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POST ADJUTANT TRAINING

Congratulations

Catiforais

» Congratulations on your appointment as a Post Adjutant! Your position is
critical for the long-term success for your post.

« Your Commander is counting on you to fulfill your duties as required
and/or directed.

* Remember at al! times: You are not alone, you have help to be
successful.

WEW
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Objective of this Training

Calitornia
* Identify the tools needed to do your job
« Review the duties of a Post Adjutant
+ Section 218 -~ Officers and Chairmen, Duties and Obligations, (6)
Adjutant
« identify other critical documents you may be responsible for

* Review Dashboard Reporting
= All State/All American Program Reporting




Tools Needed to Do Your Job Ve o ot s

Califormia
- You must have a Department vfwca.org “Log In” (your membership number
and your last name).

- You must have a National vfw.org “Log In” (create an account through Troop
ID if you don’t have access).

- Access forms, documents, templates, training, General Orders, etc., and the
VFW store (must have login).

Your responsibility for reporting and maintaining files are accomplished
through these websites.

8/20/2024
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Duties of a Post Adjutant — Sec. 218 (a)(6) -
a. Be the official corresponding officer for the Post.
b. Under the Direction of the Commander, prepare all reports.
Delegate Election Report (Department, National):
-Completed once a year during convention in April.
-Delegates are nominated and elected by the membership.
-One delegate for every thirty members and a fraction thereof.
-Department form: vfwca.org
-National form: Provided to the incoming Quartermaster of can be
submitted online by the QM only.
-29% of posts had no minutes or delegate election reports on file.
Program Reports (Department, National)
-Covered later in presentation
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Duties of a Post Adjutant — Sec. 218 (a)(6)

California

c. Maintain the books and records in a legible and uniform format. Can use

electronic means as long as a back-up is available. Books and records shall be

available by authorized officers and Post members at reasonable

times. Unless authorized by the Post, books and records will be kept at the

Post facilities.

* 39% of posts inspected had missing, unkept records and/or a lack of
understanding of the Adjutant’s duties and requirements.




VEW
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Duties of a Post Adjutant — Sec. 218 (a)(6) :
California
d. The Post Adjutant shall maintain the following records:
1. A copy of the original application of every member admitted to the Post.
* This is an item on the Post Inspection Report and should be storedin a
secure location.
Minutes of each Post meeting after correction and approval.
Responsible for the recording of, distribution of, and maintaining a file of
the Posts meeting minutes.
* Minutes are a record of motions made; including authorization
for expenditure of funds (QM Report), nominations and elections of Post
Officers and delegates, committee reports, and program reports.
* Minutes represent the actions of the Post and are considered legal
documents by auditors, the IRS and the courts.
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Duties of a Post Adjutant — Sec. 218 (a)(6)

California

3. All current orders issued by the CIC, National Council of Administration,
the Department, District, and Post Commander.

» General Orders (Department, National)

* National Headquarters Bulletins

4. A correspondence file.
* Incoming and outgoing correspondence: emails, letters, faxes, business
cards, text messages

WFEW

Duties of a Post Adjutant — Sec. 218 (a)(6)
California
5. A file containing a copy of the Proof of Eligibility (POE) submitted by
post officers pursuant to Section 216.
= Elected and appointed officers that are listed on the Post
Election Report.
* Must be provided within 30 days of election or appointment.
* |AW National Bylaws, POE's are kept on file for the entire year.
= POE's include the DD214 with the qualifying event, medal or
hazardous/imminent danger pay and the character of service. Member
4 copy provides best information.
* POE's should be given back/disposed of once the term of office ends.
= Identified as a major discrepancy on the post inspection reports.
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Duties of a Post Adjutant — Sec. 218 (a)(6) v‘m...mr..,
California
e. Maintain a current copy of the Bylaws, Manual of Procedure and
Ritual of the VFW and copies of the Bylaws of the Post, Department
and District (properly stamped).
* National Bylaws & MOP can be downloaded from the website
f. Transfer to their successor, all books, papers, records, monies and
other records and property of the post in their possession or under
their control.
g. Comply with and perform all duties required of the Adjutant.
* Key member for Post Inspections
* Must follow the Document Retention Policy

8/20/2024

Post Inspection Responsibilities

Californla
5) Does the Post Adjutant...
a) Maintain books and records in a legible and uniform format?
b) Maintain a file containing a copy of the original application of every
member admitted into the Post?
c) Maintain a file of meeting minutes after correction and approval?
d) Maintain a file of current orders or circulars from higher authority?
e) Maintain a correspondence file?
f) Maintain a file containing proof of eligibility submitted by officers?
g) Maintain a current copy of Post, District, Department and National
Bylaws?
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Other Critical Documents

Calitornia

* Articles of Incorporation: The Adjutant must retain the most current and
approved Articles of Incorporation. They must have three
signatures/stamps on them; VFW Department, VFW Commander in
Chief, and the Secretary of State.

= Statement of Information (S1-100): Ensure the SI-100 with the Secretary
of State is updated every two years or when an election changes those
individuals.
-Secretary of State records can be found @: bizfileonline.sos.ca.gov

* Recruitment and Retention Plan: 22% of posts inspected did not have a
copy of the plan.




WFEW
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Program Reporting

California

* Reportable programs may be found in the Department’s All-State
Program and National’s All-American Program (found on
respective websites).

* Review the guides thoroughly for reporting requirements and due
dates as you are responsible for reporting.

* All-State requirements are reported online at vfwca.org.
* All-American requirements are reported online in OMS at vfw.org.

« Samples follow this slide.

Reporting - All State WFW

Member Access: California

Navigate to the VFW Department of Californla website at wwav.vivea.org and click
on the LOGIN (red arrow) option on the top menu bar. Then click on the Members
Only link (blue arrow).
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Reporting - All State WFW

After chicking on the Members Only link, you will enter your VFW Membership ID Calitornia
number (red arrow) and enter your password (blue arrow). Your password is your

last name with the first letter capltalized; l.e., Smith, Then click the “LOGIN®

button.

€Y wimmiasonty
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Reporting - All State WFW

You will then select “Program Reporting”.

% weunres ony

Reporting - All State WFEW

The VFW of California Ce

California

porting form will pop up.

Your Post, District, and email will automatically populate based on your
membership information. You will need to enter the Date of Acthvity. You can also
use the calendar button.
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Reporting - All State WEW
VETERANS 0F FORTISH WARS.
Hext you will select the apprapriate program for your repan: Community Servics, Catifornia
Veteranz Azsistance, Legislative Advocacy, or Youth Davedopment. Your selection
will drop down inta actvity categories.

Comemunity Servite aptions:
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WFEW

8/20/2024

Reporting All State

Veterans Assistance Options:

Calitoraia

Reporting All State

Youth Development options:
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Reporting All State WFEW

8/20/2024

Legislative Advocacy does not have Actlvity categories associated with it.

Galifornia

Next you will enter the number of hours for the activity (red arrow), the number of
ites driven for th Y ). the of members wh

in the activity (green arrow) and any money spent on the activity (yellow arrow).

The program automatically calculates the dollar vahue based on IRS approved rates
for volunteer hours and mileage.

Reporting All State WFEW

Lastly. you will enter 3 description of the activity. This is required or your repor
will be deleted. The click the SUBMIT button, California

You will receive a confiemation emall from the system with the information you

W you have any a contact a4 inbace oo nee.
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Reporting - All American WEW

After logging in you will be defaulted to the “My VFW" page. Click on the Online California
Membership System (OMS) option under the “Membership Quick Links™ section.
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Reporting - All American WEW

Once you enter the Online Membenihip System page, on the lefl sidc click on the California
“Reporting™ tab (o expand the options. Next, select the “All-American Dashboard.™

MO i davemy el

—— Online Membership System

Reporting - All American WEW

¥ our View will be based on the Post tiat you belong to with the District and D epastunen stanis
s View and can search for any PosyD lstricy Depanment.

California

o Il for the level you would Like (0 see
from National, D epartracnt. and Post. The D etails aption hefps you List 1ehat Sou wa t 50 i
the Levels. Far exumple. DIstrict & D epartmaent S or all Posts within a Deparimenz. Once
You have made a selection, Click on (e G enoraie Repait DICK BUSOR 10 PApULata 2 Teport.

1. The status bar on the Dashboard will be refiected In the yellow as Perling for ke level
hat Ius not approved your teport.

2. The Dastiboand will not chunge \a green as [ il National Programs have approved
the repore

3. The Dashboard wall reman e as [ 1m0} A report is ercemd.

Reporting - All American

Adjutane Reporting

Adjutants are the officld officer for the nd shall attest California
10 all official communcations and repotts with their sigranure.

Adjutants Will be pranted permissions Augisst 1 hased on election reports ta access the seporting.
hanctions.

Adjutant will collect from C hatrman st
To enter a repont, adjutant will click on the Entrics tab 2t the top ight wider your pame.

A1 American (hgitie Repors ey




Reporting - All American WEW

8/20/2024

Youwill seea listng of previous entries submitted and their status, if applicable.
To enter a report, click on the black + C reate Cnuy bulton

California

Reporting - All American WEW

California

Click an Progrm Bax and select the speciflc [rogram from the drop down far eniry report.

Reporting - All American WEW

In the nates box explaln exactly wwhat your reporting with details.

Every Box will be pre-populated based on what permnissions are assigned to your role. Y ou can
anly repont on your PosuD Istricy D epartment.

Once complete you can save and come back wuntil ready to submlt, or you can click the Save &
Approve buston 1o subsmit.

‘The report that you subsmitted will be back In the fnitial screen and wil el youstatus as it moyes
1 the C hadn for sppeoval.

Calitornia
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Reporting - All American

VEW

8/20/2024

Actloms are defined @ you have a repott 1o appruve of reject for revivion based on the level California
approval auihorily your role 1s deflned as (District, Department & Nauonal.) 3

Adjmant must regulardy review Usese actions 10 give credit (0 their lower level entity. The staus
Duar on tie Dashboard will reficct s Persding e level Uit has 1ot approved.

‘The Dashboard wall ot change to [l untl Nationat Prozrams has approved.
The Dashboant will remain [ vl 2 report fs ercered.
At the Post level when your report has been refected and you can make revisions ot accepl.

report
Esngle of o peindie deit in RED

n“-‘é‘

California

Questions?
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