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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 atten-
tion 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.    	

					   
  
	 Allen “Gunner” Kent	 Lawrence M. Maher
	 Adjutant General	 Quartermaster General

Veterans of Foreign Wars of the United States
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Attention Post Quartermasters 

Important Member 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 contact your 
Department Headquarters.

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.

Please Review the Form 990 section under “Federal Tax Information” regarding federal mandated regulations. 



4

Table of Contents
Post Adjutant

	 Page
Qualifications of a Post Adjutant ........................................................................................................................  6
Duties of the Post Adjutant ................................................................................................................................  6
Tools of the Trade ..............................................................................................................................................  7
Application Cards ................................................................................................................................................ 7
Minutes ............................................................................................................................................................... 7
Communications.................................................................................................................................................  7
Accurate Records and Good Housekeeping ...................................................................................................... 7

Post Quartermaster
Qualifications of a Post Quartermaster .............................................................................................................. 8
Duties of the Post Quartermaster ....................................................................................................................... 8
Control of Clubroom Funds (section 709, National By-Laws)............................................................................. 9
Insurance............................................................................................................................................................. 9
Taking over as Quartermaster............................................................................................................................. 9
Clear and Accessible Records .......................................................................................................................... 10
Authority to Disburse ........................................................................................................................................ 10
Vouchers/Orders ............................................................................................................................................... 10
Financial Reports .............................................................................................................................................. 10
Action on the Quartermaster’s Report .............................................................................................................. 10
Bonds ................................................................................................................................................................ 11
VMail.................................................................................................................................................................. 11
eMembership..................................................................................................................................................... 12

Financial Reporting/Forms
Uniform Systems of Post Records and Accounts ............................................................................................. 13
Receipts, Expenditures and Distribution.......................................................................................................15-16
Miscellaneous Receipt Form ............................................................................................................................ 17
Financial Statement .......................................................................................................................................... 17
Quartermasters Detail of Receipts & Disbursements ....................................................................................... 17
Post Trustees Report of Audit ......................................................................................................................18-19

Federal Tax Information
Income Tax Issues for Exempt Organizations .................................................................................................. 22
Group (“Blanket”) Exemptions........................................................................................................................... 22
Form 990 .......................................................................................................................................................... 23
Form 990-T ....................................................................................................................................................... 23
Gambling/Bingo................................................................................................................................................. 24
Department of Treasury Advisory...................................................................................................................... 24
Warning for VFW Posts..................................................................................................................................... 24
Payroll Taxes...................................................................................................................................................... 25

Miscellaneous
Record Retention Guidelines........................................................................................................................26-27
Ideal Accounting System................................................................................................................................... 28
Post Inspection ................................................................................................................................................. 28
Post Inspection Form......................................................................................................................................... 29
Statement of Policy (Operation, Management and Control of Clubs and/or Canteens) .................................. 30
Insurance........................................................................................................................................................... 30
Ordering Mailing Labels, Rosters and Printouts................................................................................................ 31
Order Form ....................................................................................................................................................... 32



5

Member Dues Processing
	 Page
Guide to Member Dues Processing................................................................................................................... 33
Contact Information........................................................................................................................................... 33
Pertinent Information......................................................................................................................................... 34
Dues Payments................................................................................................................................................. 34
Membership Application..................................................................................................................................... 35
Member Change Request Form........................................................................................................................ 35
Post Transfer-Member Declaration.................................................................................................................... 36
Post Quartermaster Transmittal Summary........................................................................................................ 36
Post Continuous Transmittal Form.................................................................................................................... 36
Quarterly Post Reports...................................................................................................................................... 37
Electronic Deposits............................................................................................................................................ 40
Online Reports................................................................................................................................................... 41
Annual Membership Cards................................................................................................................................ 41
Dues Notices..................................................................................................................................................... 41

Life Membership
Life Membership Applications............................................................................................................................ 42
Life Membership Cards...................................................................................................................................... 42
Life Membership Installment Plan...................................................................................................................... 43
Life Membership Transfer.................................................................................................................................. 44
Replacement Life Membership Cards............................................................................................................... 44
Personalized Life Member Cards...................................................................................................................... 44
Aluminum Life Member Cards........................................................................................................................... 44
Legacy Life Membership.................................................................................................................................... 45
Legacy Life Installment Plan.............................................................................................................................. 45
Web Sites Contact Information.......................................................................................................................... 46

Emblem & Supply Department
 

Emblem and Supply........................................................................................................................................... 47
Discounts for New Life Members....................................................................................................................... 47
Discounts with Perpetual Post Charter.............................................................................................................. 47
VFW Emblem Protected by Federal Law.......................................................................................................... 48
Supply Order Blank.......................................................................................................................................49-50
Miscellaneous Supplies..................................................................................................................................... 51

Buddy Poppy
Buddy Poppy..................................................................................................................................................... 52


