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• To prepare you for conducting Post/District inspections

• VFW Bylaws, District/Post Bylaws if available

• Know the forms, tools and web sites used to validate Post/District
status

• Know resources that can assist Posts in correcting issues

• Do not intimidate/harass officers or members during inspection

• Be professional - Inspect diligently, honestly, and fairly

OVERVIEW/OBJECTIVES



• VFW Post Inspection and VFWCA Supplemental Inspection forms

• Inspection period September 01, - December 31,

• Inspections are due to Department Inspector NLT 12/31

• Discrepancies to be corrected/submitted prior to June 01,

• Posts required to file CA 199 and IRS 990 taxes annually. Calendar
Year taxes due 5/15, Fiscal Year taxes due 11/15.

FORMS AND TIMELINES



1-1a National Bylaw Sec 202 - Post Shall adopt bylaws.

2-2a-d Sec 708 provides information on incorporation:
The corporation must register with the appropriate state, usually on an annual or
bi-annual basis, or the incorporation will be inoperable and void. Prior to filing with
the appropriate State office, the Articles of Incorporation must be submitted
through proper channels for review by the Commander-In-Chief. Secretary of
State’s date of signature must be dated after the Commander-In-Chief.

3 Election Reports: 

Does yours match what they have? Are there unfilled positions? New elections 
must be held for any vacancies

VFW POST INSPECTION FORM



SI-100 
Approved

SI-100 
Certified



4. Delegates and alternates for the District, Departments, and National
Convention shall be elected at a regular meeting in April based on post
strength of members in good standing. Election reports must be filled
out and sent to department and national. Copies kept in binder.
Delegate count should be 1 for every 30 members.

5a Maintain books and records in a legible and uniform format? 
This is a judgement call. However, if section 5 a-g takes more than 20 
mins to get through, mark no with a recommendation of building an 
inspection binder.

VFW POST INSPECTION FORM cont.



5b Maintain a file containing a copy of the original application of every 
member admitted into the Post? 

This one could be a hard one to hammer on. However, in the last 12 to 
16 months of meeting minutes pick a name and have them find the 
application.

How do we know that it was voted on at a post meeting for approval? 
The meeting minutes should list all members voted in. (Document 
number three also used to answer 5c)

VFW POST INSPECTION FORM cont.



VFW POST INSPECTION FORM cont.

5c Meeting minutes: see at least the last year 

5d-e Maintain a file of current orders or circulars issued from higher 
authority? Printed or digital is ok

5f Post Adjutants are required to maintain a proof of eligibility file for all 
Post officers

5g Current Post, District, Department, National Bylaws



6 Are applicants for membership reviewed, read and voted on at Post 
meeting for approval? How to verify: 

Who reviews the membership application(s)? 

Membership committee (as appointed by the Commander or as 
indicated in the Bylaws) Look for appointments and standing 
committees in the bylaws. (Document one is the committee 
appointment document also use to answer question 13) How do you 
know that it has been reviewed? On the back of the pocket application 
or the bottom of the 8x11 application there are three spots for 
members of the committee to sign and mark recommend approve or 
not approve (application is document number two also used to answer)

VFW POST INSPECTION FORM cont.



7 Does the Post hold at least one meeting per month with a quorum 
present? Unless otherwise stated in post by-laws a quorum is four 
members and the commander. Roll call should be taken or sign-in 
rosters attached.

8 Are the committees reporting to the membership at Post meetings?

9 Are Community Service/Program (Activity) reports submitted in 
accordance with Dept. Bylaws and guidelines? Guidelines are in 
training provided in School of Instruction. And must be input into the 
www.VFWCA.org reports to receive credit.

VFW POST INSPECTION FORM cont.



10 Does the Post observe commemorative dates as mandated in Section 223 of 
the National Bylaws?  

Check Dashboard for reports of observing of the commemorative dates.

11a Is there proper cooperation between the Post and its Auxiliary unit? 

AUX to provide VFW with last quarter audit and list of fundraisers/events they 
are requesting approval for the year.  AUX / VFW support requested to be 
reported in committee and meeting min's (fix will be District Commander and 
President signing a memo stating that they work together) Section 1101 and 
1301 of the National by-law’s formations of and controls of auxiliaries.

VFW POST INSPECTION FORM cont.



12-12a Does the Post distribute Buddy Poppies?
See Dashboard for dates

13 Does the Post have a membership committee? 
Membership committee (appointed by Commander or as indicated in 
the Post Bylaws). Look for appointments and standing committees in the 
bylaws.

VFW POST INSPECTION FORM cont.



VFWCA Dashboard Menu Post Activity Report Matrix

Post Activity Reports

Reported Post Program Activities

Activity Text

VFW POST INSPECTION FORM cont.



VFWCA Dashboard Display

VFW POST INSPECTION FORM cont.



VFW POST INSPECTION FORM cont.

14 Do the elected Trustees - review the monthly report of receipts and 
expenditures?

15 Do the elected Trustees audit quarterly all books and records of the 
Post Quartermaster, Post Adjutant and any activity, clubroom, holding 
company or unit sponsored, conducted or operations by, for or on 
behalf of the Post?
16a-h Evidence of checking and savings account balances should be verified from the latest statements, copies 
of CD's, notes, etc. If the bank balances do not coincide with the books, after adjustments for outstanding 
checks, etc., this should be reported in detail. Discrepancies should immediately be brought to the attention of 
the Post Commander and Trustees. The Post Quartermaster must be bonded in a sum equal to the liquid assets 
for which he is accountable, and to which he has access.



16a-h Evidence of checking and savings account balances should be verified from 
the latest statements, copies of CD's, notes, etc. If the bank balances do not 
coincide with the books, after adjustments for outstanding checks, etc., this 
should be reported in detail. Discrepancies should immediately be brought to the 
attention of the Post Commander and Trustees. The Post Quartermaster must be 
bonded in a sum equal to the liquid assets for which he is accountable, and to 
which he has access.

17 Verify bonding company and expiration date by viewing a copy of the 
certificate.

VFW POST INSPECTION FORM cont.



For QM Bond Amount

Expires

VFW POST INSPECTION FORM cont.



18 Are additional officers accountable for funds bonded with Section 
703 of the National Bylaws? 
Questions to ask: Who is on the bank account? Who else can sign 
checks? Is there an assistant QM? Tell me about the flow of moneys 
through the post? 

19a Maintain books and records in a legible and uniform format? 
This is a judgement call. However, if section 5 a-g takes more than 20 
mins to get through, mark “no” with a recommendation of building a 
binder.

VFW POST INSPECTION FORM cont.



VFW POST INSPECTION FORM cont.

19b Receive and properly transmit membership dues as required?

19c Maintain a relief fund in accordance with Section 219 of the 
National Bylaws?

19d Have care and custody of all committee funds?

19e Report on transactions concerning receipts and expenditures as 
Post meetings?



19f File appropriate forms as required by federal, state and local statues?

20. EIN needs to match pre-checks

21 Are all expenditures voted on by the Post membership and approved by the 
Post Commander? Expenditure of funds requires a vote on the Post floor, and 
approval by the Post Commander before a Quartermaster can proceed with the 
disbursement. In some instances, Post By-Laws may allow for certain expenditures 
to be paid without a vote on the floor, these are usually reoccurring bills. If a Post 
Commander is not approving expenditures, he is violating the trust placed in him 
and is not controlling the expenditure of Post monies. 

VFW POST INSPECTION FORM cont.



22 Are expenditures from the relief fund in accordance with Section 219 
of the National Bylaws?

Buddy Poppy distribution net receipts are to be credited to the Relief 
Fund only, Sec 219 of the National By-Laws, and used only as stated in 
Section 219 of the Manual of Procedure.

VFW POST INSPECTION FORM cont.



23 Are signature(s) authorizing the disbursement of funds done in 
accordance with Post Bylaws? 

The National By-Laws state the Post Quartermaster will disburse funds 
using acceptable banking practices. The Post Quartermaster may 
authorize other persons, but they must be bonded in accordance with 
Section 703 of the National By-laws. However, if the Post by-laws 
require the Commander and Quartermaster signatures on checks, they 
must adhere to the Post By-law.

VFW POST INSPECTION FORM cont.



VFW POST INSPECTION FORM cont.

24 Checks shall never be "pre-signed" by any officer and is not 
considered an acceptable banking practice.

25a-b Last appraised value or estimated value shall be entered. 
Monthly payment and amount owed are necessary; mark "N/A" if the 
amount is zero. Title holder may be a bank or lender, if the property is 
totally paid for, enter location and holder of the deed. If the Post does 
not own real property, please note if they rent.



VFW POST INSPECTION FORM cont.

26 Does the Post carry all proper types of insurance? 

Bylaws require general liability at min. If someone suffers an injury on Post property or at a 
Post sponsored activity, a subsequent lawsuit may subject all the assets of the Post and its 
members to a judgment. The Post officers should be reminded of this potential problem. 
Any Post owning property and/or operating any facility must maintain general liability 
insurance, including, if necessary or appropriate, liquor liability insurance. Such insurance 
must name, as additional insureds, the Veterans of Foreign Wars of the United States and 
the Department of California. Verify by viewing policy(s).

27 Does the Post retain documents in accordance with the Department's Document 
Retention Policy? Copy of retention policy is on www.VFWCA.org Pick an item and ask to 
see the file.

28 Does the Post operate a clubroom/canteen or other state licensed entity? Will require 
supplemental form.  Bar/Canteen
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• Validate all inspection items by viewing the documents
• Validate all inspection items numbers have been reviewed and

marked Yes/ No/ N/A
• All deficiencies will be noted in inspector’s comments,

referencing item number
• Commander, Sr Vice, Jr Vice may sign, NOT the Quartermaster,

and you as the inspector will sign.
• Ensure you give a copy to the Commander for their Post records
• Ensure that a copy is sent to Department Inspector, the District

Commander, and Chief of Staff of the area. (scanned and email
preferred)

VFW POST INSPECTION FORM  CLOSE OUT



Write Discrepancies Here
Signatures Required



Discrepancy 
Write-Up

No discrepancies NotedSignatures



All Post will at a minimum have this section completed 

ADDITION STATE DOCUMENTATION

1. Whenever there is an election of new corporate officers, or at least every two years
from the date of incorporation, a Statement of Information Form (SI-100) is filed with
the Secretary of State’s Office. Update if CMD, QM, or ADJ change or restated every two
years. Verified by www.sos.ca.gov

2. If the Post is registered as a Public Benefit Corporation and/or sales are more than
$25,000 annually, has the Form RRF-1 been filed with the Federal 990 or CT-TR-1
attached with the Registry of Charitable Trusts and is it current? Two-part question 1. is
the post a public or mutual benefit? www.oag.ca.gov/ Go to Resources/Tools and click
on Registry Verification Search. Use either FEIN or C-Number, numbers only, click
Search. Organization name and Registry Status appears. If Public, then it will tell you if
they have filed their RRF-1 or CT-TR-1 if Mutual no action is required.

POST INSPECTION SUPPLEMENTAL
SECTION I ADDITION STATE DOCUMENTATION



Annual RRF-1 CT-1

File with $50.00 Registration Fee

Entity Name

File with 
990 Form

1 of 3 
Pages

Printed and Signature Required 

POST INSPECTION SUPPLEMENTAL



3. Has the State FTB 199/199N been filed and is it current? Validate on
Franchise Tax Board (FTB) at www.ftb.ca.gov/ Type Exempt
Organizations in Search Box/ Click on Charities and non-profits/ Scroll
down to Entity Status Letter/ Click on Check Status/ Select Entity
Number (or Entity Name) and click on it/ Click on the Entity Number/
Review the Status: Active/Suspended, Exempt/Not Exempt/ Click on
Generate Letter to receive/retain the Status Letter.

POST INSPECTION SUPPLEMENTAL
SECTION I ADDITION STATE DOCUMENTATION



POST INSPECTION SUPPLEMENTAL
SECTION II BINGO/LOTTO

1. Does post have Bingo or Lotto
2. Is manager or Bingo Chair bonded
3. are fund separate from the post operation account

1176812148121004.mil
Cross-Out



-License look up / make sure if you have question to call the issuing office of the license

-type 52 and 58 Not a Strick requirement but most post are.

-health permit / business license

-Manger& Bonding

-liquor liability insurance

-Servers successfully completed the Responsible Beverage Server training

POST INSPECTION SUPPLEMENTAL
SECTION III CANTEEN

POST INSPECTION SUPPLEMENTAL
SECTION III CANTEEN



Discrepancies Corrected:
VFW/VFWCA As Added Insured

Discrepancy Corrected:
Liquor Liability Insurance Issued

Policy Period

POST INSPECTION SUPPLEMENTAL

Discrepancies 
Corrected) 



.

1. Does The Post have paid employees.
2. Are there from I-9 and W4's for each employee?
3. DE-9 for each employee
4. DE-9C will all employees

POST INSPECTION SUPPLEMENTAL
SECTION IV EMPOLYEE



DHS    Form I-9

To verify the identity and authorization 
of employee to work in the United States

DHS I-9 Eligibility Application Form

POST INSPECTION SUPPLEMENTAL



EDD Form DE-9
For Wages/Taxes

EDD Form DE-9C 
(Continuation) 

Reconciles Wages/Taxes

POST INSPECTION SUPPLEMENTAL



. POST INSPECTION SUPPLEMENTAL
SECTION IV EMPOLYEE

5. Form 940  complete quarterly

6. Form 941 completed Annual

7. Workers Comp insurance

8. Have all employees completed the State of California’s mandatory annual sexual training
proof harassment training (Required if five (5) or more employees)?



POST INSPECTION SUPPLEMENTAL



• Validate all inspection items by viewing the documents.
• Validate all inspection items numbers have been reviewed and

marked Yes/ No/ N/A. Crossing out through sections that do not
apply.

• All deficiencies will be noted in inspector’s comments referencing
item number on VFW Inspection form comment area.

• Commander, Sr Vice, Jr Vice may sign, NOT the Quartermaster and,
you as the inspector will sign.

• Ensure you give a copy to the Commander for their Post records
(you will need to bring multiple copies with you to the inspection.)

• Ensure that a copy is sent to Department Inspector, the District
Commander, and Chief of Staff of the area. (scanned and email
preferred)

POST INSPECTION SUPPLEMETAL CLOSE OUT



Prior to the inspections, please do your homework on a post to validate 
status:  
• Using the Federal Employer Identification Number from the Post election

report research status and to get the Post corporate number and name.
• This can be used to validate nonprofit status using the Secretary of State

(SOS)
• Validate Public Trust compliance Office of the Attorney General (OAG)
• Validate the filing of State Taxes Franchise Tax Board (FTB)
• Validate the filing of Federal Taxes Internal Revenue Service (IRS)

PRE-INSPECTION TOOLS



• Secretary of State (SOS) at www.sos.ca.gov
• Click on Business, Click on More about Business Entities.
• Click on Statements of Information.
• Click on File Corporation Statement of Information.
• Click on file a Statement of Information.
• Enter the C-Number (no C) or name in the search box.
• Status provided is either Active or Suspended.
• Click on the Blue Text Box with Post’s name and C-Number.
• Standing for SOS, FTB, Agent, VCFCF, is Good or Not Good.
• VCFCF is Victim of Criminal Fraud Compensation Fund.
• The due date for the SI-100 filing is listed.

PRE-INSPECTION TOOLS



BUSINESS SEARCH

Entity 
Number

Entity 
Name

Entity 
Status

Agent of 
Process



BUSINESS STANDING

Next SI-100 
Due Date

Corporate 
Number

Entity
Standings

Entity 
Name



• Office of the Attorney General (OAG) at www.oag.ca.gov/
• Go to Resources/Tools and click on Registry Verification Search.
• Use either FEIN or C-Number, numbers only, click Search.
• Organization Name and Registry Status appears.
• If RCT Number is not listed, submit Initial Registry CT-1 Form.
• Post to send Initial Registry CT-1 Form with $50.00.
• Click on the organization name and number to view the record.
• A delinquent organization cannot legally solicit/distribute any

charitable assets without a current RCT.

PRE-INSPECTION TOOLS



RRF-1 Filed each year but 
without 990/CT-TR-1 

Cause for Delinquency Letter to be Issued

Entity 

Name

Renewal DateStatus

RCT Delinquent

PRE-INSPECTION TOOLS



• Franchise Tax Board (FTB) at www.ftb.ca.gov/
• Type Exempt Organizations in Search Box.
• Click on Charities and Non-profits.
• Scroll down to Entity Status Letter.
• Click on Check Status.

• Select Entity Number (or Entity Name) and click on it.
• Click on the Entity Number.
• Review the Status: Active/Suspended, Exempt/Not Exempt.
• Click on Generate Letter to receive/retain the Status Letter.
• Contact phone for FTB is 800-852-5711, Prompt 2, Prompt 4.

PRE-INSPECTION TOOLS



Good Standing but Not Tax Exempt

Active means Not Suspended

PRE-INSPECTION TOOLS



• Internal Revenue Service (IRS) at www.irs.gov.
• Type Exempt Organizations in Search Box.
• Click on Tax Exempt Organization Search.
• Click on Tax Exempt Organization Search Tool.
• Click on Search for Tax Exempt Organizations.
• Select Form 990-N, or Copies of Returns (990, 990-EZ,etc).
• Select EIN and enter the EIN (no hyphen).
• Select/Click on listed boxes (Determination Letter, 990, etc.).
• Contact phone for IRS is 877-829-5500, Prompt 1, Prompt 2.

PRE-INSPECTION TOOLS



Final Revocation Notice Date 

Date Tax Exemption was Revoked

Click on Tax Year to see 
Last Tax Filing Received

Last 990 Received

PRE-INSPECTION TOOLS



QUESTIONS?




