexibility, judgement.)
4. Patriotism, promotes Americanism
5. Courtesy (dependability, punctuality, human relations, respect, cooperation)
6. Growth potential
7. Must be a High School Senior.
8. Must have a minimum GPA of 3.0.
9. Must be active in at least one other student co-curricular activity or club.
The recipient will be selected by a panel appointed by the State Commander.
Nomination packets should include the Nomination Application; Nomination Letter addressing the criteria above; and a current photo, preferably wearing JROTC uniform.  
The application form can be found at the VFW Department of West Virginia website under RESOURCES/FORMS (Website www.vfwwv.com).
All nominations for this scholarship must be submitted in writing to VFW State Headquarters, PO Box 9431, South Charleston, WV 25309.

THE CHAPEL OF FOUR CHAPLAINS
     No tradition of American society is more precious to, or characteristic of, our culture than that of voluntarily reaching out to neighbors in need.  Such selfless service is part of both our civic and our religious heritage.
     This historical event began at Torpedo Junction, the U-boat infested, icy water of the North Atlantic during World War II.  On January 23, 1943, the USAT DORCHESTER, an old coastal steamer quickly pressed into military service, left New York Harbor bound for Greenland.  The DORCHESTER was escorted by three Coast Guard Cutters.  Two patrolled the flanks; the third the TAMPA, was 3000 yards out front.
     Most of the men were seasick and green with nausea.  The weather was bitterly cold with gale-force winds.  Ice began building up on the decks, slowing the DORCHESTER to ten knots.
     Moving among them were four Army Chaplains: George L. Fox, Alexander D. Goode, Clark V. Poling, and John P. Washington.  The Chaplains talked with and listened to the men - - soothing apprehensions, offering encouragement, sharing jokes.  By their concern and their camaraderie with the men and one another, they brought solace.
     On February 2, 1943, the TAMPA’s sonar detected the presence of a submarine.  The captain ordered the men to sleep in their clothing, with lifejackets close at hand.  They were 150 miles from Greenland.  With daylight there would be air cover from the American base.
     It was just after midnight on February 3, 1943.  An enemy submarine fired a torpedo toward the DORCHESTER’s flank.  The missile exploded in the boiler room, destroying the electric supply and releasing suffocating clouds of steam and ammonia gas.  Many on board died instantly; some were trapped below deck.  Others, jolted from their bunks, groped and stumbled their way to the decks of the stricken vessel.  Taking on water rapidly, the ship began listing to starboard.
     Overcrowded lifeboats capsized; rafts drifted away before anyone could reach them.  Men clung to the rails, frozen with fear, unable to let go and plunge into the dark, churning water far below.
     The testimony of survivors tells us that the sole order and the only fragment of hope in this chaos came from the Four Chaplains, who calmly guided men to their boat stations.  They opened a storage locker and distributed lifejackets.  Then they coaxed men, frozen with fear, over the side.  Soon the supply of lifejackets was exhausted.  Several survivors report watching in awe as the Four Chaplains either gave away or forced upon other young men their own lifejackets.
     These four men of God had given away their only means of saving themselves to save others.  The chaplains gathered together and led the men around them in a prayer and a hymn.  They linked their arms together as the slant of the deck became severe.  And just that way, with their arms linked in brotherhood and their heads bowed in prayer, they sank beneath the waves.
     It was an heroic act.  It was not the only heroic act aboard the DORCHESTER, but it was especially significant because of the identity of these four young men:  two Protestants, a Catholic, and a Jew.
     Today, as it has these many years, The Chapel of Four Chaplains serves the memory of these brave men and carries their message of interfaith cooperation and selfless service to every part of our country.
     To recognize and encourage acts of volunteerism, brotherhood, and sacrifice among Americans of every age and station of life, the Chapel established the Legion of Honor Program.  The Legion of Honor Award is given in recognition of exceptional selfless service on the part of an individual which contributes to the well-being of his or her community, and to a spirit of interfaith cooperation.
Members of the VFW and VFW Auxiliary can receive this award.  Nominations for this award should be submitted by January 1.  
Nomination Guidelines:
1.	A nomination should consist of concise but detailed statement which clearly spells out the nominee's acts of selfless service on which their candidacy for membership in the Legion of Honor program is based.
2.	Be specific. A nominee's life history, business or military resume may be background information but does not warrant recognition. Remember, "Above and Beyond" one's title or occupation.
3.	Many people lead commendable personal and professional lives, however, that should not be the sole justification for an award. In your nominating statement, focus on those exceptional acts of selfless service that qualify your nominee for an award.
4.	A nomination should consist of the Nomination Contact Form and a 1-2-page Nomination Summary (Typed, 12-point, black ink, Arial Font). 
5.	The Legion of Honor award will be presented during the State Convention.
6.	Finally, all nominators need to be a current Member of the Four Chaplains Memorial Foundation.
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In accordance with Section 710, Article VII – Miscellaneous Provisions, ByLaws and Manual of Procedures, the Department Commander may require, within their respective jurisdiction, the inspection of any District or Post whenever the Department Commander may believe the best interests of the Organization will be served to ensure compliance with the National Charter, ByLaws, Manual of Procedure, lawful orders of the National Convention , the National Council of Administration and the Commander-in-Chief and the laws and usages of the Organization.  For this purpose, the Department Commander may detail any member within their respective jurisdiction whose duties shall be prescribed by the appointing power.  All books, papers, accounts, records, and proceedings pertaining to the Veterans of Foreign Wars of the United States shall always be subject to inspection.  The Post Inspection process has multiple purposes. The inspection offers training opportunities for post and district officers who may be unfamiliar with reporting requirements.  The inspection is also intended to either confirm compliance, or identify issues with the post’s or district’s ability to meet the following requirements:
· Compliance with federal, state, and local laws
· Control and documentation of monetary and physical assets
· Maintenance of not-for-profit status
· Eligible officers performing required duties with focus on the commander, quartermaster/adjutant, and trustees.
· Adequate Insurance and bonding

While each element of the inspection process is important, the list below describes the critical elements and the requirements for each.
· Maintain current IRS form 990
· Ensure all required licenses are available and current (if applicable)
Bingo
Raffle
Liquor
Business
Document Retention
Other as required
· Control and documentation of monetary and physical assets
· Trustees review financial records monthly
· Trustees complete quarterly reports on time
· Maintain documentation of financial assets
· Maintain documentation of real property and other assets
· Ensure the appropriate approval process is being used for expenditures
· Maintenance of not-for-profit status
· Document community service activities and submit documentation as soon as the activity is completed 
· Eligible officers performing required duties with focus on the commander, quartermaster/adjutant, and trustees.
· Maintain proof of eligibility of all elected and appointed officers
· Review proof of eligibility for membership in the Veterans of Foreign Wars
· Ensure financial reporting is accurate and on time
· Ensure there are acceptable controls in place for post/district finances
· Adequate Insurance and bonding
· Ensure post/district members that have access to finances are bonded at the correct level
· Maintain liability insurance as required 
· Maintain other insurance as required to cover facilities, automobiles, and etc.  (Ensure State and National HQS are listed as additional insured on the policy)

INSPECTION PROCESS
Inspecting all posts is difficult due to the total number of posts and geographic distances.  The effectiveness of the inspection is dependent on the inspector taking an objective approach to the process.  
· District Commanders will appoint an Inspector.  District Inspectors will attend a School of Instruction conducted by the Department Inspector to understand the inspection process. The Department Inspector will coordinate with the inspectors to develop the inspection schedule. The schedule will be reviewed monthly to ensure inspections are completed in a timely manner. Inspectors will commit to an unbiased and accurate inspection process.   

· Monthly reporting by the Department Adjutant/Quartermaster on posts, in arrears, will be used to identify non-compliant posts.  The Department Senior Vice Commander will have oversight of these reports and attempt to contact districts/posts to ensure reporting compliance.  These reports will also be forwarded to the Department Inspector monthly. The Department Inspector, in coordination with the Department Senior Vice Commander and Adjutant/Quartermaster will update the Department Commander monthly, sooner if necessary, to determine if a post requires an inspection.  Districts in non-compliance will be inspected by a Department Officer.

· Non-compliant posts will be inspected by trained inspectors.  Issues identified will be immediately forwarded to the District Commander and the Department Inspector.  For posts, the District Commander will coordinate with the post to develop a corrective action plan that will be used to resolve the issue(s).  The date of re-inspection will be included in the corrective active plan.

· Non-compliant districts will use the same process with the exception the Department Commander will manage the resolution process, in coordination with the Department Inspector.

· Posts or districts found to be not in compliance with requirements will be subject to suspension by the Department Commander. 
 
HOW TO SET UP FOLDER FOR POST INSPECTOR
DISTRICT/POST COMMANDERS

Section 1.	Copy of IRS Letter, 990's/940's/941's, WV Worker's
Unemployment Compensation, WV Worker's Compensation, and Licenses (Alcohol, Video Lottery, Bingo/Raffle/Business Registration, etc.)
Section 2.	Minutes of District/Post Meetings
Section 3.	Department General Orders/Correspondence
Section 4.	Council of Administration Correspondence (if applicable)
Section 5.	Officers Proof of Eligibility and Election Report
Section 6.	District Meeting Report Form/Sign in Form (if applicable)
Section 7.	District/Post performance Correspondence
· Community Service Reports
· Post QM Bond and Post Asset Sheet
· Current year Quarterly Audit Reports
· Post Commander Quarterly Reports
· Other Department Requirements
Section 8.	Individual District/Post Correspondence
· Past Post Inspection Reports   Copy of Post By-Laws
· Copy of Department By-Laws
· Post Correspondence
· Articles of Incorporation
Note - An 8 tab index folder is best to use to set up these 8 sections. Under section 8, recommend setting up an index section for each Post and have them in numerical order.
 
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 				7 years 
Accounts payable ledger 					7 years 
Accounts receivable ledger 				7 years
Annual financial reports					Permanent 
Annuity & deferred payment plans 			Continuing Record
Audit reports, annual					10 years 
Audit reports, periodic 					2 years
Audit work papers 						5 years
Balance sheets						5 years 
Bank deposit slips						5 years 
Bank statements 						5 years
Bills of lading 						2 years
Bonds - Fidelity 						3 years after termination
Bonds - Surety 						3 years after termination
Budgets 							5 years
Bylaws 							Until Suspended
Cancelled checks 						7 years
Cash receipt records					7 years 
Certified annual financial statements 			Permanent
Community activity reports					3 years 
Contracts 							7 years after termination
Correspondence, executive 				10 years
Correspondence, general 					3 years
Depreciation schedules 					Permanent
Election of Officer Reports 					5 years
Employee records 						4 years after termination
Employee contracts 					7 years after termination
Employee withholding records 				7 years
Employee accident reports 				30 years after settlement
Employee insurance records 				11 years after termination
Employee termination 					7 years
Entertainment, gift & gratuity records 			3 years
Expense vouchers 						7 years
Fidelity Bonds						3 years after termination
Financial reports, periodic 					2 years
Financial reports, annual 					Permanent
Freight bills 							3 years
Freight claims 						2 years
Garnishments						7 years after termination 
General ledger 						Permanent
Income statements, annual 				Permanent
Income statements, periodic 				2 years
Incorporation papers 					Permanent
Inspection reports 						3 years
Insurance records, general 				4 years after Policy expiration
Inventory records 						Permanent
Labor Cost Records 					3 years
Lease Records 						3 years after termination
Membership Applications 					Permanent (see note 1)
Membership Rosters 					5 years
Minutes of Post Meetings 					5 years (see note 2)
Payroll register 						7 years
Periodic financial reports 					2 years
Petty cash records 						3 years
Property records 						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 "deadfiles" once the quarterly and annual audit reports are completed. However, it is recommended that they be retained for a period 3 years, should a detailed reconstruction of the Post's financial situation he 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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[bookmark: _Toc231904204]6.1 OPERATION OF PHYSICAL LOCATION  

The Department Headquarters is physically located at 5532 MacCorkle Ave SW, South Charleston, WV 25309.  The Department Quartermaster has responsibility to ensure the property is adequately maintained and equipment is in good working.  If an expenditure is required for the maintenance of the building or required additional equipment, the Department Quartermaster will place a motion before the delegates at the State Convention or the Council of Administration (between state conventions) to ensure prompt resolution.  All effort should be made to reduce unnecessary expenses/equipment to operate the headquarters.

The Department Commander may appoint a special committee, as necessary, to conduct an analysis of long-term planning and financial requirements to ensure the building is adequately maintained and equipped to conduct the business of the organization.
 
The Department Adjutant is responsible for the retention/safekeeping of Department records.

[bookmark: _Toc231904205]6.2  BUSINESS OPERATIONS

Currently the Department of West Virginia provides salaried and hourly employees to conduct day-to-day business of the organization - Department A/Q and the Administrative Assistant, respectively. Department A/Q has direct responsibility for assigning duties to the Administrative Assistant.

The business of the organization is cyclic in nature with deadlines established by the National Headquarters and the Department.  Most of their duties are detailed in their job descriptions.  However, as an organization there are actions that must be taken at the beginning of the reporting year through the end of the reporting year.  If the delegates elect a new Department Quartermaster there are actions that must occur to ensure a smooth transition.  The list below provides those actions.  This list is not all-inclusive but provides a framework for the transition.

· Ensure all financial accounts are transferred into the name of the new Department Quartermaster, including liquid assets (checking accounts) and non-liquid assets (investments).  This action should occur within the first 30 days of assuming the position.
· Maintain a list of Subscription services used by the Department to include password-protected services.
· Maintain a master file of monthly and annual expenses to include utilities and equipment rentals to ensure prompt payment.  The Department’s accounting processes, e.g., Quikbooks, should not be the main source of information on expenses.
· Coordination with the accountant to ensure processing of pay for employees and other financial tax issues are done in a timely manner to avoid financial tax implications.
· The Department currently has two vehicles.  The vehicles are assigned to the Department Commander and the Department Quartermaster.  Both vehicles need to be properly maintained.  The replacement of each vehicle will be determined by total miles driven; required maintenance to keep vehicles operationally safe; and overall appearance.  If there is a need to replace a vehicle, the Department Commander and Quartermaster, in coordination with the Budget Committee, should present a plan to the CoA to include overall cost of new vehicle and source of funding.  The Department should establish a long-term strategy within the budget to ensure funding is available when a vehicle requires replacement.  Any marketing decals on the vehicle should be part of that strategy.  
 
[bookmark: _Toc231904206]6.3  REPORTING

The Department Adjutant is responsible for the flow of information between National Headquarters and the Districts/Posts.  This also includes flow of information to the Auxiliary, as needed.  Below is a non-inclusive list of information between the organizations.


· Distribution of the National Commander-in-Chief and the Departments Commander’s Manual.  The Senior Vice Commander at each level (National and Department) is responsible for the publication of these two documents.  The Department HQ should receive documents no later than May 1 to ensure distribution at the State Convention.  Additional distributions can occur at the first District meeting of the reporting year to reduce mailing costs.  
· Publication of the Department Directory should be completed prior to the State Convention.  Post/District Elections are held in April of each year.  If districts/posts submit their elections reports in a timely manner (no later than June 1) the information should be available to complete the directory for distribution at the State Convention or first District meeting of the reporting year.  This also requires the Auxiliary to provide updated information in a timely manner.
· Submission of reports to National HQ at the conclusion of the State Convention which includes election report and any ByLaw changes approved by the State Delegates.  
· Publishing monthly general orders.  The Department Commander should provide guidance on topics.  The general orders should be published no later than the first day of the month.  Distribution of the general orders is electronic to CoA, Past State Commanders, Districts, Posts, and Auxiliary.  The general orders should be uploaded onto the Department of WV website for electronic viewing.
· Weekly Tally Report should be sent to the District Commanders (and CoA).  This report contains arrearages at the post level on accountable officer bonds, post property insurance, annual federal tax filings, election reports and quarterly audit reports.  It provides a resource tool for District Commanders to engage with Posts on potential areas of concern.  It provides information to the Department Inspector to focus inspections on posts with excessive arrearages.  This report proves an early warning system to prevent posts being placed on suspension, or potential charter removal.
· Weekly Membership Report should be sent to the District Commanders (and CoA).  This report is generated by the Membership Chairman.  
· Monthly Legislative Report is generated by the National Legislative Officer and submitted to the Department Adjutant no later than the 5th day of the month to allow for upload to the National database.  
· Committee Reports.  Standing Committees and Special Committees meet prior to CoA meetings at the State Convention and Mid-Year Conference.  Committees will brief the CoA or State delegates to include any motions requiring consideration by the voting members.  











 


[bookmark: _Toc231904207]Department of West Virginia Veterans of Foreign Wars of the United States Bylaws
ARTICLE I
Name and Jurisdiction

Section 1:	This subdivision of Veterans of Foreign Wars of the United States shall be known as the Department of West Virginia, Veterans of Foreign Wars of the United States.
Section 2:	The jurisdiction of this Department shall conform to the territorial boundary limitations of the State of West Virginia.

ARTICLE II
Objects

The objects of this Department are fraternal, patriotic, historical, charitable and educational, to preserve and strengthen comradeship among its members; to assist worthy comrades, to perpetuate the memory and history of our dead, and to assist their surviving spouses and orphans, to maintain true allegiance to the government of the United States of America, and fidelity to its Constitution and laws; to foster true patriotism; to maintain and extend institutions of American freedom; and to preserve and defend the United States from all of her enemies.

ARTICLE Ill
Authority

Section 1:	The supreme power of this Department shall be vested in the National Convention of the Veterans of Foreign Wars of the United States; and the Department shall at all times be governed by the Congressional Charter, Bylaws and Manual of Procedure adopted by said National Convention, mandates of the National Council of Administration and orders of the Commander-in-Chief.

Section 2:	The Department shall be governed by a Department Convention subordinate to the National Convention and lawful orders of the Department Council of Administration and/or Department Commander.

ARTICLE IV
Department Convention

Section 1:	The Department Convention shall be composed of those specified in the National Bylaws and Manual of Procedure.

Section 2:	The voting delegate strength of each Post of the Department shall be one (1) delegate for each thirty (30) members or fraction thereof, in good standing with the Department as of March 31st.

2

Section 3:	Each Post shall pay a Department Convention delegate fee of five dollars ($5.00) for every delegate each Post is entitled and five dollars ($5.00) for the Post Commander not less than fifteen (15) days prior to the convening of the convention. Such delegate registration fee of Posts and the Post Commander fee shall be placed in the Department Convention Fund and used to help defray expenses incurred by the Department at said Convention. Any Post failing to comply shall be considered delinquent and in arrears and shall be deprived of all representation until arrearages are resolved.

ARTICLE V
Officers
Section 1:  Elected and Appointed Officers:

(a) The elected officers of the Department shall be the Commander, Senior Vice Commander, Junior Vice Commander, Quartermaster, Surgeon, Judge Advocate and Chaplain.

(b) The Commander shall appoint an Adjutant, Inspector, Service Officer, Chief of Staff and Officer of the Day.

Section 2:	The duties and term of office of the Department officers shall be those prescribed by the National Bylaws and as the Department Bylaws may hereafter provide, and as the Department Convention may direct.

Section 3:	In addition to the duties of the Department Officers prescribed in the National Bylaws, the following officers are charged with the following specified duties and responsibilities:

(a) The Department Commander shall be required to obtain a year-end financial report prior to July 31, certified by the Audit Committee, of the Department Quartermaster's annual receipts and disbursements of funds, annual inventory, location, and evaluation of all real and personal property belonging to the Department.

(b) The Department Quartermaster shall prepare a Financial Report complete in every detail, covering all receipts, disbursements, real and personal property belonging to the Department, and submit said report to the Audit Committee and Council of Administration every quarter.

ARTICLE VI
Department Districts

Section 1 :  The delegates of the State Convention shall determine the number of Districts and the geographical boundaries established in the Department. Changes to the geographical boundaries of a District shall not take effect until the close of the annual Department Convention. A Charter shall be issued by the Commander-in-Chief and countersigned by the Adjutant General.

Section 2:	The Districts shall function as provided in the Congressional Charter, Bylaws and Manual of Procedure, except:

(a) At least three (3) District Meetings shall be held each fiscal year by Districts for the purpose of promoting schools of instruction for Post Officers and for the discussion of problems affecting the welfare of the Veterans of Foreign Wars within the District.

The voting delegate strength of each Post of the District Convention/Meeting shall be one
(1) delegate for each thirty (30) members or fraction thereof, in good standing in the Post as of March 31st. The District Quartermaster shall verify the delegate strength of each Post using the month-end membership report immediately prior to the convening of the convention, with such additions as may be necessary by new Posts only. Such report shall be used to determine delegate strength for meetings during the ensuing year. Delegates and alternates of each Post shall serve as delegates throughout the year provided they remain members in good standing in the respective Post within the District.

ARTICLE VII
Department Council of Administration

Composition: The Council of Administration shall consist of the Commander, Senior Vice Commander, Junior Vice Commander, Adjutant, Quartermaster, Chaplain, Surgeon, Judge Advocate, Inspector, Chief of Staff, District Commanders and the immediate past State Commander.

Meetings: The Department Council of Administration shall meet in regular session at least three (3) times per year, and at such other times as directed by the Department Commander or the Council. There shall be a Council of Administration meeting held on the evening preceding the opening day of the annual Department Convention for the purpose of unfinished business.

ARTICLE VIII
Committees of the Department

Section 1:	The following Standing Committees are hereby created:

[bookmark: (a)__The_Department_Legislative_Committe]Budget Committee: The Budget Committee shall consist of the current Department Commander, Senior Vice Commander, and two appointed persons knowledgeable in financial administration. The Department Quartermaster shall prepare a tentative budget for the financial operation for the ensuing year and present it to the Budget Committee. The duties of this Committee shall be to study carefully the budget of the previous year and the actual expenditures. They shall anticipate the income for the ensuing year, prepare and recommend to the Council of Administration for the ensuing year the adoption of a budget to govern the Department expenditures accordingly.
Audit Committee: The Department Commander shall appoint an Audit Committee consisting of one (1) Past State Commander and two (2) individuals competent in basic accounting practices to perform a quarterly audit of all receipts, disbursements, real and personal property at Department Headquarters and certify the year-end report in writing prior to the last day of July of the current year.
Department Conference and Convention Committee:
The Conference and Convention Committee shall consist of the Department Commander, Department Adjutant/Quartermaster and three (3) members in good standing appointed by the State Commander.

This Committee will be authorized to research and recommend contracts as far as 3 years in advance with an out clause in the third year.
When it is untimely to secure the vote of the Convention delegation, the
The Council of Administration may enter into contract for the Department Conference or Convention, not to exceed two (2) years. Additional years must be ratified at the Department Convention by the delegation.

General Resolutions and Bylaws Committee: The Resolutions and Bylaws Committee shall consist of the Department Commander, Department Senior Vice Commander, Department Judge Advocate, Department Chief of Staff and Department Adjutant/Quartermaster. The Chairman of the committee shall be appointed by the Department Commander. This committee shall review all proposed general resolutions and Bylaw changes and/or amendments for compliance with the National Bylaws and Manual of Procedure, prior to submission to the delegates at the Department Convention.

Membership Committee: A Membership Committee Chairman shall be appointed by the Department Commander. The Committee Chairman shall develop programs and activities presented to the Department Commander for possible acting upon for the purpose of recruiting members and retaining existing members. The Chairman shall promulgate membership goals and accomplishments throughout the year and at District and Department meetings as appropriate.

 (f) Credentials Committee:  The Department Commander shall appoint, prior to the  convening of the Department Convention, a Committee on Credentials; said Committee to consist of three (3) comrades entitled to vote at the said Convention. The Committee shall examine and report to the Department Convention on the credentials of members present and shall determine which delegates are entitled to participate in the Convention.
	(g) Southern Conference Committee: The Department Commander will cast the delegate strength voting at the Southern Conference determined by the delegates at the Department Convention. If the Department’s decision cannot be honored by the delegates due to unforeseen circumstances, the delegates at the Southern Conference will caucus to determine the allocation of the delegate strength.

Section 2:	All other Department activities shall be carried out through the medium of necessary Committees appointed by the Department Commander.

Section 3:	The Department Commander shall be a member of all Committees, ex-officio, and shall be entitled to vote and their presence shall be counted for the purpose of constituting a quorum.
Section 4:	Additional Committees: The Department Commander may appoint such additional Committees as they may deem to be desirable to carry on and expedite the work of the organization and also designate such Committee as may be authorized by the Department Convention enactment.






ARTICLE IX
Department Convention Reports and Resolutions

Section 1:	At each annual Convention all Department Officers and all Committee Chairman shall submit their written reports to the Department Adjutant. 

[bookmark: Section_2:__If_any_Officer_or_Committee_]Section 2:	If any Officer or Committee Chairman submits a report containing any specific recommendation, a resolution covering such specific recommendation shall be submitted therewith.
[bookmark: Section_3:_The_quorum_for_the_Convention]
Section 3:	The quorum for the Convention business shall constitute not less than one (1) delegate from at least fifteen (15) Posts in the Department.

Section 4:	All resolutions shall be in the hands of the Department Adjutant thirty (30) days prior to the convening of the Department Convention. All such Resolutions shall be referred to the General Resolutions and Bylaws Committee for review and provide a recommendation to the Convention body.  An announcement of all proposed Resolutions and Bylaw changes shall be made in the General Orders that the proposed changes are available on the Department website for review.

Section 5:	All resolutions, other than resolutions of appreciation, sympathy and condolence, presented after the convening of the Department Convention must have the unanimous approval of the Department Convention in regular session before any such resolution may be considered by the appropriate Committee, provided, however, the subject matter which has arisen to be classified as emergency resolutions may be presented, but must be approved by the Resolutions Committee before presentation.

ARTICLE X
Department Finance

Section 1:	The Department Dues Per Capita 

	(a)  Continuous Members: Shall be twelve dollars and twenty-five cents ($12.25) per year. 
	(b)  Department Members at Large: Shall be twenty-four dollars ($24.00) per annum on each member in good standing as a member at large.
	(c)  Life Members: Life Member payout shall be determined by the National Headquarters Life Membership Board of Trustees and approved by the National Council of Administration.
Section 2:  All Department Officers handling funds of the Department shall be bonded in accordance with the National Bylaws.


ARTICLE XI
Publication and Official Notices

Section 1:	General Orders of the Department Commander and official notices of the Department in printed form and/or electronically published shall be full and lawful notice to all officers and members of the Department for all purposes.

ARTICLE XII
Bylaws

Section 1:	These Bylaws may be amended or altered only by the Department Convention and then only by a vote in favor thereof by two-thirds (2/3rds) of the present and voting delegates to the Department Convention as reported by the Department Credentials Committee; provided, however, that any such proposed amendment first has been submitted by the Department Adjutant to all Posts, District Commanders, and Department Officers, by publishing in either hard copy or electronic form
 forty-five (45) days prior to the convening date of said Department Convention. 

Section 2:	Wherever these Bylaws or subsequent amendments may be found to be in conflict with the present or any future National Bylaws, the latter shall prevail and be binding upon this Department as though written herein.

Section 3:     All Bylaws heretofore enacted and not embodied in these Bylaws are hereby repeated, and there shall be no provisions in these Bylaws in conflict with the National Congressional Charter, Bylaws and Manual of Procedure, and if such is in conflict with the National Congressional Charter, Bylaws and Manual of Procedure, those in conflict therewith, shall be null and void.

ARTICLE XIII

Two or more Posts in the Department of West Virginia may consolidate as provided for in Section 209 of the National Bylaws and Manual of Procedure.


RICHARD HOMAN, Chairman


Approved:	For the Commander-In-Chief
7/03/1953	JULIAN DICKINSON, Adjutant General

Amended to June 30, 2002	Amended to September 19, 2014
Amended to June 30, 2003	Amended to June 25, 2015
Amended to June 30, 2005	Amended to June 16, 2018
Amended to June 30, 2006	Amended to June 14, 2019
Amended to June 30, 2007	Amended to June 19, 2021
Amended to June 30, 2008	Amended to June 18, 2022
Amended to June 30, 2011	Amended to June 22, 2024
Amended to June 30, 2013	  Amended to June 21, 2025REVIEWED
FOR THE COMMANDER-IN-CHIEF

_______________________________ ASSISTANT ADJUTANT GENERAL
BY	, DIRECTOR
ADMINISTRATIVE OPERATIONS
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