EMBER DUES PROCESSING

e® YOUR GUIDE TO MEMBER

CONTACT INFORMATION
Dues Processing phone inquiries

can be made toll-free by calling:
1-800-963-3180

Dues Processing Fax: 816-968-1115

Dues Processing E-mail Inquiries:
memberduesprocessing@vfw.org

Annual dues packages sent by package
delivery or express mail, address to:
Dues Processing Department

VFW National Headquarters

406 W. 34th Street, Suite 316

Kansas City, MO 64111

All Life Membership payments
should be sent to:

Life Membership Department
VFW National Headquarters
406 W. 34th Street, Suite 316
Kansas City, MO 64111

Life Membership E-mail Inquiries:
lifememberprocessing@vfw.org

Name and address corrections
should be sent to:

Circulation Department

VFW National Headquarters

406 W. 34th Street, Suite 316
Kansas City, MO 64111
dataentry@vfw.org
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DUES PROCESSING

A major part of your responsibility as Post
Quartermaster is to process member dues

in a timely manner. This entails knowing what forms
to fill out and when. The information contained in
the following pages will serve as your guide to
Member Dues Processing. Everything you need to
know is right at your fingertips, including examples
of forms you will be using throughout the year. The
instructions for forms are included on the same

page as the example, or adjacent page.

And remember that in this age of technology,
nearly everything can be done online. (Only the

life member installment plan can’t be processed
online.) Furthermore, be sure to sign up for V-Mail
and receive up-to-the-minute information from VFW
National Headquarters. It's all designed to make

your job as Quartermaster a little easier.



PERTINENT INFORMATION
TO HELP US HELP YOU

Did you know that VFW’s Member Dues Processing Department
receives 5,000 letters a day? About 75% of those are membership
renewals. That's a lot of mail. When procedure isn't followed in the
field, 23% of the mail has to be opened by hand, costing VFW time
and money.

Furthermore, a dues check for the incorrect amount actually oG
costs the organization money. It costs $15 to process a $10 '
refund. Additionally, this increases the turn-around time '
in updating membership rosters.

So before you mail an envelope to the Member
Dues Processing Department at VFW National ! S A——

Headquarters, find out how you can do your part and PY

help save your organization money. ee PROCESSING ENROLLMENT
AND OTHER ISSUES

Follow these time-saving measures:

+ Stress the Online Membership System - it is a very powerful Below are the answers to questions you
Quartermaster tool and results in instantaneous processing via are sure to be asked during your tenure
the web. as Quartermaster:

+ Encourage your members to mail their dues notice and *  Processing time begins the day the mail is
payment directly to National Headquarters. This allows us to received at National Headquarters, and is
use the system as it was designed. based on a normal five-day work week.

+ Do not include extra paperwork in the envelope.

+ Use the appropriate form because new, continuous or «  After a payment is processed, a membership
life members are all processed differently. card will be mailed to the member the

+ Write the check for the correct amount, not for multiple following business day.
items. Meaning, do not include a payment to VFW’s
Supply Department with a dues renewal. «  New, reinstated or transfer members,

+ Double-check Social Security numbers and names. address changes or exceptions may take

up to 10 days to process.
EXPEDITING DUES PAYMENTS *  Additional Member Dues Processing forms
can be attained several ways.

The fastest, most convenient way to pay dues is online. VFW's 1. Forms are available online for printing or
Member Dues Processing Department accepts all major credit saving to your computer. Go to www.vfw.org
cards, including American Express. You can also pay online through and sign in. Go to the OMS system and
your Post bank account by setting up a "Payment Profile." This new click on Leadership Reference Guide and
feature allows payment of dues by ACH debit (bank account) or then Forms.
credit card. Rest assured, online payments to VFW are completely 2. Make a request through your Department
secure. Headquarters.

If you opt for writing a check, be sure to follow the measures
reviewed above. *  APost requesting the member’s card must

For more information on Member Dues Processing, submit the request in writing. These will only
call toll-free 1-800-963-3180, fax 816-968-1115 or e-mail be processed on the third Friday of each
memberduesprocessing@vfw.org. Life membership inquiries month (when received by the 3rd Thursday
should be e-mailed to lifememberprocessing@vfw.org and data for processing).
entry questions should be directed to dataentry@vfw.org.

By mail, the address is: Member Dues Processing Department, *  Duplicate payments, received from the
VFW National Headquarters, 406 W. 34th St., Ste. 316, Kansas Member or the Post, will be processed and
City, MO 64111. If writing in regards to Life Membership or extend the membership “Paid Through Date.”

Circulation, replace “Member Dues Processing” in the address
line with the department to which you are writing.
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VFW MEMBERSHIP APPLICATION - All new membership

La/ payments by credit card or ACH debit.
Refer to the Web Sites for Everyday
Use on p. 47 for more information.
If you'd still rather mail in your
forms and payment, here’s how:

+ Complete the form by providing full and
accurate information.

* Indicate whether the member is new,
reinstated or transfer.

* Provide recruiter's name and membership
card number, if applicable.

* If member dues are being paid by credit card,
please complete the area provided for credit
card authorization.

+ Membership Application Forms forwarded by
the Post should only include National and
Department dues amount. The Post should
retain its portion of the dues payment.

* Do not forward new member admission fee to
National Headquarters. The Post Quartermaster
should transmit the admission fee to Department
Headquarters. If the fee is received at National
Headquarters, it will be considered a payment
overage.

+ Top copy is for National Headquarters use and
should accompany the Post Quartermaster
Transmittal Summary Form (PQMT-01).

+ Atemporary receipt (which is found on the
Post's copy) is given to the member.

* Retain second copy of the membership
application form for your Post records.

Please note: A completed Member Change
Request form, signed by the Post Quartermaster,
must also accompany all member transfers.

Name . _ email Gender (M) (F) . .
T oo ) applications must
Address " Home of Record yom = L .
ress ress
g be signed by the
City State Zip City State Zip " <
Date of Birth Phone SSN (Optional) Eg g — Post Quartermaster.
Military Service [ Amy [ AirForce [] Coast Guard Current Status: [ veteran [ National Guard/ Reserve E% O
[ New [0 Marines O Active Duty §§‘ 24
o W
Qualifying Service z %’_ 8 [
O Pre-World War Il [ Korean Service 1950 - 54 [ Desert Shield/Storm 1990 - 1995 O Afghanistan 2001- | S8 3 -
O World War I Korea Defense Service 1955 - O Bosnia/Kosovo 1995 - O iraq 2003 - =3 O ‘
O post-wwil Occupation 1945 - 55 (Europe, Korea, Japan) [ Vietnam 1958 - 75 [ Global War on Terrorism - EXPEDITIONARY 2001 - E é O
O Post-wwil Occupation 1945 - 90 (Berlin) O Expeditionary Operations 1958 - 2 T < \‘
]
Qualified Recipient Of: [ Imminent Danger/Hostile Fire Pay* (Where) [ SSBN Nuclear Deterrent Patrol* E g E ‘ * Avai Iable on
*Period Covered: (Required for applicants with no other reported qualifying service). ; E a ‘ req uest from the
- x
O New PostNo.—— [ Reinstate  ID# O annual O tfe O Life 12 Mo Installment 5 S e § . .
O Transfer From Post No. To Post No. "z? E g E . Natlonal MemberShlp
= » S e
Recruiter (Please Print) Recruiter Card No.. % L s Department or your
Q prm—" Transfer complies with Sec. 107 Date — 05/10 O L ® State Headquarters.
APPLICATION FORM a CHANG UEST FORM
In addition to mailing this form,
i =
iy Quartermasters can now submit new I 1
N and reinstated members online, making F<
\ VEW

wtructions for use of this form (lorm MCR)

*MEMBER CHANGE REQUEST
(MCR) FORM

This form, also called the MCR form,
should be used to:
* Report changes for both annual and life members.
* Report name and address changes. (Note: Change of a
member’s address to the Post address is NOT acceptable.)
* Report a member’s death.
* Request life, continuous or non-paying Post transfers.
* Request replacement life or annual membership cards.
This form is self-explanatory. Provide accurate information and
be sure to sign the form when reporting continuous or non-paying
transfers. Attach Part Il of renewal form, if applicable, and mail
to VFW National Headquarters.

* This form is available online for downloading or printing.
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*POST TRANSFER-MEMBER
DECLARATION (PT-MD) FORM

When a member wishes to transfer to another Post, this form will need to be completed. This declares that
the transferring life or annual member owes nothing nor has any pending charges in the former Post.

Important: This form is to be kept ON FILE AT THE POST

VFW Post Transfer - Member Declaration and is NOT forwarded to Department or National Headquarters.
“POST CONTINUOQUS

| TRANSMITTAL FORM

This form is used when a continuous member pays dues directly

to the Post. Dues submitted with this form should only include National
3 e S and Department’s share of dues. It is your responsibility to retain
—_— . — your Post’s portion of the dues.

“POST QUARTERMASTER

nnnnnnnnnnnnnnnnnn

TRANSMITTAL (PQMT-01) =
SUMMARY FORM :

When transmitting dues, this is the form
you need to use. It also is referred to as the
PQMT-01 form.

Here’s what you need to do: et ]
+ Record the number of continuous, new
or reinstated members and multiply by Here’s what you do:
the dues amount for the total. * Indicate your Post number and Department on the upper
right side of the form.
+ Indicate the life members and the total + List the membership number and the name of each member
fees for the life members. being submitted.
* Only list a member’s address information if it differs from
* Posts should forward a copy to VFW what is currently on record.
National Headquarters. Be sure to include * Indicate the amount being sent per member.
all renewal forms and/or National copies * List Recruiter's membership number and name, if the
of all membership application forms, life member is a Reinstatement.
member applications and payments. * Indicate on the bottom of the form, the total amount
being remitted for this transmittal.
+ Retain a copy for your Post records. * Forward Continuous Transmittal Form with payment

to VFW National Headquarters.

i Do Not:
4. VAW POST QUARTERMASTER TRANSMITTAL SUMMARY FORM . .
- ———— ' * Do not use the Post Continuous Transmittal

e — Form to submit new members. A new member

Sond anly the Mational and Department should be submitted by completion of a

g et e e oo T Membership Application which has been signed by the
it ' : | Post Quartermaster.

el - - _ * Do not submit transfer requests without including

Life Mesmisers . 5 _ a completed MCR form, signed by the Post
' - o e Quartermaster.

* This form is available online for downloading or printing.

An
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POST REPORT FORMS

Monthly cut-off is completed the last business day of each Posts on electronic deposit will be paid monthly. Those posts
month. All in-house dues renewal payments are processed. Since not on electronic deposit will be mailed their dues check twice a
new, reinstated and transfer members may take up to 10 days for year, in January and July. If you'd like to sign up for electronic

processing, those not completed will be rolled into the next deposit, please fill out the form on page 41.
cut-off period. Payments received after those dates are rolled The Post report is found on the Post Query and is made
into the next month. available to Quartermasters on a quarterly basis. The report

consists of the following:

Cover Page reflects the Department, Loussiana POST. 3106 Cic Stage Post
Post membership statistics e
as of the report print date
and the current Post
Quartermaster’s name and
address for mailing purposes.

Jodan |, et eram
1234 Main 51,
Brtoum, U5 12345

The Quarterly Maintenance
Journal contains changes Maintenance Journal for 101/2010 through 1213472010
made to member names and g e s ey
addresses, member status
changes and membership
transfers in or out of your
Post for the reporting period.

Viarmbar @ i Daie Updaied Change Type Froer

Note: When life members
are activated, the “To:”
column will reflect
continuous member.
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Paid Post Report has the
membership number, name,
membership status and total
count of the members
recorded as paid during

the report period.

Remittance Post Report
contains the membership
number, name and per capita
remittance amount of
membership dues distributed
to the Post for the reporting
period. A membership
payment that has been
reversed will reflect as a
“Reversal.” This will deduct
the dues payment previously
made to the Post for the
member, as well as deduct
the member from the Post
membership count.

FPaid Post Report for 10/4/2010 through 12734172010

DEFT. Fiords POST: 2108 Mo Cuilkoagh-Ri o Post

YR [1+.21" ] MAME MEMBER STATUE RECERED - BT COUMT TTFE
2010 Lechas i dibly, Fooerabd A, Condinuous Mipwmber  STRETI0 0 BOEST - U0 S
2010 EETET Ao, Legnard F Condinucus Mamber 532010 1 POST - DUES
Hid B 02 e o Mo SN0 1 POST « DUES
i P Ancley. Mchas Contiionid Mafhe:  MISRTI0 OST « DUES
2010 WAL Alkiedsn Wk ) Conteatus Member  STR00N0 .-
frish 1] BTN [T Ry T S i
018 5181745 Eiamet. |Reanesolnd Contrucus Merbes  SATENG
201 Contrucus berber SRIE0
2010 Comtrurs Membe ST
2010 Contruous Member 3150010
HiG an—— SA3nN0
i Contiaus Magrbe: 5200
i ConfFpiud Mafibe 51500
201 [ Senmg
0m 517 Contwisoss Member  S28000
Frsh 1] STETIS0 Trsat, Pl T Consruogs Memter  SAS200
Fih 6130826 Underacad J T Contruogs Mermber SN0
2010 L =CEEel] Soge, Joff C hera iulpmi R0
2010 A7 i Contrums Member 172010
2010 R0 Confeuous Member 57153010
2016 TR Fobaiaied A0
e FALMS P, Gaong lren et ot e 142010
il
Remittance Post Report for 100112010 through 1203172010
DEFT. Flovida POBT, 4106 Mg Cullowgh-Mixeon Fost

YR RAME MENSER STATVG  RECENED- DT EEMITTANGE COUMT IXEE
2 At Fooald & Conbiruous Memosr  S20.2010 .00 i
2m Contiruous Member SN O §4.00 i
2010 Marw Mmmber SR & §4.000 i
200 Contiruous ember  HTR2070 §4.00 L
2010 [ TR0 §1.00 1
20 Burreeil. Rarwciolph Conlinuous Member  S202010 .00 L
2010 Caclisl, Jotn & Conbrume Member 5112010 0 1
il T —— TR Conbinan imibee SV D 55004 1
010 e Dl RS Contrme Mombsr 572000 §1.00 1
I Rt Lt Conbirums Mombsr 552010 $4.00 i
Fiil ] Cson. Db Ronsated Mamos  S7AG000 1 i
0 Cusnt. Pa Contruos ember SAHD $4.00 f
2010 Simate. Sieew Continucus omber 5153010 §1.00 L
2010 Sturguen, Faigh e amier SR B0 L
200 Tinche, biark F Coniinuous Wember 292010 .00 L
2010 Underwond. J T Conlfiouous Momber 5153010 oo L
2010 Wisenan, Kenoalh  Donloucus Masber 5152010 o 1
Wil e Yo, Carl Comtirus Misber A0 500 1

Pt Tiskisl $107.08 "%
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VETERANS OF FOREIGN WARS

MAKE YOUR e—
DUES PAYMENTS 1to THE VFW
N SIMF’LE, CONVENIENT & S AFE

WITH...AUTOMATIC PAYMENTS

Members can sign up to have their dues automatically
deducted from a checking account or automatically

charged to a credit card account.

This can be used for:
/

®* ANNUAL DUES
(once a year charge on September 1)
®* LIFE MEMBERSHIP INSTALLMENT PLAN
[
/

(monthly charges for 12 months)
®* LEGACY LIFE INSTALLMENT PLAN

(quarterly charges for 1 year)
II|

FORGET EVER HAVING TO MAIL

A FUTURE PAYMENT FOR THESE
PROGRAMS. SAVE TIME AND POSTAGE.

Use this “Authorization Agreement for
Automatic Payments,” available to quartermasters

and commanders on the VFW Leadership
Reference Guide disk under the “forms” section.

Members may go online to
www.vfw.org
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ELECTRONIC DEPOSIT (ACH/EFT) FORM

Each Post and Department has the option to receive weeks for processing.
remittance payments by electronic deposit to their bank. If you For information regarding your current automatic deposit
would like to sign up for electronic fund transfers, please print account information or to make changes to the account,
and complete the Authorization Agreement for Automatic Deposit  please contact the Accounting Department at VFW National
Form below. Send the completed form, along with a voided Headquarters at 816-756-3390.

check, to VFW National Headquarters. Allow approximately three

AUTHORIZATION AGREEMENT FOR AUTOMATIC DEPOSITS
AUTOMATIC CLEARING HOUSE/ELECTRONIC FUND TRANSFER

Attention Quartermasters:

If your Post would like to receive an e-mail message when an ACH deposit has been made, please provide your e-mail address below.
Once processed, your Post will be forwarded an e-mail notification providing the date and amount of the direct deposit being made by
National Headquarters.

VFW POST NAME FEDERAL ID NUMBER

E-MAIL ADDRESS

| (we) hereby authorize Veterans of Foreign Wars of the United States, hereinafter called VFW of US, to initiate credit entries and to
initiate, if necessary, debit* entries and adjustments for any credit entries in error to our ( ) Checking or

() Savings account (select one) indicated below and the depository named below, hereinafter called DEPOSITORY, to credit and/or
debit* the same to such account.

DEPOSITORY NAME BRANCH
CITY STATE ZIP
TRANSIT/ABA NO. ACCOUNT NO

This authority is to remain in full force and effect until VFW of US has received written notification from me (or either of us) of its
termination in such time and in such manner as to afford VFW of US and Depository a reasonable opportunity to act on it.

NAME(s)

DAYTIME PHONE NUMBER

DATE SIGNED

Be advised, it takes approximately 3 weeks to process, therefore, it is important to return this form as soon as possible.
FOR DIRECT DEPOSIT, PLEASE RETURN THIS COMPLETED FORM TO:

VFW NATIONAL HEADQUARTERS
ACCOUNTING DEPARTMENT

406 W. 34TH ST, 11th FL

KANSAS CITY, MO 64111

PLEASE ATTACH VOIDED CHECK HERE
*Debits will only be initiated to correct an error. Under no circumstances will the debit exceed error amount.
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MORE IMPORTANT INFORMATION

Online Reports

The weekly and monthly accounting report information is A et
available to Post Quartermasters online and may be accessed VEW B
through the Post Query page at www.vfwkc.org/memstats. Merberihip St

The Post Affiliation report also is available here and is
updated daily. This is a current register of active Post
members. However, it doesn'’t list reported deceased members,
non-paying transfers from the Post or canceled memberships.

If you prefer to use the online report and not
@ receive printed quarterly Post reports, contact
‘t‘" the Member Dues Processing Department at
L/ Lmiles@vfw.org or call 1-800-963-3180.

Annual Membership Cards

After dues payments are fully processed, a membership card is
mailed to the member the following business day. If a member’s
address is listed at VFW National Headquarters as “U,” no
membership card is created.

If a membership card is returned by the Post Office as
undeliverable, the member will be marked as “U” on the roster.

A Post requesting the member's card must submit the request in
writing. These will only be processed on the third Friday of each
month (when received by the 3rd Thursday for processing).

To replace a lost or damaged current year

Robert Morris
Annual Member

Good thru December 31, 2011

Post 15005 Mem. No. 9874487
Department California
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wﬂ“: membership card, you may go online to the
" VFW Web site at www.vfw.org or call
1-800-963-3180.

Dues Notices
Dues notices are mailed approximately three times a year.
Departments and Posts that increase dues should
coordinate the increase with the dues notice schedule.
All increases should coincide with a schedule notice mail
date. All dues payments received after an increase will
be disbursed to the Department and the Post based on
the dues notice returned by the member with their payment.

41



