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Official  
 

The National Constitution of THE AMERICAN LEGION as set out herein, is in full force and effect and represents 

action taken by National Conventions, being the Constitution adopted at the First Annual Convention, Minneapolis, 

Minn., Nov. 10-12, 1919, and as amended at the Second Annual Convention, Cleveland, Oh., Sept. 27-29, 1920; 

Fourth Annual Convention, New Orleans, La., Oct. 16-20, 1922; Fifth Annual Convention, San Francisco, Calif., 

Oct. 15-19, 1923; Sixth Annual Convention, St. Paul, Minn., Sept. 15-19, 1924; Seventh Annual Convention, 

Omaha, Nebr., Oct. 5-9, 1925; Ninth Annual Convention, Paris, France, Sept. 19-22, and Ratification Convention, 

New York N.Y.,  Oct. 19-22, 1927; Twelfth Annual Convention, Boston, Mass., Oct. 6-9, 1930; Fifteenth Annual 

Convention, Chicago, Ill., Oct. 2-5, 1933; Nineteenth Annual Convention, New York, N.Y., Sept. 20-23, 1937; 

Twentieth Annual Convention, Los Angeles, Calif., Sept. 19-22, 1938; Twenty-first Annual Convention, Chicago, 

Ill., Sept. 25-28, 1939; Twenty-second Annual Convention, Boston, Mass., Sept. 23-26, 1940; Twenty-third Annual 

Convention, Milwaukee, Wis., Sept.18, 1941; Twenty-fourth Annual Convention, Kansas City, Mo., Sept. 19-21, 

1942; Twenty-fifth Annual Convention, Omaha, Neb., Sept. 21-23, 1943; Twenty-seventh Annual Convention, 

Chicago, Ill., Nov. 18-21, 1945; Twenty-eighth Annual Convention, San Francisco, Calif., Sept. 30-Oct. 1-4, 1946; 

Twenty-ninth Annual Convention, New York, N.Y., Aug. 28-31, 1947; Thirtieth Annual Convention, Miami, Fla., 

Oct. 18-21, 1948; Thirty-first Annual Convention, Philadelphia, Pa., Aug. 29-Sept. 1, 1949; Thirty-second Annual 

Convention, Los Angeles, Calif., Oct. 9-12, 1950; Thirty-third Annual Convention, Miami, Fla., Oct. 15-18, 1951;  

Thirty-fourth Annual Convention, New York, N.Y., Aug. 25-28, 1952; Thirty-sixth Annual Convention, 

Washington, D.C., Aug.30-Sept. 2, 1954; Thirty-seventh Annual Convention, Miami, Fla. Oct. 10-13, 1955; Thirty-

eighth Annual Convention, Los Angeles, Calif., Sept. 3-6, 1956; Fortieth Annual Convention, Chicago, Ill., Sept. 1-

4, 1958; Forty-second Annual Convention, Miami Beach, Fla., Oct. 17-20, 1960; Forty-eighth Annual Convention, 

Washington, D.C., Aug. 30-Sept. 1, 1966; Fifty-second Annual Convention, Portland, Ore., Sept. 1-3, 1970; Fifty-

fourth Annual Convention, Chicago, Ill., Aug. 22-24, 1972; Fifty-fifth Annual Convention, Honolulu, Hi., Aug. 21-

23, 1973; Fifty-sixth Annual Convention, Miami Beach, Fla., Aug. 20-22, 1974; Fifty-eighth Annual Convention, 

Seattle, Wash., Aug. 24-26, 1976; Fifty-ninth Annual Convention, Denver, Colo., Aug. 23-25, 1977; Sixty-first 

Annual Convention, Houston, Tex., Aug. 21-23, 1979; Sixty-ninth Annual Convention, San Antonio, Tex., Aug. 

25-27, 1987; Seventy-second Annual Convention, Indianapolis, Ind., Aug. 28-30, 1990; Seventy-third Annual 

Convention, Phoenix, Arizona, Sept. 3-5, 1991; the Seventy-seventh Annual Convention, Indianapolis, Ind., Sept. 

4-6, 1995; Seventy-ninth Annual Convention, Orlando, Fla., Sept. 2-4, 1997; Eighty-second Annual Convention, 

Milwaukee, Wis., Sept. 5-7, 2000; and reiterated at the Eighty-third Annual Convention, Charlotte, NC, Aug. 27-29, 

2002; (as found in italic print). 

The By-Laws as adopted at the Fourth Annual Convention, New Orleans, La., Oct. 16-20, 1922, and as 

amended at the Fifth Annual Convention, San Francisco, Calif., Oct. 15-19, 1923; Sixth Annual Convention, St. 

Paul, Minn., Sept. 15-19, 1924; Eleventh Annual Convention, Louisville, Ky., Sept. 30-Oct. 1, 2, 3, 1929; Fifteenth 

Annual Convention, Chicago, Ill., Oct. 2-5, 1933; Nineteenth Annual Convention, New York, N.Y., Sept. 20-23, 

1937; Twentieth Annual Convention, Los Angeles, Calif., Sept. 19-22, 1938; Twenty-first Annual Convention, 

Chicago, Ill., Sept. 25-28, 1939; Twenty-second Annual Convention, Boston, Mass., Sept. 23-26, 1940; Twenty-

third Annual Convention, Milwaukee, Wis., Sept. 15-18, 1941; Twenty-seventh Annual convention, Chicago, Ill., 

Nov. 18-21, 1945; Twenty-ninth Annual Convention, New York, N.Y., Aug. 28-31, 1947; Thirtieth Annual 

Convention, Miami, Fla., Oct. 18-21, 1948; Thirty-first Annual convention, Philadelphia, Pa., Aug. 29-Sept. 1, 

1949; Thirty-third Annual Convention, Miami, Fla., Oct. 15-18, 1951; Thirty-fourth Annual Convention, New 

York, N.Y., Aug. 25-28, 1952; Thirty-ninth Annual Convention, Atlantic City, N.J., Sept. 16-19, 1957; Fifty-

second Annual Convention, Portland, Ore., Sept. 1-3, 1970; Fifty-eighth Annual Convention, Seattle, Wash., 

August 24-26, 1976; and Fifty-ninth Annual Convention, Denver, Colo., Aug. 23-25, 1977. 

 

                Daniel S. Wheeler, National Adjutant 

 
The ñas found in italic printò above denotes the most recent change in the National Constitution & By-

Laws.  This change can be found under Article IV, Eligibility, Section 1.     
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CONSTITUTION  

of 

THE AMERICAN LEGION  
 

PREAMBLE  
 

For God and Country, we associate ourselves together for the following purposes: To uphold and defend 

the Constitution of the United States of America; to maintain law and order; to foster and perpetuate a one 

hundred percent Americanism; to preserve the memories and incidents of our associations in the Great Wars; to 

inculcate a sense of individual obligation to the community, state and nation; to combat the autocracy of both 

the classes and the masses; to make right the master of might; to promote peace and good will on earth; to 

safeguard and transmit to Posterity the principles of justice, freedom and democracy; to consecrate and sanctify 

our comradeship by our devotion to mutual helpfulness. 

 

ARTICLE I  
NAME  

 

Section 1. The name of this organization shall be THE AMERICAN LEGION. 

Section 2. The National Headquarters of THE AMERICAN LEGION shall be located at the site of the Indiana 

World War Memorial in the city of Indianapolis, Indiana. 

 

ARTICLE II  
NATURE 

 

Section 1. THE AMERICAN LEGION is a civilian organization; membership therein does not affect nor increase 

liability for military or police service.  Rank does not exist in the Legion; no member shall be addressed by his 

military or naval title in any convention or meeting of the Legion. 

Section 2. THE AMERICAN LEGION shall be absolutely nonpolitical and shall not be used for the dissemination 

of partisan principles nor for the promotion of the candidacy of any person seeking public office or preferment. 

 

ARTICLE III  
ORGANIZATION  

 

Section 1. THE AMERICAN LEGION shall be organized in Departments and these in turn in Posts.  There shall be 

one Department in each state, in the District of Columbia, and there may be one Department in each territory and 

insular possessions of the United States.  The National Executive Committee may establish Posts in the territorial 

and insular possessions of the United States and foreign countries, and shall designate the Department under whose 

jurisdiction they shall function, but this shall in no way affect the status of Departments already established. 

 

ARTICLE IV  
ELIGIBILITY  

 

Section 1. Any person shall be eligible for membership in THE AMERICAN LEGION who was a member of the 

Army, Navy, Marine Corps, Coast Guard or Air Force of the United States and assigned to active duty at some time 

during any of the following periods: April 6, 1917, to November 11, 1918; December 7, 1941, to December 31, 

1946; June 25, 1950, to January 31, 1955; February 28, 1961, to May 7, 1975; August 24, 1982, to July 31, 1984; 

December 20, 1989, to January 31, 1990; August 2, 1990, to the date of cessation of hostilities as determined by the 

Government of the United States; all dates inclusive, or who, being a citizen of the United States at the time of his 

entry therein, served on active duty in the armed forces of any of the Governments associated with the United 

States during any of said periods; provided, however, that such service shall have been terminated by honorable  
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discharge or honorable separation, or continued honorably during or after any of said periods; provided, further, 

that no person shall be entitled to membership who, being in such service during any of said periods, refused on 

conscientious, political or other grounds to subject himself to military discipline or unqualified service. * 

Section 2. There shall be no form or class of membership except an active membership, and dues shall be paid 

annually or for life. 

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

Section 4. No person, who has been expelled by a Post, shall be admitted to membership in another Post 

without the consent of the expelling Post, except that where such consent has been asked for and denied by such 

Post, he may then appeal to the Executive Committee of the Department of the expelling Post for permission to be 

admitted to membership in another Post, and shall be ineligible for membership until such permission is granted. 

 
* Appendix following National By-Laws, carries amended sections of the National Charter of The 

American Legion. 

 

ARTICLE V  
NATIONAL CONVENTION  

 

Section 1. The legislative body of THE AMERICAN LEGION shall be the National Convention, except as 

otherwise provided in the Constitution and By-Laws. 

Section 2. The time and place of the National Conventions shall be determined by the National Executive 

Committee, which shall have authority to change such time and place for sufficient reasons to it appearing. 

Section 3. In the National Convention each Department shall be entitled to five delegates and one additional 

delegate for each one thousand members, or major fraction thereof, whose current dues have been received by the 

National Treasurer 30 days prior to the meeting of said convention, and whose registration fees, as fixed by the 

National Executive Committee, for its total authorized delegate strength, have been paid; and to one alternate for 

each delegate.  The delegates shall be chosen not less than two weeks before the National Convention at 

Department Conventions or in any other manner specified by any Department Constitution. 

Section 4. Each duly registered delegate shall be entitled to one vote.  The vote of any registered delegate 

absent and not represented by an alternate shall be cast by the majority of the registered delegates present from his 

Department.  Alternates for registered delegates shall have all the privileges of registered delegates, except that of 

voting.  A registered delegate is one who has received his credentials after his registration fee has been paid. 

Section 5. A quorum shall exist at a National Convention when sixty percent of the Departments are 

represented as provided above. 

Section 6. The National Executive Committee shall provide a Uniform Code of Procedure for the orderly 

organization and operation of National Conventions with continuing power of revision, and said Code shall be 

applicable at all National Conventions unless it is amended, suspended, or repealed by a majority vote of the total 

authorized representation at a National Convention. 

 

ARTICLE VI  
NATIONAL OFFICERS 

 

Section 1. The National Convention shall elect a National Commander, and five National Vice Commanders, 

who shall serve without seniority.  No two Vice Commanders shall be chosen from the same Department.  No 

persons shall be eligible for re-election to the office of National Commander or National Vice Commander. 

Section 2. Such officers shall serve until the adjournment of the succeeding National Convention following 

their election and thereafter until their successors are chosen.  Vacancies in these offices occurring between 

National Conventions shall be filled by election by the National Executive Committee, and any member of THE 

AMERICAN LEGION, in good standing, shall be eligible for election to such vacancy.  Provided, however, that no 

Past National Commander, or Past National Vice Commander shall be elected to fill any vacancy in these 

respective offices. 

Section 3. The National Executive Committee at its first meeting following the National Convention shall 

appoint the National Adjutant, National Treasurer, National Judge Advocate, National Chaplain, and National 

Historian, such officers to hold office at the pleasure of the appointing power.  All persons having the custody of 

funds shall give adequate bonds, which shall be approved by the National Executive Committee. 
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Section 4. All Past National Commanders, while in good standing in their respective Posts, shall be members 

for life of the National Executive Committee, without vote, and shall also be life delegates to all National 

Conventions of THE AMERICAN LEGION, with vote, to be exercised by them with their respective Departments. 

 

ARTICLE VII  
NATIONAL EXECUTIVE COMMITTEE  

 

Section 1. Between National Conventions, the administrative power shall be vested in the National Executive 

Committee, which shall be composed of the National Commander, the National Vice Commanders, and one 

National Executive Committeeman and one alternate from each Department to be elected as such Department shall 

determine, the alternate to act only in the absence of the National Executive Committeeman. 

Section 2. The term of office of such National Executive Committeemen and alternates shall be two years.  The 

term of office of each National Executive Committeeman and alternate shall commence immediately upon the 

adjournment of the National Convention next ensuing after their election and shall end at the adjournment of the 

second next succeeding annual National Convention. 

Section 3. Members of the National Executive Committee shall be delegates to the National Convention with 

vote, which vote shall be exercised with their respective Departments, except that the vote of the National 

Commander shall be exercised only in his capacity as chairman of the National Convention. 

 

ARTICLE VIII  
DEPARTMENT ORGANIZATION  

 

Section 1. Departments shall be chartered by the National Executive Committee and shall be composed of the 

Posts within their respective areas, and such other Posts as the National Executive Committee may approve.  Each 

Department charter shall be signed by the National Commander and National Adjutant. 

Section 2. Each Department shall have a Department Commander, one or more Department Vice Commanders, 

a Department Adjutant and a Department Executive Committee, and may have a Chaplain and such other officers 

as the Department shall determine. 

Section 3. Departments shall have authority to create intermediate bodies between the Posts and Department to 

act as a liaison between such organizations and for the purpose of promoting the programs of THE AMERICAN 

LEGION. 

Section 4. The Department Executive Committee shall define the powers of such intermediate groups, but in no 

event shall such powers invade the prerogatives now vested either in the Post or Department or National 

Organization. 

Section 5. Such intermediate bodies now existing within the Departments and heretofore authorized or 

recognized by such Department are hereby officially recognized to the extent of the powers herein granted. 

 

ARTICLE IX  
POST ORGANIZATION  

 

Section 1. Those who desire to form a Post shall make application for a temporary charter to the Commander of 

the Department in which they reside.  The temporary charter shall be issued by the National Commander and 

National Adjutant upon receipt of the application properly executed by the charter members of the projected Post, 

but only when such application is approved by the Commander of the Department or by the Department Executive 

Committee. 

Section 2. The minimum membership of a Post shall be determined by the Executive Committee of the 

Department in whose area it lies. 

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

Section 4. A temporary charter shall be granted and shall state that it is granted on the recommendation of the 

Department and on the following terms and conditions: 

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

confirmed by the National Executive Committee. 



 5 

 2. The above named Post shall uphold the declared principles of THE AMERICAN LEGION and shall conform 

to and abide by the regulations and decisions of the Department and of the National Executive Committee, or other 

duly constituted national governing body of THE AMERICAN LEGION. 

 3. This charter is subject to revocation by the National Executive Committee on the recommendation of the 

Department, or by such authority that may hereafter be established by the National Convention. 

Section 5. After a temporary charter has been in effect for a probationary period of at least ninety days, 

application for a permanent charter may be made.  Such probationary period shall not exceed one year upon the 

termination of which the Department shall determine whether or not a permanent charter shall be issued or denied 

and the action of the Department shall be final. 

Section 6. All charters shall be countersigned by the Commander and the Adjutant of the Department. 

Section 7. Each Department may prescribe the Constitution of its Posts.  Permanent charters may be suspended, 

cancelled or revoked by the Department Executive Committee as provided in the By-Laws.  

 

ARTICLE X  
FINANCE  

 

Section 1. The revenue of THE AMERICAN LEGION shall be derived from annual membership dues and from 

such other sources as may be approved by the National Executive Committee. 

Section 2. The amount of such annual dues shall be determined by each National Convention for the ensuing 

year. 

Section 3. The annual dues shall be collected by each Post and transmitted promptly through the Department to 

the National Treasurer.  Departments are designated agents for collection for THE AMERICAN LEGION with respect 

to such annual dues and upon the receipt thereof shall remit them promptly to THE AMERICAN LEGION.  In no event 

shall the period transpiring between the receipt of such annual dues by a Department and the remittance thereof to 

THE AMERICAN LEGION exceed thirty (30) days. 

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

 

ARTICLE XI  
DISCIPLINE  

 

Section 1. The National Executive Committee, after notice and a hearing before a subcommittee as hereinafter 

provided, may cancel, suspend or revoke the charter of a Department for any good and sufficient cause to it 

appearing. 

Section 2. The National Executive Committee may designate, appoint and authorize a subcommittee to hear 

and try and make written findings of fact and recommendations with reference to the matter of the cancellation, 

suspension or revocation of the charter of any Department of THE AMERICAN LEGION after said Department shall 

have received due and proper notice of said hearing and trial.  Said subcommittee shall make its written findings 

and recommendations to the National Executive Committee for its approval or rejection, and the action of said 

National Executive Committee upon such findings and recommendations shall be final and conclusive. 

Section 3. The hearing and trial of any cause involving the cancellation, suspension, or revocation of the charter 

of any Department in THE AMERICAN LEGION shall be had and held under rules of procedure to be adopted by the 

National Executive Committee. 

Section 4. Upon suspension of the charter of any Department of THE AMERICAN LEGION, the National 

Executive Committee is authorized, empowered and directed, by and through its duly authorized agents, to take 

possession, custody and control of all of the records, property and assets of and belonging to such Department, and 

to provide for the government and administration of such Department during said suspension. 

Section 5. Upon cancellation or revocation of the charter of any Department of THE AMERICAN LEGION, the 

National Executive Committee is authorized, empowered and directed, by and through its duly authorized agents, to 

take possession, custody and control of all of the records, property and assets of such Department, and to take all 

necessary and proper steps and proceedings to conclude and close the affairs of such Department, and said National 

Executive Committee may provide for such continued recognition and activities of Posts in said Departments as it 

may deem proper. 
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ARTICLE XII  
CHANGE OF RESIDENCE 

 

Section 1. Any member in good standing in a Post removing from his Department shall be entitled to a 

certificate from his Post stating his membership and the duration thereof. 

 

ARTICLE XIII  
AUXILIARIES  

 

Section 1. THE AMERICAN LEGION recognizes an auxiliary organization, known as the American Legion 

Auxiliary. 

Section 2. Membership in the American Legion Auxiliary shall be limited to the mothers, wives, daughters, 

sisters, granddaughters, great-granddaughters and grandmothers of members of THE AMERICAN LEGION, and to the 

mothers, wives, daughters, sisters, granddaughters, great-granddaughters and grandmothers of all men and women 

who were in the Armed Forces of the United States during any of the following periods: April 6, 1917, to 

November 11, 1918; December 7, 1941, to December 31, 1946; June 25, 1950, to January 31, 1955; February 28, 

1961, to May 7, 1975; August 24, 1982, to July 31, 1984; December 20, 1989, to January 31, 1990; August 2, 1990, 

to the date of cessation of hostilities as determined by the Government of the United States; all dates inclusive, or 

who, being citizens of the United States at the time of their entry therein, served on active duty in the Armed Forces 

of any of the governments associated with the United States during any of said periods, and died in the line of duty 

or after honorable discharge; and to those women who of their own right are eligible for membership in THE 

AMERICAN LEGION. 

Section 3. The Auxiliary shall be governed in each Department of THE AMERICAN LEGION by such rules and 

regulations as may be prescribed by the National Executive Committee and thereafter approved by such 

Department of THE AMERICAN LEGION. 

 

ARTICLE XIV  
RATIFICATION  

 

Section 1. All acts performed and charters heretofore granted by the temporary organization to THE AMERICAN 

LEGION are hereby ratified and confirmed. 

 

ARTICLE XV  
AMENDMENTS  

 

Section 1. The Constitution may be amended at any National Convention by a vote of two-thirds of the total 

authorized representation thereat, provided that the proposed amendment shall have been submitted through the 

National Adjutant to the several Departments and members of the National Executive Committee by mailing same 

to them at least twenty (20) days prior to the convening of the next National Convention; any such proposed 

amendment may be amended without further notice by a two-thirds vote of the total authorized representation 

thereat, provided it does not increase the modification proposed by the amendment and it has received the approval 

of the Convention Committee on Constitutional Amendments; and, provided further, it may be amended by 

unanimous vote at any National Convention without notice. 

Section 2. That no proposed amendment shall be submitted through the National Adjutant to the several 

Departments and members of the National Executive Committee, as provided in Section 1 of this article, unless said 

proposed amendment shall have been first submitted by a Department Convention, Department Executive 

Committee, or the National Executive Committee. 
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ARTICLE XVI  
NATIONAL INCORPORATION  

 

This Constitution is adopted conformably to the Act of Congress of the United States of America of September 

16, 1919, and all amendatory acts thereto. 

 

ARTICLE XVII  
 

In the event the Congress of the United States shall amend the eligibility clause in the Act creating THE 

AMERICAN LEGION, this Constitution shall be deemed amended in conformance therewith, but subject to all 

consistent limitations and restrictions in this Constitution contained. 

 

BY-LAWS OF THE AMERICAN LEGION  
 

ARTICLE I  
NATIONAL EXECUTIVE COMMITTEE  

 

Section 1.  In case of death, resignation or removal by his respective Department of any National Executive 

Committeeman or alternate to the National Executive Committee, the successor shall be selected as such 

Department shall determine and shall serve for the remainder of such unexpired term. 

Section 2.  The National Executive Committee shall meet within twenty-four hours before and after each 

National Convention and within forty-five days following its adjournment, provided however, that the National 

Commander shall have authority to extend said forty-five-day period for sufficient reasons to him appearing, upon 

approval by the National Executive Committee, and in May of each year.  Special meetings may be held upon 

reasonable notice at the call of the National Commander. The National Commander shall call a meeting of the 

National Executive Committee upon the written request of National Executive Committeemen from fifteen or more 

Departments. 

Section 3. Twenty-five members shall constitute a quorum of the National Executive Committee. 

Section 4. The National Commander shall name such committees as he shall deem advisable, subject to 

ratification by the National Executive Committee at its next meeting succeeding the appointment. 

Section 5. The National Executive Committee shall appoint, upon nomination by the National Commander, a 

National Finance Commission to be composed of seven (7) members.  Of the seven members appointed following 

the National Convention (1945) at which this amendment is adopted, two shall be appointed to serve for a term of 

one year, two shall be appointed to serve for a term of two years, and three shall be appointed to serve for a term of 

three years; thereafter each succeeding appointee shall serve for a term of three years or until removed by the 

majority vote of the National Executive Committee.  The National Commander and the National Treasurer shall be 

ex officio members of said commission and the National Adjutant shall be ex officio secretary of the said 

commission.  The National Finance Commission shall be charged with the preparation of the yearly budget and the 

handling of funds under that budget, and such other duties as shall be prescribed by the National Executive 

Committee, subject to the approval of the National Executive Committee. 

Section 6. There shall be the following standing commissions: National Americanism Commission, National 

Commission on Children and Youth, National Convention Commission, National Economic Commission, National 

Finance Commission, National Foreign Relations Commission, National Internal Affairs Commission, National 

Legislative Commission, The American Legion Magazine Commission, National Public Relations Commission, 

National Veterans Affairs and Rehabilitation Commission, National Security Commission. 

The commissions shall consist of such number of members of THE AMERICAN LEGION as the National 

Executive Committee may from time to time determine.  Appointments to such commissions shall be made by the 

National Executive Committee upon nomination by the National Commander.  The National Executive Committee 

is empowered to assign duties and responsibilities to all standing commissions and committees and to group 

standing committees with commissions for the purpose of efficient supervision and coordination of activities. 

Section 7. The National Executive Committee shall provide for the appointment and employment of such 

subordinate officers and employees as may be needed for the administration of the affairs of THE AMERICAN 

LEGION, and prescribe their duties and emoluments. 
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Section 8. All questions affecting the election, eligibility and conduct of national officers shall be referred to 

and determined by the National Executive Committee.  All questions affecting the election, eligibility and conduct 

of the National Executive Committeeman from any Department, or of Department officers, or members of 

Department Executive Committees, shall be referred to and determined by the Executive Committee of the 

Department involved, which shall be the final authority thereon. 

 

ARTICLE II  
DUTIES OF OFFICERS 

 

Section 1. NATIONAL COMMANDER: The National Commander shall be the executive head of THE AMERICAN 

LEGION with full power to enforce the provisions of the National Constitution, National By-Laws, and the will of 

the National Convention.  He shall be the chairman of the National Convention and the National Executive 

Committee. He shall perform such other duties as are usually incident to the office. 

Section 2. NATIONAL  VICE COMMANDERS: The National Vice Commanders shall act as representatives of the 

National Commander on all matters referred to them by him, and shall, on his request, preside over the meetings of 

the National Convention or National Executive Committee, and perform such other duties as are usually incident to 

the office. 

Section 3. NATIONAL  ADJUTANT: The National Adjutant shall be charged with the administration of the 

policies and mandates of the National Convention, the National Executive Committee, and of the National 

Commander.  He shall perform such other duties as are usually incident to the office.  He shall also be authorized, 

in event of the death or resignation of the National Commander, to summon the National Executive Committee for 

the election of a successor, and in event the National Adjutant shall fail, refuse or neglect, within fifteen days after 

said death or resignation, to issue a call for said meeting of the National Executive Committee to be held within 

thirty days after said death or resignation, then said meeting for the purpose of electing a successor may be held 

upon the written demand therefore signed by representatives from fifteen or more Departments, giving fifteen daysô 

notice thereof.  

Section 4. NATIONAL TREASURER: The National Treasurer shall be the custodian of the funds of the National 

Organization.  He shall sign all checks disbursing the funds of the National Organization, and shall make reports 

upon the condition of the national treasury when called for by the National Commander.  The National Treasurer 

shall furnish a surety bond as hereinafter prescribed.  He shall perform such other duties as are usually incident to 

the office. 

Section 5. NATIONAL JUDGE ADVOCATE: The National Judge Advocate shall advise the national officers and 

the National Executive Committee on all legal matters, including the construction and interpretation of the National 

Constitution and By-Laws, and shall perform such other duties as are usually incident to the office. 

Section 6. NATIONAL CHAPLAIN : The National Chaplain shall perform such divine and nonsectarian services as 

may be necessary, adhering to such ceremonial rituals as may be recommended by National Headquarters from 

time to time. 

Section 7. NATIONAL HISTORIAN: The National Historian shall collect from year to year all records and data of 

value and interest for the National Headquarters of THE AMERICAN LEGION, and shall compile during his term of 

office a complete history of the yearôs activities.  He shall also assist Department and Post historians so as to 

coordinate and unify the work of these officials, and shall have such other duties as the National Executive 

Committee shall prescribe. 

 

ARTICLE III  
CHARTERS 

 

Section 1. The Department Executive Committee may suspend, cancel or revoke a Post Charter.  The action 

taken by the Department Executive Committee shall be final and conclusive unless an appeal is taken to the 

National Executive Committee within thirty days from the date of said suspension, cancellation or revocation.  The 

action taken by the National Executive Committee upon appeal shall be final. 

Section 2. Any Post failing to meet the obligations imposed upon it by the Constitution and By-Laws, or 

ceasing to function for six months as an American Legion Post, or voluntarily ceasing to function as a Post, or 

merging with one or more other Posts, or refusing to pay the Department and National per capita dues, or under 

such other conditions as might make such action necessary shall, upon order of the Department Executive 
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Committee, surrender its charter for cancellation.  Upon failure to surrender such charter, immediate steps may be 

taken for its revocation, suspension or cancellation. 

Section 3. Upon revocation, cancellation or suspension of the charter of a Post in any Department of THE 

AMERICAN LEGION, said Post shall immediately cease operations and upon revocation or cancellation shall turn 

over its charter to its Department Commander or Department Executive Committee, and the Department Executive 

Committee is authorized, empowered and directed by and through its duly authorized agent to take possession, 

custody and control of all the records, property and assets of said Post; provided, however, that nothing herein shall 

be construed as requiring any Department to take over or assume any financial responsibility as to such property.  

Said Department Executive Committee may provide for the transfer of the members in said Post to other Posts of 

their choice, subject to the approval of such other Post. 

Section 4. The National Executive Committee shall provide a uniform code defining the procedure to be 

followed in the revocation, cancellation or suspension of Post charters and providing for a method of appeal and 

further providing a code of procedure for the revocation, cancellation or suspension of Department charters with 

continuing power to revise said code, provided, however, that the procedure now in effect shall continue until such 

code is so adopted. 

 

ARTICLE IV  
DISCIPLINE OF POST AND POST MEMBER S 

 

Section 1. Each Post of THE AMERICAN LEGION shall be the judge of its own membership, subject to the 

restrictions of the Constitution and By-Laws, except that no person who is a member of an organization which has 

for its aim the overthrow of the United States Government by force or violence, or who subscribes to the principles 

of any group opposed to our form of government, shall be eligible to become or remain a member of THE 

AMERICAN LEGION. 

Section 2. Members may be suspended or expelled from the Legion only upon a proper showing of cause.  

Charges shall be based upon disloyalty, neglect of duty, dishonesty and conduct unbecoming a member of THE 

AMERICAN LEGION.  All charges must be made under oath in writing by the accusers, and no member in good 

standing shall lose his membership until given a fair trial by the Post or Department in such manner and form as the 

Department By-Laws and Department Executive Committee shall prescribe. 

Section 3. Any member who has been suspended or expelled has the right of appeal to his Department 

Executive Committee, or to the Department Convention, according to the provisions in the By-Laws of such 

Department.  The decision of the Department shall be final. 

Section 4. A member whose dues for the current year have not been paid by January first shall be classed as 

delinquent.  If his dues are paid on or before February first, he shall be automatically reinstated.  If he is still 

delinquent after February first, he shall be suspended from all privileges.  If he is still under such suspension on 

June thirtieth of such year, his membership in THE AMERICAN LEGION shall be forfeited.  A member so suspended 

or whose membership has been so forfeited may be reinstated to active membership in good standing by vote of the 

Post and payment of current dues for the year in which the reinstatement occurs.  Provided, however, that the Posts, 

Departments and the National Organization may waive the provisions hereof, upon payment of dues for the year in 

which reinstatement occurs, with reference to former members who have been prevented from the payment of dues 

by reason of active military service. 
 

ARTICLE V  
MEMBERSHIP  

 

Section 1.  Membership in THE AMERICAN LEGION is membership in the National Organization of THE 

AMERICAN LEGION by affiliation with Posts. 
 

ARTICLE VI  
MONIES AND COLLECTIONS  

 

Section 1.  All National, Department and Post officials handling THE AMERICAN LEGION monies shall be 

properly bonded with a good and solvent bonding and surety company, as surety, to cover double the average 

amount of money handled in a single year.  In case of delinquencies in the payments of amounts due Department or 
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National Headquarters, action shall be taken at once by the proper officials to bring about a speedy and complete 

settlement.  The bonds provided by national officials shall be approved by the National Judge Advocate and the 

National Executive Committee, and those provided by the Department officials shall be approved by the 

Department Judge Advocate and the Department Executive Committee, and those provided by the Post officials 

shall be approved by the Post Legal Officer and the Post Executive Committee, or such other official or officials as 

the Department may designate. 

Section 2.  National Headquarters shall, should it be deemed advisable, detail special auditors to investigate the 

membership roll and financial statement of any Department, and should that Department so desire, assist in a 

similar audit of Posts within that Department. 
 

ARTICLE VII  
TRANSFER OF POSTS 

 

Section 1. Posts of THE AMERICAN LEGION formed within units of the Army, Navy, Marine Corps or other 

organizations liable to transfer from one place to another, and which are organized under the Department in which 

they are then located, may transfer to another Department in a manner similar to the transfer of individuals from 

one Post to another. 

Section 2. Any existing Post in the territorial or insular possession of the United States or in foreign countries, 

which is not under the jurisdiction of a present existing Department, shall within one year following the adoption 

hereof, unless extended by the National Executive Committee, request the National Executive Committee to place it 

under the jurisdiction of a Department to be selected by such Post.  Said request shall have attached thereto the 

formal consent of such Department.  Should a Post fail or refuse to make such request or be unable to obtain the 

consent of a Department, then the National Executive Committee shall designate the Department. 

 

ARTICLE VIII  
AMENDMENTS  

 

Section 1. These By-Laws may be amended at any National Convention by a vote of two-thirds of the total 

authorized representation thereat, provided that the proposed amendment shall have been submitted through the 

National Adjutant to the several Departments and members of the National Executive Committee by mailing same 

to them at least twenty (20) days prior to the convening of the next National Convention; any such proposed 

amendment may be amended without further notice by a two-thirds vote of the total authorized representation 

thereat, provided it does not increase the modification proposed by the amendment and it has received the approval 

of the Convention Committee on Constitutional Amendments; and, provided further, it may be amended by 

unanimous vote at any National Convention without notice. 

Section 2. That no proposed amendment shall be submitted through the National Adjutant to the several 

Departments and members of the National Executive Committee, as provided in Section 1 of this article, unless said 

proposed amendment shall have been first submitted by a Department Convention, Department Executive 

Committee, or the National Executive Committee. 

 

APPENDIX TO THE CONSTITUTION AND BY -LAWS 
 

Amendments to the Charter of THE AMERICAN LEGION enacted by Congress, October 29, 1942, Public Act 

767; July 9, 1946, Public Act 495; December 28, 1950, Public Act 895; June 26, 1953, Public Act 80; July 26, 

1955, Public Act 178; September 1, 1966, Public Act 89-550; December 27, 1974, Public Act 93-557; August 17, 

1978, Public Act 95-346; December 21, 1979, Public Act 96-155; October 30, 1990, Public Act 101-478; 

December 3, 1991, Public Act 102-179; November 20, 1997, Public Act 105-110; August 12, 1998, Public Act 

105-225; November 3, 1998, Public Act 105-354; December 2, 2002, Public Act 107-309. 
 

Be it enacted by the Senate and House of Representatives of the United States of America in Congress 

assembled, That section 3 of the Act entitled ñAn Act to Incorporate THE AMERICAN LEGION,ò approved 

September 16, 1919 (41 Stat. 285, Title 36, U.S.C., Sec. 43, amended to Title 36, U.S.C., Sec. 21702), is hereby 

further amended to read as follows: 
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ORIGINAL SECTION  
 

Sec. 3. That the purpose of the corporation shall be: To promote peace and good will among the peoples of the 

United States and all the nations of the earth; to preserve the memories and incidents of the Great War of 1917-

1918; to cement the ties of love and comradeship born of service; and to consecrate the efforts of its members to 

mutual helpfulness and service to their country. 

 

AMENDED SECTION  
 

ñSec. 21702. That the purpose of this corporation shall be: To uphold and defend the Constitution of the United 

States of America; to promote peace and good will among the peoples of the United States and all the nations of the 

earth; to preserve the memories and incidents of the two World Wars and the other great hostilities fought to 

uphold democracy; to cement the ties and comradeship born of service; and to consecrate the efforts of its members 

to mutual helpfulness and service to their country.ò 

 

That section 5 of such Act of September 16, 1919 (41 Stat. 285, Title 36, U.S.C., Sec. 45, amended to Title 36, 

U.S.C., Sec. 21703) is hereby further amended to read as follows: 

 

ORIGINAL SECTION  
 

Sec. 5. That no person shall be a member of this corporation unless he served in the naval or military service of 

the United States at some time during the period between April 6, 1917, and November 11, 1918, both dates 

inclusive, or who, being citizens of the United States at the time of enlistment, served in the military or naval 

services of any of the governments associated with the United States during the Great War. 

 

AMENDED SECTION  
 

ñSec.21703. That no person shall be a member of this corporation unless such person has served in the naval 

or military services of the United States at some time during any of the following periods: April 6, 1917, to 

November 11, 1918; December 7, 1941, to December 31, 1946; June 25, 1950, to January 31, 1955; February 28, 

1961, to May 7, 1975; August 24, 1982, to July 31, 1984; December 20, 1989, to January 31, 1990; August 2, 1990, 

to the date of cessation of hostilities as determined by the Government of the United States; all dates inclusive, or 

who, being a citizen of the United States at the time of entry therein, served in the military or naval service of any of 

the governments associated with the United States during said wars or hostilities: Provided, however, that such 

person shall have an honorable discharge or separation from such service or continues to serve honorably during 

or after any of the aforesaid terminal dates.ò 
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FOREWORD 
 

A ñBlueprintò for the 21st Century 

 
Purpose:  A plan to provide ñServiceò to our veterans, their families and their communities is as solid today, in a 

period of high technology and lightning fast changes, as it was in 1919, when the founding fathers of The American 

Legion met in Paris. 

 

They were true visionaries.  Much of The American Legionôs success rests on its understanding that the fight for 

veteransô rights - past, present or future - is never-ending.  While our purposes may remain unchanged, our 

capabilities must not.  The environment is changing and we must stay in front of change to be this nationôs leading 

advocate for veterans. 

 

For continued success, we must provide first-rate service to our veterans throughout the next century, the basis for 

this blueprint is the Preamble to the Constitution of The American Legion, which was finalized at the St. Louis 

caucus in 1919 and reaffirmed at Minneapolis in 1994.  This declaration reaffirmed the principles on which our 

great organization was developed (the Preamble Minneapolis Affirmation follows the 21
st
 century blueprint 

information). 

 

And the method for applying this blueprint for success to American Legion activities has not changed either.  

Personal contact at every level of leadership within The American Legion is the catalyst that has made us 

successful in the past and will make us even more successful serving veterans in the future. 

 

Since our founding fathers gave us a sound, clear focus, we need to build on this direction as we seek every 

opportunity to excel in growth and membership in the 21
st
 century.   

 

21st Century Key Challenges: The key challenges facing The American Legion in the 21st Century, as outlined 

by the National Executive Committee in October, 1997, have a common denominator to success -- personal 

involvement of Legion Officers.   

 Vision: Every American Legion member must focus on service to the veteran, to their families and to the 

communities as their number one priority.  Legion officers at every level must lead the way in reinforcing this 

vision. 

 Goals:  We must have goals to fulfill our vision of service.  A mission statement should be in place that 

includes these goals and spells out a direction of where you and The American Legion at every level should be in 

one, three, five and seven years. 

 Image:  We must be aware at all times of our image and how others perceive us and our work in the 

community. We must remain the champions of service to our veterans and their communities.  Everyone in a 

Legion leadership position must set the example for all members to follow.   

 Partnership:  The American Legion, American Legion Auxiliary, and the Sons of The American Legion 

need to be partners in providing service to our veterans, their families and their communities.  Legion officers again 

must set the example for inner-organization dialogue and cooperation.  Our work of service to our veterans is a 

ñfamily affair.ò 
 Public Relations:  We can amplify our commitment of service to the veteran through an aggressive and 

consistent public relations program.  It allows us to maintain visibility in the community.  Technology in the media 

has made it possible for everyone to become accessible to print and broadcast media.  Likewise, community service 

committees, the Chamber of Commerce(s), and business associations have doubled in number over the past 10 

years.  These are excellent opportunities to network.  Become involved in the community as a good neighbor.  

Public relations opportunities to tell the Legion story should be pursued.  

 Programs:  Our service to veterans and their communities is manifested in our programs and there are 

many outstanding programs to choose from.  Single theme or service posts can be drawing cards for starting new 

posts.  Legion officers at every level should be coaches, motivators and consultants in helping posts develop and 

maintain programs.  

 Training:   Every officer and staff member needs training.  Through training we gain knowledge to help 

better serve our veterans.  Whether it is a department or national Legion college, a conference, an annual 
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convention, the Extension Institute or the National Membership Workshop, education of our officers and staffs at 

every level should be an on-going process.  One of the most ideal and effective training methods lies in mentoring. 

  Mentoring:  Is a ñhands-onò approach to training that has proven to be the best investment in nurturing 

future Legion leaders.  Mentoring can be tailored to accommodate any learning needs of your members.   It can be  

in small group or done one-on-one.  Through the individualized coaching by a seasoned Legion officer, new 

officers and members can receive the training and reap the benefits of experience, which may be lost in a classroom 

setting.  Mentoring allows one to learn at their own pace and in their own locality.  It allows ample room for 

positive motivation and stimulates new ideas for improving Legion business. 

 Membership:  Service to our veterans begins with our membership base.  Without members we would 

have no voice on Capitol Hill nor could we achieve the entitlements and support to our veterans, their families, their 

communities, our state and nation.  Membership is everyoneôs responsibility, especially Legion officers.   Post 

revitalization and new post development should be on every Legion Officerôs mind.  Resolution 28, NEC, May6-7, 

1998, titled ñDisenfranchisingò, reaffirmed that the department commander or department executive committee is 

the final decision maker on establishing posts within the department, not another post or district.  The National 

Executive Committee established, by the same resolution, an objective of one post for each high school in the 

community.  The focus is presence in the community and the objective is growth.  Over the next five years the goal 

is to increase the number of posts to over 16,000.  Therefore, every department must focus on post development/ 

revitalization. 

 21st Century Outreach Program - This program encourages Legion officers to aggressively seek support 

from the Active Duty military, Guard and Reserve organizations in your department to identify eligible veterans.  

Since January 1998, several active duty bases and guard units have agreed to allow The American Legion to 

address veterans separating from the service.  The potential for membership is unlimited. Two initiatives to identify 

veterans in the community are listed below: 

Jobs ï American Legion Members and Posts can help job seekers from the military community find good 

jobs with good employers! Help your employer/business in recruiting veterans, transitioning military, and working 

spouses! Find out how referring employers will benefit your post and the Legion by visiting The American Legion 

web site at http://www.legion.org. 

Internet  - Several of our members have shown leadership initiative by thinking outside the box when it 

comes to finding new sources of eligible veterans.  Tapping into web rings and getting on veteran service 

organization chat lines has proven to be highly successful in initiating interest in The American Legion.  It is also a 

new frontier to promote the Legion through new public relations opportunities. 

 Communication:  This is a must!  Legion officers must set the example in establishing clear and concise 

lines of communication with members and nonmembers alike.  Through communication and personal contact, The 

American Legion can cross all race, gender and age barriers on its way to providing quality service to our veterans 

and their communities.  District and county commanders should visit every post within their jurisdiction.  This 

provides you with an awareness of their needs and growth potential. Communicate, educate and support one 

another through all mediums available to you whether its newsletters, bulletins, television, radio, newspapers, E-

Mail and/or direct contact.  

Conclusion:  The essence of the 21st Century Plan is personal involvement through demonstrated 

leadership.   Our blueprint for success was laid out for each of us by our founding fathers----it is: 

 

SERVICE TO OUR VETERANS, THEIR FAMILIES AND  

TO THEIR COMMUNITIES, STATES AND THE NATION  

 

For more information, refer to the full text of the resolutions approved by the National Executive Committee, May 

6-7, 1998, Spring Meeting, Indianapolis, Indiana ï the ñResolvingò clauses of each resolution follows: 

 

Resolution #27, Diversity and A Veteran Is a Veteran (21
st
 Century) 

 RESOLVED, That The American Legion strongly recommends that any level of The American Legion, 

Departments, Districts and Posts review its Constitution and By Laws and those of superior bodies within the 

organization to ensure it is in compliance with the rules that govern this organization; and be it further 

 RESOLVED, That Departments, Districts and Posts dedicated to the programs of The American Legion 

should not take unwarranted actions that may lead to barriers that hamper the growth, support of programs and 

active community involvement, that may adversely affect the growth of The American Legion; and be it finally 

http://www.legion.org/
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 RESOLVED, That we operate with a common focus, derived from cooperation and fraternal relationships 

developed from working together at all levels of the organization, for the sole intent and purpose of carrying out the 

duties and responsibilities commonly shared at each level of The American Legion. 

Resolution #28, Disenfranchising (21
st
 Century) 

 RESOLVED, That the formation and revitalization of American Legion Posts be a priority, which only the 

Department Commander or the Department Executive Committee controls in accordance with Article IX, Section 1 

of the National Constitution; and be it further 

 RESOLVED, As long as all of the required obligations are met for the establishment of a Post, no 

individual Post or District should have the authority to deny any individual(s) the opportunity to start or revitalize a 

Post, without just cause, but the final decision will be made by the Department Commander or Department 

Executive Committee; and be it finally 

 RESOLVED, That there should be an American Legion Post for every high school where Department, 

Districts, and Post leadership will work together to ensure the success of the Post in its support of programs and the 

local community. 

 

Resolution #29, Veteran Outreach Program (21
st
 Century) 

 RESOLVED, That The American Legion initiate at all levels of the organization a comprehensive plan to 

educate and provide service to Active, Reserve Component and National Guard eligible military personnel 

currently in uniform, recently retired and/or separated, about the value and benefits derived from membership in 

The American Legion; and be it finally  

RESOLVED, That The American Legion initiate at all levels of the organization a recruiting campaign 

targeted at eligible military personnel currently serving on Active Duty, in the Reserve Components and the 

National Guard. 

 

Resolution #30, Training and Education (21
st
 Century) 

RESOLVED, That The American Legion recommend to all levels of the organization, development of a 

comprehensive plan to educate and train its leadership, preparing them for the present and future challenges to be 

faced in service to veterans, the community, state, and nation; and be it further  

 RESOLVED, That The American Legion recommends a standard for its leadership to include a knowledge 

about programs, activities, goals and objectives of the organization, in order to do their best and be more proactive 

towards the needs of those that they serve; and be it further 

 RESOLVED, That it is recommended that Departments, Districts and Posts recommend to all candidates 

for office that they consider taking and successfully completing The American Legion Extension Institute course; 

and be it further 

RESOLVED, That every Department of The American Legion be encouraged to start and staff a  

comprehensive training seminar/college (also known as Legion College) for the purpose of training its leaders; and 

be it further 

 RESOLVED, That the National Organization of The American Legion develop a training environment, 

seeking a better-trained cadre of leadership that may include the use of computer technology/communications, 

written materials, teleconferencing, other electronic media, workshops, conferences, and seminars; and be it finally 

 RESOLVED, All levels of the organization of The American Legion, be strongly and resolutely 

encouraged to develop and execute a continuing education program, initiated by an inaugural five-year plan with a 

goal to implement this concept of practical and useful training and education of our Legion leadership in order to 

maximize effectiveness in communities, states, and our Nation.  

 

Resolution #31, The American Legion Post Operations (21
st
 Century) 

 RESOLVED, That the attention of all Department, District, County and local American Legion leaders be 

called to the need of mentoring and training all Post officials in such areas as: 

1. Developing and executing Post mission statements 

2. Developing and executing a five-year plan to include description in each of the following areas: Post 

activities, programs, budgets to include financial projections, membership and public relations and 

communications 

3. Development of a constitution and by-laws to include proper charter filing, incorporation, report filing 

to include Consolidated Post Report, maintaining a proper check and balance system to include audit, 

risk management (liability, property and event insurance), and proper writing of resolutions 
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4. Formation and training of committees based on the size and mission of the Post in the local community 

5. Development of a ñWelcome Wagonò Task Force in conjunction with the Auxiliary and the Sons of 
The American Legion to welcome new veterans into the community 

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

RESOLVED, It is recommended that Departments, Districts, and Counties develop an integrated 

coordinated assistance visit plan, sometimes referred to as a Post Responsibility Audit, to ensure every Post is 

visited by one level of leadership at least once a year to review the aforementioned areas with the Post leadership; 

and be it further 

RESOLVED, It is recommended that every Post have a copy of the official history, The American Legion, 

written by Thomas A. Rumer and/or a reference set of The American Legion Extension Institute; and be it further 

RESOLVED, The American Legion believes that each Post is a community based wartime veterans 

organization known for helping all veterans, families and children in the community and where social programs 

will not supersede the reason The American Legion was founded in 1919 and where the image is associated with 

ñService First;ò and be it finally 

RESOLVED, That each American Legion Post should use the word ñPostò where appropriate in all official 

documents, publications and advertising. 

 

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

Century) 

 RESOLVED, That the attention of all Department, Districts, County and local American Legion leaders be 

called to the need for a cooperative relationship with the Auxiliary, and Sons of The American Legion. 

 
SPECIAL RESOLUTION 419 

1919        THE MINNEAPOLIS AFFIRMATION   1994 
 

WHEREAS, To us, the heirs of a proud tradition, the Founders of The American Legion in the City of 

Minneapolis in November 1919 bequeathed the four pillars upon which our great brotherhood yet stands, as 

proclaimed in the Preamble to the Constitution of The American Legion; and 

WHEREAS, It is upon these pillars that we have built the programs by which we serve our comrades, our 

youth, and our nation; and 

WHEREAS, By the Throne of Almighty God the Founders surely stand and say of us "Well done, beloved 

heirs and comrades"; now therefore be it  

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

September 6-8, 1994, that we express our eternal gratitude for the wisdom and foresight of our Founders in this, our 

75th Anniversary Year, by affirming anew our commitment to the perpetuation of our principles; and be it further 

 RESOLVED, That in affirmation of our troth, we pledge our unrelenting vigilance on behalf of our 

comrades-in-arms, their children, and their widows and orphans; and be it further 

RESOLVED, That we affirm the American Flag to be the sole unifying symbol of these United States, a 

nation born of diversity and nurtured in the shadow of that banner, beneath which the honored remains of countless 

heroes have been laid to rest, deserving if need be of our protection unto death; and be it further 

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

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

further 

RESOLVED, That we affirm to our nation's defenders, and the citizens they serve, our dedication to 

national sovereignty and security so inviolable as to render America forever free from aggression and domination 

by those who would do us harm; and be it further 

RESOLVED, That we affirm the principle of citizen soldiery by our support and dedication to those who 

stand in ready preparedness to answer the call to arms, the Reserve and National Guard forces; and be it further 

RESOLVED, That we affirm to all Americans our commitment to the principle of government of the 

People, by the People, and for the People, a principle best embodied by a Congress unfettered and free from foreign 

influence and ever alert to the failures of foreign policy by which the constraints on war are loosed; and be it finally 

 RESOLVED, That by the witness of Man and in the Presence of Almighty God, we do hereby commend 

this affirmation to all in whom these sentiments ring true. 
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          SECTION 1 

Post Handbook 
 

Commander 
 

ñTo you, my comrade, is entrusted a very important duty, that of teaching and protecting the cardinal 

principles of The American Legion throughout your entire post.  To you is entrusted supervision of the 

duties of all other officers of the post.  To you may come the needy and the distressed and it is your duty 

to see that no worthy comrade is turned away without full justice.  It is your duty to see that Freedom is 

ever the watchword of those with whom you may come in contact.  Loyalty to your post, to its 

membership, to the state and to the national organization, are obligations which you now assume.  You 

are more than the presiding officer for meetings.  You are guided by the constitution and by the decisions 

of the post as a body, yet the responsibility for the success of the yearôs program is largely on your 

shoulders.  You must initiate and carry through programs to completion.  You must thoroughly 

familiarize yourself with the policies and traditions of your post and of The American Legion.  By your 

sincere acceptance and earnest performance of these duties, may the great trust which your comrades 

have reposed in you be justified.  To you I extend the congratulations of the department, and I wish you 

well as you assume the responsibilities of your office.  I present to you a copy of the Post Officerôs Guide 

and Manual of Ceremonies to serve as your guide during the coming year.ò 

--Charge from Installation Ceremony 

 

Yes, commander, the charge you accepted is broad and difficult.  How you respond will determine to a large 

degree the standing of The American Legion among your associates and within the community. 

Your own ability, the help you obtain from district and department officers, the information contained in this 

guide, and the help you will get from the post officers who form your team, all combine to make the performance of 

your job possible. 

That you have ability is recognized by your election to the office of post commander.  This ability must have 

been accompanied by desire or you would not have accepted the office.  Everything that follows is provided to 

assist you to use the ability that you now have and to develop new skills so that your desire to see the post prosper 

will become a reality. 

As you look to the overall operation of the post, you realize that you have stepped to another level.  You may 

feel that the step is too high, but as you proceed, following the guidelines suggested, you will develop the 

organization and leadership among others that will make your year as commander the most rewarding of your life. 

 

Planning Post Operations for the Coming Year 

Itôs a rare group of new post officers who take office without enthusiasm and a desire for a successful year.  In 

the charge you accepted at your installation, you were entrusted with the supervision of the duties of all other 

officers of the post.  This does not mean that you will discourage them from using initiative and developing new 

ideas.  What it does mean is that you will be judged by the effectiveness of your officers. 

There are many ways to determine whether a post commander and their officers are enjoying a successful year.  

Judgments of the worth of a post are made by the members, the community, and by The American Legion itself.  

Like it or not, a gain or loss in membership is the measure most often used. 

Actually, the membership record is a pretty reliable barometer of what your post is doing.  An active post, 

where the members enjoy themselves, often creates a ñword of mouthò membership campaign that works almost 

automatically.  The members are proud to belong.  Itôs the most natural thing in the world for them to talk ñLegionò 

to their friends, neighbors, relatives, and business associates.  Since they like belonging to the Legion, they want 

their friends to get in on a good thing, too. 
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However, whether it shows or not, a great deal of planning has probably gone into every successful 

membership campaign.  But, before sales people can sell a product, they have to have a product.  If they are going 

to do a good job, they have to have a good product--something that people want and will value.  The programs, 

social activities, chances for making new friendships, sometimes the post home itself--these are what a Legion 

salesman has to sell.  How we build or get this product is the subject we would like to discuss with you. 

 

Executive Committee 

Very early in the game, you will find out that running even a small post is more than a one-person job.  If you 

donôt, you may feel as though the weight of the world is on your shoulders.  This is the reason the post constitution 

provides for a full group of post officers, as well as an executive committee.  They are elected to do specific jobs.  

Itôs up to you to get them to work together for the good of the entire post. 

You can get off on the right foot by making it a first order of business to call an early meeting of your officers 

and executive committee.  This can be held even before you are installed.  The outgoing post commander and 

adjutant might also be invited to attend. 

Before the meeting is held, you and your adjutant need to find out what post records are on hand, where they 

are, and how to use them. 

 

Records and Material 

Do you have all of your membership records since the post was chartered or at least for recent years?  Members 

are proud of their record of continuous membership.  Try to keep that and all of the membership records up-to-date. 

Are the complete minutes of all meetings on file or bound?  The keeping and reading of minutes may seem a 

pretty dull job, but minutes can be extremely important.  More than one law case has turned on what some long-

forgotten secretary or adjutant wrote in the minutes of a meeting years ago. 

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

Is the post incorporated under the not-for-profit laws of the state?  Where is a copy of the articles of 

incorporation?  Have the necessary annual reports been filed and any needed fees paid? 

Is every officer who will be handling funds bonded?  This is required by the Legionôs national constitution. 

Do you have a copy of the postôs constitution and by-laws?  With the changes in post officers from year to year, 

itôs easy to see how many of these vital records can be lost or misplaced.  So, first make sure that all of the essential 

records are on hand, that they are where they should be (and not hiding in the desk of some adjutant of ten years 

ago), and that you know in a general way, at least, what they are. 

 

Budget and Fundraising 

Anyone who asks people to come to a meeting should do them the courtesy of preparing an agenda--and doing 

it in advance. 

One of the first things on the agenda for this first get-together of new post officers should be money--your 

postôs budget.  The officers need to know in advance what income can be expected for the year and how it should 

be spent. 

Here are three general principles on post financing that are worth considering.  Youôll have a good chance of 

staying out of money troubles if you follow them: 

First, make your dues high enough to meet the fixed, administrative costs: postage, stencils, stationary, 

department dues, in some cases rent--the administrative costs that every post must meet to stay in business.  

Second, if the community is to benefit from an American Legion project, donôt hesitate to  

solicit the community for funds.  For example, an American Legion baseball team, a community playground or 

swimming pool.  Actually, the post will add to its public reputation by such projects, but a full public accounting 

needs to be made of all funds received and of how they are spent. 

Third, donôt ask the public to give in the name of charity for any project that will be of benefit  

primarily to members of The American Legion.  A merchant will donate to send a youngster to Boys State, but he 

probably wouldnôt care to give money to buy a new cooler for your bar.  Sometimes it is necessary to raise funds 
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from outside the membership for something that is strictly for the benefit of the post and its members.  When this 

happens, make sure that the public receives full value.  

 

           Calendar of Events 

Your budget is a means to an end.  The amount of money you have is not as important as what you do with it.  

So, right along with the budget, you need to set up a calendar of events.  These are the things your post is going to 

be doing during the coming year.  (See program reminders in Index.) 

 

Committee Assignments 

Elected officers will be responsible for some of the activities and projects.  Your appointed chairs will be in 

charge of others.  Decide at the very beginning what is going to happen, when it is going to happen, and who is 

going to make it happen.  Most of the assignments will be to carry on already established programs or activities. 

There are handbooks and manuals on all of the important Legion programsðBoys State, baseball, children and 

youth, veterans affairs and rehabilitation, scholarships, and so on.  Probably you and your adjutant will have already 

received copies of these from department headquarters.  These manuals have information and ideas that your 

committee chairs need.  Take these handbooks to the first planning meeting and turn them over to the proper people 

right then.  (See Publication List in Index.) 

 

Recreational Activities 

Then there are recreational activities.  The strongest posts are those where the members not only carry on 

humanitarian service programs, but also have a good time.  When our pioneer forebears assembled to raise a cabin 

for a neighbor, they ended their labors with a square dance.  So donôt neglect recreational and social activities.  Find 

out the activities that different groups of members are interested in and provide the means or the opportunity for 

them to pursue that interest through your post. 

 

Programs 

Just about every post has some service programs and social activities that were started in the past and have 

become almost traditional.  Organizations fall into rutsðperhaps more easily than individuals.  Any program 

carried on exactly the same way year after year is going to grow stale.  So, at this first planning meeting, take a look 

at your past programs and activities.  Decide on those that need some change or a new look. 

No post can stand still.  New programs are needed to maintain interest and, especially, to keep up with the 

times.  Every new activity or program offers the opportunity to interest new people in joining the post.  Inactive 

members can be turned into active members by the same means. 

Very little in the world happens without someone to make it happen.  So all of the programs and activities need 

to have a person in charge.  Usually, this is a post officer or committee chair.  If the selections of chairpersons and 

officers are good, the programs will move.  You should ask and, in fact, demand that each chairperson and officer 

build a timetable of events that can be fitted into an overall post calendar for your year. 

 

First Post Meeting 
Now we come to that very important first post meeting.  You know that every member present is going to be 

judging you in comparison with previous commanders.  At the first meeting, the pattern and the tone are probably 

going to be set for the entire year.  If changes are going to be made, this is the time to start them.  The new broom is 

expected to stir up a little dust.  Fortunately, you can lean on the experience of thousands of commanders of the 

past.  The basic framework for any post meeting is all spelled out in the Manual of Ceremonies.  By following the 

prescribed ritual and order of business, even a person who has never before presided over a meeting can do an 

adequate job.  As a new commander, you might feel a little self-conscious about running a formal meeting, 

particularly in a post that has gotten away from the Manual of Ceremonies.  But you shouldnôt.  The American 

Legion is an impressive organization, and its meetings should be suitably formal and impressive.  No time is saved 

by omitting parts of the ritual.  Meetings, of course, can and should vary.  There can, and should, be an outside 

speaker on appropriate occasion.  But by following the prescribed ritual and order of business, you should be able 

to complete your agenda in no more than one hour.  
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Agenda 
ñAgendaò is the magic word.  While the Manual of Ceremonies provides the framework or the skeleton for a 

meeting, the commanderôs agenda is what puts meat on the bones.  Item ñcò under ñOrder of Businessò in the 

Manual of Ceremonies reads simply:  ñCommittee Reports.ò  Your personal agenda for the first and each 

succeeding meeting should list the exact committee scheduled to report.  But before a chairpersonôs name goes on 

the agenda, the commanderðat least the foresighted commanderðis going to contact each chair and make sure that 

person is ready to report.  This contact gives you an easy way to check on whether the chair is doing the job.  If not, 

a little encouragement, a few suggestions, or perhaps even some prodding might be in order. 

 

Protocol 
Although ñprotocolò is a term used primarily in setting the rules of etiquette, which govern diplomatic 

functions, there is a certain amount of protocol, which applies to American Legion meetings and social functions, 

especially those to which dignitaries have been invited.  Protocol for those events is the responsibility of the post 

commander who should be aware of certain guidelines that begin with the planning of the event. 

If the department commander is to be invited, this matter should be cleared promptly with department 

headquarters.  In preliminary planning, it is advisable to have an alternate date in the event the department 

commander is already committed for the original date. 

Accompany the invitation with some basic facts about the engagement: time, place, whether or not it is a dinner 

occasion, significance of the event, etc.  Will it be a joint Legion-Auxiliary function?  Will there be non-

Legionnaire dignitaries present?  Remember, this is your ñhomeò and those youôve invited deserve all the courtesies 

and considerations to be accorded such distinguished guests. 

If the event is a dinner, those who will be seated at the head table should have been notified of this fact before 

they arrive.  They should be escorted to their places to avoid confusion.  The main speaker is seated just to the right 

of the podium.  Place cards identifying those at the head table should be used. 

Introductions begin after the meal.  The presiding officer stands at the center of the head table and makes the 

introductions, beginning at the extreme left, continuing to the center of the table, and then starting at the extreme 

right and continuing to the center. 

The main speaker, the guest of honor, is the last person introduced. 

American Legion officers are introduced in the order by which they were installed into office:  sergeant-at-

arms, service officer, historian, judge advocate, chaplain, treasurer (finance officer), adjutant, vice commanders, 

and commander. 

As with all rules, there are some exceptions.  If it is a function of both The American Legion and the American 

Legion Auxiliary, the Auxiliary officers, dignitaries, etc., are introduced first.  A national executive committeeman 

or alternate NECman should be introduced immediately before the department commander. 

 

Welcome Committee 
The first meeting is also a good time to start a welcoming committeeðin case there has not been one in the 

past.  Two or three members should be asked to take on the job of welcoming new members, guests, or even older 

members who are not well acquainted, making them feel at home, and introducing them.  The sergeant-at-arms can 

often help on this assignment.  An active welcoming committee is a part of the postôs public relations job. 

 

The American Legion Extension Institute 
It was developed to provide every member of The American Legion, American Legion Auxiliary and Sons of 

The American Legion an opportunity to learn and discover the rich history, programs, policies, developments, 

positions and future goals of our organization. 

This concise and comprehensive set of books returns to the original format of the Extension Institute, which 

was a course of study with chapter review tests and final examination upon the completion of the materials.  It 

consists of a set of four reference/study books, with the fifth book being an introduction to the course, including a 

list of national officers and the national headquarters staff. 

The primary purpose of this handy reference set, adapted for daily use, is an educated, informed and 

knowledgeable membership.  Men and women who are ñin the knowò have the understanding that keeps our 

organization strong and growing.  An educated and informed member spells success.  If you are interested in 

knowing more about The American Legion, contact Emblem Sales to order your Extension Institute today. 
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You can order a single set for your own use, or you can order multiple sets at reduced costs to use for study 

groups, giveaways, fund-raisers, membership incentives, etc. 

 

Pageantry 
Every post is a part of the community.  It will be successful to the degree to which it fits into that community.  

Pageantry and patriotic observances are something that the community expects of the Legion.  A well-trained color 

guard and even a burial detail composed of members of the Legion family will help to keep The American Legion 

before the public. 

 

Community Projects 
Another very valuable way of getting your post knowledgeableðknow-how in the right wayðis to cooperate 

with other community organizations in civic projects.  A post commander who knows his business will encourage 

active participation in civic affairs on the part of the members.  There is personal pride when a local Legionnaire is 

elected to the school board, heads up the United Way, or even gets a promotion in a jobðand will go out of the 

way to congratulate members on their accomplishments, whether in the Legion or in another field. 

 

Awards 
There are many ways to say ñThank you.ò  Awards and citations may be given at post meetings.  A simple 

ñthank-youò note can mean a great deal.  Mention during a meeting that Comrade Doe has done an excellent job in 

arranging the Veterans Day celebration.  This is a simple courtesy that should never be forgotten. 

So, putting all of these various ideas together they add up to: first, planning; then, assignment of 

responsibilities; checking back to make sure the job is being done; and, finally, a THANK YOU VERY MUCH. 

 

Resolutions 
If you have an idea that will improve The American Legion at any level, put that idea into words, in the form of 

a resolution.  First have it passed by your local post; then, have it passed by your district at its annual convention.  

All resolutions passed at a district convention are delivered to the resolutions committee at the following 

department convention.  At the department convention, you should appear before the resolutions committee and 

plead for their passage of your resolution, and you should also be prepared to speak for its passage when it comes 

on the floor of the department convention.  All resolutions pertaining to national, passed at the department are 

forwarded to national.  (See ñResolutions,ò in the index for other sections in this guide.) 

 

Sources of Assistance 
You have been shown ways to utilize the potential of your members, but there is more help available when you 

need itépast commanders, district officers, department officers, etc. 

 

Past Commanders 
Many posts have an active Past Commandersô Club.  Sometimes its primary purpose is social and the retention 

of good fellowship among those who have served as commanders.  But here is a wealth of knowledge, know-how 

and ability just ready to be tapped.  Donôt let it go to waste.  Whether such a club is formally organized in your post 

or not, it is helpful to build a Commanderôs Advisory Committee from your past commanders. 

 

District  Officers 
The post is a separate and distinct unit, which functions independently.  But the work of the post can be more 

effective if it is joined by a tight link to the department and national organization.  The district and your district 

officers provide that link.  

The district commander is normally the elected representative of the posts in the district, but an obligation to 

provide guidance and supervision is also implied.  Posts are charged with carrying out the objectives and programs 

of the Legion and to comply fully with the obligations assumed under the post, department and national 

constitutions.  But, if your post becomes inactive or begins to falter, you can expect your district commander to 

start giving advice. 
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The district commander has a position of respect in our organization.  A visit to your post calls for something 

special.  Make it a social event significant enough to draw a crowd.  The dignity shown the office can only be 

reflected back to increase the importance of the office of post commander. 

 

Department Officers 

Department officers are our ñshowò people.  A visit from one of them usually provides an opportunity for 

excellent media coverage, and the type of Legion function that will attract your members and community leaders.  

These officers are your elected leaders and deserving of every respect.  Not every post will receive annual visits 

from a department commander, but if your invitation is accepted, or there is occasion to visit you, make the most of 

it. 

 

Department Headquarters 

The American Legion is organized in departments for every state, District of Columbia, territorial possessions 

and several foreign countries.  Each department headquarters exercise a general supervision over the local posts 

within its jurisdiction.  It is urged that close communication and cooperation be maintained between the post and its 

department headquarters. 

The department headquarters constitutes the link between the community post of The American Legion and the 

national organization.  The post will deal directly with the department adjutant.  Routine business should be 

transacted through department headquarters.  Department headquarters is familiar with the issues and conditions of 

state affairs.  Questions of policy and organization should be referred by the post to department headquarters.  

Through department headquarters any information may be secured that is desired by the post, or the ways of 

securing it may be found. 

The commander should keep in close touch with department affairs, know what statewide activities are carried 

on, and see that his/her post has its full share in them.  He/she should study all instructions from department  

headquarters and see that they are passed on to the proper officer or committee for action.  Also, the membership of 

the post needs to be informed of any new activities that may be initiated by the department. 

 

National Headquarters 

Practically all of your contacts with national headquarters are rightfully carried through your department 

headquarters.  There is, however, one publication that should be faithfully read and kept, issue-by-issue.  This is 

The American Legion DISPATCH published by national headquarters.  The DISPATCH gives you up-to-date 

information on which to base your programs, the proper timing for programs, and suggested news releases.   

The American Legion Online Update is another publication that helps keep Legionnaires informed.  This is a 

free publication that is sent to email subscribers on a weekly basis.   

 

Auxiliary Unit  
The Auxiliary unit is an important adjunct to the postôs scheme of organization.  The official contact with the 

unit is through the unit president.  The unit can help only in proportion to its opportunity.  A good commander will 

find work for the Auxiliary unit to do.  The commander, or designated representative, will keep in close touch with 

the unit and give its members plenty of inspiration and encouragement.  Follow the same procedure if there is an 

Eight and Forty Salon in your area.  

 

Conventions 
While your post could continue to operate if there were no department, district, or national organization, you 

can be more effective as a part of a team.  You may want to take part in a county or statewide promotion.  You may 

have an idea that should be developed and expanded beyond your post.  Certainly you want your post to have a 

voice in deciding the future programs of The American Legion. 

District, department, and national conventions are the places where Legion policy is determined.  You will 

want to make certain that your post is represented by properly elected delegatesðparticularly on the district and 

department level. 
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Each year the district and the department will hold seminars on either general Legion operations or specific 

Legion programs.  You can go a long way toward solving the future leadership problems in your post by making 

certain that the post is represented at whatever training session is provided.  You will also find that attendance at 

district and department functions will do much toward building the esprit de corps that makes for a good Legion 

post. 

 

Program Reminders 
 

Commander, itôs up to you!  Programs require intelligent planning to be successful.  Here are some 

reminders that should be of assistance. 

 

JANUARY ï Initiation ceremonies are good membership stabilizers.  Keep working membership campaign, 

especially by contacting those who became delinquent January 1.  A community service survey can reveal areas 

where additional effort is needed.  A good time to present flags and flag codes to schools. Check dates for oratorical 

contests, local, district or county, and state.  Plan February program.  March is the official Community Service 

Month; the beginning of the year is the time to plan and implement initiatives and projects so your post is ready in 

the spring. 

 

 FEBURARY ï Americanism Month.  Plan school awards with school officials.  Sponsor Religious Emphasis 

activities.  Start plans for The American Legion Baseball program.  The Veterans Employment Representative will 

make a good speaker for a post meeting.  Remember observances of Abraham Lincoln and George Washington 

birthdays.  Plan a big American Legion birthday program for March. 

 

MARCH ï Community Service Month.   Boys State selection should be given priority attention in March, or 

earlier.  March 15-17 is the recognized anniversary period of the founding of The American Legion.  Close out 

membership campaign and mail dues and cards to department before birthday party. All levels of leadership should 

constantly focus on projecting the proper image of The American Legion in the community, in the programs 

sponsored and services provided, and also on the appearance of the post home and surrounding grounds.  Post home 

appearance can be perceived as a reflection of the attitude, the initiative and the civic awareness of the post 

membership.  The post reflects the outward image of the whole organization of The American Legion to the 

citizens in their community.  The post should be a pillar of the community.  One that would invite prospective 

members and guests based on appearance alone.  This is not intended to be a capital improvement project but one of 

attention to detail and routine fix-ups.  Between January and March, the post leadership is encouraged to form a 

committee to host an "Open House" in March.  One major area of interest to prepare for in March is a Self-Help 

Program to fix up needed areas in the post home from signage to outside appearance to inside appearance that may 

have gone unattended due to other priorities. In addition, this item should be included on your annual Post 

Responsibility Audit (PRA), outlined elsewhere in this Officer's Guide.  

 

APRIL ï Children & Youth Month .  Be sure to coordinate this with the Auxiliary. Secure Children and Youth 

Guide from department headquarters.  Plan summer scouting activities.  Boys State should be given priority.  How 

about an old timersô night?  Community service will elevate your postôs standing in the community.  Plans should 

be made for election of new officers.  American Legion Child Welfare Foundation week.  

 

MAY ï May 8-10 is the anniversary of the St. Louis Caucus, which completed original organization of the Legion 

back in 1919. Armed Forces Day, Motherôs Day and Memorial Day form the basis for good post programs and 

outreach to our military personnel in communities around the nation.  Excellent time to create a Blue Star Banner 

Program in the community.  Do you have a uniformed group in the post? Do you decorate veteransô graves?  

Present school awards at the end of school.  Implement American Legion Baseball and summer athletic programs. 

Contact school officials now to get Legion activities approved and on the calendar for next yearðoratorical contest, 

Boys State, school awards, American Education Week, etc.  

 

JUNE ï Start planning membership drive for next year.  Call on past officers for assistance and guidance.  Decide 

how you are going to contact the new veterans.  June 14th is Flag Day.  Does your community fly flags on patriotic 

holidays?  Good time to make a survey.  History of Old Glory would make an excellent program for a post meeting.  
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Summer youth programs need your support and attendance.  Community service will make your town a better place 

in which to live.  Get ready for the 4th of July.  

 

JULY ï Have an old fashioned 4th of July celebration.  Make it a community project. Be sure new officers are 

certified to department headquarters.  Installation of officers makes an impressive ceremony at a post meeting.  

Continue efforts on behalf of summer youth programs.  

 

AUGUST ïWell-planned programs produce best results.  You should have received next yearôs membership cards 

from department headquarters.  September school starts.  Veterans Day is coming up.  

 

SEPTEMBER ï National Disaster Preparedness Month.  The 2nd is VJ Day; request churches to ring their 

bells (symbolically) in your community. Patriot DayðSeptember 11ðwork with community to recognize this day.  

Celebrate the anniversary of Congress approving The American Legion CharterðSeptember 16, 1919.  

Opportunity to create a local event to involve civic leaders in celebrating the anniversary.  The 17th is Constitution 

Day.  Good time for Constitution DayðCitizenship Day program. Present school with adequate copies of Letós Be 

Right on Flag Etiquette, and Need a Lift.  Follow through on membership drive planning.  Co-op ad materials 

available for Veterans Day.  

 

OCTOBER ï Launch all-out membership campaign.  Planned programs produce.  Columbus Day. Remember, 

dues for next year are payable by Oct. 20.  Participate in Halloween Safety Programs.  

 
NOVEMBER ï Continue full speed ahead on membership campaign by conducting membership roundups in order 

to get memberships in before December 31
st
.  Nov. 11 is Veterans Day.  American Education Week.  Thanksgiving.  

Remind members they need next yearôs card number when paying American Legion Life Insurance premiums.  

Deadline for payment is December 31.  

 

DECEMBER ï Remember Pearl Harbor ï an epic event that will forever resonate in Americaôs history December 

7, 1941 ï ña day that will live in infamy.ò So spoke President Franklin D. Roosevelt. December is also the Holiday 

Season.  Support activities that bring Christmas cheer to needy families. How about a Christmas party?  Work 

toward an all-time high in post membership. Keep plugging for renewals and new members.  Plan to visit fellow 

veterans in the hospital. 

 

Adjutant  
 

ñMy comrade, you have been chosen to assist your commander in the wise and effective 

administration of the office and to serve not only your fellow Legionnaires, but a also those whose 

relationship to our organization has led them to look to us for guidance and relief.  You will find the 

duties many, varied, and at times taxing of your crowded hours and resources. The successful 

accomplishment of our program depends, to a great extent, upon you and your performance of the 

duties of your office.ò 

ðCharge from Installation Ceremony 

 

The adjutant holds the same relative position in the post as the secretary of any other organized bodyðand a 

little moreðthe office serves as the ñfirst sergeantò of the company.  Post activities revolve around the adjutant.  

Most posts find it wise to retain a good adjutant in office over a period of years. The adjutant may well be regarded 

as the ñcontinuity personò in the post.  While the commanderôs duties are largely inspirational and executive, an 

adjutantôs duties are administrative.  The commander navigates the ship, but the adjutant is the engineer who runs 

the shipôs machinery. 

The adjutant is the personnel officer, the intimate contact with the individual post member, maintains the 

membership records, minutes of meetings, checks up and assists the work of the other officers and committees, and 

publishes official orders, announcements and instructions. 

All post records should be in the adjutantôs custody; for ready access to all sources of information, and it is to 

his/her interest to develop a comprehensive filing system. 
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The adjutant is primarily concerned with ways and means and, by virtue of a key position, can add 

effectiveness to all post activities.  The office involves a great deal of work, and it is urgently recommended that 

some degree of compensation be paid the adjutant, particularly in large posts. 

 

Suggestions for New Adjutant 

The only indispensable qualifications are honesty and willingness.  The adjutant should get a set of post 

account books from the Emblem Sales Division, National Headquarters.  They require no special knowledge of 

bookkeeping. 

He/She should go through all the post records at the first opportunity.  The constitution, minutes of meetings, 

and reports of officers and committees will give an insight into the postôs policies and traditions.  Communications 

from department headquarters shall put the adjutant up to date on instructions. 

A special Post Adjutantôs Manual is available with full information on the handling and processing of the 

automated membership card system plus other matters related to the duties of a post adjutant.  Every adjutant 

should have a copy of the Post Adjutantôs Manual. 

 

First Vice Commander 
 

ñTo you is given the responsibility of an active cooperation between yourself and the commander.  

Particularly you should interest yourself in the membership of the post.  You should be assisted by the 

most active and devoted members.  No single factor has so important an influence on the postôs success 

as membership.  You will be the exponent of means of safeguarding the honor of the Flag of our Country.  

To you are committed these endeavors with the expectation that you shall fulfill each and every one of 

them.  You are the teacher of óDemocracyô.ò 

ðCharge from Installation Ceremony 

 

In the majority of posts, a first and second vice commander are elected, with membership the primary concern 

of the first vice commander. 

Frequently the success or failure of the membership record during his/her year determines the chances of 

advancing to the commandership the following year.  In a few of our posts, one or two ñtigersò (membership go-

getters) will secure the big majority of the dues, but the possibility of death, illness, or a change of residence makes 

for a weak foundation on which a vice commander and the post are staking the postôs future.  While each post is 

different, any membership campaign should cover certain fundamentals.  Look at the methods used in the past.  

Were they successful?  Do they need updating?  Have new procedures been developed that would improve the 

plans now being used? 

In a successful post, a new post commander is going to contact the post officers and committee chairs right 

after being elected, either individually or at a special meeting, to lay out a general plan of operation for the entire 

year.  This is the time when the membership plan should also be made. 

 

Planning should answer the four Wôs. 

WHERE?  Where do you want to go?  Whatôs the objective?  (Or, for a membership campaign, how many 

members do you want?) 

WHAT?  What steps have to be taken to reach the objective? 

WHO?  Whoôs going to do all the things that have to be done in each of the steps that have to be taken to reach 

the goal?  

WHEN?  When is the work going to be done? 

Only you and the members of your post know where you want to go, or how many members you want.  But the 

steps you have to take to get there are very much the same in every post.  If you can answer the following questions 

for your post and for your membership campaign, you have your job analyzed and know what steps have to be 

taken to reach your goal: 

1. Mailed dues notices will bring in about 85 percent of your current membersô renewals.  Who is going to 

contact those few who do not respond to mailed dues notices? 
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2. How are dropouts to be reinstated? 

3. How are you going to get usable information on prospective members; how are they to be contacted; by 

whom; and how are those selected to be taken into your post? 

4. What publicity will be needed? 

5. Who can be counted on to work at membership? 

6. What awards or special recognition will be given? 

7. What special events will be tied in with membership, such as Veterans Day, team competition, contests 

with other posts, Legion Birthday observance, etc.? 

This can be the agenda for the first Membership Committee meeting. (See Duties of Committee on page 31.) 

 

Other Duties 
Membership may be the primary assignment of a vice commander, but during a normal Legion year, the vice 

commander will have many other duties.  He/she should become familiar with the ceremonial protocol for regular 

meetings.  The chances are excellent that he/she will have to conduct one or more meetings during the year.  

Knowing how to prepare a meaningful and fruitful agenda is very important, as well as good experience.  The vice 

commander must be ready to fill in for the commander upon a momentôs notice. 

 

Second Vice Commander 
 

ñInto your helpful hands are placed the important responsibilities of assisting the commander with all 

duties.  Particularly you should be interested in patriotic observances of all kinds, in developing post 

activities, and in the entertainment features which mark all meetings.  Help to observe strict tolerance 

among your members on all political, religious and civic matters.  The applications of justice will be 

your particular concern.ò 

ðCharge from Installation Ceremony 

 

Is yours an average post?  If so, many of the members joined The American Legion because of the social and 

recreational benefits they expected to receive.  What is more, many of the members-to-come will also join for the 

same reason. 

Yes, the second vice commander does have a jobðan important job.  The responsibility is to build the ñI-like-

my-post-because . . .ò atmosphere that finds a lot of Legionnaires having fun while still doing the work of the 

Legion. 

The commander will depend on the second vice commander to provide the programs that spice up the meetings 

and attract attendance.  The social calendar must always be filled several months in advance with activities that will 

bring out the active members, as well as those who are just card-carrying Legionnaires. 

One of the first duties should be to contact other veteran and civic groups so that each patriotic holiday and 

observance receives the attention it deserves.  He/she will be concerned with the pageantry so closely associated 

with the Legion. 

The second vice commander may not be in charge of the color guard or firing squad, but must promote it.  

He/she might not have a part on the initiation team, but should make sure one is functioning.  In the pursuit of 

ñjustice,ò the second vice commander will be concerned with the welfare of all fellow veterans, and will be 

interested in the work of the veterans affairs and rehabilitation committee.  The second vice will need to know if the 

economic committee is functioning.  The second vice commander plays a dual role of fun and serious, which so 

typifies The American Legion. 

 

Finance Officer/Treasurer 
 

ñYou are the keeper of the moneys and in you is reposed the financial policy of the post.  To you is given 

charge of the yearôs budget and to you is given the duty of the payment of all obligations when proper 

authorization has been given for such payment.  Your position is an important one, demanding integrity 

and honesty.  Your election to this office signifies that your comrades have implicit trust in you.  Guard 

well that trust.ò 

ðCharge from Installation Ceremony 
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The finance officer/treasurer must be a person of proven integrity and experience in handling financial affairs.  

The post is dependent on finance, just as any other organization, and will do well to accept expert advice in 

formulating and administering its financial policy. 

The finance officer/treasurer usually serves as the chair of the finance committee and is in charge of all 

receiving and disbursing of post funds.  The post adjutant, in all matters relating to finance, should carry on the 

work in close correlation with the finance officer.  Both officers must be covered by adequate bond.  Department 

headquarters should be consulted on this for blanket bond arrangement.  Post accounting forms have been designed 

to meet the requirements of Legion posts in maintaining a correct and permanent membership and finance record.  

Because of their simplicity, they require no special knowledge of bookkeeping or accounting.  Every post adjutant 

and finance officer/treasurer should insist upon being provided with a set of forms.  They will save time, reduce 

expenses, save money for the post.   

Refer to the current Emblem Catalog for prices and detailed descriptions, or write to the National Emblem 

Sales Division. 

Be prompt in remitting national and department dues, along with the department record card, to department 

headquarters.  Note all payments and other transactions on your post membership register. 

 

Service Officer 
 

ñYou have been singly honored by this post by your election to perform fundamental, unselfish work, not 

only for the benefit of the members of this post, but for those war veterans particularly in need of your 

service.  Yours is the choice responsibility of looking out for the welfare of all concerned.  The duties of 

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

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

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

you the heartfelt gratitude of each and every member of this post.  I congratulate you upon the 

opportunity to serve so constructively and so unselfishly.ò 

ðCharge from Installation Ceremony 

 

In naming the service officer, each post creates the most vital link in a nationwide network of American Legion 

service to Americaôs veterans.  Through the service officer, the post can provide your community with a unique 

service. 

The duties of the post service officer call for a competent and dedicated person, preferably one who can serve 

indefinitely, and should have a deep interest in fellow veterans, the post, and community.  If the service officer is 

readily available to those needing assistance, it will be helpful.  Electing someone that works and lives close by will 

likely improve effectiveness. 

A good service officer should be retained.  The value of a post service officer increases with length of service.  

As the service officerôs reputation grows, so will the prestige of the organization in your community. 

Beyond the post, The American Legion maintains a full staff of appeals representatives in Washington, D.C., 

and at VA Insurance Centers.  A small mobile staff of field representatives provides a constant flow of information 

concerning conditions in VA hospitals, domiciliaries, and regional offices throughout the country. 

A team of Legion representatives also provides assistance and oral representation on behalf of former service 

members of the Armed Forces who petition Department of Defense Boards for review of less than fully honorable 

discharge or dismissal from the military services.  The unit helps veterans in obtaining decorations and medals 

through the various Armed Forces and Decoration units. 

Every department has trained service officers in the various VA regional offices and hospitals in many 

counties. 

The Post Service Officer Guide prepared by the National Veterans Affairs and Rehabilitation Division provides 

the service officer with basic information.  Necessary claims forms can be secured from the department service 

officer.  Information will come through department publications, National Veterans Affairs and Rehabilitation 

Bulletins, memorandums, and VA pamphlets.  Training schools for post service officers are held periodically in 

many departments to increase their knowledge and contacts. 

The post service officer is responsible for bringing to the attention of all veterans and their dependents the 

rights and benefits granted them by lawðlaw for which The American Legion can accept a major share of credit. 
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The service officer must know how to utilize the expert services available through Legion channels, as well as 

those of other agencies in his community.  It takes a dedicated person to get the information to the full-time 

professionals to make certain that every veteran and dependents are adequately represented. 

With a large segment of todayôs veteran population made up of those who served during the Vietnam and the 

Persian Gulf Wars, the work of the service officer takes on increasing importance.  Even more than older veterans, 

these men and women are apt to be not too well informed on veteransô programs.  The older veterans will continue 

to need advice on how to integrate possible veteransô benefits with their overall retirement plans.  Dependents 

should be visited as soon as feasible after a veteranôs death. 

These and many other duties are routine to a good service officer, but there is more, such as serving as chair of 

the veterans affairs and rehabilitation or service committee and working closely with the children and youth 

committee, post employment officer, and the hospital visitation committee.  The Auxiliary unit frequently needs 

help.  The service officerôs report should be a standard part of every meeting. 

Every Congress considers legislative matters of importance to veterans and to The American Legion.  Working 

in cooperation with the post legislative committee, the post service officer can aid in coordinating the support of the 

post with the national effort. 

 

Chaplain 
 

ñTo you is given the spiritual leadership of this post.  You will, I know, lend dignity and respect to your 

office.  You should be in close confidence with the commander and the other officers of this post, and 

should attend all meetings of the post.  You should be ready upon occasion to take your part in the 

initiation of new members, the dedication of halls, monuments of colors, and the funeral services for a 

comrade.  All such ceremonies are made more commemorative by the use of our ritual.  Into your 

keeping we place the spirit of comradeship of this post.  May harmony and unity prevail.ò 

ðCharge from Installation Ceremony 

 

The chaplain need not necessarily be a clergyman, but must be a person capable of moral and intellectual 

leadership and one who gives dignity and respect to the office.  The chaplain should be in close touch with the 

commander and other officers of the post and should attend all meetings of the post and executive committee.  The 

leadership in many of the postôs activities belongs of right to the chaplain, and when this office is filled by the right 

kind of person, the usefulness of the post to the community will be greatly increased. 

The Manual of Ceremonies gives an important place to the chaplain in the conduct of meetings, in the 

observance of patriotic occasions, funeral services and dedication ceremonies.  On these occasions, the chaplain is 

the moral leader. 

The chaplain should cooperate with the post historian on graves registration work and inspire the post to its full 

duty in seeing that graves are decorated on Memorial Day.  Besides officiating when requested at funerals of 

members, the chaplain can be of service to bereaved families of post members. 

The chaplain may serve as chair of the postôs Veterans Administration Voluntary Services (VAVS) Committee 

that coordinates the volunteer endeavors of the membership of nearby VA hospital facilities.  The sick should be 

visited at hospital or home.  For more information on VAVS, write the National Veterans Affairs and Rehabilitation 

Division, The American Legion, Washington Office. 

The American Legion Service to God and Country handbook, available through department headquarters, gives 

a history of this program and offers working aids for the post chaplain and religious emphasis committee. 

 

Sergeant-At-Arms 
 

ñYou are the sentinel or tiler, the outer guard of this post.  You will guard especially against the loss of 

one of The American Legionôs greater possessionsðour deep and abiding spirit of comradeship.  You 

will learn the identity of and introduce to the commander all visiting comrades and guests of the post.  

You are responsible that no one shall remain a stranger in our midst.  Be ready at all times to assist your 
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commander.  Into your hands is given charge of the stand of colors which you will properly display at all 

post meetings and on ceremonial occasions.ò 

ðCharge from Installation Ceremony 

 

The sergeant-at-arms should know how to arrange the meeting hall and should assist the post commander and 

adjutant in the preliminary arrangements for the meeting, including custodian of the colors and should be in charge 

of the color detail during the presentation and retirement ceremonies of the colors.  The sergeant-at-arms is the flag 

etiquette person and should be well informed on proper flag display and procedures used in operating a  

meeting and should play a leading part in the post color guard, burial detail, and the other pageantry that is a part of 

The American Legion. 

There is another dutyðone that has a tremendous impact on the postôs image, its membership, and its 

relationship with the members.  Every Legionnaire wants to be part of the group.  This is particularly important for 

that new Legionnaire attending his first few meetings.  The sergeant-at-arms must make certain new members are 

welcomed, introduced, and made to feel they are important to the post. 

A welcome committee should be standard for every post.  The sergeant-at-arms is the logical person to chair 

such a committee.  The members of this committee must welcome new members and guests, make sure they are 

introduced, and keep the commander advised as to who should be acknowledged.  This committee can also be used 

to encourage present members to attend meetings. 

 

Historian 
 

ñYour office is an important one.  To you is given the responsibility of preserving and compiling the 

records of this post.  The future can only be judged by the past.  Be mindful that the lamp of recorded 

experience may do much in guiding the footsteps of those who follow.  Ever remember that without the 

recorded history of this post, its policies and accomplishments will be a blank to the ones who come after 

we are gone.ò 

ðCharge from Installation Ceremony 

 

The office of historian is of growing importance.  It is a suitable position in which a past post commander may 

serve. 

There should be close and effective cooperation between the adjutant and the historian.  The former works with 

the records on matters of current interest, and the latter on matters of historical interest. 

The work of post historian is cumulative.  It is well to leave it in the hands of one person as long as itôs being 

handled well. 

The post historian should keep in touch with the department historian and should be prompt in answering 

inquiries.  An annual report should be made to the department historian just before the department convention. 

Copies of whatever is printed concerning the post should be deposited in the local and state libraries, as well as 

in the post files.  This is important and will prevent complete loss of valuable records through fire or other calamity, 

as well as provide material for those who are looking for information about The American Legion.  Also, copies 

should be deposited in department archives. 

The post historian should make a point of knowing what historians of neighboring posts are doing.  The 

historian should attend department conventions and keep in touch with other post historians. 

The department historian can advise post historians on department and national post history contests, 

historiansô associations, and material available from the department historian that will assist in doing a better job. 

An outline for a one-year post narrative history and yearbook is graphically illustrated in the Appendix of this 

Officerôs Manual, listed under ñHistories Are Important.ò  The information recommended will be beneficial in 

assisting post historians in compiling these books. 
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Judge Advocate 
 

ñTo you, my comrade, is assigned a most important duty for which your legal training and/or past 

Legion experience so aptly prepare you.  You are the interpreter of the constitution and by-laws of your 

post, and may at any time be called upon by the commander and other officers and members of the post 

to rule on the legality of their actions and decisions insofar as they affect the good of The American 

Legion.  You are also charged with protecting the integrity of our organization and keeping alight the 

torch of truth and fidelity that symbolizes the high and ennobling ideals under which our great American 

Legion was founded.  Protect wisely that heritage.ò 

ðCharge from Installation Ceremony 

 

The primary duty of the judge advocate is to supply professional advice in the conduct of the post business or to 

procure proper counsel and is the guardian of constitutional form of post government. 

Your judge advocate can supply valuable assistance to other post committees and officers.  That officer should 

be available to the service officer for legal advice and to the Americanism committee on matters relating to 

education and naturalization laws.  Any post committee can benefit from the judge advocateôs contacts with the 

office holders of local government. 

The judge advocate and legal committee are charged by the suggested post constitution with the duty of 

auditing post financial accounts.  This should be done annually just before the election of officers or more 

frequently at their discretion. 

 

Executive Committee 
 

ñThe administrative affairs of this post of The American Legion shall, except as may be otherwise 

provided by the By-Laws, be under the supervision of an Executive Committee which shall consist of . . . 

. . members in addition to the officers of the Post.ò 

 

Suggested Form for Post Constitution Article VðOfficersðSection 1 

 

ñThe government and management of the Post is entrusted to an Executive Committee of . . . members, 

to be known as the óExecutive Committeeô.ò 

 

Suggested Form of Post By-Laws Article II ðManagementðSection 1 

 

In the model post constitution and by-laws appearing elsewhere in this book, the government and management 

of the post is entrusted to the executive committee.  Meetings of the executive committee are set for regular 

intervals upon the call of the commander or as often as the commander may deem necessary. 

The post executive committee is further charged with hiring such employees as may be necessary; authorizing 

and approving all expenditures; requiring adequate bonds from all persons having the custody of post funds; 

hearing reports of post committee chairmen; and generally having charge of and being responsible for the 

management of the affairs of the post. 

Delegation of these functions to the executive committee is in no way intended to usurp the powers of the 

membership through regular post meetings.  Rather, this allows the dull, routine, operational affairs of the post 

to be resolved without distracting from post meetings.  Committee reports of general interest to members 

should still be given at post meetings. 

The key to interesting post meetings is using the executive committee effectively.  The post meeting that 

becomes bogged down in arguments on petty details is interesting only to those doing the talking.  The meeting is 

dead and a waste of time to everyone else. 
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Standing Committees 
 

ñ. . . This Post, by its By-Laws, may provide for such other standing committees as the business of the 

organization may require.ò 

 

Suggested Form for Post Constitution Article VðOfficersðSection 1 

 

ñThe post commander, immediately upon taking office each year, shall appoint the following standing 

committees:  Americanism, Ceremonials, Children and Youth, Economic, Finance, Foreign Relations, 

Graves Registration and Memorial, House and Entertainment, Legislative, Membership, Public 

Relations, Veterans Affairs and Rehabilitation, National Security, Sons of The American Legion and 

Visiting or VAVS.  Such standing committees shall consist of such members, and the chair thereof, as 

shall be designated by the post commander.ò 

 

Suggested Form of Post By-Laws Article VI ðAppointmentsðSection 1 

People, time, effort, and organization are required to carry out the programs of The American Legion.   

Whether those programs are continuing services for disabled veterans or a dance, most of your work will be 

accomplished through committees.  There are listed here committees, which posts normally have, together with a 

brief statement on the usual duties of these committees.  Your post constitution and/or your department constitution 

may require additional committees or may have other names for some of the committees, and the following list is 

not intended to be mandatory or complete for every American Legion post. 

No post can stand still.  New programs are needed from time to time, old programs need to be changed, 

revitalized, and in some cases, dropped.  Early in your term of office, you and your post officers should take time to 

review the programs and activities, which have been carried on in the past, and to decide on desirable changes or 

additions.  The activities that are to be carried on determine the committees that are needed.  The next task is to 

review the membership of the post and even eligible nonmembers.  From this review, a list can be set up of 

potential committee heads and members.  Frequently a nonmember eligible will want to become a member of your 

post if the post has an activity or is planning an activity in which the person is interested.  Whoever makes a contact 

with such a nonmember eligible must be able to point out the need for the program and the reason why this 

particular person is desired to assist in it. 

Each committee chair needs to know how the work of the committee fits into the overall program of the post 

and he needs to know what is expected, and when. 

Hereôs the list of what might be called standard post committees and their usual duties: 

 

Americanism 

Purpose:  To inspire patriotism and good citizenship through patriotic observances, patriotic and civic 

instruction in schools, Americanization of aliens, information on anti-American propaganda, youth activities such 

as Boys State, Scouts, Oratorical Contest, School Award Medals, baseball, flag etiquette, and other similar 

community services, as well as provide a listing of available scholarships through the ñNeed A Lift?ò booklet. 

 

Children and Youth 

Purpose:  To insure that any child of a veteran in need of care and protection shall receive proper and timely 

service and aid; to strengthen the family unit; extend support to sound organizations and facilities that provide 

services for children and youth; and to maintain a well-rounded program that meets the needs of the young people 

in their respective community. 

 

Veterans Affairs and Rehabilitation 

Purpose:  To assist veterans in obtaining needed hospitalization, in the pursuance of claims and in obtaining 

other veteranôs rights and benefits; to visit comrades who are sick or disabled; to visit and comfort members of their 

families when sick or bereaved.  (The head of the Veterans Affairs and Rehabilitation Committee may be the post 

service officer or the post veterans affairs and rehabilitation chair.  In addition, the post chaplain may serve as chair 

of the visiting committee.) 
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National Security 

Purpose:  To organize the post membership in support of national or civilian defense projects in the 

community; to organize the post and to assist in organizing the community for readiness to meet any emergency. 

 

Membership and Post Activities 

Purpose:  To obtain, retain and increase the membership of the post with specific responsibilities for renewals, 

enrollment of new members, transfers and reinstatements.  (The first vice commander frequently serves as chair of 

the membership committee.) 

 

Public Relations 

Purpose: To increase awareness among the veteransô community and the community at large of The American 

Legionôs advocacy of veteransô issues, national security and foreign relations, Americanism, and children & youth.  

Your goal is to define The American Legion in the public eye by the values for which it stands.  Your technique is  

two-fold: (1) Placing radio and television advertisements and public service announcements produced by the 

National Public Relations Division where they can be seen and heard, and (2) Developing relationships with editors 

and journalists serving the post community so that they cover those programs supported by the organizationôs 

founding pillars. 

The High School Oratorical Contest is the reporterôs ñnews pegò but The American Legionôs support for a ñone 

hundred percent Americanismò is THE story that must be told.  Why The American Legion is ñStill Serving 

Americaò is the question you, as the post public relations officer, must ensure is answered in every form of media 

coverage obtained.  Public relations is a membership multiplier. 

 

Legislative 

Purpose:  To promote the official legislative mandates of The American Legion; disseminate monthly 

legislative updates; establish, maintain and promote proactive grassroots lobbying activities; and establish and 

maintain liaison with elected officials and their staff.  All activities must be in compliance with Section 2, Article II 

of the Constitution of The American Legion:  ñThe American Legion shall be absolutely non-political and shall not 

be used for the dissemination of partisan principles nor for the promotion of the candidacy of any person seeking 

public office or preferment.ò 

However, voter education is a critical element of the electoral process.  This does not prohibit your post from 

holding town hall meetings, ñMeet the Candidate Nights,ò or allowing candidates to address post meetings, district 

conferences, or state conventions.  Candidates may be allowed to participate, as long as an invitation is extended to 

all candidates affording them an equal opportunity to participate.  The American Legion cannot endorse or oppose 

any candidate, even if the candidate is a Legionnaire and post member.  A post home should be free of any political 

materials that would appear to be an endorsement of a particular candidate.  If the position of one candidate is 

posted, the position of all candidates must be posted.  Every effort must be made to remain nonpartisan. 

Note:  IF IN DOUBT, CONTACT THE DEPARTMENT  JUDGE ADVOCATE FOR 

CLARIFICATION, BEFORE PROCEEDING.  

 

Finance 

Purpose:  To supervise the receiving, disbursement, and accounting of all post funds; to prepare annual budget 

recommendations for the post; to advise the post on all financial policies.  (The post finance officer is normally the 

chair of the finance committee.) 

 

Economic 

Purpose:  To serve and assist veterans in meeting and overcoming economic problems such as employment, 

veterans preference, housing, civil service appeals, employment of handicapped and older workers. 

 

House 

Purpose:  To supervise the operation of physical facilities of a post such as a clubroom, American Legion 

center, meeting room, etc.  Supervision includes administration, responsibility for equipment, hiring and direction 
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of employees, as authorized by post executive committee and general rules applicable to the conduct of members 

while on the premises of the post. 

 

Service 

Purpose: To assist active duty military in transition to civilian life and National Guard and Reservists in the 

community in similar ways.  The service committee is a key component of every successful post.  Its duties and 

operations are especially important during the period immediately following the termination of hostilities.  The 

service officer may be the chair; however, the responsibilities of the committee go beyond the day-to-day functions 

of a good Service Officer in filing claims, securing hospitalization, etc.  The service committee also is concerned 

with jobs, with veteran contact, with visits to ailing comrades, with on-the-job training, and with pensions.  This 

committee should also be responsible for maintaining contact with any members of the armed forces from the 

community served by the post.  With the nationôs defenses depending upon all-volunteer armed services, it 

becomes absolutely essential that the man or woman in uniform be assured of the communityôs respect and support. 

 

Other Committees 

In addition to the above, your post may have need for other committees, depending on the specific programs 

and activities being sponsored.  Some of the other committees that you might need include: 

 

Graves Registration and Memorial Committee 

Purpose:  To record, mark and decorate graves of deceased veterans; to render service and comfort to bereaved 

families; to provide American Legion funeral services when requested. 

 

Sons of The American Legion 

Purpose:  To act as a supervisory committee for the Sons of The American Legion Squadron in connection with 

its organization, activities, recreational and educational programs. 

 

Uniformed Groups 

Purpose:  To organize, train, promote and supervise a uniformed group, such as a burial detail, color guard, 

chorus, firing squad, etc. 

 

Visiting or VAVS  

Purpose:  To give comfort and assistance to members and their families when sick or bereaved, and to visit 

hospitalized veterans.  It is recommended the post chaplain be chair and all post members share in this vital 

function by taking their turn as committee members. 

 

The Post 
The American Legion is incorporated by Act of Congress and is organized into local posts, which, for purposes 

of coordination and administration, are grouped into departments.  The post is the combat unit of The American 

Legion.  Depending upon its ability to absorb American Legion policies and properly interpret them to the local 

people, and to successfully carry out unselfish activities for the community, the state and the nation, our 

organization will stand or fall. 

The responsibility given to the individual post has proved the source of our strength and growth.  The post is to 

a large degree autonomous, restricted only by broad general guidelines carried in the national or department 

constitution and by-laws.  The post must never forget, however, the implied responsibility it has to the veterans and 

the children of its community and to the community itself. 

The post is The American Legion.  Its duties are beautifully spelled out in the Preamble to the Constitution of 

The American Legion. 

Membership is by posts only.  Programs are effective to the degree the post adopts and puts them into 

operation.  Mutual helpfulness becomes a reality through the comradeship, social activities, pride of achievement, 

and the service programs of the post. 
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Perception of The American Legion 

The word ñperceptionò is merely a shortcut way of referring to the spontaneous and more-or-less subconscious 

feelings and reactions of people for an institution, other people, products, or ideas. 

The perception of The American Legion is the reactionðmental and emotionalðwhich anyone has of the 

organization.  Each individual may have a different mental perception of the Legion, and each post creates its own 

local perception to a great degree.  The local perception is colored to some extent by a department and national 

perception. 

The perception, which the individual Legionnaireðparticularly the post officerðhas of The American Legion 

will determine in large measure what the post is.  If the personôs perception of The American Legion is as a bar, the 

post will be a bar and that is all.  If the person thinks the post is doing a good job but it still isnôt attracting new 

members, then the perception of what The American Legion should be, or is, does not agree with what the majority  

of veterans in the area want in an organization.  There is room in The American Legion for many different personal 

perceptions of The American Legion. 

All posts do not have to be cast in the same mold, although there is a tendency to think they are.  We get into 

membership difficulty in a community when a group with a narrow perception of The American Legion becomes 

dominant and suppresses any other group with a different perception.  The perception which the individual 

Legionnaire has can prevent the development of new activities which would produce new leaders and new 

membership, or it can result in the expansion of programs, leadership and, eventually membership. 

It can also either help or hinder the establishment of needed new posts, which might attract and serve an 

entirely new group of veterans. 

 

Kinds of Posts 

Yes, each individual Legionnaire sees The American Legion through personal experiences or desires.  The 

organization is big enough and broad enough to accommodate him or her, but the post will reflect the composite 

personality of its members.  There are country club-type posts and community posts.  There are ethnic groups and 

all-women posts.  There are business and professional posts, company posts, and posts from a fraternal group.  

There are many different kinds of posts all doing the work of The American Legion. 

 

Goals or Standards 

Some posts have several thousand membersðothers are successful with less than a hundred.  What the post 

wants to do and needs to do, it can do.  But only if the membership, and the post officers in particular, carefully 

spell out its goals or standards in terms of service to the community and then translate these goals into action, will 

the post be successful.  Service takes many forms.  Itôs getting the manpower or membership to do a job.  Itôs 

having fun while doing it.  And itôs doing something that needs to be done, whether for the members or the 

community.  This means that the post officers must be aware of the likes and dislikes of its members, and equally 

aware of the needs of the community. 

 

Developing Leaders 

All of this implies that there are active devoted Legionnaires.  There are, but The American Legion goes 

through a terrific amount of manpower.  Over 14,000 new post commanders are needed each year.  This goes over 

the 100,000 mark when other post officers are elected.  Some members hold the same office year after year, but 

there is always a need for replacements. 

Where do these replacements come from?  First, the veteran becomes a member.  Then, experience, education, 

and exposure through serving on committees, attending leadership schools, conventions and conferences make that 

person ready for other positions of responsibility. 

Over the years The American Legion has played a part in developing a tremendous number of Legionnaires 

who have gone on to make a mark in other fields, but leadership training, formal or informal, is a never-ending 

task.  Anytime a post has a search for a new commander, the danger signals are flying. 

 



 34 

The Post and Its Community 
What the community thinks of The American Legion is just as basic as what a Legion post thinks of itself.  The 

American Legion exists only with the approval of our society, or at least a large segment of it.  This is true whether 

 itôs the national organization or a post.  Each post is judged by the community.  Its success or failure reflects this 

judgment.  A good post will encourage active participation by its members with other civic-minded committees and 

organizations within the community.  It will seek to participate whether or not the activity is initiated by The 

American Legion. 

A good post will know the needs of the community.  It will know them by the simple process of planned 

contacts by representative post members with city officials, educators, welfare workers, community leaders and  

with other civic and fraternal groups.  A Legionnaire who does a good job for the community deserves recognition 

and thanks from the post, whether it was a post-sponsored project or not. 

Veteransô activities alone will not establish The American Legion as an asset in the eyes of the community.  

These are, however, of particular importance to an organization composed exclusively of veterans. 

 

Establishing Political Grassroots 

As Legionnaires, we are soldiers on the front lines of the battle for veteransô benefits.  Veterans and their 

families earned these benefits at a high price: in battles around the world safeguarding the principles of justice, 

freedom and democracy for all Americans! The American Legion must continue to establish, nurture and maintain 

personal relationships with all elected officials and their staff at the local, state and national levels.  Legionnaires 

can teach elected officials what this battle is all about:  Sign them up as members of The American Legion family, 

if they are eligible for the Legion, Auxiliary and/or the Sons.  Extend them an invitation to participate in local and 

state activities: to judge an oratorical contest; to speak at Boys and Girls State; to throw out the first pitch at a 

Legion baseball game; to address post, district or department meetings; to participate as the keynote speaker in a 

flag disposal ceremony; to officiate at a memorial service for fallen comrades on patriotic holidays; or any other 

significant event.  Give members of their staff the same consideration, because they are a part of the elected 

officialôs inner circle of political advisors. 

During an election year, consider having a ñMeet the Candidates Nightò forum.  To comply with Section 2, 

Article II of the Constitution of The American Legion, invite all candidates and let them explain what they plan to 

do for veterans and their families if elected.  Many congressional members started their careers as local elected 

officials.  What better way to introduce these legislators to The American Legion family and establish a positive 

relationship than from the beginning of their political lives? 

Consider having a town hall meeting focused on veteransô issues.  Invite elected officials to address and answer 

questions from their constituents from the veteransô community.  This is an opportunity for framing the discussion 

solely on critical veteransô issues.  This is not the appropriate setting to discuss specific individual VA disability 

claims or other benefits problems, but rather general concerns. 

When an elected official participates in local Legion activities, be sure to discuss critical Legion legislative 

issues and widely publicize the event.  Tangible and intangible rewards help establish a strong desire by the elected 

official for a return appearance.  The American Legionôs lobbying efforts improve tremendously when 

Legionnaires back home address the same issues echoed by Legion members on Capitol Hill.  It is critical that 

Legionnaires establish, develop and cultivate strong relationships with congressional offices in the states.  This is 

permissible without violating Section 2, Article II of the Constitution of The American Legion.  Keep in mind that 

The American Legion deals with issues, not personalities.  The American Legion seeks elected officials to support 

its legislative mandates, not the other way around.  The American Legion cannot endorse any incumbent or 

candidate for elected or appointed offices in the government.  Offer to serve on an elected officialôs advisory 

council or on a military academy candidate screening committee.  If your Member of Congress does not have such 

an advisory council or screening committee, offer to establish one.  Good relations with members and their district 

offices will pay big dividends in dealing with Members in Washington, DC. 

One of the most effective strategies and another valuable part of the Legionôs legislative effort is letter writing.  

Letter writing is an excellent way to begin building a relationship with elected officials.  Written communication 

puts both the Legion and your elected officials ñon recordò concerning critical issues.  When communicating by 

mail, personal letters have a tremendous impact in Congress and will usually generate a response.  To be effective, 

letters must be brief, informative and factually correct.  Limit each letter to only one topic to get the best response.  
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Multiple topics make the letter more difficult to respond to quickly and puts it in the ñanswer when I get timeò file.  

The American Legion Dispatch is an excellent reference source on critical issues pending in Congress.  ñDateline: 

Capitol Hillò by the National Legislative Commission Chairman appears regularly. 

Letters should briefly describe the issue, present significant facts and, most importantly, tell the elected official 

what action to take.  Use a personal example to demonstrate the impact of the legislative issue on local veterans.  

Equally important, specifically ask the elected official for a written response.  Please forward responses from any  

Congressional correspondence to the Legislative Division in Washington, DC.  The Legislative staff uses such 

congressional correspondence to help develop legislative strategy.  Informed constituents have the greatest impacts 

on determining the way a Member of Congress votes. 

If your post does not have a copy of ñHow to Make a Difference Through Effective Grassroots Lobbyingò, 

contact the National Legislative Commission for a complimentary copy for your postôs legislative committee 

chairperson.  Additional copies can be obtained from National Emblem Sales. 

 

Social Activities 

Someone once described The American Legion as an organization that came to play but stayed to work.  The 

same description pretty well fits a Legionnaire.  In fact, two-thirds of our members joined because of the real or 

expected comradeship, fun, or social activities.  A good post will recognize this.  It will give as much attention to a 

social event as it does to planning a more serious project.   

The Legion post can and should provide many of the outside social contacts for the Legionnaire and family.  

All events should be scheduled well in advance and publicized.  Each post must determine the type of social 

activities that will appeal to the greatest number of its members.  But more important, each activity should be 

evaluated as to its acceptance by the community and the eligible veterans. 

 

American Legion Buildings 

All of the foregoing presumes that something will take place somewhere.  Frequently this is an American 

Legion activity center or post home, a familiar but varied sight across America.  Some are country clubs.  Others 

are community centers.  Some are primarily bars; others simply meeting halls.  Some are current models 

representing an up-to-date post; others havenôt been renovated or changed since before World War II.  Some appeal 

to a particular type of veteran; others have a general appeal.  Some are landscaped and painted.  Most are just a 

non-descript building. 

To assist an American Legion post in its plans to build a new post facility or improve its existing building, a 

publicationðPost Operations Manualðhas been prepared.  This booklet contains basic information which is 

pertinent to a building programðStandards, Planning Criteria, Financing and Related Administration Suggestions, 

etc.ðplus some success stories of actual post-building programs.  The Post Operations Manual may be obtained by 

writing to the Membership and Post Activities Section, The American Legion, Indianapolis Office or can be 

downloaded from www.legion.org website. 

 

American Legion Post Homes and the Disabled 

Resolution 7, (National Executive Committee, October 1993) urges all posts that plan on building or currently 

have a post home and/or other facilities, to comply with any federal and local laws pertaining to persons with 

disabilities.  This is to ensure that our disabled comrades have access and can enjoy the amenities of the post home. 

 

Post ClubroomðItôs Your Decision 

Itôs up to the individual post also to decide whether it is to have clubroom facilities.  If your post decides it 

wants a clubroom and/or bar, then it calls for the best possible operation.  To assist the post officers charged with 

the supervision of the post clubroom facilities, the Post Operations Manual has been prepared.  This manual covers 

such topics as the duties of a club manager, labor costs, beverage control, food service, etc.  It also contains a guide 

on how to use proven principles of financial accounting.  The Post Operations Manual is available from the 

Membership and Post Activities Section of national headquartersô website. 

 

 

http://www.legion.org/
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Elections 

If the work of the post has gone well and the present officers have been effective, there should be no lack of 

competition for the elective post offices.  But there may come a time when someone must be approached and urged 

to run for post commander or the other elective offices.  This is particularly true in some smaller posts where many 

of the members have already served.  This situation should be anticipated and long-range plans made to cope with 

it. 

The present post officers and the active Legionnaires must always be on the alert toward developing future 

officer material.  A Legionnaire showing ability and interest should be encouraged to seek a higher office. 

The post constitution and by-laws will spell out the dates for nomination and election of officers.  If these dates 

do not agree with the department constitution and by-laws, the post dates should be changed.  To maintain 

necessary communications between the post and the department, it is desirable all posts hold elections near the 

same date, and the results of these elections be promptly reported to the department. 

 

Installation 

The installation of a new group of officers provides the first occasion of the new Legion year for an impressive 

ceremony and reason for one of the top social events in the postôs calendar.  If new officers are casually installed, 

their attitude toward their obligation will be casual.  If the installation is accompanied by a banquet, visits from the 

department and district officers, and the type of social entertainment that draws a crowd, the new officers are going 

to be fully aware of the responsibilities they have assumed.  

In many departments, regulations are in effect as to who the installing officers should be.  It is well to check 

with your district commander for such details. 

 

Initiations and Other Rituals 

Impressive installation ceremonies can provide the framework around which other rituals can develop.  Your 

Manual of Ceremonies covers the initiation of new members, dedication of halls, funeral services, and other rituals 

standard throughout The American Legion.  Frequently department or national headquarters can provide additional 

tools to make these ceremonies more effective.  A contact with department headquarters will provide this 

information. 

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

ritual. 

 

Inter -Post Meetings 

Post officers can learn from their counterparts in another post, but more important, inter-post meetings provide 

an opportunity for social and fraternal gatherings that do much toward building the solidarity of our posts and our 

individual Legionnaires. 

Check with the posts nearby; you usually find them more receptive to such a program.  Frequently the home 

post commander opens the meeting and conducts the program; the visiting post commander closes the meeting.  

color guards can also be interchanged. 

Just as important is the fact that the increased attendance caused by joint meetings will allow you to secure 

more outstanding speakers and better entertainment. 

 

National Headquarters 

The top legislative body of The American Legion is the National Convention.  The National Executive 

Committee is vested with administrative authority between National Conventions. 

Through its national organization, the unity of The American Legion is affected as a national force.  Through 

national headquarters, the policies of the Legion are clarified and its activities are centered and directed.  Thus, the 

influence of over 14,000 posts is coordinated and directed along the lines of Legion policy.  Your national 

headquarters has offices in Indianapolis and Washington, D.C. 
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Department 

It has previously been mentioned The American Legion is organized into departments and, these in turn, into 

posts.  There is one department in each state, the District of Columbia, and there may be one in each territory and 

insular possession of the United States (Puerto Rico).  Each department may prescribe the constitution of its posts, 

and the department has supervision of the posts within its boundaries and the posts assigned to it by the National 

Executive Committee.  There are also foreign departments in the Philippines, France, and Mexico.  In all, there are 

55 departments. 

 

District /County Organization 

Departments have the authority to create intermediate bodies between the post and department to assist as a 

liaison between such organizations, and for the purpose of promoting the programs of The American Legion.  The 

department executive committee or constitution defines the powers of such intermediate groups.  In no event shall 

such powers invade the prerogatives now vested in either the post, or department, or the national organization. 

The most common division that has been established is the partition of the department into districts.  However, 

many of our departments do provide for county organizations, inter-county councils, and other subdivisions below 

the district level.  In one department, county organizations substitute for districts. 

Depending upon the powers delegated, the district does have some supervisory powers over the posts 

comprising the district; but the primary purpose is to promote, stimulate, and coordinate the programs so the work 

of the posts becomes more effective. 
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SECTION 2 
 

District  or County Commanderôs Guide 
 

What Is A District  Commander? 
 

If this is your first time as a district commander, and you are not quite sure what the job entails, donôt feel 

alone!  Youôre not!  Every year nearly 800 Legionnaires across the nation are elected to the position of district 

commander and very few have experience.  As a district commander you have a unique opportunity to help The 

American Legion work and in turn to HELP AMERICA WORK.  Your term in the office of district commander 

can be one of the most rewarding and satisfying experiences of your life . . . if you meet yourð 

 

Responsibility 
 

In many ways the district commander is the most important person in The American Legion.  Department 

officers learn very quickly that when a district commander has organized the district, is meeting his/her 

responsibilities, and keeping a constant watch on district activities, the district is on the move.  Each post in The 

American Legion is a separate and distinct unit of our organization.  Each post functions independently of each 

other post.  You, as district commander, have the responsibility for providing the link between individuals, posts 

and department.  The department, in turn, provides the link between the districts, and your national office ties the 

55 departments together.   

The part you play in this communications process is vital.  Without your leadership, the posts in your district 

will have no way of linking their operations to our much larger national network.  With your leadership your 

district can become an important part of an organized national effort.  The American Legion was founded with a 

spirit of fellowship, enthusiasm and mutual respect among concerned friends.  It was built on understanding, 

appreciation, and vocal pride of America and its people.  It was built with the awareness that together we can make 

a differenceðtogether we are ñSTILL SERVING AMERICA.ò  The success of The American Legion in todayôs 

world begins with you and your desire and ability to link your district to the rest of the organization.  Ralph Waldo 

Emerson once mused that, ñNothing great was ever achieved without enthusiasm.ò  Enthusiasm indicates 

excitement about an idea.  If we add the necessary ingredients of dedication, personal attention, imagination, and 

perseverance, we have the requirements for a good district commander. 

 

Organize óTeamô 

As district commander, your first order of business is your ñteamòðthe people with whom you can work and 

those who can best perform the tasks necessary for a successful year during your term of office. 

You must select the cast, set the stage, and itôs up to you to:  (1) move those projects that are most important, 

following a definite timetable; (2) determine both long-range and immediate objectives; (3) organize fully and 

communicate exactly your ideas and your enthusiasm; and (4) make sure the lines of communication are tightly 

drawn so the flow of information will be easily available to the public, post, district, department, and national. 
 

Organizing the District  

The first couple of months following the election of the district commander can determine the success or failure 

of the entire administration.  This is the time the selection of the key persons who will assist the commander is 

completed, a timetable of future events is established, and itôs made certain the posts are getting organized. 

The district commander is normally the elected representative of the posts in the district, but an obligation to 

provide guidance and supervision is also implied.  Posts are responsible to carry out the objectives and programs of  
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The American Legion and to fully comply with the obligations assumed under the post, department and national 

constitutions.  When a post is inactive, begins to falter or fails, it is then the district commander must be prepared to 

give direction and control. 

Supervision means organization.  Responsibilities must be assigned to district vice commanders.  Other district 

officers must clearly understand the duties of their office.  The most effective way to organize is to use an early 

meeting to bring together the team that will make the district function. 

Prior to that meeting, the district commander should learn what has caused past successes or failures of 

programs and objectives of the posts and the district.  District commanders of previous years should be consulted.  

The commander should study all that is possible to find out about the district, and should have clearly defined 

objectives and assignments to present.  This should include assigning district officers the important function of 

attending regular post meetings on a rotating basis within the district so one of the officers is present at almost 

every post meeting. 

A well-prepared agenda will furnish a pattern for all future meetings and go far toward getting the district 

organization functioning quickly and effectively.   

Agenda items should include: 

1. Membership potential, goals, target dates, distribution of posts and the need for more posts 

2. General discussion of program status throughout the district 

3. Personal objectives of the district commander 

4. Assignments to officers, chairmen and committees 

5. Initial planning for district meetings 

6. Visitation schedule of commander and vice commanders, and other district officers 

 

Selection and Use of Committees 

No task is more fundamental to a smoothly functioning district than the selection and proper use of committee 

chairs and committees.  Whenever possible, the chair should be someone with personal interests in the program 

assigned, and should be a person with enough stature to make effective contacts throughout the community with 

others of like interests.  Some consideration must always be given to where the chairs live.  It is essential to 

distribute appointments over the entire district, but it is often more important a particular chair live in a particular 

spot where the job must be done.  Once a district commander has decided upon the chairs, personal contact should 

be made with each head to determine a willingness to serve. 

A meeting should be arranged where the district commander can meet with each of the more important chairs 

and committees to formulate the program for the coming year.  The district commander has an additional obligation 

to see that each chair and committee is finished with all needed information and materials.  All of these preliminary 

procedures are geared toward each of the district committees being able to build a timetable of events under its 

supervision that will fit into the overall district program and can be presented as a complete projection for the year 

at the first district meeting.  As the year draws to a close, careful attention should be given to the selection of a 

nominating committee.  This committee will be responsible for selecting qualified persons to carry forward the 

progress you have made. 

 

Sources of Assistance 

Your department adjutant will have information or aids available from the department, national headquarters, 

and from outside sources.  The other major sources of assistance are within your own district.  Donôt be too proud 

to consult with past district officers.  In fact, you may wish to establish an advisory committee of past district 

commanders for your district.  The experience of this group, when properly sought and utilized will avoid many 

pitfalls and errors for you. 

 

Value of Reporting 

Preparing reports is rarely pleasant, except when results are favorable.  But the value of a district commander is 

in no small part determined by the ability to report both the favorable and unfavorable situations in the district to 
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department officers and by the ability to report department and national actions to the district and post officers.  It is 

a two-way street, and again emphasizes the importance of the district commander as a link in a chain.  You are 

the communications key.  Membership results should be checked monthly in each of the posts.  Results will 

frequently indicate a visit. 

 

Timetable 

Section 1 of this guide lists suggested post programs for every month of the year.  Not all of these programs 

will be handled on a district-wide basis, but such a calendar is still necessary.  Build your timetable, listing 

activities far enough in advance so your post and district chairs are alerted well in advance.  Your timetable should 

also include report dates. 

 

District  Meeting 

 
The organization below the department level varies from state to state.  The meeting referred to in this section 

is the meeting of the organizational level immediately above the post level, where the officers wear the blue and 

white cap.  The district meeting is the largest Legion meeting the average Legionnaire ever attends.  Not all 

Legionnaires attend state conventions, and an even smaller percentage attend national conventions.  Therefore, the 

district meeting becomes primarily the one opportunity to impress the average Legionnaire and to instill within 

each the knowledge and idealism of our accomplishments and aims. 

If the first two months have been spent properly, the organization of a district meeting will not be difficult.  

committee chairs will be ready to make intelligent and concise reports on their programs and the posts will have 

been properly alerted so these officers, too, can outline their plans both as they fit either individual communities 

and as they are related to the district program. 

Certain procedures are pretty standard, but are nevertheless important.  District commanders should get 

together with the host post officers and Auxiliary officers to work out details of the meeting, possible 

entertainment, and a banquet if there is to be one. 

All posts should be sent notices of the meeting as far in advance as possible.  The notices should outline 1) the 

time the meeting will start, 2) where it will be held, 3) whether or not there will be a luncheon, 4) if there will be a 

social hour, 5) when and where the banquet will start, 6) where different groups are expected to meet, 7) and any 

other miscellaneous information that would make for a better informed district membership. 

The district commander can use the ñManual of Ceremoniesò (Section 3 of this guide) as the guide for 

conducting a district meeting in the same way a post commander follows the Manual in conducting a good post 

meeting. 

Notice of the meeting should definitely be sent to all district chairs and those who are expected to report should 

receive an additional follow-up, probably including a telephone call, to be certain they will be present and ready to 

report.  Elections should be carefully conducted and all candidates given an equal chance to speak. 

At every district meeting there will usually be dignitaries of the Legion or the Auxiliary. Be certain you are 

familiar with the proper method of presenting these people and the proper time for receiving any message they 

might have.  In courtesy to them, to you, and to those attending the meeting, there should never be competing 

activities to distract from the meeting.  Bar activities should be restricted to the social hours.  The intent and 

meaning of the business part of a district meeting is to improve the performance of the posts and make them more 

effective for the veterans in the surrounding areas. 

 

Check List for Conferences and Conventions 

To a district commander, careful planning on every detail is most essential. 

Time and Place: The timing of your meeting or convention is important so as not to conflict with events in the 

district that would interfere with attendance. 
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The site or place of the meeting should be where the greatest number can reach it by traveling the shortest 

distance.  Sometimes, a meeting is set at a post in a far corner of a district hoping it will increase attendance in that 

area.  However, too often this objective fails and results in poor attendance. 

Attendance: Just setting a date for a meeting doesnôt insure a crowd.  The success of a meeting is based on the 

greatest number of posts being represented rather than the greatest number of people present, since the district 

meeting should place its emphasis on getting the job done at the post level. 

The first thing, naturally, should be the official notice to each post commander and adjutant.  This notice should 

be in the form of a sincere invitation, rather than just a cold announcement. 

This should then be followed by personal contacts by the district commander and the vice commanders.  See 

that every post commander is personally invited to attend.  Additional reminders are needed and valuable. 

The type of leadership provided to a large degree will determine the attendance.  Many will come, simply out 

of loyalty, others because of interest in a certain program, and others because of an obligation. 

Every post should be represented by at least its commander and adjutant. 

Arrangements for Meeting: As soon as the place of the meeting has been determined, the district commander 

should then personally contact the post commander in that locality to make all the necessary arrangements for the 

conduct of the district meeting.  Donôt overlook such details as colors and color guard, podium, microphones, 

seating and registration procedures. 

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

Agenda: Not only is the preparation of an agenda important to the success of the meeting but the execution of 

the agenda is equally important. 

CALL TO ORDER: The district commander should promptly call the meeting to order at the time set, but 

before doing so, all officers, guests and color bearers should be in proper position. 

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

PRAYER: At a district meeting, where the chaplain is possibly not known to allðthen it is suggested the 

district commander say (for example)ðñCharles Smith, our District Chaplain, will offer prayer.ò  Prayer may be 

one in ñManual of Ceremonies for Regular Meetings.ò  (See Section 3 of this guide.) 

PLEDGE OF ALLEGIANCE: Legionnaires will remove caps. 

PREAMBLE: If the Preamble is not on display in the room, give those present an opportunity to get 

membership cards out so they may join with you. 

READING OF MINUTES: Some districts have the reading of the minutes, others do not.  If you do read them, 

then you will state (for example), ñJoan Doe, District Adjutant, will read the minutes of the last district meeting.ò 

INTRODUCTION OF OFFICERS AND GUESTS: This is most important and often leaves people with a bad 

taste if the presiding officer fails to give the name correctly, fails to introduce in importance of position, or assigns 

improper titles. 

It is suggested you do not rely upon your memory.  Write down on a slip of paper those to be introduced, 

together with names and titles in the order in which they should be introduced.  In district meetings, it is always 

well to introduce past district commanders and never overlook past department commanders or National Executive 

Committeemen.  When making introductions, do not ask those introduced for remarks at that time.  Later, it may be 

in order to hear from certain distinguished guests. 

Department Officers: If department officers are present, they should be given special recognition and the 

opportunity to extend greetings.  The district commander, who will invite such officers to take their place for 

their remarks, should do this.  It is suggested that a district commander never simply state, ñWe have Joe Smith, 

Department Vice Commander with us, and I am wondering if he has anything to say.ò  Instead, ñWe are 

delighted to have our Department Vice Commander, Joe Smith, with us today, and we will be happy to hear 

from him at this time.ò 

Department Commander: If the department commander is present, he/she should be introduced with 

respect and dignity and given the floor for such period as may be desired. 

ROLL CALL: Sometimes this is appropriate prior to the reading of minutes or the introduction of guests, but 

often it is found better to do this just before commencement of the business of the meeting.  When calling the roll, 

the person answering for a post should rise and state their name and position. 
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REPORTS:  Prior to the meeting, the district commander should inform everyone who is going to be called 

upon for a report of that fact and should go over what the report should cover.  This is important and only fair to  

those who will be called upon.  Reports to early district meetings should cover plans for carrying out the programs 

in the district and hints or suggestions as to the part posts are expected to play in the programs. 

It is far better if those making reports will write them out, and this should come as a suggestion from the district 

commander.  Persons making reports should be called upon by their name, post number and title of the office for 

which they are reporting and then requested to come to the front and address the meeting.  If the district commander 

knows an official or committee chair has no report, then it is better to not call upon that person. 

If posts are requested to report to the meeting, then again, it is important the post commander be informed in 

advance of expectations to report and an outline provided on what the report is expected to cover. 

District commanders should by all means have a personal report to make, and time should be spent in its 

preparation so the program may be properly presented.  It would be well to give special recognition to posts or 

officers doing an outstanding job, as an encouragement to them and an incentive to others. 

ANNOUNCEMENTS:  No meeting should ever be concluded without announcement of coming events, such 

as department conferences, special programs or forthcoming observances.  At all such meetings, a reminder of 

membership deadlines and active programs should be announced. 

SPECIAL RECOGNITION: Never overlook the opportunity to give or report on posts that have won special 

awards or special recognition for some outstanding performance. 

CLOSING: District commanders should never close the meeting without an expression of appreciation to 

those who have attended, for their interest and support of the conference, and to the host post for its hospitality. 

Hints that help: 

1. In conducting a meeting or convention, a presiding officer will command more and greater respect, and 

have better control over such meeting, by standing whenever the group is addressed or presiding over business. 

2. Remember, you, as the presiding officer, are the ñbossò of the meeting.  When being addressed,  

demand respect and you will be respected.  When anyone wishes to address the chair, have that person stand, give 

his or her name and post number and be properly recognized before you grant permission to address the conference. 

 

Evaluating Post Programs 

Perhaps the best way to evaluate the changes that have taken place in the Legion programs is to review its 

history.  For example, in the field of childcare, The American Legion has been an innovator.  Many nationwide 

programs first saw the light of day as a Legion resolution.  But Children and Youth programs of today bear little 

resemblance to the programs of the twenties or the thirties.  No longer is the emphasis on establishing orphanages.  

Now the emphasis is on the whole child and the retention of as near a normal family life as possible.  The programs 

have changed over a period of years, but . . . 

Donôt be surprised if at your first post visit the entire program consists of a discussion on whether to enlarge the 

club parking lot.  And donôt be too shocked if at the second, you are greeted with, ñWell we didnôt have any 

program for tonight, so weôll just turn it over to the district commander.ò  Perhaps at the third, someone will report, 

ñWeôve had the same program with the school since World War II.  Now the school officials want to change it.  

Well, they wonôt get away with it.  Iôve got an appointment with the school board.ò 

All of this is business as usual, but today that is not good enough.  Your job is to search out and help your post 

officers find programs that have meaning today.  Opportunities are all around you.  The American Legion National 

Emergency Fund [NEF] Program is a good example. 

There are new and old veterans eager for a visit from someone who realizes there are problems in readjusting, 

in retaining a pension, in finding work, or in getting training to make a decent living.  Every community needs a 

good recognition program for its veterans.  Through the press, TV and radio, use it as an example for others.  

Perhaps the posts could take on the job of building support. 

Leading authorities feel the best way to combat increasing drug abuse is in public education.  Urge your posts 

to find out what your schools are providing; organize a public meeting with an authoritative speaker; and take the 

lead in developing a community drug education council. 
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What happens after your delegates return from Boys State?  Perhaps they could help organize a Junior Lawman 

program copied after one now sponsored by the Department of Nebraska.  This involves bringing high school 

juniors into the state patrol-training center for a week of instruction involving all branches of law enforcement. 

There is a need for the promotion of old-fashioned patriotismðan activity that remains timely.  You could be 

surprised and delighted by the enthusiasm generated by properly planned and conducted district promotions. 

 

Analysis of Post Operations 
(Simplified analysis form provided for district/post use following ñPost Responsibility Auditò Form listed later in 

this section) 

 

Abe Lincoln is credited with the remark that ña manôs legs need to be long enough to reach the ground.ò  The 

membership of a post needs to be big enough to carry on the work of the postðand it will be.  For a postôs 

activities cannot be greater than its membership can support.  So, before we talk about the membership of a post 

and how big the post ought to be, we need to askðand answerða few other questions. 

What does the post do that would make a veteran want to belong?  Is it looking to the future?  What further 

activities could it reasonably expect to carry out?  How many members can the post expect to handle?  How many 

does it actually want?  Maybe it is satisfied with what it already has.  What kind of post is it or does it want to be?  

Or just what is the reason for the existence of this particular post?  The answers for every post will be different. 

While the answers will  be different, they can be revealing and will certainly show which posts are capable of 

membership growth and which posts must have improved and modernized programs before a healthy membership 

growth can be supported. 

In any given post, there is a rather constant percentage of the members who do the bulk of the work.  This 

manpower pool is the one around which practically all posts build their programs. 

The percentage of active members is rather constant, but it does not need to be.  Ideas for increasing the number 

and quality of active Legionnaires are available in department and national planning manuals.  Use this material as 

a base for your own presentation to make your post more effective. 

 

Limits of Authority - - - Methods of Securing Information  

Many posts resent what they infer to be interference in the operation of their post.  At the same time, the 

department is counting upon the district commander to have detailed knowledge and understanding of each post in 

the district.  This conflict can usually be resolved by use of proper methods of working with the posts both toward 

obtaining information and toward improving post operation.  A sample Post Analysis Sheet appears later in this 

section.  This particular sheet is quite similar to the one used by many of our departments.  Experience in the field 

has shown the actual sheet can be left in the briefcase while the information is being gathered. 

Perhaps the most effective method yet devised is for the district commander to be prepared with several key 

questions on programs or activities; they may be your own pet interests.  Give these to all district officers to use 

during post visitations.  If a meeting with post officers can be arranged, these key questions can be the start of a 

good discussion, allowing the district commander to obtain all of the information needed and at the same time offer 

numerous suggestions for improvements.  It has been conclusively proven there is no value in handing an analysis 

sheet to one or more post officers and asking them to complete it without consultation with the district commander 

or whoever is having the form completed. 

 

Use of Information Obtained 

As important as it is for the district commander to know the internal operation of each post, it is equally 

important this information is put to proper use.  Certainly it has no value if the district commander simply obtains 

this information for informationôs sake.  First, the information should be put to work to assist the post in improving 

its overall programs and procedures.  Second, the information must be passed on to the department as part of that 

vast amount of knowledge that makes for a growing department.  Third, district officers can be better informed. 

Today, too often The American Legion is guilty of focusing on the needs of the organization rather than on the 

needs of the veterans or the community.  American Legion posts need to wholeheartedly adopt an approach geared 
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to the ideal of satisfying the needs of potential Legionnaires and communities, thus causing The American Legion 

to be a vehicle for service, and this would make for easier acceptance.  The logical conclusion is that the posts 

would become more flexible. There would be a variety of types of postsðthe possibilities are endless if the primary 

thought behind continuing or forming a new post is to provide service. 

Many like a post that has a good clubroom.  They like the sociability that develops around a good bar, but this 

doesnôt appeal to a lot of veterans. Some of them are leaders in our communities, who are needed in The American 

Legion.  A clubroom can add to a post, but think of the many posts where the meetings are held in the bar room or 

members must go through the bar to get to the meeting room.  It doesnôt matter how good a salesman you have on 

your membership team, the market is limited.  Sure, the first sale may be made, but you probably arenôt gaining a 

continuing or active member. 

There needs to be people within our organization whose primary responsibility is analyzing the post structure, 

particularly those located in metropolitan and urban areas.  Their purpose would not be to make the individual 

contacts, but rather helping posts toward the filling of present or developed needs of the veteran or the community. 

We must further build a task force of people capable of making contact on the highest level within the 

community and developing with community leaders a marketable American Legion for the area.  Ask yourself this 

question: ñWhat can this post and its membership do to better serve the local veterans and the community?ò and 

then do something about it.  The Post Responsibility Audit, which follows, is an attempt to answer such questions.  

This tool will amaze you with its ability to determine the quality of a post operation and its relationship to 

membership growth. 

 

Post Responsibility Audit (PRA) 

(Simplified audit form provided for district/post use follows) 

A ñPRAò anticipates an organization will participate, through its members, in meaningful activities within the 

community where its members reside.  But it also means one thing moreðand this is importantðit means you 

should also be able to measure the results of its activities. 

The American Legion has developed programs primarily in response to pressure.  These pressures can take 

many formsðit may mean a drop in membership, acceptance by communities, being available to all veterans, 

changing economic factors, or a new generation of veterans.  These are all conditions or pressures that directly 

affect The American Legion.  There are many more.   

Unfortunately, the post response has been one of reaction rather than one of action.  As individuals, and in our 

personal life, we do plan aheadðsome with more success than othersðbut when a person gets active in a post, 

ñblindersò with ñtunnel-visionò may also occur.  Then you see general statements like, ñBe active, promote 

community serviceò and post members usually react rather than act ahead of any emergency. 

Perhaps this is because no one has spelled out the one-two-three items to show a post is doing its share, or 

another post is not doing its share.  And perhaps the reason for this is that as movement is made up the scale from 

post to district, to department, to national, it becomes increasingly hard to get action and, as Legionnaires, there is 

trouble getting a proactive/proper response except to a crisis. 

There are no precise standards already developed that give a qualitative as well as a quantitative analysis of a 

post, but a start has to be made and perhaps the accompanying charge can be used as a barometer which actually 

measures the effectiveness of a post. 

This whole presentation has been put together not necessarily to indicate how you could quickly rate your 

posts, although this could be a very valuable tool.  The primary purpose is to indicate how by evaluating what the 

post is doing you can show whether it is fulfilling a useful function, whether it is an organization attracting 

veterans, and whether it is truly a community asset. 

If you honestly evaluate your posts, you are going to be surprised.  More important, the evaluation will indicate 

where improvement is most needed. 

Perhaps the social aspects have been underplayed, although it would be easy to cover all such activities under 

the 5th item, ñPost is a Community Centerò or the 8th item, ñIs a Friendly Place to Be.ò  Itôs entirely possible if this 

type of audit is used, there will have to be increased emphasis on a planned social recreational program.  In the  

meantime, do not lose sight of the very fundamental question, ñIs this post doing the things that justify its continued 

existence in the community or for your veterans?ò 
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A score of 24 probably should produce a post thatôs doing a respectable job of hanging on to old members.  Itôs 

doubtful many would be coming out to meetings, and itôs more doubtful it would be attracting the necessary new 

blood to make the post grow. 

Most average posts, with a little effort, can be changed to become outstanding posts.  By improving each item 

listed on the chart, this improvement should come about.  One area where a better performance would be most 

easily seen would be in attendance at post meetings.  A second would be the enthusiasm displayed by the members.  

A third would be a brightening of the membership picture. 

 

Evaluate what the post is doingéuse the following form to audit Post activities.   First, run a beginning 

audit, with periodic follow-ups for comparison, such as each quarter, to see whether the post has made any 

improvements in specifically identified areas. 

 

 

NOTES______________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 
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Post Responsibility Audit form 
 

Rating Schedule 
0 - No Participation 

1 - Poor 

2 - Below Average 

3 - Average 

4 - Above Average 

5 - Excellent 
 

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

1. Follow principles of Preamble. __ __ __ __ __ __ 

2. Have good youth programs.  __ __ __ __ __ __ 

3. Members are interested and active. __ __ __ __ __ __ 

4. Is a real asset to the community. __ __ __ __ __ __ 

5. Post is a community center.  __ __ __ __ __ __ 

6. Veterans needing help are helped. __ __ __ __ __ __ 

7. Has businesslike operation.  __ __ __ __ __ __ 

8. Is a friendly place to be.  __ __ __ __ __ __ 

9. Is well thought of by the community. __ __ __ __ __ __ 

10. Is well thought of by veterans. __ __ __ __ __ __ 

 

TOTAL POST SCORE          
 

DATE OF AUDIT           

 

Overall Rating (Assessment) from Post Total 

 
0 - 4  Dead 

5 - 14  Poor 

15 - 24  Below Average 

25 - 34  Average 

35 - 44  Above Average 

45 - 50  Excellent 
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Post Analysis form 
 

THE AMERICAN LEGION  
DEPARTMENT OF  

        
 

POST       NO.    LOCATION       

Date of Visit     By       Title      

Name  

of Commander       Adjutant       
 

COMMITTEES:     Committee Appointed Committee Functioning 

       Yes     No   Yes      No 

Americanismééééééééééééé.__ __   __ __ 

Membershipé.éééééééééééé.__ __   __ __ 

Children & Youthééééééééééé.__ __   __ __ 

Veterans Affairs & Rehabilitationéééé....__ __   __ __ 

Jobs for Veterans..ééééééééééé__ __   __ __ 

Boys Stateé.ééééééééééééé__ __   __ __ 

Legion Baseballéééééééééééé__ __   __ __ 

Oratoricalé..ééééééééééééé__ __   __ __ 

Energyééééé...éééééééééé__ __   __ __ 

Other Committeesééééééééééé.__ __   __ __ 
 

MEMBERSHIP:  Members  Members  Post Vietnam 

Goal    to date    Last Year   Veterans Joined?    

General Conduct of meeting; how conducted in your opinion?       

              

            
 

Total     How often does  

Attendance   Post Meet?      Dates      

How often are executive meetings held?          
 

General Comment: In your opinion, what can be done to assist this Post?      

               

Signed (Post Officer)         Title      

Signed (Dept. Rep.)         Title      
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The Value of Organized Posts 

Each district commander will have under the district jurisdiction posts ranging from the highly successful to 

dormant ones.  Your success is going to depend to a large extent upon how effectively you can get the greatest 

number of Legion posts to cooperate during your year in office. 

When a post has a completely successful operation, it needs a minimum of supervision.  But the district 

commander will still want to be familiar with the procedures followed by the post, so ideas and programs used there 

can be presented to the less successful posts in the districtôs jurisdiction.  On many occasions, new post officers are 

eager to do a job but lack the background. 

The district commander has several options as to how best to help the post.  You may want to call a post 

officersô seminar early in the Legion year, at which time the district chairs and officers can be utilized to present the 

program for the coming year.  Use regular district conventions for the same purpose, but here time limitations 

prohibit an effective presentation.  Maintain a list of phone numbers of all district and county (if any) and post 

officers to reach them quickly in an emergency.  District officers should make post visits.  Using electronic e-mail 

is another fast way to reach key officers. 

On other occasions, it is going to be necessary the district commander go directly to a post and sit down with 

whatever officers available and offer some type of procedure the district commander knows will work.  Here is an 

outline of a proven plan for organizing the individual posts.  This outline can be used in the district seminars, or it 

can be used in meeting with individual posts. 

 

Step Up To A Better Post 

As a new commander, first looking at the overall operation of a post of The American Legion, you may feel 

you are facing an insurmountable wall.  You probably are, unless, step by step, the wall is climbed through 

organization and leadership. 

Step IðObtain post records and get new material from department headquarters so the commander and 

adjutant can become familiar with the policies and traditions of the post, district, department and national. 

Step IIðCall an early meeting of your newly elected officers.  Invite the outgoing commander and adjutant 

and other influential Legionnaires to meet with you. 

A suggested agenda should include: 

a. Budget 

 1.  Old, and possibly new sources of income 

 2.  Estimated expenditures 

 3.  Possible methods of financing selected programs with other than post funds 

b. Assignments and outline of duties of elected officers 

c. Discussion of individual programs and committees in post organization chart, Section 1 to determine  

the following: 

 1.  Qualifications and suggestions for committee chairs and members (See Section 1) 

 2.  Established programs 

 3.  Possible new programs (use available handbooks and department material as guides) 

 4.  Schedule programs (see Program RemindersðSection 1) 

 5.  A program of recognition and service for all veterans. 

d. Discussion programs unique to your particular post 

e. Initiate study of post and community for possible additional programs.  Make post  

analysisðSee the previous page of this section. 

Step IIIðActivate Committees 

a. Select chairperson and members 

b. Make personal contact with each chair to determine willingness to serve 

c. Arrange meeting of committees to formulate program 
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d. Instruct chairmen as to programs, material available, post reports, etc. 

e. Build timetable for each committee to fit into the overall post calendar 

f. Add a young member 

Step IVðCoordinate with the Auxiliary.  Many programs depend on Auxiliary support to be successful. 

Step VðThe post Meeting 

1. The first post meeting tends to set a pattern for the entire year 

2. Work closely with adjutant, officers and committee heads 

3. Run a formal meetingðfollow the ritual in Manual of Ceremonies 

4. Post business should be attended to as briefly as possibleðUse executive committee members to  resolve 

post business 

5. Department and national material should be digested in advance and items of interest reported to  the 

membership 

6. Committee reports should be brief and to the point 

7. Consider qualified speakers at some or all meetings for briefing on some phase of Legion program 

8. Donôt neglect the social side 

9. Announce main business of next meeting 

10. Have the ñWelcome Committeeò working 

Step VIðPublic Relations Committee Meeting 

a. Ways and means 

b. Formulate instruction to post officers and committee chairs on standard procedure  

 for keeping PR chair and editor of your paper or bulletin informed 

Step VIIðPlan for a better informed membership 

      a. Talks at post meetings 

b. Give all a job 

c. Encourage enrollment/completion of The American Legion Extension Institute 

d. Pass on information 

e. Have a monthly post newspaper or bulletin 

f. Acquaint active members with veteran benefits 

Step VIIIðAppoint coordinating committee for patriotic observances.  America wants and needs old- 

 fashioned patriotism. 

a. Work with standing committees; include younger members 

b. Work with community, particularly in recognition of our active military personnel, as well as all  

 veterans. 

c. Uniformed groups 

Step IXðGive proper credit 

a. Awards & Citations 

b. Thank you notes 

c. Credit at meetings 

Step XðThe voice of the Legionnaire and the post is only heard by active participation in meetings,  

 whether district, department or national. 

a. Plan election of delegates as part of the post timetable 

b. Attend district, department and national conventions and conferences 

c. Present sound resolutions of concern to The American Legion 

d. Report back to the post 

Step XIðFollow standard procedures and schedule for the year around.  Keep post meetings planned three months 

ahead, social activities six months.  

Step XIIðIt is never too early to evaluate possible post officers for next year. 
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Post Development and Revitalization 

A community with no post of The American Legion and a community with a dormant or dead post show an 

almost identical voidða void characterized by the complete lack of any activities in the various fields of concern of 

The American Legion.  Actually, the community or neighborhood with a dormant post frequently is a greater 

problem to those responsible for American Legion programs.  Many times there is an adjutant, commander, or both 

on record and the district or department officers continue to attempt the revitalization of the post through these 

listed officers.  Obviously, these are people who lack more than a token interest or do not have leadership ability.  If 

this were not true, the post would be functioning.  District officers are usually wasting their time if these are the 

only contacts that can be made.  The solution lies in reaching out beyond these so-called officers to find a new 

nucleus for a post.  In doing so, the situation is exactly the same as if a new post were to be organized. 

Remember!  One or two key people can change a post completely. 

 

New Posts 

The formation of a new post or the rebirth of a dormant one is not difficult if certain basic steps are followed.  

Determine first that The American Legion is NOT serving a particular community or neighborhood where there are 

sufficient veterans to support an active and growing post.  Someone of stature from the district or the department 

must visit the area and find out where these community and veteransô needs exist.  This may take the form of an 

actual survey with the necessary contacts being made to find out where The American Legion might serve in 

connection with the schools and school programs, drug abuse/teenage suicide prevention, scouting, service for 

disabled or aging veterans, or the need of the community for an additional volunteer group such as the American 

Legion Auxiliary.  Such a survey should certainly consider the recreational and social facilities of the community. 

Often while this survey is in progress, giant strides can be made toward solving the second step, which is the 

recruitment of eligible veterans who have the ability and willingness to provide a good nucleus around which an 

American Legion post can be built.  The superintendent or principal of the local school might suggest the names of 

those who would be interested.  Federal employees, particularly of the post office, offer a fertile source of potential 

members in a new post.  The local scout executive may also have in mind some veterans who would see the 

formation of a Legion post as a means of expanding the scouting program.  Methods now exist whereby it is easy to 

determine names and addresses of Legionnaires belonging to posts in other communities or other states that live 

within the boundaries where a new post is desired.  Those active in Little League or other pre-Legion Baseball-age 

programs are frequently most interested in assuring that there is a continuing baseball program and can be very 

instrumental in developing the necessary number to start a post.  Other organizations, such as Lions or Kiwanis, 

may need the cooperation of a Legion service officer to round out a program.  Banks and other businesses are often 

interested in being represented in such a venture, particularly if the bank or business is headed by a Legionnaire 

from another post, but has many employees living in the desired area. 

Sometimes the district officers will still not have a key person to form a new post.  This is the time to make a 

list.  Start with the banks, then the insurance offices and real estate offices.  These are fertile fields for finding that 

key person.  Or, visit the school principals and/or city and local government offices. 

Visits can be paid to each agency listed, explaining what is being attempted and why it is felt an American 

Legion post will be an asset to the neighborhood or community.  At the same time, a request should be made at 

each stop for the names of veterans who might possibly be interested in getting on the organizational ground floor 

of a new American Legion post.  Almost without exception this method will come up with the one, two, or three 

key people who can take the lead, locally, in forming the post.  Additional members can come from the friends and 

acquaintances in a chain reaction type of operation. 

In making the first contacts with business firms or a prospective new member, it is not necessary to spend 

considerable time with a detailed explanation of the Legion.  This can usually come later; but a copy of The 

American Legion Magazine is a simple, dignified item that makes the selling job easier. If the proper people can be 

found, a very minimum number is required to insure the success of a new post.  These people will do most of the 

recruiting from among their own friends, business associates, and acquaintances.  In fact, the job of finding the 

initial veterans can be simplified by using friends of Legionnaires in adjacent posts or from the district officers. 
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Frequently several arbitrary decisions have to be made in starting a new post.  A temporary name can be 

selected; initial dues can be set; and, most important, three or four reasons why a new post is needed can be spelled 

out. 

One of the most important reasons is the post is being organized to make the community or neighborhood a 

better place in which to live and to assist veterans and the families of the area, but this reason should be spelled out 

in terms of programs which have meaning to the local residents. 

Once the bare minimum necessary to start a post is recruited, a first organizational meeting should be held to 

elect a temporary chairman and secretary.  There then exists an organization that can set the date for a second 

meeting where the procedures outlined in Section 4 can be followed to organize a post.  This group can make sure 

proper publicity is given to the second meeting, that there is perhaps a service officer present, and there are in 

attendance those Legionnaires who have accepted the responsibility of assisting the new post during its formative 

period and the first crucial months of its existence. 

The work of dedicated Legionnaires who unselfishly devote time and effort to assuring the success of a new 

post should not go unrecognized.  The National Membership and Post Activities Committee issues ñPioneer 

Awardò citations which a new post can award at the time it receives a permanent charter to that individual or post 

which has been most instrumental in its success.  Details are available through department headquarters.  The 

department and the districts should certainly establish an award system for those most active in a new post program. 

Although the great majority of posts are of the typical ñcommunity-type,ò drawing their membership from a 

cross-section of the population and carrying on such standard American Legion activities, as they are capable of, 

there is room in the Legion for a great variety of specialized posts.  There are a number of highly successful 

luncheon-type posts, made up primarily of business and professional members.  There are posts, which limit their 

membership to employees of a particular business or industry.  There are doctorsô posts, nursesô posts, posts made 

up entirely of church members, federal employees, veterans of a particular military outfit, ex-patients of a specific 

VA Hospital, and persons who have been stationed in or lived in China.  Any area of interest or activity with which 

a group of veterans can identify themselves can provide the reason for an American Legion post as well as the 

means of organizing it. 

However, regardless of the type of post, what has previously been written here still holds true.  First, there must 

be some legitimate, recognizable need, which can be served by an American Legion post.  Then, there must be 

found or brought together a nucleus of those eligible, who can be interested in taking the initiative to form a post.  

And, finally, there must be help and stimulation from knowledgeable Legionnaires who are in a position to advise 

and inform the nucleus. 

 

Step-by-Step Procedures 

In the formation of a new American Legion post, the first and absolutely essential requirement is a positive 

attitude.  There can be no ñif we form a post.ò  Instead, itôs ñwhen we form a post.ò Remember, youôll be providing 

a genuine service to the community and its veterans.  The following steps can serve as a guide: 

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

available post. 

2. Make a firm decision that a new post will be formed to serve the selected area. 

3. At this point, clear with the department (state) headquarters of The American Legion, and if necessary the 

district commander.  (Maybe someone else is already working in the area.) 

4. Find out from the department the minimum number required for a post charter. 

5. At the same time, get the following from the department: an application for temporary charter, Post 

Adjutantôs Manual, membership applications, etc. 

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

local aspirations. 

7. Contact key people in the community and get their approval for a new post and their suggestions for  
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possible leaders and members.  Excellent sources of information are the mayor, school superintendent/teachers, 

bank managers, real estate agents, insurance agents, barbers, bartenders, cafe operators, police officers, fire 

department officials, etc. 

8. Pick the key individual who can serve as the presiding person during organization.  Look for leadership 

talent, enthusiasm and community stature. 

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

10. Have the department (state) headquarters assign a number to the post. 

11. Establish post dues even before the first organizational meeting.  (Average is about $25 today, but keep 

dues in line with neighboring posts.) 

12. Designate an active secretary-treasurer to serve during the organizational period. 

13. Open a bank account for the post.  (Two signatures should be required on all checks.) 

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

15. Set time and place of an organizational meeting.  (See Section 4 under ñNew Posts.ò) 

16. Get signatures of the required number on the application for a temporary charter. 

17. Notify all members in writing of the time and place of the organizational meeting. 

18. Publicize formation of post and organizational meeting through local press, electronic media, notices on 

shopping center bulletin boards, etc. 

19. Check to make sure you have signatures of all members on the charter application and that the form is fully 

made out with necessary copies. 

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

time does it. 

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

meeting problems of veterans. 

 

Initiation and Installation  
Be sure this is a first-class social event.  It should be carefully planned with top department and district officers 

present to properly initiate and install the new members and new officers who will take charge. 

 

1. Publicize the organizational meeting 

2. Temporary officers still preside (if it is a revitalization) 

3. Key Legionnaires responsible for the post should be present 

4. Initiate new members 

5. Install officers 

 

ñProject Stay Activeò 

Americans are on the move and Legionnaires are no exception.  The Membership Input Services Section 

processes approximately 30 to 32 thousand address changes per month. 

National headquarters has set up ñProject Stay Activeò to help local posts maintain contact with these members 

who move into your area. 

Utilizing the computer, national prints out a summary of the veteranôs membership on a 3 x 5 card.  Each card 

will have listed on it: both the new and old address, the department the member belongs to, the post number, the 

number of continuous years, and the date the card was printed.  If the member is a Life Member, it will be noted as 

well. 

The cards are printed in zip code order and mailed to department adjutants for distribution to the post most 

accessible to the member.  This post is then asked to contact and welcome the member into the area.  This would be 

an opportune time to offer assistance in establishing service and to invite the member to visit your post. 

In many cases, the Legionnaire may wish to transfer membership to a post in the community.  As may be 

expected, some of these Legionnaires are involved in temporary moves, some may have a Life Membership ñback 

home,ò and others may have sentimental feelings toward their hometown post.  However, many of them will be 

receptive to an offer to transfer to your post when asked. 
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ñProject Stay Activeò has been in operation for several years and has proved beneficial to the post, the 

Legionnaires, and their families. 

Departments actively participating in ñProject Stay Activeò are generally distributing the cards each month 

through the district or county commander.  These departments always have a reserve of prospects to ñGet Involvedò 

in The American Legion. 

 

Direct Renewal Notices 
 

Beginning in July, direct dues renewal notices are mailed from national headquarters to present members for 

the next yearôs dues.  The member pays dues directly to the post. Each year a post data card will be mailed to the 

post from department headquarters asking for the amount of the post dues and the address to which the member is 

to mail dues.  As closely as possible posts should use a permanent mailing address, either a post office box or the 

address of the post home.  Do not use the name of the adjutant or other individual unless no other address is 

available.  Difficulties arise if the individual suddenly vacates the office, moves, or dies. 

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

department headquarters listing those membersô names, addresses, and card numbers, signed by a post 

official giving the post number, and they will never receive a renewal notice again.  Thereafter, the code 

letter ñcò will appear in a column after the memberôs zip code in the post membership register. Only one 

amount for post dues can be printed for each post.  For example, national headquarters cannot print ñ$20.00 until 

January 1, $25.00 after January 1.ò 

Posts not participating in the department program may be included in the next billing by filling out a post data 

card and sending it to department headquarters.  Through department participation, additional notices are available. 

Scheduled renewal mailings are usually at no cost to departments or posts. 

All delinquent members in The American Legion will receive a renewal notice in March; if still delinquent, an 

additional renewal may be sent for receipt in early May. 

 

Paid-Up-For-Life Membership Plan 
 

 Members who enroll in the Paid Up For Life program become, as the name implies, American Legion 

members for life.  These members pay a one-time fee or can choose to utilize the time payment plan option to gain 

lifetime membership in The American Legion.  These Legionnaires have voluntarily chosen to become Paid-Up-

For-Life members under the National plan. 

 

Must Be In Good Standing 
 A Legionnaire must be in good standing to become a Paid-Up-For-Life member.  To be in good standing, the 

member must have a valid membership card for the current Legion year. 

 

Most Buy At Dues-Paying Time 
 The average Legionnaire is most apt to decide to become a Paid-Up-For-Life member at the time when dues 

are usually paid for the coming year. 

 

Post commanders, adjutants, and membership workers are asked to make sure their members know that with a 

Paid-Up-For-Life membership, they can take care of dues for all future years. 

 

Not A Discount Membership 

 The National Constitution & By-Laws of The American Legion is very clear that ñthere shall be no 

form or class of membership except an active membership, and dues shall be paid annually or for life.ò 

 

    Post Receives Dues Portion Annually 
 That part of the total dues now being retained by the post will be returned every year for all Paid- 

Up-For-Life members. 
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 For example, if the dues of the post are $25.00, and of this amount $18.00 is sent to the department to cover 

national and department dues, the $7.00 now being kept by the post will come back for current dues, and every year 

thereafter the post will get its same share.  It doesnôt make any difference what happens to national or department 

dues in the future; the post will always get its $7.00 share. 

 

Many posts are purchasing Paid-Up-For-Life memberships for their longtime members, and in calculating the 

cost to remit, they may leave out their share of the dues.  This will reduce the amount to submit with the 

application. 

 

The application forms for Paid-Up-For-Life memberships can be ordered from your department headquarters, 

from the National Headquarters or by visiting www.legion.org.  

 

The member fills out the application and turns it over to the post adjutant along with the appropriate payment, 

just the same as in paying annual dues. 

 

The post adjutant endorses the application, certifies the postôs current dues, and that the member is in good 

standing.  The application and payment is then sent to the department headquarters and from there to national for 

final processing. 

 

Membership Card 

 Each Paid-Up-For-Life member receives a permanent plastic card, as well as an annual paper 

membership card, directly from national, to verify continuing membership in The American Legion.  The 

annual card will be mailed in July of each year.  Note: Sending the annual card is a means to keep track of 

address changes, and even deaths. 

 

Upon request, a replacement plastic or paper card can be provided at no additional charge to the Paid-Up-For-

Life member. 

Cost 

 The cost of a Paid-Up-For-Life membership, which is based upon the memberôs age at the time of 

application and the current annual dues of the post can be found on the rate schedule at www.legion.org.  

 

Any applicant may pay by check, MasterCard, Visa, Discover or American Express.  Please do not send cash. 

 

Note:  Only Kansas does not participate in the national plan.  They operate their own plan for their respective 

members.  For more information about the Kansas plan, the members and post can contact the department 

headquarters. 

 

Time Payment Plan 

 Members of The American Legion may use the time payment plan to purchase a Paid-Up-For-Life 

membership.  No interest and no service charge will be added. 

 

Time payment plan instructions/established rules for application: 

 

1) The member must be in good standing.  This means the member must have a paid membership card for the 

current Legion year. 

2) The total Paid-Up-For-Life membership fee has to be paid within thirty-five (35) months after the 

application is processed at National and consecutive monthly payments are to be maintained. 

3)    When you submit the application to your post for certification, an initial remittance must accompany the 

application.  The payment should be at least the cost of one monthly payment of the total fee. 

http://www.legion.org/
http://www.legion.org/
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4) On the application, please check that you wish to use the Time Payment Plan.  Until the full payment is 

received, the member will receive an annual card with the notation of ñTime Payment.ò 

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

6) National headquarters will provide coupons to be used for submitting monthly payments to national 

headquarters until the entire Paid-Up-For-Life fee is paid-in-full .  DO NOT submit monthly payments to the post or 

department; mail directly to national headquarters.  National is not responsible for misdirected or lost payments. 

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

If you need assistance or have any questions, please contact your post adjutant or finance officer, or write: 

The American Legion, National Paid-Up-For-Life Plan, P.O. Box 1055, Indianapolis, IN  46206. 

 

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

MEMBERSHIP.  GOOD STANDING MEANS THE MEMBER MUST HAVE A VALID 

MEMBERSHIP CARD FOR THE CURRENT LEGION YEAR. 

 

Consolidated Post Reports (CPR) 

Post adjutants are the key to how well The American Legion as a whole will be able to report to the American 

people its actual accomplishments for the past year. 

Each post is sent a CPR report form as the reporting year comes to a close.  This is a three-part, snap-out form.  

The third copy is to be retained by the post for its files and the first two copies go to department headquarters. 

Please be sure all reports from posts in your district are sent to department headquarters on or before the June 

15 deadline, or sooner if your department has set an earlier date.  The CPR form covers participation in the basic 

programsðAmericanism, Children & Youth, Veterans Affai rs and Rehabilitation, Economic, and National 

Security.  But the report goes further than the major program areas, asking for information such as post 

involvement in community service, legislative endeavors, public relations efforts, etc.  The report also inquires 

whether the post sponsors a uniformed group, or distributes a regular publication to the membership, and the 

number of funeral honors for deceased members. 

Information from Consolidated Post Reports is frequently shared with members of Congress.  This information 

provides members of Congress with a snapshot of the valuable community service provided by The American  

Legion family.  This report demonstrates community involvement that has been the hallmark of The American 

Legionôs commitment and service to country. 

Donôt be discouraged if the post doesnôt have something to report in every blank on the report form.  Very few 

posts carry on every Legion program.  Many outstanding American Legion posts devote their energies and 

resources to just two or three programs or activities, which more than justify their existence. 

 

Include Details in Narrative 

Please urge posts to confine answers to the allotted spaces.  If they wish to go into a subject in further detail, 

include such information in a descriptive narrative, which may be attached to the report form.  The narrative can 

cover in greater detail a postôs accomplishments in program areaséyou can also include photos.  This will enable 

your Department Americanism and Children & Youth Committees to consider the work of a post in determining its 

possible qualification for national recognition. 

By mid-August, national headquarters expects to have a completed tabulation of all reports broken down and 

printed according to departments.  The statistical totals will provide the foundation for The American Legionôs 

annual report to Congress, required in accordance with the Legionôs federal charter. 

Once the post has completed the annual report, you may be surprised at how much the post has accomplished.  

In addition to becoming the basis for good local news releases, the Consolidated Post Report also helps in the 

preparation of membership promotional material.  And thereôs always the possibility your reports will result in 

national recognition for one or more of your outstanding programs. 

The American Legion asks your cooperation in getting reports from posts in your district. 
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SECTION 3 
Manual of Ceremonies 

 

Revised in accordance with the action of the Trophies, Awards and Ceremonials 

Committee and the National Executive Committeeð1985 
 

Adopted by The American Legion in 1921 

 
Foreword 

 

The Manual of Ceremonies was adopted at the Third Annual Convention, Kansas City, Missouri, October 31 to 

November 2, 1921.  It was amended at the Fifth Annual Convention, San Francisco, California, October 15 to 19, 

1923; at the Seventh Annual Convention, Omaha, Nebraska, October 5 to 9, 1925; at the Ninth Annual Convention, 

Paris, France, September 19 to 22, 1927; at the Thirteenth Annual Convention, Detroit, Michigan, September 21 to 

24, 1931; at the Fifteenth Annual Convention, Chicago, Illinois, October 2 to 5, 1933; at the Sixteenth Annual 

Convention, Miami, Florida, October 22 to 25, 1934; at the Nineteenth Annual Convention, New York City, 

September 20 to 23, 1937; at the Twenty-First Annual Convention, Chicago, Illinois, September 25 to 28, 1939; at 

the National Executive Committee Meeting of November 19 and 20, 1942, by authority of the 1942 Kansas City 

National Convention; at the Twenty-Fifth Annual Convention, Omaha, Nebraska, September 21 to 23, 1943; at the 

Twenty-Sixth Annual Convention, Chicago, Illinois, September 18 to 20, 1944; by the National Executive 

Committee Meeting, June 5 to 7, 1946; at the Twenty-Ninth Annual Convention, New York, New York, August 28 

to 31, 1947; by the National Executive Committee Meeting, May 3 to 5, 1948,; by the National Executive 

Committee, May 3 to 5, 1950; by the National Executive Committee, May 2 to 4, 1951; by the National Executive 

Committee, May 2 to 4, 1954; by the National Executive Committee, May 4 to 6, 1955; by the National Executive 

Committee, May 2 to 4, 1956; by the National Executive Committee, May 1-3, 1957; by the National Executive 

Committee, April 29 to May 1, 1959; by the National Executive Committee, May 4-5, 1960; by the National 

Executive Committee, May 3-4, 1961; by the National Executive Committee, May 2-3, 1962; by the National 

Executive Committee, May 1-2, 1963; by the National Executive Committee, April 30-May 1, 1964; by the 

National Executive Committee, May 5-6, 1965; by the National Executive Committee, October 12-13, 1966; by the 

National Executive Committee, May 3-4, 1967; by the National Executive Committee, May 6-7, 1970; by the 

National Executive Committee, October 20-21, 1971; by the National Executive Committee, May 1-2, 1974; by the 

National Executive Committee, October 9-10, 1974; by the National Executive Committee, April 30-May 1, 1975; 

by the National Executive Committee, May 4-5, 1977; by the National Executive Committee, October 5-6, 1977; 

by the National Executive Committee, May 4-5, 1994; and by the National Executive Committee, May 2-4, 1995.  
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Plan of Post Meeting Room 
 

 

 

 

 
 

 

 

 

 This arrangement of a post meeting room is especially functional for the conduct of regular post 

meetings.  This plan permits the post a great amount of flexibility in arrangement to meet the postôs 

particular needs and/or adapt to any physical limitations. 
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Plan of Post Meeting Room 

For Special Ceremonies 

  
 

For the ceremony of initiation or installation of officers, it is suggested the post meeting room be 

arranged as shown in the above sketch.   

The American Legion emblem should be in colors and about twenty inches in diameter.  If made of 

glass, it should be illuminated from within; or by a light set above it, if made of wood, cardboard, or 

metal.  Emblems may be purchased through National Headquarters, Emblem Sales, Indianapolis, IN.  The 

Emblem should be illuminated at all times during all meetings. 

Anything of a light or humorous nature added by the post to this initiation should be kept separate and 

apart, and the candidates should be informed that it is not a part of the initiation proper. 

Officers or members other than those designated may be assigned to parts in the initiation ceremony.  

It is recommended each post have a degree team, trained and uniformed for degree work. 
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General Instructions 
Much of the information provided in the Manual of Ceremonies is the consequence of long-time 

tradition and usage.  The practices adopted by The American Legion may not be the same as used by 

other groups or organizations.  Our methods may be different, but it does not mean we are right and others 

are wrong. 

1. The ceremonial services of The American Legion must be conducted with the solemnity befitting 

the dignity of this organization. 

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

meeting. 

3. Comrades shall be careful never to pass between the flags and the station of the commander. 

4. A member entering the hall after the meeting has begun shall advance to the center of the room, 

salute the colors and be seated. 

5. Any member desiring to be excused from the hall while the meeting is in progress, except during a 

prayer, or the obligation, or during the period of silence, shall advance to the center of the room, salute the 

Colors, and then leave. 

6. All officers are instructed to memorize their parts between the dates of their election and 

installation.  It shall be the duty of each officer to memorize that portion of the ritual assigned to that 

particular office and the printed ritual should not be read during any ceremony. 

7. The national colors and post flag, when in position, should be in position at either side and just in 

advance of the commanderôs station; the national colors on the right of the commander, the post colors on 

the left when facing the audience, even though the commander is on a platform and the flags are posted on 

the ground level. 

8. Each officer shall be equipped with the official overseas cap and with proper official badge of the 

respective office.  Such badges may be purchased in sets by the post or singly by the individual officer 

through Emblem Sales, National Headquarters. 

9. Legionnaires standing in silent tribute in memory of departed comrades during meetings or 

ceremonies will face the flag of our country.  Legionnaires are advised of the following action by the 

National Executive Committee (Resolution No. 33): ñRESOLVEDò by the National Executive 

Committee of The American Legion in regular meeting assembled in Indianapolis, Indiana, on May 5-6, 

1971, ñThat The American Legion shall, at functions within Legion buildings and at all levels, cease all 

activities whatsoever for a period of sixty seconds as a tribute to our comrades who have passed on and in 

honor of those now serving in the Armed Forces and that this minute of silence shall be preceded by an 

appropriate announcement and message, if desired.ò 

10. In addressing an officer of The American Legion, preface the title with the word ñComrade.ò 

11. This Manual of Ceremonies is designed with the idea of flexibility and may be adapted to conform 

to requirements covering all divisions of The American Legion.  Therefore, whenever necessary, the 

words ñPost,ò ñCounty,ò ñDistrict,ò ñDivision,ò ñDepartment,ò or ñNationalò may be inserted to fit a 

specific occasion. 

 

Wearing The American Legion Cap, Uniform and Regalia 

1. The Legion cap, uniform or regalia should be worn by its members only when in attendance at 

official Legion meetings or ceremonies or as official guests at patriotic or other civil functions or by 

individuals when officially representing The American Legion on public occasions.  For all Ceremonies, 

the uniforms adopted by a department are recommended.  However, an official American Legion cap, 

dark blue or black civilian coat, dark trousers, white shirt, black four-in-hand tie, black shoes and socks, 

make a very attractive uniform. 

 A Legionnaire is considered to be in uniform if wearing an official American Legion cap.  

Therefore, it is not proper to wear an American Legion cap while eating a meal at an official American 

Legion or civic luncheon or dinner. 
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2. The cap should be worn in a place of worship only by the guard of honor, color guard and 

commander of same while in marching order or standing guard.  When returned to and seated in pews, the 

cap should be removed. 

3. Legion posts marching in formation into a place of worship should uncover, at the door, hold the 

cap with the right hand over the heart until the arrival in the pews and commanded to take seats, 

remaining uncovered during the entire service.  At the close of the service, upon command, the post shall 

arise, the members holding the cap with the right hand over the heart will march out of the place of 

worship and recover after marching through the door. 

 Note:  The hat should be held over the heart as one approaches the casket, and is not at any time 

worn in a place of worship except by the guard of honor, color guard or commander of same while in 

marching order or standing guard. 

4. Legionnaires not in formation will uncover upon entering the place of worship and remain 

uncovered during the entire service and will re-cover after leaving the place of worship. 

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

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

6. In Legion meetings the cap should be worn except during moments of the ñPledge of Allegiance,ò 

prayer, and when standing in silent reverence in memory of departed comrades, when the cap should be 

held with the right hand over the heart. 

7. A Legionnaire wearing the cap should behave in proper accordance as to salutes, etc., the same as 

if the member was wearing the military uniform.  If not wearing the Legion cap, the ordinary rules of 

etiquette for civilian dress should be observed. 

8. Female members of The American Legion should wear their caps in the manner prescribed for 

female personnel of the armed services.  This is suitable for most situations, butétaste and common 

sense should prevail.  By American Legion tradition, a female Legionnaire is afforded the opportunity to 

leave her cap on during the Pledge of Allegiance, National Anthem, prayer and during meals.  No national 

authority can be found which mandates the removal of the cap by female Legionnaires during such 

occasions.  

9. Legionnaires wishing to attach decorations and/or other official insignia to their caps are advised 

of the following excerpts of a National Executive Committee resolution on this subject: 

 

Official American Legion Caps 

The following regulations have been promulgated by National Emblem Sales to standardize the use of 

lettering, insignia, etc., on the official American Legion cap, as based on Resolution No. 58, adopted by 

the National Executive Committee, April 30-May 1, 1964. 

POST CAPS (members and officers)ðAll blue, piped in gold and lettered in gold with optional basic 

lettering (Style 1 or Style 2), additional lettering and restrictions as indicated below: 

(a)  Style 1ðPost numerals at right front between piping and front crease.  Department name in 

full on left side beneath emblem.  Lettering on emblem side to be in straight line.  Example:  ñ20ò (at 

right front)ðñIllinoisò (on left side beneath emblem). 

(b)  Style 2ðPost numerals at right front between piping and front crease.  Town name in full and 

department abbreviated on left side beneath emblem.  Lettering on emblem side to be in straight line.  

Example:  ñ20ò (at right front)ð ñMinneapolis, Minn.ò (on left side beneath emblem). 

(c)  Style 2ðShall not be used when the post town is not physically located within the recognized 

geographic and/or postal boundaries of the department of which the post is a member.  Example:  

Stuttgart, Germany, a part of the Department of France.  Such a post may place its location and 

country on the right side of the cap, if desired.  Example:  ñ8ò (at right front)ð ñFranceò (on left side 

beneath emblem)ðif desired, ñMunich, Germanyò (on right side).  

(d)  Where any additional lettering is desired, this must be on the right side of cap.  This lettering 

is restricted to name of post, such as ñJ.S. Jones,ò or officer title, such as ñCommanderò or ñPast 
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Adjutant.ò  Where present or past officer cap insignia or badges are used in place of embroidered 

titles, these must be on right side of cap. 

(e)  Consecutive membership insignia, membership stars, and/or decorations (authorized American 

Legion or military services) must be attached to the right side of cap.  Fraternal or civil organization 

insignia cannot be used on American Legion caps. 

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

(g)  An individual member placing an order direct with National Emblem Sales must provide the 

member I.D. number. 

 

Restrictions 

(a)  The left side (emblem side) of any American Legion cap cannot contain other than the official 

American Legion emblem, and lettering as set forth previously in this resolution for post, county, 

district, department or national caps. 

(b)  No member of any organization, such as drum and bugle corps, bands, and so forth, sponsored 

by any post or intermediate organizations between the department and post levels, or by any 

department, shall wear the overseas caps having the color, or combination of colors, authorized for the 

sole use of county, district, department or national officers, when the members of uniformed groups 

are not appearing in the full uniform of their group;...ò 

 

Official Badges 

Campaign ribbons, medals, and official American Legion badges shall be worn three inches below the 

point of the shoulder and above the left breast pocket, centered; provided, however, that medals and 

ribbons are not to be worn together. 

Badges of other fraternal organizations are not to be worn on uniforms except when attending 

functions of such organizations.  No other badges or insignia are to be worn. 

Commander:  The American Legion emblem suspended by The American Legion ribbon from a bar 

on which there shall be the word ñCommander.ò 

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

bar on which there shall be the words ñPast Commander.ò 

First and Second Vice-Commanders:  The American Legion emblem suspended from a bar on which 

there shall be the words ñVice-Commander.ò 

Chaplain:  The American Legion emblem suspended by The American Legion ribbon from a bar on 

which there shall be the word ñChaplain.ò 

Adjutant:  The American Legion emblem suspended by The American Legion ribbon from a bar on 

which there shall be the word ñAdjutant.ò 

Finance Officer:  The American Legion emblem suspended by The American Legion ribbon from a 

bar on which there shall be the words ñFinance Officer.ò 

Sergeant-At-Arms:  The American Legion emblem suspended by The American Legion ribbon from 

a bar on which there shall be the words ñSergeant-At-Arms.ò 

Judge Advocate:  The American Legion emblem suspended by The American Legion ribbon from a 

bar on which there shall be the words ñJudge Advocate.ò 

Service Officer:  The American Legion emblem suspended by The American Legion ribbon from a 

bar on which there shall be the words ñService Officer.ò 

Treasurer or Finance Officer:  The American Legion emblem suspended by The American Legion 

ribbon from a bar on which there shall be the word ñTreasurer.ò 

Athletic Officer:  The American Legion emblem suspended by The American Legion ribbon from a 

bar on which there shall be the words ñAthletic Officer.ò 

Historian:  The American Legion emblem suspended by The American Legion ribbon from a bar on 

which there shall be the word ñHistorian.ò 
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Executive Committee:  The American Legion emblem suspended by The American Legion ribbon 

from a bar on which there shall be the words ñExecutive Committee.ò 

The metal ornaments for the ribbons should be made with pin back so they can be passed from officer 

to officer at the time of the new installation. 

Each member of each individual post should be encouraged to possess the official American Legion 

overseas cap with The American Legion emblem, the department, and the number of the post on same. 

 

How to Organize a Ritual Team 

    First Step: 
The post commander appoints a captain to organize a team.  It will be the captainôs duty to recruit, 

train and assume complete responsibility for organizing and training of the team.  Discretion should be 

used in selecting team members.  They should make the Manual of Ceremonies their American Legion 

bible. 

    Second Step: 

Permanent parts should be assigned and members instructed to memorize these parts.  Six members 

will be required for the initiation team.  In calling a try-out or audition meeting, the best qualified should 

be selected at that time.  Each candidate for the team should read part of the manual to denote clarity of 

voice, enunciation, expression and meaning given to the text.  Additional candidates should be assigned 

roles as substitutes or stand-ins for the regular members. 

    Third Step: 
Training the team.  Many practice sessions are necessary.  Teams should practice an entire ceremony 

at each meeting, including marching into the hall, military movements on the floor, presentation and 

introduction of the team, and the posting of members to their respective stations.  Proper handling of 

candidates for initiation should also be practiced. 

    Fourth Step: 
Presenting the ceremony.  The teamôs first appearance should be on home grounds.  Actual initiation 

of new members will tend to give the new team confidence to present their work in other posts throughout 

the area.  Note well: Much of the teamôs success depends upon selection of a competent captain and 

sergeant-at-arms.  The team will look to these officers for leadership.  The team captain and members 

should be of commanding appearance, plus personality, and able to impress upon candidates and audience 

the importance and seriousness of the ceremony. 

Every American Legion post should have a good ritual team present at an ñInitiation Nightò program 

at least once yearly. 

 

Color Guard Procedure 

    Advancing Colors: 
Color guard consisting of minimum number of four is formed at the rear of the meeting room in a rank 

or file, whichever may suit the situation best, formation facing commanderôs station. 

In forming a rank, the national colors are to the right of the post colors and the two guards are on the 

respective flanks.  In forming a file, the national colors are second in file, preceded by the rifle guard and 

followed respectively by the post colors and rifle guard. 

To properly form the guard, the following sequence of commands may be used:  ñFall Inò ð ñDress 

Right Dressò ð ñReady Frontò ð ñRight or Left Shoulder Armsò ð (Color bearers should assume the 

position of carry or any other suitable position at this command) ñForward March.ò  The above-mentioned 

commands put the guard in a forward motion. 

Upon arriving at a position from 2 to 12 feet (depending on available space) in front of the  

commanderôs station, the following commands should be used:  ñGuard HaltðPost Colorsò (The  

national color bearer steps off in the direction of the flag receptacle to the right of the commanderôs 

station, halting and facing front upon arriving in front of same).  The post color bearer follows the same 

procedure to the flag receptacle to the left of the commanderôs station.  During this procedure it is 
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suggested the rifle guards assume the position of port arms, which is a position of readiness. The next 

command should be ñPlace Colors.ò Colors are placed by stepping forward with one foot placing colors in 

receptacles, making sure the top ornament on each respective flag is facing the assemblage.  The color 

bearers then return to the position of attention.  The next command should then be ñPresent Arms.ò  Rifle 

guards should render the prescribed salute with their pieces and color bearers should render a right-hand 

salute.  (Post color bearer should either face the national colors or turn head toward the American Flag 

while executing the salute). 

The next command sequence should be ñRight Shoulder Armsò (color bearers recovering from hand 

salute on same), ñAssemble Marchò (Color bearers may face the center and step off respectively in the 

direction from which they came and assume their positions in the formation facing the rear of the meeting 

room.  Rifle guards may execute an about-face on command and be prepared to move out on next 

command with guard intact. 

The next command should be ñForward Marchò and upon arriving at starting point, guard should be 

halted with command of ñGuard Haltò and then the guard may be given ñFall Out.ò 

    Retiring Colors: 

Retrieving the colors may be executed in nearly the same manner except substituting the command of 

ñRetrieve Colorsò for ñPost Colors,ò and giving the command ñPresent Armsò upon the Color bearersô 

arrival in front of their respective colors (color bearers will salute at this time). 

The next sequence of commands are ñRight Shoulder Armsò (Color bearers will assume position of 

attention); ñTake Colorsò (color bearers putting one foot forward to take Colors and assuming position of 

attention, after securing same).  The next command should be ñAssemble, Marchò (color bearers 

executing same marching as in returning from posting).  Rifle guards will execute about-face after colors 

have arrived in respective positions.  The guard may be retired in the same manner as it was in posting, 

with the exception of the last command, which should be ñDismissed.ò  The above commands may be 

used in either rank or file formation. 

A lot of color and ceremony may be added to the posting and retiring of the colors if a bugler is used 

in the following places:  In posting, ñTo The Colors,ò may be sounded immediately after the command of 

ñPresent Armsò by the color guard commander.  In retrieving, ñRetreat,ò may be sounded immediately 

after command of ñPresent Arms.ò 

 

REGULAR MEETING  
Opening 

American Legion meetings shall be opened in the following manner: 

All officers should be in uniform, each wearing the official American Legion cap and 

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

The commander shall seat those present with one rap of the gavel and the doors of the 

meeting hall shall be closed by the sergeant-at-arms. 

The commander shall then give three raps of the gavel and all who are present shall 

stand at attention. 

Commander:  ñThe color bearers will advance the colors.ò  

(See the index for other sections relating to the Colors/Color Guard) 

As the color bearers start to advance, the commander shall give the command: 

Commander:  ñHand salute.ò 

If a trumpeter is available, sound ñTo the Colors;ò immediately after the colors have 

been posted, and at its conclusion, the commander shall give the command: 

ñTwo.ò 
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If no trumpeter is present, the command ñTwoò is to be given immediately after the 

colors have been posted. 

The commander shall call upon the chaplain to give the opening prayer. 

Commander:  ñThe chaplain will offer prayer.ò 

Commander:  ñAll members/guests in attendance shall remain standing with 

their cap removed and placed over the heart from the opening prayer, through 

the POW/MIA ceremony, and concluding with the Pledge of Allegiance.ò 
In place of the following prayer, the chaplain may deliver one of the same length and general tenor. 

Chaplain:  ñAlmighty God, Father of all mankind and Judge over nations, 

we pray Thee to guide our work in this meeting and in all our days.  Send Thy 

peace to our nation and to all nations.  Hasten the fulfillment of Thy promise of 

peace that shall have no end. 

ñWe pray for those who serve the people and guard the public welfare that 

by Thy blessing they may be enabled to discharge their duties honestly and 

well.  We pray for our comrades that by Thy help they may observe the strictest 

Justice, keep alight the fires of Freedom, strive earnestly for the spirit of 

Democracy; and preserve untarnished our loyalty to our Country and to Thee.  

Finally, O God of mercy, we ask Thy blessing and comfort for those comrades 

who are suffering mental and physical disability.  Cheer them and bring them 

the blessings of health and happiness.  Amen.ò 

POW/MIA Empty Chair  

This ceremony is a suggested outline that can be followed when an American Legion 

organization wants to call attention to Americans still unaccounted for from World War II, 

the Korean War, the Vietnam War, and other conflicts.   

Resolution 288, adopted at the 67th National Convention, encourages all American 

Legion organizations to implement the Empty Chair Ceremony at all meetings.  As a 

continual physical symbol of the POW/MIAs and the cause for which we stand, namely 

their return or full accounting.   

Commander:  ñA POW/MIA Empty Chair is placed at all official meetings 

of The American Legion, as a physical symbol of the thousands of American 

POW/MIAs still unaccounted for from all wars and conflicts involving the 

United States of America.  This is a reminder for all of us to spare no effort to 

secure the release of any American prisoners from captivity, the repatriation of 

the remains of those who died bravely in defense of liberty, and a full 

accounting of those missing.  Let us rededicate ourselves for this vital 

endeavor!ò 

Commander:  ñPlace the POW/MIA flag on the Empty Chair.ò 
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The first and second vice commanders, or other designated individuals, 

approach the Empty Chair carrying a folded POW/MIA flag.  Upon reaching 

the Empty Chair, they reverently unfold the flag and drape it over the Empty 

Chair with the crest facing the membership. After the meeting is concluded, the 

POW/MIA flag should be refolded and stored for future use. 

The commander (or appropriate official) will lead the Pledge of Allegiance 

(Legionnaires will remove their caps) and may direct the singing of the Star 

Spangled Banner. 

ñI pledge allegiance to the Flag of the United States of America and to the 

Republic for which it stands, one Nation under God, indivisible, with liberty 

and justice for all.ò 

Regular meeting opening resumes after The Pledge Of Allegiance 

Commander:  ñEveryone will recover.ò 

 

The commander and membership shall recite the preamble of the 

Constitution of The American Legion slowly and in unison, as follows: 

ñFor God and Country, 

We associate ourselves together 

For the following purposes: 

To uphold and defend 

The Constitution of the United States of America; 

To maintain law and order; 

To foster and perpetuate 

A one hundred percent Americanism; 

To preserve the memories and incidents 

Of our associations in the Great Wars; 

To inculcate a sense of individual obligation 

To the community, state and nation; 

To combat the autocracy 

Of both the classes and the masses; 

To make right the master of might; 

To promote peace and good will on earth; 

To safeguard and transmit to posterity 

The principles of Justice, Freedom and Democracy; 

To consecrate and sanctify our comradeship 

By our devotion to mutual helpfulness.ò 
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One rap of the gavel by the commander will seat the members. 
The commander shall then say:  ñI now declare ............... Post No. ............... 

Department of ..............., regularly convened.ò 
The order of business for post meetings shall be: 

a.  Roll Call to determine if quorum is present 

b.  Reading of minutes of previous meeting 

c.  Introduction of guests and prospective and new members 

d.  Committee reports 

e.  Balloting on applications 

f.  Sick call, relief and employment 

g.  Post Service Officerôs report 

h.  Unfinished business 

i.  Initiation of candidates 

j.  New business (and correspondence) 

k.  Memorial to a departed post member 

l.  The good of The American Legion 
(The membership shall be permitted to make suggestions of any kind, character or description, save of 

religion or partisan politics.) 

 

POW/MIA Remembrance Service 
(The following is a ñsuggestedò service to be used at American Legion meetings, 

banquets, luncheons, or memorial gatherings in conjunction with the POW/MIA flag 

draped over an empty chair...this service can be adopted, or modified appropriately for 

your own preferred use.)  Members should remove their caps during this service. 

 ñThose who have served, and those currently serving in the uniformed 

services of the United States, are ever mindful that the sweetness of enduring 

peace has always been tainted by the bitterness of personal sacrifice.  We are 

compelled to never forget that while we enjoy our daily pleasures, there are 

others who have endured and may still be enduring the agonies of pain, 

deprivation and imprisonment. 

ñBefore we begin our activities, we pause to recognize our POWs and MIAs. 

ñWe call your attention to this small table which occupies a place of dignity 

and honor.  It is set for one, symbolizing the fact that members of our armed 

forces are missing from our ranks.  They are referred to as POWs and MIAs. 

ñWe call them comrades.  They are unable to be with their loved ones and 

families, so we join together to pay humble tribute to them, and to bear witness 

to their continued absence. 

ñThe table is small, symbolizing the frailty of one prisoner, alone against his 

or her suppressors. 
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ñThe tablecloth is white, symbolic of the purity of their intentions to 

respond to their Countryôs call to arms. 

ñThe single rose in the vase signifies the blood they may have shed in 

sacrifice to ensure the freedom of our beloved United States of America.  This 

rose also reminds us of the family and friends of our missing comrades who 

keep faith, while awaiting their return. 

ñThe red ribbon  on the vase represents the red ribbons worn on the lapels 

of the thousands who demand, with unyielding determination, a proper account 

of our comrades who are not among us. 

ñA slice of lemon on the plate reminds us of their bitter fate. 

ñThe salt sprinkled on the plate reminds us of the countless fallen tears of 

families as they wait. 

ñThe glass is inverted, they cannot toast with us at this time. 

ñThe chair is empty.  They are NOT here. 

ñThe candle is reminiscent of the light of hope, which lives in our hearts to 

illuminate their way home, away from their captors, to open arms of a grateful 

nation. 

ñThe American flag reminds us that many of them may never returnðand 

have paid the supreme sacrifice to insure our freedom. 

ñLet us pray to the Supreme Commander that all of our comrades will soon 

be back within our ranks. 

ñLet us rememberðand never forget their sacrifice. 

ñMay God forever watch over them and protect them and their families.ò 

 

Closing Ceremony 
American Legion meetings shall be closed in the following manner: 

Commander:  ñIs there any further business to come before the meeting?  If 

not, the chaplain will lead us in memorial service.ò 

The commander shall give three raps of the gavel, and the membership shall arise, uncover, and stand 

in silence. 

Chaplain:  ñOur Heavenly Father, we deem this a fitting time to pay our 

respects to our departed comrades.  As we stand with bowed heads in reverence 

to them, let us remember the good deeds they accomplished.  Let us revere 

them, as good soldiers who fought the good fight in a just cause, let us silently 

pray for peace, the peace that passes all understanding.  And let us in mind and 

soul consecrate our hearts and lives to the real America, the land of the free and 

the home of the brave, the America worth fighting for.  As we stand in silence 

to our departed comrades, may we sincerely say, óMay their souls rest in 
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peace.ô  Let us also remember the POWs and the MIAs still unaccounted for 

from the Wars and Conflicts.  Amen.ò 

Commander:  Cover. 
The addition of ñTapsò sounded on muffled trumpet will add greatly to the solemnity of 

the ritual. 

The first stanza of ñAmericaò (ñMy Country óTis of Theeò), or another patriotic 

selection may be sung by the audience. 

ñTill we meet again let us remember our obligation to our country can be 

fulfilled only by the faithful performance of all duties of citizenship.  Let 

service to the community, state and nation be ever a main objective of The 

American Legion and its members.  Let us be ever watchful of the honor of our 

country, our organization and ourselves, that nothing shall swerve us from the 

path of Justice, Freedom and Democracy. 

The color bearers will retire the flag of our country.ò 
As the color bearers retrieve the colors, the commander shall give the command: 

Commander:  ñHand saluteò (colors are retired).   
As the color bearers reach the rear of the meeting hall, the command ñTwoò is given by the 

commander. 

Commander:  ñI now declare this meeting of ___________________Post 

No._______ The American Legion, Department of ............... adjourned.ò 

The Commander gives one rap of the gavel. 

 

                                          INITIATION  
Regular Form 

The initiation of candidates for membership in The American Legion is an important 

function of each post.  The new members need to be shown, officially and formally, that 

theyôre indeed a part of the organization.  They deserve the courtesy of being introduced to 

the organization which has accepted their membership application and dues payment.  This 

is the purpose of the initiation ceremony. 

Whether performed by the officers of the post or an established ritual team, the 

initiation ceremony should be conducted at least once a year.  Each officer should learn 

their respective portion of the ceremony in order to be able to deliver it without reference 

to the printed text.  Each initiation officer should wear the regulation American Legion cap 

and badge of office.  (See ñBadgesò in index.) 

The Sergeant-at-Arms is responsible for preparation of the hall or meeting room for the 

initiation, and should see to it the following items, which are presented to the candidates 

during the ceremony, are on hand in sufficient quantity:  American flags (initiation size), 

American Legion lapel pins, and flag etiquette booklets.  All of those items are available 

through National Emblem Sales (see your current catalog).  In addition, the sergeant-at-

arms, depending on the format your post wishes to use for this ceremony, will set up the 

following items:  Poppies (real or imitation) in a neat arrangement in a vase at either the 
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station of the second vice commander or near the podium identifying the station of the 

commander; a gavel bell at the station of the past commander or near the podium of the 

commander; and a miniature stand of colors consisting of the American flag and the 

Legion colors at the station of the first vice commander or near the podium. 

This ceremony is designed to conform with the floor plan of a post meeting room as 

illustrated (*).  Candidates are escorted by the sergeant-at-arms to the various officersô 

stations for instruction.  However, the ceremony may be altered to conform with the 

meeting room layout as illustrated (*) with the candidates standing in the area provided 

between the stations of the first vice commander and the second vice commander.  The 

outline of the ritual may be modified to permit all initiation officers to come to the podium 

to deliver their respective instructions to the candidates.   

(*See Meeting Room Arrangement) 
The candidates for initiation will assemble at the back of the meeting room or, 

preferably, in a nearby room immediately prior to the ceremony. 

The business of the meeting having been cleared, the commander shall call the meeting 

to order with one rap of the gavel. 

Commander:  ñWe shall now proceed to the initiation of new members.  In order that 

we may impress upon these candidates the serious import and sacred obligations of 

American Legion membership, all present will conduct themselves in a manner befitting 

such ceremony. 

ñThe sergeant-at-arms will present those ready for initiation.ò 

Sergeant-at-Arms, standing at designated station and after saluting the flag: 

ñCommander, there are (number) veterans who have been accepted for membership in 

The American Legion and are awaiting the obligation.ò 

Commander:  ñAs these candidates have been accepted for membership, we shall 

proceed with the initiation.  Sergeant-at-arms, escort the candidates into the hall and place 

them properly before the flag.ò 

Sergeant-at-Arms, after escorting candidates to appropriate location: 

ñCommander, I present these candidates for initiation into The American Legion.ò 

Commander, after giving three raps of the gavel:  ñThe chaplain will offer prayer.ò 

The chaplain steps to the right of the American flag and faces the candidates. 

Chaplain:  ñLet us pray.  Our Heavenly Father, grant that we may approach this 

ceremony with clean hearts.  Keep us ever mindful of our obligation to those who have 

made the supreme sacrifice for our country and her noble purpose.  We humbly pray that 

your love may find its way into all hearts and souls that they shall never again seek 

occasion of conflict, but live in peace and harmony, laboring for the broader benefits of 

humankind.  You have blessed us with the opportunity to serve our country in her hour of 

need.  We pray that you would grant us continued opportunities to serve in time of peace 

as we served in time of war.  Bless The American Legion and those here who await its 

obligation, that together we may advance the sacred cause of Justice, Freedom and 

Democracy; that together we may serve you and our country in undivided loyalty.  Amen.ò 
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The chaplain returns to designated station.  The membership is seated by one rap of the gavel and the 

post commander addresses the candidates. 

Commander:  ñThe American Legion cherishes four great principles - Justice, 

Freedom, Democracy and Loyalty.  Its pledge is service to veterans, especially 

the disabled, the distressed, and their widows and orphans.  The cause of 

service to community, state and nation is jealously guarded and opportunity to 

serve is offered to all members.  Before you are asked to assume the 

responsibility of membership in The American Legion by accepting its 

obligations, you will hear an explanation of the principles and symbols of our 

organization. 

ñSergeant-at-arms, conduct the candidates to the second vice commander for 

instruction in Justice.ò 

The sergeant-at-arms escorts the candidates to the designated position, facing the second vice 

commanderôs station.  The second vice commander rises. 

Second Vice Commander:  ñJustice makes no distinction of persons.  It 

favors neither high nor low, neither rich nor poor, neither the classes nor the 

masses.  Justice is the guiding star of life.  It transcends all boundaries of race 

and creed.  Justice for our sick and disabled veterans has always been, and must 

forever be, the first concern of The American Legion.  The rehabilitation of 

those men and women who valiantly offered their all in response to their 

countryôs call, the relief of those who have suffered by that sacrifice, is our 

hallowed duty.  Legionnaires must be ever vigilant that none shall feel the 

injustice of work undone.  The American Legion is ever mindful of its duty to 

the nation, and the nationôs duty to those who answered its call in time of war. 

ñThis display of poppies, the official flower of The American Legion, serves 

as a memorial to those who gave their lives so that Justice might prevail.  

Remember their sacrifice!  May your actions forever bring credit upon The 

American Legion, an organization, which is a living memorial to the dead 

heroes who fought, that Justice, the divine right of man, might ever endure.  

ñSergeant-at-Arms, conduct the candidates to the past commander for 

instruction in Freedom.ò 

The sergeant-at-arms escorts the candidates to the designated position, facing the past commanderôs 

station.  The past commander rises. 
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Past Commander:  ñFreedom is an ideal of surpassing strength; it is the 

power of self-determination.  For Freedom, Americans throughout the years 

willingly have fought and died. 

ñIn the War of the Revolution, Freedom was won for the people of the 

United States.  In the Wars of the Twentieth Century, the torch of Freedom led 

and inspired the American forces through the darkness of conflict. 

ñThe American Legion is dedicated to the concept of Freedom from 

injustice to the children and youth of our Nation.  No nation can long endure if 

it fails to care for its future citizens.  The American Legion has achieved 

recognition as a National leader in behalf of the nationôs children and youth 

that they may know that Freedom from want, ignorance, and tyranny are God-

given rights to be preserved at whatever the cost.  The American Legion  

staunchly defends the principle of equal opportunity for all in a country where 

all may enjoy the blessings of Freedom. 

ñThis bell typifies the famous Liberty Bell which in bold and clarion tones 

rang out the news of Freedom and the birth of a new nation.  It is here to 

remind you that America will remain the land of the free only as long as 

America is the home of the brave. 

ñI give you the American flag, the emblem of Freedom, and a flag etiquette 

booklet.ò 

The past commander hands each candidate a small American Flag and Flag Etiquette booklet. 

ñSergeant-at-Arms, conduct the candidates to the first vice commander for 

instruction in Democracy and its meaning to America.ò 

The sergeant-at-arms escorts the candidates to the designated position, facing the first vice 

commanderôs station. The first vice commander rises. 

First Vice Commander:  ñDemocracy is government of the people, by the 

people, and for the people.  Democracy is American in principle and universal 

in appeal.  It offers a voice in government to each citizen.  Of its benefits, each 

citizen may share. 

ñDemocracy finds expression with The American Legion.  Within our 

meeting halls, distinction of rank is unknown.  All Legionnaires are equal in a 

common service.  Each Legionnaire is permitted a free voice, but not a voice so 

free as to transcend the limits of Liberty. 
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ñDemocracy can exist only where all do their share, where each citizen knows 

and accepts the responsibility of service to community, state and nation.  

Legionnaires must encourage the exercise of franchise among our citizens as a 

means of preserving and perpetuating our precious heritage.  Yes, Democracy to The 

American Legion is real.  It carries a responsibility, which each Legionnaire should 

accept. 

Here the first vice commander refers to either a miniature stand of colors consisting of the American 

flag and American Legion colors located at the designated station or the postôs set of colors at the front of 

the room, depending on the format of Initiation used. 

ñThese flags symbolize America, the home of Democracy and The American 

Legion.  The red stripes of our countryôs flag represent the valor, the zeal and the 

passion of those who defended the noble cause of individual dignity; the white 

stripes signify hope, purity and integrity.  The stars of white on a field of blue 

proclaim that the heights of pure Democracy reach to the very stars of the heavens.  

This blue and gold emblem against a background of blue reminds us constantly of 

our golden opportunities as Legionnaires to promote and protect the principle of 

Democracy in a government so dearly won and so valiantly maintained. 

ñSergeant-at-Arms, conduct the candidates to the commander for instruction in 

Loyalty and its application in The American Legion.ò 

The sergeant-at-arms escorts the candidates to the designated position, facing the commanderôs 

station.  The commander rises. 

Commander:  ñLoyalty is an attribute of The American Legion as it is the first 

virtue of the person serving in the uniform of our country.  It is as dear as Justice is 

desirable, as Freedom is glorious, as Democracy is practical.  Loyalty will lead us to 

defend our organization in all that is right, and to do our utmost that we shall be 

right.  Loyalty to our country is the basis of true Americanism.  Disloyalty and 

oppression are foreign to our ideals; nor do we tolerate any form of radicalism or 

violence seeking to destroy our form of government.  The Constitution of the United 

States of America, the bulwark of our liberties and guarantor of our rights, is sacred 

to the Legionnaire.  Be ever loyal to that which has established your freedoms and 

defined your responsibilities.  Understand The American Legion is in no sense a 

military organization.  Because its membership is drawn from every race, religion, 

occupational pursuit, and political persuasion, The American Legion is obligated to 

strict neutrality on all questions concerning religion, politics, and industrial strife.  

You have received instruction in The American Legionôs four basic attributesð

Justice, Freedom, Democracy and Loyaltyðand its great principles of service.  Are 

you now ready and willing to obligate yourself as expressed in the Preamble to the 

Constitution of The American Legion?  If so, you will each answer, óI am.ôò 

Candidates:  ñI am.ò  (All candidates must answer, signifying they are 

willing to take the obligation.) 
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Commander:  ñAll present will stand at attention during the obligation.ò  

(Three raps of the gavel.) 

 

The commander steps to the right and immediately next to the American flag, raises the right hand, 

and addresses the candidates. 

 

Commander:  ñYou raise your right hand and repeat after me: 

óI, (here give your name), 

óDo solemnly pledge 

óTo uphold and defend 

óThe Constitution of the United States of America; 

óTo maintain law and order; 

óTo foster and perpetuate 

óA one hundred percent Americanism; 

óTo preserve the memories and incidents 

óOf our associations in the Great Wars; 

óTo inculcate a sense of individual obligation 

óTo the community, state and nation; 

óTo combat the autocracy 

óOf both the classes and the masses; 

óTo make right the master of might; 

óTo promote peace and good will on Earth; 

óTo safeguard and transmit to posterity 

óThe principles of Justice, Freedom and Democracy; 

óTo consecrate and sanctify our comradeship 

óBy our devotion to mutual helpfulness; 

óTo all of which I pledge myself 

óFor God and Country. 

óI am not a member and do not subscribe 

óTo the principles of any group 

óOpposed to our form of government.ô 

Hands down.ò 

 
The commander resumes station and seats the membership with one rap of the gavel.  The chaplain 

rises and stands near the Emblem of The American Legion. 



 74 

Chaplain:  ñThere shines the Emblem of The American Legion.  It is your badge 

of distinction, honor and service.  It stands for God and country, and the highest 

rights of men and women.  Of its several parts, each has a meaning. 

ñThe rays of the sun that form the background stand for the principles of The 

American Legionðfor Loyalty, Justice, Freedom and Democracy will dispel the 

darkness of violence, strife, and evil. 

ñThe two gold rings around the field of blue, bearing our name, typify two of our 

four main objectivesðrehabilitation of our sick and disabled veterans, and the care 

for the children and youth of America.  Within the rings is placed a wreath for 

remembrance of those who died that liberty might live.  Upon the wreath is set a star 

reflecting the glory of victory and promising to the world the perpetuation of the 

cardinal principles of The American Legion. 

ñSet upon the star are two bronze rings which represent the other two of our 

main objectivesða deep and abiding spirit of Americanism, and service to the 

community, state and nation. 

ñThe inscription demands that the wearer shall ever guard the sanctity of 

home, of country, of free institutions.ò 

 
The chaplain returns to station.  The commander rises and addresses the candidates. 

 

Commander:  ñThe Emblem of The American Legion is the emblem of 

Americanism.  Americanism is unity of love, singleness of allegiance, practicality of 

purpose, care of the distressed, the education of children, all directed to the 

promotion of a common good.  It is that spirit of patriotism, which shall ever 

preserve our land from the stagnation, which is the death of peoples.  As 

Legionnaires, we preach and teach the spirit of patriotism throughout the Republic.  

We must be ever mindful of our obligations as citizens, striving constantly to redeem 

those obligations. In the Emblem of The American Legion there is great prophecy.  

It is the promise of the defenders of the Republic, pledging the fullest good for the 

betterment of all. 

ñI welcome you to The American Legion, and present you with the Emblem of 

The American Legion, a symbol of service.ò 

 
The commander steps from the station, gives each new Legionnaire an emblem lapel button, and 

shakes the hand of each new member. 
 

Short Form Initiation  
In order that every new member may receive some form of initiation; where it is not 

practical to conduct the full initiation ceremonies, the following short form has been 

authorized so all new members may take the obligation and receive proper introduction to 

The American Legion. 



 75 

The post commander, or an appointed member, assisted by the post chaplain, who shall 

be seated at the right of the commander, shall conduct this ceremony. 

Small flags, copies of the Legion pamphlet, Legion emblems, and other appropriate 

items used in the regular initiation ceremony shall be presented by the officiating officers. 

Post Commander:  ñWe will now proceed with the initiation.  The sergeant-at-

arms will escort the following candidates into the meeting hall and place them 

properly before the flag.ò 
(Give names of all those who are waiting). 

Sergeant-at-arms salutes the flag and, turning, proceeds to get the candidates whose names shall be 

read. 

Post Commander:  ñYou were privileged to serve your country during wartime.  

Because of this service, you are today privileged to join the great service 

organization, The American Legion. 

ñUnlike the armed forces in which you served, there is no distinction of rank 

among us.  We are composed of members of every race, religion, occupation and 

political conviction.  We maintain also, strict neutrality on all questions concerning 

religion, politics and industrial strife. 

ñThe American Legion cherishes four great principles: Justice, Freedom, 

Democracy and Loyalty.  We are pledged to serve the disabled, the distressed, the 

widowed and the orphaned.  We are devoted to the cause of service to the 

community, state and the nation. 

ñAre you now ready and willing to obligate yourself as expressed in the Preamble 

to the Constitution of The American Legion?ò 

Candidates:  ñI am.ò 

Post Commander:  ñThe members will stand at attention while the candidates are 

being obligated.ò  (Gives three raps of the gavel.) 

The Commander steps to the right immediately next to the American flag and will raise the right hand 

and address the candidates.  

Commander:   ñYou will raise your right hand and repeat after me: 

ñI, (here give your name) 

óDo solemnly pledge 

óTo uphold and defend 

óThe Constitution of the United States of America; 

óTo maintain law and order; 

óTo foster and perpetuate 

óA one hundred percent Americanism; 

óTo preserve the memories and incidents 

óOf our associations in the Great Wars; 

óTo inculcate a sense of individual obligation 

óTo the community, state and nation; 
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óTo combat the autocracy 

óOf both the classes and the masses; 

óTo make right the master of might; 

óTo promote peace and good will on Earth; 

óTo safeguard and transmit to posterity 

óThe principles of Justice, Freedom and Democracy; 

óTo consecrate and sanctify our comradeship 

óBy our devotion to mutual helpfulness; 

óTo all of which I pledge myself 

óFor God and Country. 

óI am not a member and do not subscribe 

óTo the principles of any group 

óOpposed to our form of government. 

óHands down.ò 

At the conclusion of the obligation, the commander will resume the designated station and seat the 

membership with one rap of the gavel.  The chaplain arises and stands at some convenient location close 

to the emblem and calls the attention of the candidates to the emblem of The American Legion. 

Chaplain:  ñThere shines the emblem of The American Legion.  It is your badge 

of distinction, honor and service.  It stands for God and country, and the highest 

rights of men and women.  Of its several parts, each part has a meaning.  The rays of 

the sun that form the background, are emblematic of the principles of The American 

Legionðfor Loyalty, Justice, Freedom and Democracy will dispel the darkness of 

violence, strife and evil. 

ñThe two gold rings around the field of blue bearing our name, typify two of our 

four main objectives; rehabilitation of our sick and disabled comrades, and care for 

the children and youth of America.  Within the rings is placed a wreath for 

remembrance of those who died that liberty might live.  Upon the wreath is set a star 

reflecting the glory of victory and promising to the world perpetuation of those 

cardinal principles of our organization.  Set upon the star are two bronze rings which 

typify the other two of our main objectives; a better and more loyal Americanism, 

and service to the community, state and nation. 

ñThe inscription demands the wearer shall ever guard the sanctity of home and 

country and free institutions.ò 
The commander steps down from the designated station and advances to the newly obligated 

members. 

Post Commander:  ñI welcome you to The American Legion.  It is my privilege 

to present to you the American Flag which is the emblem of freedom; a flag etiquette 

booklet; and the emblem of The American Legion, which you may wear as a badge 

of democracy and a symbol of your devotion to further service.ò 
The commander returns to station and introduces each newly obligated member to the membership 

and requests the sergeant-at-arms to seat them with their  comrades. 
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(Attractive Certificates of Initiation suitable for presentation to new members of The 

American Legion after their initiation are available from the department headquarters.  The 

Trophies, Awards and Ceremonials Committee strongly recommends such evidence of 

initiation be presented.) 

 

INSTALLATION  
All officers (a charge consistent with the duties of office may be given to officers, such 

as additional vice-commanders, judge advocate, executive committee, etc., other than 

specified in this ceremony) shall, after their election and at the earliest opportunity 

thereafter, be installed in the following manner: 

The installing officer (it is recommended either a department officer or the officer of 

another post who shall be a representative of the department commander) shall take 

control of the meeting following the opening ceremony.  The installing officer is permitted 

to install alone or with such assistants as may be selected. 

All the outgoing officers are to be in their respective places as shown in the Manual of Ceremonies, 

and each officer shall be given a card on which should be copied the ñchargeò to the newly elected 

officer.  The positions of the retiring officers can be filled by other officers at the discretion of the 

installing officer. 

The installing officer shall then call upon the sergeant-at-arms to bring forward the officers to be 

installed. 

Installing Officer:  ñSergeant-at-arms, bring before me the newly elected 

officers of this post.ò 
The acting sergeant-at-arms brings each newly elected officer to the front, facing the station of the 

commander.  In order of rank, i.e., commander, first vice-commander, second vice-commander, adjutant, 

finance officer, chaplain, judge advocate, historian, service officer and sergeant-at-arms. 

After all are standing in place, with the new commander to the right of the installing officer, the acting 

sergeant-at-arms salutes and addresses the commander. 

Sergeant-at-Arms:  ñI present to you the newly elected officers of this post 

whose eligibility records for membership in The American Legion have been 

duly checked and authenticated.ò 
Installing Officer:  ñMy comrades, you have been chosen by your comrades to 

fill the various offices of (post name and #).  You will, I know, vindicate the trust 

that has been reposed in you, and fulfill in every way the obligations, which that 

trust entails.  You shall at once familiarize yourselves with the duties of your 

particular offices, and you shall proceed upon those duties in the same spirit of 

devotion and endeavor, which characterized that service out of which arose The 

American Legion.  You must know the welfare and success of this post depends 

largely on you; and you must also know upon your shoulders equally rests the 

burden of preserving the integrity of The American Legion.  You must protect its 

good name before the people of the United States. You must exalt it in their eyes.  

You must make them know as we know its purposes and its policy.  Ever remember 
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the tolerant spirit that animates its members.  There is no rank among us, for each 

serves as an equal; and all strive toward the same goal, which is the realization in the 

life of the Republic of the ideals of Justice, Freedom, Democracy and Loyalty.  Ever 

remember the cardinal purposes of The American Legion are the rehabilitation of 

our disabled comrades; the care of the dependents of those who have answered the 

final call, and of those who are now suffering the ravages of wounds, disease and 

want; rightful education of the children of our Country, and devoted service to the 

community, state and nation. 

ñYou will raise your right hands and repeat after me, giving your names:  óI, 

..............., do solemnly pledge myself to perform faithfully and impartially the duties 

of the office in The American Legion I am about to assume, and I further pledge I 

am not a member of, and do not subscribe to the principles of any groups opposed to 

our form of government.ôò 
After the obligation of the new officers, the installing officer shall address the sergeant-at-arms. 

Installing Officer:  ñSergeant-at-arms, conduct the new officers to their 

respective stations.ò 
The acting or retiring sergeant-at-arms escorts each officer-elect to the respective station, starting 

with the elected sergeant-at-arms and ending with the commander.  The sergeant-at-arms will conduct the 

sergeant-at-arms-elect to the station of the sergeant-at-arms and when arrived at that station, will 

address the elected sergeant-at-arms as follows: 

Acting Sergeant-at-Arms:  ñYou are the sentinel or tiler, the outer guard of this post.  

You will guard especially against the loss of one of The American Legionôs greatest 

possessionsðour deep and abiding spirit of comradeship.  You will learn the 

identity of, and introduce to the commander, all visiting comrades and guests of the 

post.  You are responsible that no one shall remain a stranger in our midst.  Be ready 

at all times to assist your commander.  Into your hands is given charge of the stand 

of colors which you will properly display at all post meetings and on ceremonial 

occasions.ò 

The acting or retiring sergeant-at-arms then escorts the service officer to the proper station.  The 

acting service officer then charges the new service officer. 

Acting Service Officer:  ñYou have been singly honored by this post by your 

election to perform fundamental, unselfish work, not only for the benefit of the 

members of this post, but for those War veterans particularly in need of your service. 

Yours is the choice responsibility of looking out for the welfare of all concerned.  

The duties of a service officer are highly important and exacting, and while your 

accomplishment will be deeply appreciated by those immediately concerned, the 

work itself will not be sufficiently conspicuous to catch the headlines in the 

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

you the heartfelt gratitude of each and every member of this post.  I congratulate you 

upon the opportunity to serve so constructively and so unselfishly.ò 

The sergeant-at-arms next conducts the historian to the proper station. 
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The acting historian then charges the new historian. 

Acting Historian:  ñYour office is an important one.  To you is given the 

responsibility of preserving and compiling the records of this post.  The future can 

only be judged by the past. Be mindful the lamp of recorded experience may do 

much in guiding the footsteps of those who follow.  Ever remember that without the 

recorded history of this post, its policies and accomplishments will be a blank to the 

ones who come after we are gone.ò 

The sergeant-at-arms next conducts the judge advocate to the position of the acting or retiring judge 

advocate who gives the following charge. 

Acting Judge Advocate:  ñTo you, my comrade, is assigned a most important 

duty for which your legal training and/or past Legion experience so aptly prepare 

you.  You are the interpreter of the constitution and by-laws of your post, and may at 

any time be called upon by the commander and other officers and members of the 

post to rule upon the legality of their actions and decisions insofar as they affect the 

good of The American Legion.  You are also charged with protecting the integrity of 

our organization and keeping alight the torch of truth and fidelity that symbolizes the 

high and ennobling ideals under which our great American Legion was founded.  

Protect wisely that heritage.ò 

The sergeant-at-arms then escorts the chaplain to the right of the commander. 

The acting chaplain then charges the new chaplain. 

Acting Chaplain:  ñTo you is given the spiritual leadership of this post.  You will, I 

know, lend dignity and respect to your office.  You should be in close confidence 

with the commander and the other officers of this post, and should attend all 

meetings of the post.  You should be ready upon occasion to take your part in the 

initiation of new members, the dedication of halls, monuments or colors, and the 

funeral services for a comrade.  All such ceremonies are made more commemorative 

by the use of our Ritual.  Into your keeping we place the spirit of comradeship of this 

post.  May harmony and unity prevail.ò 

Sergeant-at-arms next conducts the finance officer to the adjutantôs desk where the acting finance 

officer gives the following charge: 

Acting Finance Officer:  ñYou are the keeper of the moneys and in you is 

reposed the financial policy of the post.  To you is given charge of the yearôs 

budget and to you is given the duty of the payment of all obligations when 

proper authorization has been given for such payment.  Your position is an 

important one, demanding integrity and honesty.  Your election to this office 

signifies your comrades have implicit trust in you.  Guard well that trust.ò 
Sergeant-at-arms next conducts the adjutant to the respective station and the acting adjutant gives the 

following charge: 

Acting Adjutant:  ñMy comrade, you have been chosen to assist in the wise 

and effective administration of the commanderôs office and to serve not only 



 80 

your fellow Legionnaires, but also those whose relationship to our organization 

has led them to look to us for guidance and relief.  You will find your duties 

many, varied and, at times, taxing of your crowded hours and resources.  The 

successful accomplishment of our program depends, to a great extent, upon you 

and your performance of the duties of your office.ò 
The sergeant-at-arms next conducts the second vice-commander to the respective desk where the 

acting second vice-commander gives the following charge: 

Acting Second Vice-Commander:  ñInto your helpful hands are placed the 

important responsibilities of assisting the commanderôs office in all duties.  

Particularly should you be interested in patriotic observances of all kinds, in 

developing post activities, and in the entertainment features, which mark all 

meetings.  Help to observe strict tolerance among your members on all 

political, religious and civic matters.  The application of Justice will be your 

particular concern.ò 
Sergeant-at-arms next conducts the first vice-commander to the proper position where the first vice-

commander will be charged by the acting first vice-commander as follows: 

Acting First Vice-Commander:  ñTo you is given the responsibility of an 

active cooperation between yourself and the commander.  Particularly should 

you interest yourself in the membership of the post.  You should be assisted by 

the most active and devoted members.  No single factor has so important an 

influence on the postôs success as membership.  You will be the exponent of 

means of safeguarding the honor of the flag of our country.  To you are 

committed these endeavors with the expectation you shall fulfill each and every 

one of them. You are the teacher of óDemocracy.ôò 

 

Installing Officer (to retiring commander): 
ñMy comrade, you have just completed a year of impressive service to The 

American Legion and to ...............  The record of your post indicates a quality of that 

service.  

ñThrough your earnest performance of the duties of leadership, you have truly 

justified the great trust which your comrades reposed in you.   

ñAlthough the mantle of leadership is now being passed to another, a great 

responsibility remains with you.  You possess a great wealth of knowledge gained 

through your leadership experience.  Place this wisdom at the disposal of your 

successors in order that your comrades may benefit there from.  Through your 

station maintain the principle of óFreedomô within this post. 

ñOn behalf of the ..............., I thank you for the splendid service you have 

rendered The American Legion. 




