Standard Operating Procedures
and Officer Guidelines
Veterans of Foreign Wars

Department of North Dakota

Adopted by the Council of Administration  On_January 9, 2019                                                                                               

Expense Payments

All expense payments must be in accordance with the Budget as approved by the Council of Administration.  The Department Quartermaster must get approval from the Council of Administration if an Expense Line Item would exceed the amount Budgeted by ten per cent (10%) or more.  A voucher will be submitted with all requests for payment.  Requests for lodging reimbursement must include a copy of the bill from the hotel/motel.  When the Department has a function with a designated headquarters hotel/motel, those members who are eligible for and requesting reimbursement from the Department should stay in that headquarters hotel/motel.  
In-State Travel
The mileage rate for officer travel in the State of North Dakota will be $0.40 per mile round trip from his/her home to the function and back again.  If two or more officers travel in the same vehicle, only one of them is eligible for the mileage expense.  Officers should attempt to merge their travel plans when possible. 
The Veterans Service Officer will be reimbursed at the National rates for mileage, per diem and lodging when traveling on Outreach Missions that are paid for by National through the Veterans Service Grant Program.   
Out-of-State Travel

Travel will be reimbursed at the same rate that National Appointees are paid.  This would be an airline ticket (coach class), a banquet ticket for the Washington Conference or the National Convention and $450 for lodging expenses.  If the officer drives to the function, he/she would be reimbursed at the mileage rate of $0.40 per mile or the cost of an airline ticket, whichever is the lesser amount.
The Department Commander receives $500 from National to assist with expenses to the Washington Conference and that $500 would be deducted from the total of his/her airline ticket, $450 lodging expense.  In essence, the Department would pay for his airline ticket.  
If the Department Commander receives any discount from the Commander-in-Chief’s Homecoming Committee, that discount would be deducted from the amount the Department would pay.  The items the Commander would be reimbursed for in conjunction with the Chief’s Homecoming would be the registration fee, the airline ticket and the lodging.

Authorized Travel  

The Department officers are authorized to be reimbursed for the following:


Commander


Meetings of the North Dakota Veterans Legislative Council.


VFW National Convention


Commander-in-Chief’s Homecoming (2 Nights Lodging)

Fall District VFW Meetings (Will not be paid for his/her own District)

Western Conference  (2 Nights Lodging)

ND VFW Mid-Winter Conference


State Convention Committee Meetings


Washington Conference


Spring District Meetings (Will not be paid for his/her own District)

VFW State Convention

State Conventions of other veteran’s organizations, if invited (must attach a copy of invitation to voucher.)

Other functions within the State where the presence of our VFW Commander would be        a benefit to our organization.  A report from the Commander on his attendance at these functions will be included in the monthly mailing.

Sr. Vice Commander


ND Veterans Legislative Council Meetings

Spring & Fall District Meetings (with prior approval from the Commander, not paid for his/her own District)


Washington Conference



National Convention


Other travel within the State as authorized by the Commander


Jr. Vice Commander


Washington Conference or the Spring Trip to the VFW National Home for Children

Other travel within the State as authorized by the Commander


Adjutant/Quartermaster


ND Veterans Legislative Council Meetings


National Convention


Fall District Meetings (Not paid for his/her own District)

Western Conference (2 Nights Lodging)

Washington Conference


State Convention Committee Meetings


Spring District Meetings (Not paid for his/her own District)

VFW State Convention


In-state travel as directed or approved by the Commander


Chaplain, Judge Advocate, Surgeon


Mid-Winter Conference (Mileage and one night’s lodging)

In-state travel as directed or approved by the Commander


 Other Council of Administration Members


Mid-Winter Conference (Mileage and one night’s lodging)

Veterans Service Committee


Mid-Winter Conference (Mileage and one night’s lodging)

Budget & Finance Committee


Mid-Winter Conference (Mileage and one night’s lodging)

If a member has two different positions that are both eligible for reimbursement, he/she will only be reimbursed for one position.

District Commanders

District Commanders will be reimbursed $40.00 for each Post Inspection.  The payment will be made only after the State Inspector has received all Inspection Reports for that District.  Inspection Reports must be in the hands of the State Inspector by Mid-Winter Conference. 

Mid-Winter Conference (Mileage & one night’s lodging)


Immediate Past Department Commander


The Immediate Past Department Commander will be paid $1,000 to assist with travel expenses to the first National Convention following his/her term in office. 


National Headquarters will also pay for some or all of the expenses for designated officers to attend various meetings.  Examples are: a portion of the Commander’s expenses to the Washington Conference; the Jr Vice Commander’s expenses to attend the Jr Vice Commanders Conference; the Sr Vice Commander’s expenses to attend the Sr Vice Commander’s Conference; and the Adjutant/Quartermaster to attend the Adj/QM Conference.
An important thing to keep in mind if you are going to propose a spending increase for either a new program or an existing program, you should also be prepared to propose an income generating proposal to pay for that spending increase.
The Road to Success

The following is information that should be known and followed by all who desire to run for a Department office.  This is not all inclusive but highlights some of the major topics that you must be prepared to address as you go through the chairs.

Preliminary items for all who desire to be a Department Officer.


Study the Department and National By-Laws and Manual of Procedure and Ritual


Know the requirements of each office you will be occupying


Ask questions of those who have served before you



Remember, there are no dumb questions


Understand what you will be required to give.


Time



Are you able and do you have the time available to perform the duties?



Do you have the support of your family and Post?



Try to visit as many Posts as possible, even at your own expense.



Make arrangements with your employer for time off.



When you are Commander, use your line officers to represent you if


you need a substitute.  It will give them valuable experience.



As you go through the chairs, you will be expected to serve as a 



Program Chairman for various programs.  You need this experience


so you can properly lead when you are Commander.





Money



It will require a monetary commitment from you.  You may want to set 


aside or budget an amount for the top three chairs.




The plus side of this is you will get to go to a lot of places with the 



majority of your expenses paid. 



Understand that this is a volunteer organization and the vast majority of 


the members don’t get reimbursed for their expenses.

After you have made a decision to run for office, the next step is to get elected.  This will be easier to accomplish if you have become acquainted with members from around the state.

When you decide to run and then get elected, you should attend as many Post, District and Department functions as possible.  As a Line Officer, you should let the current Commander know you are available to represent the Department at functions in your area.  This is an excellent way to get exposure with the Comrades and Sisters of our Department.  If you are the official Department Representative at a function, there may be funds available for some of your expenses.

As you go through the chairs, expect to be appointed by the Commander as chairman of one or more committees.  This will give you exposure to members throughout the state and will require you to become an “expert” on your program.

The minimum duties of each Department officer are detailed in the National Manual of Procedure.  Other duties may be assigned as deemed necessary by the Department Commander.  The work of the Line Officers is basically to assist the Commander and assure the Department is operated in a successful manner.  Each office that an individual holds is an opportunity to learn more about the Veterans of Foreign Wars and the way things operate so you will become knowledgeable about your duties and responsibilities when you become Department Commander.  As you go through the chairs, you should stay in touch with the Department Commander.  Let him/her know you are available to assist in any manner that is needed.
When you get to be Commander, stay in touch with your Council of Administration, your Post Commanders and Quartermasters.  These people are the leaders who will help you in your quest for a successful year.  
 The following are some of the duties and responsibilities of each officer:

Surgeon: Shall assist Post surgeons, in an advisory capacity, and promote statewide health programs.  It is recommended that the Surgeon be the Safety Chairman and handle the Law Enforcement, Fire Fighter, and EMT Awards program.

Chaplain: Must see that a proper Memorial Service is conducted at the Department Convention; give the opening and closing prayers at official meetings; be available to deliver the Invocation and Benediction at luncheons and banquets as requested.  Communicate with the Commander and let him/her know if you are unable to attend a function.
Judge Advocate: Shall give the Department Commander, Council of Administration and Department Convention such legal assistance, incident to his office, as they may request.  An example could be an interpretation of a specific by-law.  The Judge advocate should spend extra time reading the Department and National By-Laws and Manual of Procedure and Roberts Rules of Order.  He shall have a current copy of the National By-Laws with him at all meetings.

Adjutant/Quartermaster:  With the exception of the Department Service Office staff at the Fargo VA Medical Center, the Adjutant/Quartermaster position is the only paid Department employee.   The Adj/QM is essentially the “Executive Director” of the Department.  He/she is responsible for the day to day operations of the Department and the receipt and disbursement of Department funds.

The duties of the Adjutant/Quartermaster are enumerated in the National By-Laws and Manual of Procedure and the Department By-Laws.  The Line Officers and especially the Commander need to be able to rely on the guidance and advice of the Adjutant/Quartermaster.  The Department Commander is ultimately responsible for the operations of the Department but the Adjutant/Quartermaster, with his knowledge and experience, can be invaluable to the Commander in caring out his duties.  It is assumed that the goal of every Department Commander is to have a successful year and not just become a Past Department Commander.
The Adjutant/Quartermaster is also expected to be the “resident expert” on all programs.  He/she must be able to assist and advise the Commander, the Line Officers, District & Post Commanders and Quartermasters, Program Chairmen at all levels and members in general.  To do this effectively, the Adjutant/Quartermaster must be ready, willing and able to do several things in addition to those listed in the By-Laws.  The following are some of the additional requirements for a successful Adjutant/Quartermaster:

1.  Understand the Program requirements and have a working relationship with the National Staff in charge of the programs.

2. Make a commitment to attend all Fall District Meetings and as many Spring District Meetings as possible.  This is the only opportunity many Post officers will have to meet you and to become acquainted with you.
3. When you go to meetings, be prepared to do the Department business.  Don’t be the last one to arrive and the first one to leave.  The exchanges that occur before and after the meeting can be as beneficial as what happens at the actual meeting.

4. Don’t be afraid to say you don’t know the answer to a question.  Tell the individual you will get the answer and get back to them.  Then be sure you do it.
5. The Mid-Winter Conference and the Department Convention are the two major meetings that the Department holds each year.  The schedules for these meetings are your responsibility.  You must work with the Department Commander and the Auxiliary President to develop these schedules.  Invitations must be sent to those individuals that the Commander would like to have present.  The Commander may require or ask for your assistance in developing the agenda for these meetings.
As Department Adjutant/Quartermaster, you have a major responsibility in assuring the success of the Mid-Winter Conference and the Department Convention.  The Mid-Winter Conference is the easier one of the two as it only involves Committee meetings one afternoon/evening and a Joint Session and Council Meeting the following day.  

The Department Convention is more inclusive as it includes year end reports from the various program chairmen, the recognition of award winners, the disposition of any by-law amendments or resolutions that may be proposed and the election of officers for the ensuing year.  The Department Adjutant/Quartermaster is the lead person in coordinating the desires of the Department Commander and Auxiliary President with the efforts of the Host Post Convention Committee.  The end results should be a successful Convention for all members.  The planning requires a meeting of the Department Commander, Department President, Department Adjutant/Quartermaster and the Host Post Convention Committee shortly after the Mid-Winter Conference.  At least two and possibly more meetings with the Adjutant/Quartermaster and Convention Committee need to be held to keep everything on track and ensure that all anticipated problems are resolved.  It is extremely important for the Adjutant/Quartermaster to have good communication with the Post Convention Committee.
There are two Council of Administration meetings each year.  The Quartermaster must prepare a Proposed Budget for the fiscal year which is July 1 to June 30.  This Proposed Budget is sent to the Budget and Finance Committee members and the in-coming Council members prior to the Department Convention so they have time to study it.  The Budget and Finance Committee will meet prior to the Council meeting that follows the Convention and approve or amend the Proposed Budget which is then presented to the Council of Administration for their approval.  
Prior to the Mid-Winter Council of Administration meeting, an updated Budget report is given to the Budget and Finance Committee and Council of Administration.  The Committee reviews the activities to date and makes recommendations to the Council.   
The Adjutant/Quartermaster must make sure the Commander is aware of any other items that need to be dealt with by the Council of Administration at either of their meetings.
Items may come up between Council meetings that require action.  These must be dealt with on an individual basis.

Jr Vice Commander:  Shall assist the Commander in preserving order and preside in the absence of the Commander and Sr Vice Commander.  The Jr Vice Commander should be prepared to represent the Department when requested by the Commander.  In recent years, the Jr Vice Commander has been appointed Department Community Service Chairman.  The Jr Vice Commander will be required to attend the Jr Vice Commander Conference in Kansas City.  This usually takes place in the fall of each year.  This is an excellent time to get to know the other Department Jr Vice Commanders and the Jr Vice Commander-in-Chief that you will serve with as Commander.

Sr Vice Commander:  Shall assist the Commander in preserving order and preside in the absence of the Commander.  This is the last opportunity for the Sr Vice to learn the ropes before becoming Department Commander.  You should try to attend all of the Fall District meetings so the members of the Department can meet you and know who will be their Commander the following year.  At the Mid-Winter Conference you should start asking members to be committee chairmen during your year as Commander.  Do not have the same individuals as chairmen every year.  Appoint the Department officers as chairmen.  There should be no reason a Department officer who is going up the chairs cannot take a chairmanship.  If they don’t have time to be chairman, how will they ever be able to handle the Commander duties.  This will require them to learn the programs and be knowledgeable about them when they become Commander.  You should appoint Past Department Commanders as chairmen only as a last resort except for the position of Chief of Staff.  By being a successful Program Chairman, that member will definitely learn about the program and be a much better Commander when he/she reaches that office.
Department Commander:  By the time the Department Commander is installed in office, it is expected that he/she has read and studied the Department By-Laws and the National By-Laws, Manual of Procedure and Ritual.  The Commander should also have a good working knowledge of Roberts Rules of Order. 
It is the Commander’s responsibility to preside at the Department Convention, Mid-Winter Conference and Council of Administration meetings.  The Department Commander will make all Department appointments.  The Commander will also make recommendations to the Commander-in-Chief for various National appointments.  Information on these will be given at the Sr Vice Commanders Conference.
The Department Commander should continuously stress membership with District and Post Commanders and the Department Membership Chairman.  In each of the last several years, there have been more members on the unpaid roster than was needed to make the Department 100%.

The Department Commander shall have a letter to the members in each monthly mailing that goes out from Department Headquarters.  The Department Commander should also require his/her Chairmen to promote their programs through the monthly mailing.  It should be stressed that the mailing can be used by members for the promotion of any approved event or program.  If Department Chairmen and Officers are doing their jobs, they will be able to put pertinent and timely information in the mailing.
This document is meant to be a guide for members of the Department and it is expected that it will need to be revised in the future as change occurs.   
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