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Your ability to lead is recognized by your election to the office of Department Commander. Now you must draw on your ability and experience while developing new skills to help the Department prosper. 
The Department Commander shall be the executive head of the Minnesota Department, with full power to enforce the provisions of the constitution and By-Laws and will of the State Convention. The Commander shall preside over meetings of the Department, in Convention and meetings of the Executive Committee, and perform such other duties as custom and parliamentary uses require. The Commander shall appoint all necessary committee members, except such as are otherwise provided for by the Department Constitution.

The charge you have accepted, Commander, 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 support of the Department Staff, District and Department officers, the information in this guide, and the help you will get from your officers who form your team will together make the performance of your job possible. As you look to the overall operation of the Department, you’ll realize you have stepped to another level. You may see the step as too high, but as you proceed, following the suggestions and recommendations in this guide and from the department staff, you may find your year as Commander the most rewarding of your life. 
Department of Minnesota Staff:
The staff is here to keep you on task and on schedule. The staff is the responsibility of the Department Adjutant. All guidance or requests go through the Department Adjutant. If you have an issue with anyone on staff notify the Department Adjutant and he/she will take care of it and back brief you on any actions taken. The Department staff has built rapport with the National Headquarters staff and can help resolve issues that can arise from the Department as a whole. 

Department Calendar:
Your calendar will be maintained by the Department. You will have commitments to National HQ., the state of Minnesota, MDVA, VSO’s, Districts, Veteran’s events, and the Posts of Minnesota. You will be required to sit on the Commanders Task Force, which is a committee encompassing the various Veterans Service Organizations.  This committee meets once a month.  Department will send out to the posts a request for the Department Commanders’ attendance. Likely events are special occasions {continuous years award}, Christmas, Veteran’s Day dinner, The American Legion birthday celebrations, and more. You will also get asked to attend an event directly. This circumvents the system of requesting you and therefore creating a conflict in your schedule. Do not accept any invites without first talking to the Department staff to prevent double bookings. Department will receive special requests for you to attend, a function with the Governor, Commissioner of MDVA, VAMC, and more. Please note crucial events with the Governor and MDVA Commissioner may pop up last minute. Every effort should be made to attend when high profile officials are involved. The Department Adjutant will most likely accompany you on most high-profile events and brief you on what is expected of you. The Department will keep you informed of your schedule and any changes that may occur. In the event you have a conflict, two requests for the same date, you will have to inform Department which Vice Commander you will want to represent you. Normally we send the Vice Commander to an event that is in their area of responsibility.  In the event you send one of your officers to represent you, have a list of bullet statements you want them to speak to on your behalf. They are representing you and the Department. Examples are; your project up date, your theme, goals for the year, concerns…. There is a chapter in your guide with a list of events and dates and an asterisk by the events you are highly encouraged to attend. The Department staff is here to help you with making sure your year flows easily & you enjoy your time at the events.
Department Executive Committee: 
Start your year by having an organizational meeting with your officers. This could be done at the membership workshop at National Headquarters late July or early August. At this meeting any business of Post 1982 is discussed, formally assign your Vice Commanders to their respective areas, membership program review, ground rules established, mileage and per diem is set. You will have a Department Executive Committee {DEC} meeting within twenty-two days of the drop of the gavel at Department convention. This is a requirement from our Constitution and By-Laws of The American Legion Department of Minnesota. The Department will have this scheduled before the start of the Department convention to ensure we have a host and date reserved. Prior to the end of the Department convention, the Department Adjutant will send out a call for the DEC to meet. The agenda will be set with your input and the Department prior to the meeting. Also, your membership director will unveil their membership program for your year at this meeting. You will have at a minimum four Department Executive Committee meetings in your year, End of Convention, Fall Conference, Appreciation Family Rally Gathering, and Department Convention. If the need arises you can call a special DEC meeting to resolve an issue needing DEC attention. 
Committee Assignments: 
You will appoint members of the Department to serve on the various committees within the Department. This task is one of the most challenging and should be done well before you go to Department convention. Appointments to committees will require some thought as your appointees will manage the committee for you during your year. The right appointment will depend on whether that committee will have a successful year and promote the programs of The American Legion. This will require contact with your appointees asking them to be on the committee by phone call, email, letter, or personal contact. The Department can provide you with a current listing of the Department committees and who is currently on those said committees. Certain committees have term limits to them and may or may not require attention. Once you have all your committee appointments filled forward them to the Department for inclusion into the Department master listing. 
Membership:
You will appoint the Department Membership Director to run the membership program for the year. They will develop a program with the help of the Department Membership Administrator. The membership team/committee will consist of you, Membership Director, and the five Department Vice Commanders. Your Department Vice Commander’s membership teams will consist of their area District Commanders, their Vice Commanders, and Membership Directors. Your Department Membership Director will keep you informed as to how the Department is doing in meeting the goals of the Department. You will need to be a motivator when visiting Posts and Districts to keep them focused on the end goal of the director’s program. 
At the fall meetings at National HQ. you will have to bid the “Big Twelve” percentage bid. The Department will aid you in what bid you should strive for and what number you don’t want to go over. If you win the bid and hit the percentage number in March, you will win the Department much needed funds for electronics. 
Budget: 
You will be a part of the budget process not only for the Department but also its corporations. You are a part of the Department Finance Committee with voting rights during your term in office. You will also be budgeted for a monthly stipend to help offset travel expenses. You are not paid mileage or will you receive per-diem, that is what your monthly stipend is for. 



Your Project: 
What are you going to raise monies for to move a program within The American Legion, state, or community that will benefit Veterans, children, or Americanism in Minnesota? Past Commanders’ projects have been Legionville, Brain Science, ROTC, service dog training, Boys State, Veterans Camp on Big Marine Lake, Veterans Homes, MACV…. Whatever your project is make it tangible and have a goal of how much monies you want to raise.  Some commanders have chosen two to three different projects to raise monies for. I would recommend two at the most. Two makes it easier for the Department to manage and keep track of your funds raised also, it doesn’t confuse your donors as to what your project is. At your first DEC is where you will want to announce your project and theme for your year. Keep track of who sent you donations, the Department will assist, as you will want to send out thank you notes. 
Your Theme & Pin:
Come up with a theme for your year. Try and tie it to the direction you want the Department to go, or what you might have a passion for in taking care of our Veterans. Your theme should be short and to the point. Your pin should reflect your theme for the year. Have an idea for a design of your pin. The Department can help you with ideas if you need them. Again, this should be done early, hopefully before convention. The Department will order pins for you and this will be paid out of the membership budget. 

The American Legion Family:
 The Auxiliary unit, Sons of The American Legion, and American Legion Riders are an important part of our organization. Official contacts with the family unit are through the leadership of each component. The family can help only in proportion to its opportunities. A good Commander will find opportunities for the family to assist in the mission of the Department. The Commander, or a designated representative, will keep in close touch with the family and give its members plenty of inspiration, encouragement and support. Your Membership Director will have a lot of contact with the family as each is in charge of a Family Rally Gathering. This will be up to your Membership Director if he wants to continue with this practice. This has been popular over the years and promotes family involvement.  
Conventions and Fall Conference:
Your convention will be the end of your year. The agenda for the convention is pretty much set as there is convention business that needs to be completed. There are opportunities for guest speakers to fill voids in the schedule. If you have an idea for a guest speaker let the Department Adjutant know so the Department can send out the invitations. At convention you will visit at some time during the convention the ALA delegation and they will visit your convention. This will be worked out at convention. This is where you will present gifts to your five Department Vice Commanders, Membership Director, and your ten District Commanders if you choose to. Gifts in the past have been briefcases, branded jackets, branded shirts, branded notebook portfolio’s…. Your gifts are your responsibility to procure. 
As the Junior Commander you will be the delegation chair for the TALN Convention. You will also run the Minnesota Delegation Caucus, usually the Monday morning prior to the start of the National Convention. You will need to keep track of your delegates at the convention. In the rare instance there is a need to caucus on the floor you will convene a quorum of delegates, debate our position, and vote Department of Minnesota’s decision. 
The Departments Fall Conference should be a time of learning and motivating our members. This is also a time committees should meet and finish their plans to complete the business of their respective committees. You will also have a DEC meeting the night before the start of the conference. The Department will plan your conference and you will have the opportunity for input. 



Testimonial:
Your testimonial is all you. Visit with past Department Commanders for what they have done. If you want someone out of National, National Vice Commander or Past National Commander the Department will have to go through the proper channels to request one of them. Also, of note there is a cost to the Department for their attendance. Testimonials in the past have been held at the Commander’s Post home. The date, cost of meal, master of ceremonies is between you and the Post or venue of your choosing. The Department will publish on our web-site and in the Legionnaire for you the details of your testimonial. 

Legionnaire Article:
You are required to write a column in the Department’s Legionnaire paper. The Communications Director can help you with ideas if you need some. Also, he will set the deadline of when your article needs to be in his hands. In your article don’t be afraid to take on a tough issue that concerns you and the Department of Minnesota. The Communications Director has the final say in what is printed in the Department Legionnaire paper. 

You’re Not Alone:
A Commander relies on his team of officers, committee chairs and the Department staff to guide you through your year. You will not accomplish all of what you want to or envision the Department of Minnesota should be but lay the groundwork. The next leadership group will pick up on what you have started and keep it moving forward or see it through. You also have valuable assistance, past Department Commanders {King Tuts}, District officers, and, where necessary, National Headquarters staff. There is a vast amount of knowledge you are surrounded by, use them, you don’t have to reinvent the wheel maybe add some air to it. 
Programs New and Old: 
Programs are needed to maintain interest and, most importantly, stay relevant to your members and community. Every new activity or program offers the opportunity to interest new Veterans in joining The American Legion. Inactive members can be turned into active members through engagement with our programs. 
Just about every department has service programs and social activities started long ago that are now traditions. However, organizations, like individuals, fall into ruts. Any program/committee ran the same way year after year grows stale. At your organizational meetings, review the Departments programs and activities. Decide which need some changes or an update. A program won’t happen without volunteers to make it happen. Every program or activity needs to have someone in charge – usually a department officer or committee chair. If the selection is good, the program will succeed. Have each chairperson and officer build an event timetable to integrate with the master Department calendar that is shared with you, Department Vice-Commanders and District Commanders. 
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The American Legion Department of Minnesota
Membership Director Responsibilities

The Department Membership Director is responsible for the direction the department will take to achieve the Departments membership goal set by the National Staff. You will receive your membership goal at the National Membership Workshop, Indianapolis IN, in July/August. The goal is determined by the Department membership figures in July. Work with your membership team to achieve the Departments membership goal. Your team will consist of your five Vice Commanders, ten District Commanders, Vice Commanders, and the Membership Directors. You should utilize your chain of command meaning your Department Vice Commanders to communicate with their area’s district leadership. Keep your Commander informed of how the department is moving towards its goals. The Commander is meeting with a lot of posts and districts throughout the year and he can help rally the troops. You will receive reports from Department and National on how the Department is progressing towards its goal. Use your “Membership Information” booklet to guide you in meeting National cutoff dates. There are over 300,000 Veterans in the state of Minnesota and we have less than 20% as members in The American Legion Department of Minnesota. Therein lies your challenge…!
The Four W’s of Planning: 
1. WHO – Who’s going to execute each step necessary to reach the goal? 
1. WHERE – Where do you want to go? What’s the objective? 
1. WHAT – What steps are required to reach the objective? 
1. WHEN – When is the work going to be done? 

The Districts and their Posts best know the membership potential within their communities. The steps to get there are similar for every Post. If you can answer the following questions for your Districts, Posts and communities, you have your job outline and know how to reach your goal: 
· Mailed dues notices will bring in about 80 percent of your current member renewals. Who is going to contact the remaining 20 percent who do not respond? 
· How are you going to contact and recruit prospective members? Who’s going to contact them? How will new recruits be assimilated into the post? 
· Who can be counted on to work at membership and how will they be organized? 
· What awards or special recognition will be given? To keep with the branding initiative of The American Legion apparel has been popular, polo shirts, jackets, hats, dress shirts all with The American Legion emblem or logo on the clothing. You will have to purchase your apparel through emblem sales due to copyright infringement. Or, if you use a source other than emblem sales you will have to obtain authorization to use the shield from National. The Department can assist you with obtaining the approval through National. 

· What special events can be tied in with membership, such as Veterans Day, team competition, contests with other Posts, The American Legion’s birthday, open houses, etc.? 

It’s highly recommended early on in the membership year you conduct a membership workshop. The purpose of the workshop is to answer the four W’s in planning your year with your membership team. Review the past years activities, what worked and what needs to be improved on. You don’t have to develop a whole new program. We want to maintain continuity and tweak the program to build membership. What recruitment opportunities are you going to pursue?  What is the plan to move members in the 1982AD post into a Minnesota post? You need to contact these members before they renew their membership. Have them renew into their new post; the post will receive immediate credit for the transfer and count towards their goal. The district commander and their membership director need to identify two posts that will benefit from post revitalization and develop a plan to assist, 2002 Mandates of the Department Constitution and By-laws.

Budget:
You will develop a budget and present your budget to the Finance Committee at the Department Convention. Contact the committee chair and find out the time and day they are going to meet with you. The Department Finance Office can provide information on what the budget for membership was in years past. The Finance Committee will be the final determining body who will authorize and set your budget based on what you requested and your plans for the funds. There are dedicated funds within your budget that you pay, i.e., Membership Workshop in Indianapolis, the Commanders and Membership pins, postage and you authorize payments for travel for your Vice Commanders and expenses they might incur.  Plus, you will pay for awards for membership milestones achieved that you have set. 

Family Rally Events:

There are four Family Rally Events throughout your year, the dates are predetermined by Department. The reason for this is to avoid conflict with other events that happen throughout the year. The American Legion Department of Minnesota Membership Director is in charge of finding posts to host the events with input from the Legion Family Group hosting the rally. Take into consideration posts or areas the department hasn’t been too in a while. The post will need to accommodate at a minimum of 150 family members. The attire for the Family Rally Event should be decided and communicated to your membership team. At times the Communications Director will take group photos and we want to look professional and respectfully represent our great organization. There is a chapter in your guide that will help you and goes into more detail on this subject. 

National Commanders Tour:

You are the Master of Ceremonies and in charge for the National Commander’s tour Post programs. You will need to seek out the Post leadership and see what VIP’s, Post leadership is in attendance for recognition during the program. Introduce the traveling party and how the program will flow. The Department Commander will introduce the National Commander unless there is a NECman or Alt. NECman in the audience, they would introduce the National Commander. 

The Department will establish the tour route with the Department Commanders’ and your input, concurrence. The discussion of where can we reach our younger Veterans and non-legion members need to be considered? College campus Veterans Service Centers, Veteran friendly business’s, employers with a high percentage of Veterans employed are a few thoughts. Do we want the National Commander to visit with MDVA Commissioner, Governor, VAHC hospital Director, Veterans homes…? What will give our department high visibility and good positive PR? Department will contact the posts and secure them as the host for the visit. Department will take care of transportation, hotel reservations and the departure and arrival times. The attire is traditionally coat and tie but, should we go with business casual and attract our younger Veterans? Our younger Veterans are a casual group with suit and tie might be intimidating. Pack light as the National Commander and his aide have four large suitcases, computer bags and each a carry-on bag. 

Events You are Expected to Attend:

The membership workshop at National headquarters is usually early August or late July. Your department membership team will travel with you. This includes the Department Commander, your five Vice Commanders, and the Department Adjutant. The Department will make all travel arrangements, hotel reservations and workshop registrations. We as a group will go out for dinner one night, usually the first night in. This dinner will be a business meeting, conducting the business of Post 1982, set ground rules for what and when you will pay for mileage or an overnight stay. The rule of thumb has been 250 miles round trip for an overnight stay and mileage paid for 100 miles roundtrip from their residence. Mileage and per diem will also be set as determined by the finance committee. What you expect from your vice commanders, how you are going to communicate to the Department leadership team, and a membership program review.
Events you are expected to give a membership update or rally the troops is; DEC, {the first DEC after convention is where you will provide a brief introduction of your program to the Department membership team and DEC}, Fall Conference, Appreciation Family Rally Event DEC, and Department Convention DEC. Each of the Family Rally Events a membership update and awards are presented. Also give consideration to attending district mid-winter conferences and district rallies as your schedule allows. What events and when you give awards will be planned out in your TALMN Membership Program for your year.  The Department Commander may ask you to attend events if he/she or a vice commander are unable to attend. 





















The American Legion Department of Minnesota
Department Vice Commander Responsibilities
 You are one of five vice commanders elected by your peers for The American Legion Department of Minnesota (TALMN). You will be assigned two districts to oversee by the Department Commander at the first Department Executive Committee meeting. Your membership team is the District Commanders, their Vice Commanders, Membership Directors and Post leadership. The Department Membership Director will develop a membership program that will help you throughout your year. Your primary duty is to encourage your Districts and their Posts to conduct vigorous membership programs. Highly encourage the use of MyLegion.org and initiate training to the Posts that are lacking the knowledge to fully implement MyLegion or American Legion Programs. Utilize the Department Training Committee to assist you. You are the motivator of your team. Keep them positive and moving towards the goals that have been established and the promotion of this great organization! Utilize email and telephone to stay in contact with your respective District Commanders to share relevant information, keep them abreast of when you are visiting and where at least monthly. 


The Four W’s of Planning: 
1. WHO – Who’s going to execute each step necessary to reach the goal? 
1. WHERE – Where do you want to go? What’s the objective? 
1. WHAT – What steps are required to reach the objective? 
1. WHEN – When is the work going to be done? 

The Districts and their Posts best know the membership potential within their communities. The steps to get there are similar for every Post. If you can answer the following questions for your Districts, Posts and communities, you have your job outline and know how to reach your goal: 
· Mailed dues notices will bring in about 80 percent of your current member renewals. Who is going to contact the remaining 20 percent who do not respond? 
· How are you going to contact and recruit prospective members? Who’s going to contact them? How will new recruits be assimilated into the post? 
· Who can be counted on to work at membership and how will they be organized? 
· What special events can be tied in with membership, such as Veterans Day, team competition, contests with other Posts, The American Legion’s birthday, open houses, etc.? 

It’s highly recommended early on in the membership year to conduct a membership workshop. The purpose of the workshop is to answer the four W’s in planning your year with your membership team. Review the past years activities, what worked and what needs to be improved on. You don’t have to develop a whole new program. We want to maintain continuity and tweak the program to build membership. What recruitment opportunities are you going to pursue?  What is the plan to move members in the 1982AD post into a Minnesota post? You need to contact these members before they renew their membership. Have them renew into their new post; the post will receive immediate credit for the transfer and count towards their goal. The district commander and their membership director need to identify two posts that will benefit from post revitalization and develop a plan to assist, 2002 Mandates of the Department Constitution and By-laws.

Planned Events:

You will at times get asked to fill in for the Department Commander due to demands in scheduling conflicts. You will receive official notification from the Department to represent the Commander. Ask the Commander what you should talk about on their behalf. The Commander may provide you with a talking paper. Some ideas to talk about are; Commander’s project and theme, how the Department is doing in membership, concerns, or great achievements by a Post or District, upcoming events in the Department….  

You are expected to attend the following; The Membership Workshop, National Hq. July/August, The Department of Minnesota Executive Committee meetings, Fall Conference, Department Convention, TALMN Family Gatherings/Rallies, and encouraged to attend the National Convention. In the event you are unable to attend one of aforementioned meetings inform the Department Commander and the Adjutant. 

At the National Membership Workshop the Department Adjutant will take the attendees out for dinner, usually the first night in Indianapolis. At this meeting the Department Membership Director and Commander will have the first business meeting of the Department. At this meeting any business of Post 1982 will be discussed, mileage & per diem set, membership review, and the ground rules for filling out expense reports. Travel & Lodging arrangements will be made by the Department for the Membership Workshop at Indy. 

Programs New and Old: 
Programs are needed to maintain interest and, most importantly, stay relevant to your members and community. Every new activity or program offers the opportunity to interest new people in joining The American Legion. Inactive members can be turned into active members through engagement with our programs. 
Just about every department has service programs and social activities started long ago that are now traditions. However, organizations, like individuals, fall into ruts. Any program/committee/Post ran the same way year after year grows stale. At the workshops, review the Departments Posts activities in your areas of responsibility. Decide which need some changes or an update. A Posts success won’t happen without volunteers to make it happen. Identify the Posts that need assistance from you and your Districts. Our goal is to have all our Posts successful and doing the great programs of The American Legion Department of Minnesota. The report card for the Posts is the Consolidated Post Report, (CPR). This is the report where the Posts can brag on their accomplishments and tell their story. The CPR is important, and the National Commander uses this data to testify before congress every year. The challenge for you is, to have your two Districts at 100% turn in. As soon as the CPR is up on MyLegion you are encouraged to have the Posts in your Districts start their CPR. They can update the report throughout the year. 
The Department of Minnesota staff is here to assist you and answer your questions and concerns. Please contact the Department and not bypass us and go straight to National. If you bypass the Department and go directly to National, they are going to refer your question or concern back to us at the Department. Also highly encourage your Districts and Posts to do the same, follow the chain of command. If we at the Department receive a complaint, concern, or a question on charter turn-in we will follow the chain of command. We will notify you and your District Commander. We expect you to handle situations in a timely manner. 

We wish you the best of luck on being a Vice Commander! Enjoy your year and good luck!!



The American Legion Department of Minnesota
Adjutant Responsibilities
The Department Adjutant is elected by the Department Executive Committee for a three-year term at the first Department Executive Committee meeting following the department convention.

The Department Adjutant works at the direction of The American Legion, Department of Minnesota, Executive Committee and the Department Commander to administer the policies and mandates of The American Legion, Department of Minnesota and any other duties as prescribed by the Department Commander or Department Executive Committee.

AREAS OF RESPONSIBILITY INCLUDE:

1.  Office Manager for the Department Headquarters and supervisor of the staff.  Involved with hiring and termination of personnel as needed. Discipline staff when necessary, using appropriate techniques and if termination of employment is required the use of appropriate and legally defensible procedures. Determine staffing needs to carry out the mission of the department. Prepare official correspondence on behalf of the department, Department Executive Committee {DEC}, and the officers of the department. Advise the DEC of department operations and issues that may arise needing DEC involvement. 

2.  Present the annual budget to the Department Finance Committee with the assistance of the Department Comptroller and other staff members. Manage and good stewardship to stay within the limits of the approved budget. Notify the finance committee of any major expense that will exceed the annual budget of the department. The Department Adjutant shall be ex-officio of the Finance Committee {ref. Department constitution & bylaws}.

3.  Work closely with the Department Commander to arrange, coordinate schedules plan meetings, speaking requests, Post and District visits, and other events as required. Maintain the commanders scheduled calendar of events to attend.

[bookmark: _Hlk115164396]4.  Serve as Secretary to the Legionville School Safety Patrol Inc. Member of the corporation board by virtue of the office of Adjutant {ref. Legionville articles of incorporation and bylaws}.  Attend all meetings of the Board.  Assist with scheduling meetings, keeping the minutes of all meetings, and other correspondence of the Board.

5.  Serve as Secretary to the Minnesota Legionnaire Board of Publications.  Elected annually as a member of the Board to serve as secretary {ref. Legionnaire articles of incorporation and bylaws}.  Supervise Editor who serves as the Communications Director for the department and of the Legionnaire newspaper.  Schedule meetings of the Board and keep records and minutes of all proceedings.

6.  Assist Department Commander with preparation of agendas and other arrangements for all Department Executive Committee meetings, and attend all meetings. Record the meetings and make available the minutes of said meetings. 

7.  Assist the Department Membership Director and Department Commander to arrange schedules and attend all Department Membership Rallies to assist with coordinating these events with American Legion Posts.

8.  Attend Annual Washington Conference each year and assist Department Commander with travel and lodging arrangements for Washington Conference in Washington, D.C.   Assist Department Legislative Chairman to arrange schedule of Congressional visits for “Hill Day” and collect information on veteran’s issues for distribution to the Minnesota Delegation.  Coordinate purchase of all tickets for events during the Conference.  Facilitate needs of the Minnesota Delegation during the Conference.

9.  Arrange pre-convention meeting and site visit in host city for the National Convention annually. Help plan and coordinate Minnesota meetings and events and distribute information pertaining to the National Convention to our delegates.  

[bookmark: _Hlk115165051]10.  Attend the National Convention annually and provide location and materials for registration of the Minnesota Delegation.  Assist in facilitating needs of Minnesota Delegation attending the National Convention.

11.  Coordinate planning meetings with the Department Auxiliary Secretary for the purpose of planning the annual Department Convention and Annual Fall Conference each year.  Visit the location in advance of the above-mentioned functions to meet with the local committee and hotel representatives to arrange meeting space and other events as needed.  Work with Department staff to coordinate moving and set-up of American Legion and American Legion Auxiliary equipment in temporary offices for the Department Convention and Fall Conference.  Plan with the assistance of the Department Commander to plan the programs for these events.

12.  Work closely with all Committees, Foundations, and Corporations of The American Legion Department of Minnesota to provide logistical, informational support for their programs, advice and guidance as needed.

13.  Plan, with the assistance of the Department Commander and Department Membership Director the route and timing of the National Commander’s Tour in Minnesota each year.  Coordinate visits with American Legion Posts or other points of interest to the department and National Commander {i.e., guard & reserve units, MDVA commissioner, Governor, Veteran’s homes….} Make all hotel and other travel accommodations for the group traveling with the National Commander.

14.  Work with staff and Department Membership Director to plan annual membership card distribution each year.  Plan meeting and program and assist staff with assembling and distribution on membership cards and other information relevant to the membership program.

15.  Attend annual membership Workshop in Indianapolis, Indiana to facilitate the Department membership program with the Department Commander, Department Membership Director and Department Vice Commander’s. Make travel arrangements and lodging accommodations as needed.

16.  Attend Annual Fall Meetings in Indianapolis, Indiana to participate in Commanders and Adjutants meetings and facilitate needs of Minnesota Legionnaires called in by national to attend said meetings. Make travel and lodging arrangements for the Commander and Adjutant.

17. Attend with the Commander Veteran’s outdoor events the department sponsors. Events sponsored annually are; Disabled deer hunt in the fall, turkey hunt in the spring, and trolling for troops late spring. Attend with the commander the kick-off banquet for each of the events. These three events are held at Camp Ripley. Make lodging arrangements for the Adjutant and Commander

18. Attend with the Commander the “Commander Task Force” {CTF} meetings monthly. Also attend CTF sponsored events with the Commander. Attend the Governor’s quarterly meeting with the Commander.

19. Liaison to the National Organization, communicating with National Headquarters to carry out all requests in writing and within the annual Department Adjutant’s Manual. 

20. Organize, manage, and communicate information from districts regarding elections and appointments to the Districts, Department Committees and delegates to conventions for both National and Department. 

21. Receive post correspondence and complaints and route to the appropriate office or officer to investigate and resolve. Maintain post files, charter applications at the Department Headquarters. 

22. Oversee the implementation of the human resources policies, procedures, and practices including the development of job descriptions for all staff. Establish a positive, healthy, and safe work environment in accordance with all state legislation and regulations. Manage and administer the employee payroll and retirement accounts. Implement a performance management process for all staff which includes monitoring the performance of staff on an on-going basis and conducting annual performance reviews. 


QUALIFICATIONS FOR POSITION:

1.  Be eligible for membership in The American Legion.

2.  Knowledgeable in programs of The American Legion.

3.  Leadership skills with the ability to communicate well with people.

4.  Administrative and organizational skills with great follow-up techniques.

5.  Ability to plan programs and manage said programs.

6.  Fiscally responsible by effective financial planning.

7.  Subject expert in administering, policies and mandates of articles of incorporation and bylaws. 

8.  Understand the ability to communicate the structure of the organization and the chain of command

9.  Be available to travel extensively to attend meetings, especially on weekends. 











Judge Advocate Responsibilities

[bookmark: _Hlk114134086]Duties of the Department Judge Advocate
The Judge Advocate is elected to a three-year term by the Department Executive Committee. The Department Constitution states at paragraph 5 of the bylaws that “the judge advocate shall perform such duties as may be required by the Commander or Executive Committee and shall act in an advisory capacity to the officers and committees of the Department.”  Basically, the major task of the department judge advocate is advising the DEC on Minnesota Non-Profit Corporation law. The Department Judge Advocate is a member of the Convention Rules Committee and is by tradition, the parliamentarian for the convention.

Historian Responsibilities
From the Installation Ceremony: “Your office is an important one. To you is given the responsibility of preserving and compiling the records of this Department. 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 Department, its policies and accomplishments will be a blank to the ones who come after we are gone.”
The Department Historian’s duties shall be to keep a complete history of the Minnesota Department of The American Legion for the year he/she serves and shall make an annual report to the Department Convention of the progress of the organization during the preceding year.
The Department historian should attend as many functions as possible that will center on the Department Commander (or Vice Commander) speaking to document with narrative and photographs. As this is logistically impossible, the Department historian should be in contact with posts and districts hosting the Department Commander (or Vice Commander) and request photos and a short write up of the event.
The Historian shall be charged with the recording and photographing of any incidents and activities of the Department and Department members that may require media or public attention.
There should be close cooperation between the Department adjutant and the historian. The former works with records on matters of current interest, the latter on matters of historical interest. 
Copies of printed material regarding the Department, including photographs, should be kept on several different media. This will prevent complete loss of records through fire or other catastrophes. 
The Department historian should attend department conventions and make a point of knowing what historians of posts and districts are doing.
The Department historian should mentor and train his/her replacement.

Sgt-At-Arms Responsibilities
The security of the members during conventions or meetings to which you are called upon to attend is your primary responsibility. You are responsible to secure the room before every meeting commences and to let the commander know that it is secure so they may begin their official functions. 
Your other responsibilities include:
1. Presenting & retiring the colors of our nation at the beginning and end of all official meetings of the American Legion.
2. Presenting, Retiring and paying proper respect to the POW/MIA banner at all official meetings of the American Legion.
3. Greeting all dignitaries & guests that enter during official meetings. 
4. To assure the commander or adjutant is made aware of the dignitaries or guests’ presence and to let them know if they are requesting an audience to speak to the convention, conference or meeting.
5. To formally escort dignitaries or guests to and from the podium.
6. Maintaining order to include discretely letting members know if they are being disruptive during official meetings (side talk, etc.) and take appropriate action according to department procedure. The Commander may also, at their discretion, request you escort a member from the meeting room for cause.
7. The Sgt-at-Arms is responsible for transportation, storage and care of the Department Colors (US Flag, Department Flag/Banner and the POW/MIA flag) and associated accessories such as flag stands and parade straps/holders that are transferred to you from the outgoing Sgt-at-Arms. Your responsibility also extends to getting the proper funds allocated from the executive board / finance committee to replace unserviceable items.
Your attendance is mandatory at the following functions:
1. Department Fall Conference 
2. All Department Rallies (Family Gatherings)
3. All official meetings of the Department Executive Board.
4. Department Convention  
5. Any other function that the Commander requests your presence.
It is suggested that the Sgt-at-Arms try to attend as many functions as possible as it enhances your knowledge of the functions of the American Legion.


Chaplain Responsibilities

Help persons grow in their relationship with God and one another.  Serve as a reminder of the transcendent and seek to develop an environment within which Legionnaires are encouraged in their personal and collective moral and spiritual growth.  We are to remind all Americans that God is the source of all rights and privileges. The Department Chaplain will give the invocation and benediction at all official meetings, convention, and conferences of the Department of Minnesota. 

1. Provide spiritual, religious support to a Legionnaire and at appropriate level of Department upon request.
2. Be available to provide grief support, funeral services and spiritual coaching upon request and as your calendar permits.
3. Advise Commander, Judge Advocate and Adjutant on issues regarding Chaplain role in the MN Dept of the AL.  This includes education and information on providing spiritual representation for all Legionnaires, public prayer. 
4.  Facilitate and work with SAL, Auxiliary Department Chaplain to provide the annual Memorial Service at the Annual Department Convention. 
5. Department Chaplain will provide Chaplain training for District Chaplains and Post Chaplains within two months of assuming Department duties of requirements; Chaplain role this could include the Commander's, and Adjutant's.  
6. Provide a monthly report either via electronic mail or telephone to Department Commander and District Commanders. 
7. Provide an annual report of your activities at the Department Convention.  This will be requested by the Dept. Adjutant.  
8. Prepare an annual budget shortly after your election to Dept Chaplain to the Department Comptroller who will request it with a due date. Previous Dept Chaplains will be able to assist with this requirement. 


Treasurer Responsibilities
The Department Treasurer is elected by the Executive Committee. He is elected to a three-year term. He is a member of the Executive Board.

He is a full member of the Department Finance Committee with vote for the term of his office.

The Treasurer shall have custody of all funds of the Department and shall deposit the same in its name in such or banks as the Executive Committee shall designate. (Usually done by finance committee). The Treasurer shall present his books for inspection at any meeting of the Executive Committee or the Convention upon demand of any Delegate or member of the Executive Committee. The Treasurer shall give bond to the Department in sum as the Executive Committee shall direct.

The Treasurer also serves on the Minnesota Legionnaire, and Legionville boards.

National Executive-Man Responsibilities

Duties include attending the National Fall & Spring meetings.  Work with National Leadership within the State of Minnesota on all call ins & National appointments.  Speak at Fall Conference & Dept convention as well as the Executive Board. Attend District Conventions as well as Mid Winters.  Write a monthly article for the MN Legionnaire. Work & assist the State Commander. Serve on committees at the National level.  Introduce the National Commander National Vice Commander or Candidate when in our State.  

Alternate National Executive Man-Responsibilities

Duties of the Alternate National Executive man are the same as the National Executive man.  They are the back up to the that position.

Communications Director Responsibilities

The Communications Director is responsible for planning, editing, designing and assigning content for The Minnesota Legionnaire monthly publication and email blast. This includes selling and, at times, creating advertisements, and it includes coordination with the printer and with the U.S. Postal Service. He or she manages budgeting, bidding and invoicing, as well as monitoring costs in conjunction with the Comptroller, and reports to the Board of Publications.

The Communications Director also is responsible for the Department of Minnesota communications, ranging from the department website to social media platforms to media relations, as well as writing event greetings and speeches as requested or creating brochures and promoting American Legion programs. In this role, the Communications Director aids legislative efforts and public written statements from the Commander.

The Communications Director is the secretary for Minnesota American Legion Baseball. He or she takes minutes, orders equipment such as trophies, provides communications assistance, publishes The Gazette newsletter, coordinates with major sponsors such as Scheels and works hand in hand with the director to oversee and approve expenses.

The Communications Director is the program coordinator for Minnesota American Legion Fastpitch Softball Program. In this role, he or she aids the director with the overall direction of the program and answers questions for the committee.

The Communications Director also attends Boys State to annually produce the Boys State year book for the Boys State Program.

Department Media & Communications Committee: advisor to the committee and oversees the utilization of the department’s social media platforms. Trains as required the resources available to communicate the message of the department.

Other duties and responsibilities as directed by the Department Adjutant.

Department Service Officer Responsibilities
[bookmark: _Hlk130289377]The Department Service Officer (DSO) will be an accredited representative by the VA Office of General Council and be proficient in all Federal Benefits processing under 38 USC section 5902 authorized to represent claimants for the preparation, presentation, and prosecution of federal claims.  The DSO is required to maintain VA accreditation by attending both DSO School’s annually and National Training while being in good standings with the Organization. The DSO will attend the following American Legion functions as requested by the Department VA&R Committee, such as: Dept. Convention, Fall Conference, National Convention, Washington Conference.  DSO will attend all Rehabilitation Site Visits provided their availability

The DSO shall assist with the direction of all rehabilitation and services arising in the Department and shall be the official advisor to the Rehabilitation committee, all Districts and Post Service Officers.  The DSO is the Staff Advisor to the Department Standing Veterans Affairs & Rehabilitation Committee.  The DSO will be proficient in The American Legion Four Pillars, and Programs under VA&R.  Maintain oversight of The American Legion POA Claims Office. 

Assistant Department Service Officer Responsibilities

The Department Service Officer (DSO) will be an accredited representative by the VA Office of General Council and be proficient in all Federal Benefits processing under 38 USC section 5902 authorized to represent claimants for the preparation, presentation, and prosecution of federal claims.  The DSO is required to maintain VA accreditation by attending both DSO School’s annually and National Training while being in good standings with the Organization. The DSO will attend the following American Legion functions as requested by the Department VA&R Committee, such as: Dept. Convention, Fall Conference, National Convention, Washington Conference.  DSO will attend all Rehabilitation Site Visits provided their availability.

Other duties are to assist with the management of the Minnesota Veterans Assistance Fund 85. Develop site visit reports, monthly and annual VA&R reports. Fill in for the DSO in their absence. 


District Officers Responsibilities
The following information has been prepared in the hopes it will be of some assistance to District Commanders upon taking office at the Department Convention. For a complete understanding of District duties, new District Commanders should get in touch with their Past District Commanders who will be happy to assist them.
Each District varies as to the structure of their District since some operate with full staffs and some with a minimum of officers. Every District should have a least one Vice Commander who would be the logical one to represent the district in the absence of the District Commander. Some Districts elect/appoint more than one Vice Commanders. Each District should be represented by a District Adjutant and such other officers as a District Commander may designate.  Your list of District Offices and Chairmen are due to Department upon your election of your District Officers. 
 
[bookmark: _Toc130297123]District Commander’s Responsibility
As the District Commander, you are responsible for your District in that you are the head of the district. By virtue of your office, you represent the District on the Executive Committee. In the event at any time, you are unable to attend an Executive Committee meeting, you should notify one of your Vice Commanders who has the authority to represent you in your absence and thus ensure your District of proper representation.

At the Department Convention, the District Commander conducts his/her Caucuses and is customarily the Floor Leader for the District.

Please refer to your district Constitution & By Laws regarding District representation at the National Convention. This representation is primarily for roll calls and keeping in touch with the various delegates to the National Convention.

If District Commanders have any questions in regards to their duties, or need any additional information, please contact Department Headquarters.

[bookmark: _Toc130297124]Membership
 The new membership cards are distributed to all District Commanders before the Department Convention (traditionally the last week of June). A record of the cards issued to District Commanders is kept at Department Headquarters.

A Weekly Membership Report by post is uploaded to the Minnesota American Legion Website, under the Membership tab on the Home Page.  This is usually completed on Thursday of each week, with the exception of the weeks there is a Rally, Conference or Convention.

Subjects: The intent of this section is to provide subject matter ideas for you and your District leaders when you visit your Posts. The Department leadership expects the district leadership to visit each of your Posts within your districts two visits per membership year. The district Commander, Vice Commanders and Membership Director need to plan early on in their year on how and when you will visit your Posts and you don’t want all of you to attend the same meeting. Remember you don’t have to be invited to a Post meeting.  

Attitude: The Posts need to have the will to change and accept new ideas. This is extremely important when our younger members have an idea and the “good ole boys” of the Post will say it can’t be done or we tried that years ago and it didn’t work. Ask your members to help. They may not be able to help every time but they will help. The Posts get stuck in such a rut by using the same members over and over that they burn out and develop negative attitudes. When you do receive new help treat them with respect and help them understand what they are supposed to do. Remember our common bond is we all served from WWII to present day Gulf War on Terror. Have some fun….

The Potential: The Veteran population in the state of Minnesota is roughly six percent of the total population. These are Veterans who are eligible to join The American Legion. There are Veterans spread out across the state, for example; Red Lake County, not a heavily populated area of the state-237 Veterans, Blue Earth County-3874 Veterans, and Hennepin County-53917 Veterans, with a total of over 312000 Veterans across the state of Minnesota. The reference for these numbers is the 2021 Minnesota Department of Veterans Affairs 2021 Annual Report and Department can provide more data and a breakout by county for your Districts…. The Department of Minnesota membership is at roughly 65k or 20% of the Minnesota Veteran population. We have opportunity! Before you enter the Post, know their membership numbers and where they stand in relation to their goal. Know the opportunities surrounding their Post, the number of Veterans in their county and use the six percent formula. If the Post’s city has a population of 50,000 times 6% Veteran population, their potential is 3000 Veterans in their community. If the membership of the Post is 600 do, they have potential to grow?

Recruiting: The art of selling The American Legion is not for everyone. Tell your story as why you belong to The American Legion. Why did you join? Touch on the number of great programs we have and we need members to protect the benefits we have as we could lose what we have. Most Veterans don’t know The American Legion was responsible for the creation of the GI Bill…. However, you can do your part by putting a potential member in front of the person in your Post or District that can sell The American Legion. The simple, ask them to join, maybe all that is needed. There are a number of ways to get their membership. They can go to the mnlegion.org website and join there and Department will transfer them into the Post of their choice or, fill out the application and collect your Post dues. Turn-in the application and payment to the Post or District membership director for processing. At a minimum capture the name and phone number of the recruit and pass off to your Post Membership Director…. 

New Members: They are todays Veterans and they deserve the respect and dignity they have earned. All Veterans did their part to protect our United States of America. Not everyone served in a combat role and we all know; we need the boots in the background to support the combat mission.  Value their time and service to our country. Listen to their ideas and mentor them. Don’t make them an officer of the Post at their first meeting. Ask them to help out when they can. Most likely they are young and have young families that are involved in a number of activities. The kids of today have so much more they are involved in than when we were kids. They will help when they can, keep asking. Have Post functions that include the entire family. Today’s Veterans don’t use babysitters like generations of past, they bring their families with them. If the new member becomes disgruntled follow-up with them to find out what happened and fix it…. If a new member doesn’t renew and is expired, suggest assigning a member of the Post in good standing to that member. Friends will ask friends to renew their memberships. 

The Question: What can I/we do for you. How can we help your Post succeed? What programs of The American Legion is your Post involved in? I sat through your meeting and 95% of your discussion was on the bar/restaurant. Remember the good of The American Legion is not about the bar/restaurant but, we are about our 4-pillars and our preamble…. Help the Post with their Consolidated Post Report. Sit down with Post leadership and assist them with something they have done for the good of The American Legion. If the Post had one member renew their membership, they contributed twenty-five cents to the Minnesota Hospital Association. Our department should have a 100% CPR submission!

Training: What subject matter can we train you in, for your Post to succeed? We have a Department Training Committee willing to travel to the four corners of the state and train your Post or a number of Posts in the area, on any subject matter you want. They will train on mylegion.org, computer use and challenges, Social Media usage, Consolidated Post Report, how to write a resolution, how to conduct a Post meeting, Post officer responsibilities, programs of The American Legion; Boys State-Oratorical Contest-Legionville-Coloring Contests-US Flag Etiquette and so much more. Promote the Minnesota American Legion College…. 

Up to Date: Do you have a constitution and bylaws, if you don’t, we can help? When was the last time your Constitution and bylaws were reviewed? Is your Post incorporated, if not we can provide reasons for you to incorporate? The Department Judge Advocate loves to give you every reason under the sun as to why you should be incorporated. Have you submitted your Post officers report to Department? Have you submitted your CPR, due to Department 1 Jun for paper copy or online in mylegion.org, cutoff to National is 1 July? 

Projects & Events: Explain the District Commanders Project, District goals for the year. Upcoming District events, meetings and Department events. Encourage attendance and it doesn’t have to be the same people who attend these events every time. Also encourage this is a great time to share ideas, learn, and camaraderie. Bring the information and what you have learned back to your Post, share great success stories. 

Find Talent: As you and your officers travel around the Department and visit your Posts look for Legionnaires who may have some interest and the drive to move up and take on added responsibility within the Department. There may be a Legionnaire that would be a great fit for one of our committees. As this organizations demographic grow older, we have to find younger talent and mentor them to take our place.
This talking paper isn’t all inclusive but to give you some ideas to talk about. You will want to limit your talking time to no more than 10-15 minutes. You will want to give your talk at the good of The American Legion or towards the end of the Post meeting. Please don’t ramble, state your points and move on and make yourself available for questions or discussions after the meeting. Also remember the Post has most likely been in their meeting for an hour plus and the attention level meter might be close to full. Also, between the Commander, Vice Commander, and Membership Director you should divide up your talking points so all of you are not discussing the same subjects. Pick your subjects you feel strongly on to discuss with your Posts. Finally, if you see a Post needing further help, please follow-up with that Post and help them. Department HQ., should not be the first to hear there are problems within the Post…. Enjoy your year!

[bookmark: _Toc130297125]Department Contact
 Our office is happy to be of service to the District Commanders. It is the responsibility of the Department office staff to keep the District Commanders fully informed as to anything which may occur within their District that the Department becomes aware of.

Each year, it has been customary for the Department Vice Commanders to be assigned certain Districts as their respective area. Just as soon as the Department Commander makes these assignments, all District Commanders are notified.

The first Department Executive Board meeting for the new year is immediately after the Department Convention. There are four scheduled Official Calls for the Executive Committee, Department Convention (immediately after the close of the Convention), Fall Conference, the Appreciation Rally and Department Convention (usually the night before the start of Convention).  You will get an official Call to Meeting for each of these events.  The Commander may call special Executive Committee Meetings if the need arises.  It is vitally important that you monitor your email and alert Department Headquarters if you are unable to do so.


[bookmark: _Toc130297126]

MASTER OUTLINE OF DEPARTMENT COMMITTEES

Appointment of Committee Chairmen
The following is an outline of the appointment of Committee Members.  

	Committee
	Selection of Chairman

	
	

	Americanism (3 yr. appointment)
	Department Commander

	Americanism Subcommittees (Vice Chairman if needed)
	Department Commander

	Armed Forces Service Center (Representative)
	No Chairman

	Blood Program
	Department Commander

	Children & Youth (Chairman & Vice Chairman)
	Department Commander

	Convention Corporation (5 yr. appointment)
	Committee Members

	Credentials (3 yr. appointment)
	Department Commander

	Employment
	Department Commander

	Finance (5 yr. appointment)
	1 yr. member is Chairman

	Ft Snelling National Cemetery Volunteer (Appoint-1 member)
	No Chairman

	Law & Order (Appointment of 2 members)
	Department Commander

	Legion Riders (Appointment of liaison)
	No Chairman

	Legionnaire Insurance Trust (3 yr. appointment)
	Department Commander

	Legionville School Safety Patrol Training Center Inc (Appointment of Representative)
	Committee Members

	Legislative (Appointment of 3 members)
	Department Commander

	Media & Communications (4 yr. appointment)
	Committee Members

	Membership (Appointment of Director)
	Department Commander

	MN American Legion & Auxiliary Brain Science Foundation
       (Appointment of Consultant & Commanders Advisor)
	Committee Members

	MN American Legion Foundation (5 yr. appointment)
	Committee Members

	National Security/Foreign Relations (5 yr. appointment)
	Department Commander

	Pheasant Feed (Appointment of Chairman & Vice Chairman)
	Department Commander

	Rehabilitation (5 yr. appointment)
	Committee Members

	Resolutions Assignment (3 yr. appointment)
	Department Commander

	Sons of the American Legion (Appoints, South Advisor & North Advisor)
	No Chairman

	Legion Baseball (3 yr. appointment)
	Committee Members

	Legion Fast Pitch (4 yr. appointment)
	Committee Members

	Legion Bowling (Appointment of 2 members)
	Department Commander

	Strategic Planning (5 yr. appointment)
	1 yr. member is Chairman

	Training Committee (5 yr. appointment)
	Committee Members

	Veterans 4 Veterans (V4V) (Appointment of 2 representatives)
	No Chairman









[bookmark: _Toc130297127]Explanation of Committee Titles
Ex-Officio: The Department Commander shall be an Ex-Officio member to all committees with voice and vote. Any past National Commander who served in that capacity while a member of The American Legion, Department of Minnesota shall be an Ex-Officio member of the Policy Committee with voice and vote.

Consultant: The Department Adjutant shall serve as a consultant to all Department Committees. The Adjutant and all others listed as a “Consultant” have a voice but cannot make a motion or vote.

Liaison: Members that are appointed to a committee as a liaison by the Department Commander have a voice but cannot make a motion or vote.

Responsibilities of Committee Chairpersons:
1. Quarterly report via electronic mail to Department Commander, District Commanders and cc Department and District Vice-Commanders:
What: Committee Chair Reports  
Why: Update on committee activities relevant to the Department for information and action
Who: Department and District Commanders, Department and District Vice-Commanders
When: Due by 30 September, 31 December, 31 March and 30 June
How: Report of main and various sub-committee actions, activities 

1. Fall Conference is also a time committees should meet and finish their plans to complete the business of their respective committees.

[bookmark: _TOC_250021][bookmark: _Hlk115336438]AMERICANISM COMMITTEE

Duties of the Committee
To develop the spirit of Americanism among The American Legion and citizens and residents of the State of Minnesota; to put into effect Americanism policies and programs of The American Legion; to coordinate any overlapping of programs dealing with Americanism. To oversee and report on programs that relate to Americanism and many youth programs.

Composition of the Committee
The Americanism Committee is made up of three (3) members, having a 3-year, 2-year and 1-year appointments and seven (7) Subcommittee members, each of which have a 1-year appointment.   The seven (7) Americanism Subcommittee members are as follows; Scouts, Boys State, Community Service, Education, Jr Shooting Sports, Oratorical (with 1 Vice Chairman), Safety-School Patrol and Youth Cadet Law Enforcement. Committee and Subcommittee members each have voice and a vote at Americanism Committee meetings.  The Department Commander appoints the 3-year member and names the Chairman of the Committee and appoints the Chairman of the Subcommittees.  The Americanism Committee will meet bi-monthly (every two months, by Zoom to keep costs down) and at Fall Conference and Department Convention or at the discretion of the Department Commander. The Americanism Chair is responsible to work with each Subcommittee Chair on Budget submissions.

Outline of the Committee
[bookmark: _Hlk106196520]Member	Chairman
Member	Vice Chairman
Member
Program Chairman			    Boys State Director 
Program Chairman	Community Service
Program Chairman	Education
Program Chairman	Oratorical Contest	
     Program Vice Chairman	Oratorical Contest
Program Chairman	Scouts
Program Chairman	Shooting Sports
Program Chairman	Youth Cadet Law Enforcement
Ex-Officio	Department Commander
Consultant	Department Adjutant
BOYS STATE

Minnesota American Legion Boys State is a week-long experience of learning about Minnesota government at the local, county and state levels by “doing”. It is a week of intensive study and involvement. The participants will actually organize and participate in the various levels and branches of government in addition to participating in athletics, writing for the newspaper or holding leadership positions across all levels of the program. Every boy will participate in the process of city, county and state government. Minnesota Boys State is a program for young men who have just completed their junior year of high school. Highlights of the week include political speakers, mock trials, campaigning, elections, and announcement of the Boys State Governor and State Constitutional Officers.
The Department Commander will appoint a Boys State Director for a 1-year term
The Director of Boys State duties include (but not limited to):

· Recruiting and Coordinating staff for boys’ state.
· Managing the facilities contract with the host school.
· Oversee the ordering of supplies for the week.
· Communicating with state staff as to numbers and special requests from delegates.
· Remaining current on emerging issues facing hosting boys’ state.
· Developing the week-long program including securing speakers and curriculum preparation.
· Ensure training of staff to adequately and appropriately interact with minors.
· Address parental concerns as they arise.
· Represent Boys State MN at National Conferences
· Participate in Boys State Meetings as called.
· Conducting outreach to grow the Boys State Program.
· Other activities for the benefit of Boys State.



COMMUNITY SERVICE

[bookmark: _Hlk110852950]Chairman of the Community Service Subcommittee is appointed by the Department Commander for a 1-year term. The Community Service Subcommittee is responsible for communicating with each District Community Service Chairman at least four (4) times during the membership year with at least one of those times in March explaining the Community Service Report and the Community Service Awards.

EDUCATION

The Department Commander appoints the Chairman of the Education Subcommittee. The Department Education Program Chairman is responsible for promoting the scholarship program to all District Education members and selecting a panel of five (5) judges for the selection of the American Legion Memorial Scholarship of $500, the American Legion Foundation Scholarship of $500 and the American Legion Nurses Training Scholarship of $1,000. The judges will be comprised of the Education Chairman, two (2) members of the Americanism Committee and three (2) other members of any Americanism Subcommittee. The Chairman of the Education Subcommittee is responsible for communicating with each District Americanism Chairman at least four (4) times during the membership year with at least one of those times in October explaining the Scholarships available and process for applying.
The winners will be announced by the annual Department Convention and listed in the August issue of the Legionnaire.

Applications are to be completed and received at Department Headquarters no later than April 1st.  

ORATORICAL

The Oratorical Program gives students the opportunity to prepare an oration on a phase of the Constitution of the United States and earn scholarships. The Department Oratorical Chairman is a member of the Americanism Committee and responsible for overseeing the program to assure its success.

The Department Chairman will communicate information on the Oratorical program to all District Oratorical Chairman.  They will also ensure they know of all the district contest dates.  The Oratorical Chairman will arrange for all Department finals and make sure that the Department Finals contest is held in conformance with National Contest procedures, rules and regulations. Failure to submit a department winner by the date established by the National American Legion could result in disqualification of the Department winner. The Oratorical Chairman will also attend the Department Convention to introduce the Department Oratorical winner.

More information on the Oratorical program can be found in the Minnesota Oratorical Contest Rules and “The American Legion National High School Oratorical Contest Official Rules”. 

SCOUTING

 The American Legion is the single largest sponsor of the Scouting programs.   Numerous Posts throughout the state of Minnesota sponsor Scout Troops. The Department Commander appoints the Chairman of the Scouting Subcommittee.  The Department Scouting Chairman is responsible for promoting the program to each District and reporting the programs activities to the Department Americanism Committee as a member of said committee.  The Scouting Subcommittee Chairman is responsible for communicating with each District Scouting Chairman at least four (4) times during the membership year with at least one of those times in September explaining the Eagle Scout the Year Program.
    The Chairman will make arrangements to judge applicants for the Eagle Scout of The Year and determine    
    a department winner. Applications must be received at Department Headquarters no later than March 1st. 
  The Department winner will be forwarded on to National headquarters no later than April 1st. The   
    National Americanism Commission’s Youth Activities Subcommittee will review all Department 
    nominations, and, in their judgment, select The American Legion Eagle Scout of the Year to be announced 
 in the National Americanism Commission Report to the NEC at the National Spring Meetings. The Scouting Chairman will attend the Department Convention to introduce the Eagle Scout of the Year.

The Department Eagle Scout of the Year will receive a $1,000 scholarship.  The National Eagle Scout of the Year winner will receive a $10,000 scholarship and be invited to The American Legion National Convention. Three (3) runner-up scholarship awards will be granted in the amount of $2,500 each.  

SHOOTING SPORTS

The Shooting Sports Program provides an opportunity for students to compete in shooting contests sponsored by The American Legion and earn scholarships. The top scorer from Minnesota competing in the State/Regional Championship and declared Minnesota State Champion will be considered for a $1000.00 scholarship and the top scorer of the opposite category (Sporter or Precision) will receive a
$500.00 scholarship. No two scholarships will go to the same person.

The Shooting Sports Program Chairman is appointed by the Department Commander and is a member of the Americanism Committee. This is a one (1) year appointment. The Shooting Sports Subcommittee Chairman is responsible for communicating with each District Shooting Sports Chairman at least two (2) times during the membership year with at least one of those time explaining the Jr Shooting Sports competition.

YOUTH CADET LAW ENFORCEMENT

The Junior Cadet Law Enforcement program is available to male and female high school students who have completed their junior year and are in good academic standing.  The program provides first-hand experiences and insight into the operations of law enforcement agencies.  The program also affords these highly motivated young people an opportunity to consider law enforcement as a potential career choice.  The Youth Cadet Law Enforcement Chairman is appointed by the Department Commander.  The duties of the Chairman are to promote the program within each district and work with the Law Enforcement Agencies throughout Minnesota.

ARMED FORCES SERVICE CENTER (AFSC) REPRESENTATIVE
Duties of the Armed Forces Service Center (AFSC) Representative:

Serve on the Board of Directors of the AFSC.  This entails 6-8 meetings per year, many of which may be attended via Zoom (computer or phone).

Act as a liaison between The American Legion and the AFSC.  There are two standing messages to be delivered to members of The American Legion:  1) The AFSC needs volunteers to staff the center.  The expected commitment is at least two four-hour shifts per month.  There is some initial training and administrative processing before volunteers may schedule shifts.  2)  The AFSC needs financial support.   The AFSC is a 501(c)3 charitable organization and thus is eligible to receive post gambling funds.  Donations from individuals are also encouraged.

From time to time, it is important to convey to Legionnaires what the AFSC is and does so that they will be more inclined to support the AFSC with their time and their money.  

For more information about the AFSC, see https://www.mnafsc.org/

[bookmark: _TOC_250032]CHILDREN & YOUTH COMMITTEE

Duties of the Committee
To ensure 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; 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 communities. The Chairman will communicate with the District Children & Youth Chairman at least four (4) time per membership year, with at least one of those times in December explaining the Children & Youth report.

Composition of the Committee
The Committee is composed of two (2) members who have been appointed by the Department Commander each having a 1-year term.  

Outline of the Committee
Member (Chairman)	  
Member (Vice Chairman)	 
Ex-Officio	Department Commander
Consultant	Department Adjutant  

CONVENTION CORPORATION
Duties of the Corporation
This Convention Corporation is a nonprofit corporation, incorporated in the State of Minnesota.  

[bookmark: _Hlk115268462]Composition of the Committee
[bookmark: _Hlk110936925]The officers of the Convention Corporation are five (5) members of the Convention Committee having a 5-year, 4-year, 3-year, 2-year and 1-year.  The Department Commander appoints the 5-year member, and the committee elects all positions, including the Treasurer at the Fall Conference. The Treasurer is a Voting member only if they are also a member of the 5-person Convention Committee.

Outline of the Corporation
Member (Chairman)	 
Member (Vice Chairman)
Member (Secretary)
Member (Trustee)
Member (Trustee)
Treasurer
Ex-Officio	Department Commander
                          Consultant				    Department Adjutant


CREDENTIALING COMMITTEE
Duties of the Committee
Determines the voting strength of each district by tabulating the number of posts and persons registered for the department convention. Report to the convention on Thursday, Friday, and Saturday the voting strength number of posts and persons registered for the convention. The last membership bulletin which will be 30 days prior to the convention, has information from the membership program report to determine the number of delegates each Post has. Validate the list of all the Posts, their District, and how many votes they can cast.
Composition of the Committee
The Credentialing Committee is made up of three (3) members having a 3-year, 2-ear and 1-year term. The Department Commander appoints the 3-year members and the Chairman.

Outline of the Committee
		Member (Chairman)
		Member
		Member
		Ex-Officio				Department Commander
		Consultant				Department Adjutant

EMPLOYMENT

Duties of the Committee
The Employment committee is responsible for developing the Veterans Employment award program within the Department of Minnesota.  The below are the possible awards that are available to The American Legion.  

1. EMPLOYER OF VETERANS AWARD      -           (SMALL)
2. EMPLOYER OF VETERANS AWARD      -           (MEDIUM)
3. EMPLOYER OF VETERANS AWARD      -           (LARGE)
4. EMPLOYMENT SERVICE AWARD          -           (DVOP)
5. EMPLOYMENT SERVICE AWARD          -           (LVER)
6. EMPLOYMENT SERVICE AWARD          -           (LOCAL OFFICE)
7. EMPLOYER OF OLDER WORKERS AWARD
8. ENHANCE THE LIVES OF DISABLED PERSON AWARD
9. MICHAEL GUTY HOMELESS VETERANS OUTREACH AWARD

Duties of the Chairman
The chairman is responsible for advertising these awards, selecting the winners for the Department of Minnesota and for submitting the package to National for inclusion in the National Employment Program awards.

Composition of the Committee
[bookmark: _Hlk130287729]The Committee is composed of 1 member, who is appointed by the Commander and is the Chairman of the committee.  

FINANCE COMMITTEE

Duties of the Committee
The Finance Committee’s responsibilities are but not limited to: approve, budget and audit the expenditures of the Department, its decisions being final unless overruled by a majority of the members present at a regular or special meeting of the Department Executive Committee. 
The Treasurer and or Comptroller shall have the authority to engage the auditors for Department Funds.
The Committee shall adopt its own rules regulating the approval, budgeting and auditing of the expenditures of the Department. The Committee shall arrange to have the monthly financial statement of the Department published in the official publications, or other designated media used by the Department.

The Department Comptroller shall serve as the secretary for all finance meetings. The Chairman shall call for and oversee all live and virtual meetings of the committee. The Chairman is responsible for making reports to the Executive Board as requested.  The Comptroller, at the direction of the Committee Chairman, will send out calls for all meetings of the Committee. 

The Comptroller will request annual budgets from all Committee Chairs of the Department, at least 6 weeks prior to the annual Budget meeting with said budget requests being required to be received back to the Comptroller NLT (No later than) 4 weeks prior to the annual budget meeting.  The Comptroller will compile said requests along with a 6-year Historian Budget. The Comptroller will forward the Fiscal Year Budget Submissions to the Committee members, at least 2 weeks prior to the annual budget meeting for their review.  The Comptroller will issue checks to Committee Chairs and committee members, operating within their budgets, for reimbursement of the expenses they have incurred while performing their duties of the Committee.  The Comptroller will inform the Finance Chair prior to issuing any checks to Committee Chairs and committee members, exceeding their budgets, for approval.  Upon the absence of the Committee Chair, the next senior member of the Committee will assume responsibility for any conduct of a Committee meeting.

There will be a complete Expanded External Financial Audit, to be completed every 10 years by an accredited CPA firm.  The staff must be directed to retain our financial records for 10 years now and not the standard 7 years, which is the state and federal guidelines. 

Per Article Ten, Sec. 5 of the Department Constitution and By-Laws:

        The Department Commander and the Department Treasurer are full members of the Department Finance Committee with one vote each for the term of their office.
        The appointed member serving their last year on the committee shall automatically become its chairman.

Composition of the Committee
The Finance Committee is made up of seven (7) members, having a 5-year, 4-year, 3-year, 2-year and 1-year terms.  The Department Commander and Department Treasurer are full members of the Department Finance Committee with for the term of their office.  The Department Commander appoints the 5-year member. The member with the 1-year term is automatically the Chairman.

Outline of the Committee
Member (Chairman)	
Member 	
Member	
Member	
Member
Member	Department Commander
Member	Treasurer	 
Consultant 	Department Adjutant
Ex-Officio (Secretary)	Comptroller


FORT SNELLING NATIONAL CEMETERY VOLUNTEER COMMITTEE

Duties of the Committee
Plans and organizes the Ft. Snelling National Cemetery Memorial Day Program and the events surrounding Memorial Day at the Cemetery. This includes preparing the site; obtaining the speakers; the orchestra; the parade; the wreath presentation; the setting up the Unknown Soldier Monument and the Guard; the Military Honors at the end of the Program and, of course, the logistics of arranging parking, lining up the parade participants, etc. Parade Grand Marshall has been part of the department of Minnesota’s duties.

Composition of the Committee
The Committee is composed of 1 member, who is appointed by the Commander and is the Chairman of the committee.  
[bookmark: _TOC_250025]
AMERICAN LEGION RIDERS

The American Legion Riders is formed to promote the aims and purposes of The American Legion as a family of oriented motorcycling activity for members of The American Legion, The American Legion Auxiliary, and The Sons of The American Legion. American Legion National Resolutions No. 35 and 32 are the governing documents for members of The American Legion Riders. The American Legion Riders (ALR) is a program for members of The American Legion, the American Legion Auxiliary, and the Sons of The American Legion, collectively, “The American Legion Family” who share an interest in motorcycling.
Members of the ALR shall comply at all times with the motor vehicle safety, licensing, and insurance laws or regulations of the state in which operating. The American Legion Riders is a program of each American Legion Post that authorizes such formation. Posts at large are not authorized to form an ALR Chapter; however, individual members become members of an ALR Chapter. Periodically they unite with other American Legion Riders throughout the State of Minnesota to raise funds and facilitate communication between individual chapters.
The Riders Program is made up of a Director, Assistant Director, Secretary and ten (10) District Representatives (appointed by their District Commander).  The District Representatives elect the Director for a 2-year term, the Assistant Director and a Secretary.  When the Director is also a member of The Legion, they will act as the Liaison between the American Legion and the Riders.  When the director is not a Legion member, the Department Commander will appoint a Liaison. The Director/Liaison will provide reports to The Legion during membership meetings and DEC meetings and would receive information from The Legion directly. 
The Legion Riders Program members meet during Dept Convention, Fall Conference, and installation is (possible meeting) in Sept at the MNALR Romp.
LEGIONNAIRE INSURANCE TRUST

Duties of Legionnaire Insurance Trust (LIT)
The duties of the committee are to promote the LIT program.  All members of the committee are to go to their District Mid-Winter Conferences, District Rally’s & District convention also with their Sister District & talk about the programs LIT has such as long-term health care AD free $1K, $5K on legion business & other programs. LIT is available to anyone 18 & older S A L, Auxiliary, & legion. This is a revenue enhancement program which has brought in over 4 million to the Dept of MN. Chairman is to report to the DEC, fall Conference & State convention as well as set up a table with handouts.

Composition of the Committee
The Committee is composed of three (3) members having a 3-year, 2-year and 1-year.  The Department Commander appoints the 3-year member and names the Chairman.

Outline of the Committee
[bookmark: _Hlk114145028]Member (Chairman)	
Member 	
Member

LEGIONVILLE SCHOOL SAFETY PATROL TRAINING CENTER

Duties of the Board
The Legionville School Safety Patrol Training Center, DBA Legionville Safety Training Center, in Brainerd MN, is a program of The American Legion Department of Minnesota. One of the safety school’s missions is to teach boys and girls, ages 10 to 13, the procedures of school-safety patrol work at intersections and in buses.  Other safety subjects taught are; Swimming, Canoe, First Aid, CPR, Bulling, social media and the internet, and soon firearm safety.

[bookmark: _Hlk111182981]Duties of the Department Liaison
The Department Liaison to the Legionville Board will be the Liaison between the Legionville campground and the Department Commander, including discussing the wishes of the Legionville President with the Department Commander, ensure the operation of Legionville (along with the President) is maintained. They will also maintain communication with the Legionville President on a continuing basis and address any problems that occur and find solutions to the problems.

Duties of the District Representative
The District Representatives duties include determining and acting on any discussion or motion that is presented at the Legionville Board meeting.  Disseminate to their respective Districts information about Legionville and bring to the Legionville Board any information or suggestions from their Districts.

Composition of the Board
The Board is composed of nineteen (19) members. Officers of the board are the President, Vice President, Treasurer, and Secretary who are elected on a yearly basis, {Fall Meeting} by the members of the board. The Department Commander, Adjutant, and Treasurer and ALR Director by virtue of their office are members with voting rights, the (10) district reps, who are appointed by the respective District Commanders, one (1) SAL Representative, one (1) Auxiliary Representative, Department Liaison (appointed by the Department Commander), one (1) School Safety Patrol sub-committee chairman, and one (1) 40&8 Representative make up the Legionville Board of Directors.  The board meets two times a year, spring and fall or as needed as determined by the officers of the board.

Outline of the Board
Member (President)	 Elected Office
[bookmark: _Hlk120703860]Member (Vice President)	Elected Office
Member (Treasurer)	Elected Office
Member (Secretary)	Elected Office
Member	Department Commander
[bookmark: _Hlk120703782]Member	Department Adjutant
Member	Department Treasurer
Member	SAL Representative
Member	ALR Director
Member	Auxiliary Representative
Member	TALMN Department Liaison
Member	School Patrol Sub-Committee Chair
Member	40 & 8 Representative
Member	1st District Representative
Member	2nd District Representative
Member	3rd District Representative
Member	4th District Representative
Member	5th District Representative
Member	6th District Representative
Member	7th District Representative
Member	8th District Representative
Member	9th District Representative
Member	10th District Representative
[bookmark: _Hlk120703955]Advisor	Legionville Camp Manager
Advisor	State Patrol Officer
Advisor	Department Comptroller
Advisor	Department Judge Advocate
[bookmark: _TOC_250026]



LEGISLATIVE COMMITTEE

Duties of the Committee
The Legislative Committee assists the Department Commander in developing the legislative agenda for the year.  As part of the Commanders Task Force and for independent efforts with elected officials, the Department Commander receives input from the Committee Chair.  The Committee also tracks and advocates for the Legion agenda within the state legislature.  Additionally, the Committee serves as the primary advisor to the Commander for developing new fiscal and policy proposals.  The Committee also tracks federal legislation and provides input to the Commander on possible positions and assists in communication to federal elected officials.


Chair Responsibilities: The Chair serves as the primary advisor to the Department Commander on the broad legislative agenda and coordinates how, when, and whether measures are advanced on behalf of the American Legion, Department of Minnesota.  The Chair also provides leadership and guidance to the Legislative Committee, assigning specific bills or broad areas to the Committee members to develop, track, and advance during legislative sessions and beyond. The Chair develops and leads the annual Washington D.C. Legislative Conference to engage the Minnesota Congressional Delegation and to coordinate with the American Legion national office and its legislative staff.

Member Responsibilities: Committee members serve as subject area specialists within the Committee to advocate on behalf of the American Legion, Department of Minnesota with members of the legislature and their staff.  This extends from the development of legislation, author and sponsor selection, attending and testifying at legislative committee hearings, providing input to leadership on negotiating conference committee positions, to the finalization and communication of the new statute.  On occasion, they may engage members of the Governor’s office or federal officials.  Members track legislation and as needed, appear and may testify at legislative hearings on bills.  Members shall have general knowledge of all veteran-oriented legislation and may be asked to appear and/or testify on legislative issues.  Members also provide input to be communicated to the broad membership in a timely manner, directly through the District Legislative Chairs and through the various communication channels afforded to the Committee by the Department Communications Director. 

Subject Areas:
Federal engagement and conference
Budget and Grants
Infrastructure and Gambling
Health Care and Veteran Benefits

Coordination:
Department Commander:  Assist in engagements with the Governor, federal elected officials, and official testimony to Veterans Committees within the state House and Senate.
Adjutant:  Communicate and coordinate policy and fiscal issues with Adjutant as part of advising the Department Commander to ensure consistency from year to year and to provide historical context.
Communications: Coordinate legislative messages and communicate to broader membership via various means.  
Comptroller: Coordinate budget needs and funding requirements on an ongoing basis.

Outline of the Committee
Member (Chairman)
Member (Vice Chairman)
Member
Member
Member	Ex-Officio – Department Commander
Consultant 	Department Adjutant
Consultant 	Department Judge Advocate
Consultant	Department Communications Director


MEDIA & COMMUNICATIONS COMMITTEE

Duties of the Committee
The Communications committee is responsible for developing, updating and monitoring the Organizations, social networking accounts, and electronic discussion groups, as well as recommending new ways for the Committee to communicate with its members and other interested parties through alternative media and promote the organization's image and public standing.
Coordinate and develop an ongoing marketing plan that engages the community and encourages new membership.  Collect and post past event highlights (photos or summary) to social media. Manage membership publicity requests via Facebook, Twitter, etc. all forms of social media along with all other forms of communication. Help the organization create a brand consistent with the National organization but still able to stand independently.  Work with and support all the Districts and Post in the state to help them grow to be successful in the communications in all forms of media in order to reach the largest audience. To get the message and the brand of the organization out loud and proud.
Duties of the Chairman
[bookmark: _Hlk142993711]The chairman is responsible for the morale along with keeping the team on task.  The job of the Chairman is to work with the team to put together a plan and budget each year and present it to the sitting Department leadership as well as the budget for the year. The chairman is responsible for mentoring each of the members so that they can be successful on the committee, in the organization and the team. Encouraging the team to be the best it can be.  Support each member of the team in the best possible way and have each member become successful in their own right. The qualities of the chair are critical to the success of the committee. Integrity, competence, insight, dedication, and effectiveness are vital. As Chairman you should always be looking for their own replacement. Key qualities of a good chairman are Passion – deep interest in the mission of the organization

Composition of the Committee
The Committee is composed of (5) members, having a 5-year, 4-year, 3-year, 2-year and 1-year.  The Department Commander appoints the 5-year member, and the committee elects the Chairman.  

Outline of the Committee
Chairman	
Member	
Member	
Member
Member
Ex-Officio 	Department Commander
Consultant 	Department Adjutant
Liaison 	Dept Communications Director 

MEMBERSHIP

Duties of the Committee
To promote an increase of membership in the Department, to ascertain the causes for failure of former members to renew their membership and to assist the Posts in a program working toward increasing the numerical strength of the Department. To recommend programs to Posts for the promotion of such activities as would stimulate interest in The American Legion and its programs in all communities.

[bookmark: _Hlk111110379]Composition of the Sub-Committee
The Sub-Committee is composed of six (6) members, the five (5) Department Vice Commanders and the Department Membership Director

Outline of the Sub-Committee
Member (Chairman)	Membership Director
Member	Department Vice Commander 
Member 	Department Vice Commander
Member	Department Vice Commander
Member	Department Vice Commander
Member	Department Vice Commander
Ex-Officio	Department Commander
Consultant	Department Adjutant

MINNESOTA AMERICAN LEGION FOUNDATION

The Minnesota American Legion Foundation is a corporation separate from the Minnesota American Legion, it’s a nonprofit organization and gifts can be made that are exempt from income taxes under 501(c)3 of the Federal Tax Code. It is a designated destination for lawful gambling profits for both the Permanent Fund and the Dedicated Funds.
 
We serve Veterans and The American Legion
Created by The American Legion Department of Minnesota in 1990, the Minnesota American Legion Foundation has two major goals as it endeavors to serve Veterans and their families and the Veterans’ organization itself.
 
Mission 1: Permanent Fund
First, there is the Permanent Fund, from which the Legion and Veterans programs can be funded. It has grown to a fund of more than $1.5 million over the years. Each year, the Foundation is able to fund programs from the investment revenue. The Permanent Fund is Fund 50.
 
Mission 2: Dedicated Funds
Second, the Foundation serves as a nonprofit umbrella for Dedicated Funds. It ranges from baseball to veteran assistance to the annual commander’s project. See a listing of dedicated funds on the other side. It allows the money donated and allocated to these funds a safe haven, and a nonprofit status. Each Dedicated Fund is completely separate from the Permanent Fund and is not mingled.

Our Mission
“To accumulate a trust and receive funds for direct assistance, to fund programs of Minnesota Veterans and their families not already funded from traditional revenue sources
 
Who do we help?
The list of recipients from the Permanent Fund includes, among other things, the Oratorical Contest, training for American Legion claims reps, the Armed Forces Center at MSP Airport and college scholarships. The scope is broad, and the needs are many, but each grant helps to improve the situation of Minnesota Veterans and their families
 
The fund is forever
A distinct aspect of the Permanent Fund is that it will never be spent. Only the revenue from investing the money resource for our Veterans the fund is used. A dollar you give now will be in the fund and helping Veterans five years from now. The body of the fund will never be spent, and the generations ahead will have this
 
The President presides over Foundation Meetings, we have about 4-5 a year. Our Annual, Fall Conference, Dept. Convention and special meeting either by zoom or e-mail. Department Commander appoints the fiver year term member and the foundation elects their officers.

Outline of the Committee
President 	
Vice President	
Secretary
Treasurer
Legal Counsel		Department Judge Advocate
Member			One Yr. Term
Member			Two Yr. Term
Member			Three Yr. Term
Member			Four Yr. Term
Member			Five Yr. Term
Member			Current Department Commander
Member			Junior Past Department Commander
Consultant			Department Adjutant
Consultant			Department Comptroller



MINNESOTA AMERICAN LEGION AND AMERICAN LEGION AUXILIARY BRIAN SCIENCE FOUNDATION

Duties of the Committee
The American Legion and American Legion Auxiliary, Department of Minnesota, through the Minnesota American Legion and American Legion Auxiliary Brain Sciences Foundation {MALALABSF} and the University of Minnesota will contribute jointly to support the Chair in Brain Sciences for the purpose of bolstering the advancement of this medical field to improve care of the veteran and the education of professional health care providers who will care for the veteran and their families in the years ahead. To expand research, education, and clinical application of neurosciences for the improvement of health care of mankind and particularly the veterans of the United State of America.

Composition of the Committee
The Minnesota American Legion and American Legion Auxiliary Brain Science Foundation is made up of fourteen (14) members, six (6) from the Legion, two each having 3-year, 2-year and 1-year term, SAL, 1 member, three (3) from the Auxiliary, each having a 3-year, 2-year and 1-year term. The Department Commander, Department President, Detachment Commander and the Commanders Advisor are also members of the foundation. The Foundation elects their own President, Vice President, Secretary and Treasurer

Outline of the Committee
		President
		Vice President
		Secretary
		Treasurer
		Member
		Member
		Member
		Member
		Member
		Member
		Member			Department Commander
		Member			Department President
		Member			Detachment Commander
		Member			Commanders Advisor
Consultant			Department Adjutant
		Consultant			Department Comptroller

NATIONAL SECURITY COMMITTEE

Duties of the Committee
To organize the membership in support of national or civilian defense projects in the communities. To organize the Department and to assist in organizing the communities for readiness to meet any emergency. Keep the rank and file of The American Legion informed of any actions that could have an effect on the security of the state and nation. Use sources available such as media and/or word of mouth to ensure that we are informed of threats to our foreign interests. The Committee will select the Military Achievement Award winners. The Committee will provide increased awareness of POW/MIA’s within the Department and provide POW/MIA activities and education to the public. National Security also covers the ROTC, JR ROTC and CIVIL AIR PATROL scholarship programs, ESGR and BEYOND THE YELLOW RIBBON.  We serve as the liaison between the American Legion and all the Guard and Reserve components in Minnesota.   

Composition of the Committee
The National Security Committee is made up of five (5) members, having a 5-year, 4-year, 3-year, 2-year and 1-year appointments and two (2) Subcommittee, each of which have a 1-year appointment.   The two (2) National Security Subcommittees are as follows: Blood Program and Law and Order Program. Committee and Subcommittee members each have voice and a vote at National Security Committee meetings.  The Department Commander appoints the 5-year member and names the Chairman of the Committee and appoints the Chairman of the Subcommittees and the two (2) members of the Law-and-Order Program.  The National Security Committee will meet bi-monthly (every two months) and at Fall Conference and Department Convention or at the discretion of the Department Command
Outline of the Committee
Member (Chairman)	ROTC & Jr ROTC
Member 	POW/MIA
Member	ESGR
Member	Beyond the Yellow Ribbon
Member	Civil Air Patrol
Program Chair	Blood Chairman
Program Chair	Law and Order
      Program Member	Law and Order
      Program Member	Law and Order
Ex-Officio 	Department Commander
Consultant 	Department Adjutant
	 

BLOOD DONOR
The most important part about blood donating is to remember it is the blood on the shelf that saves lives. Waiting for an emergency to donate will not get the blood to the receiver on time. It does not matter where you donate, as long as you donate.

Blood donation information is collected on the Consolidated Post Report (CPR) which is due by June 1st of each year to the department. The cumulative reported numbers are needed for a national report found in the Department Adjutant’s Manual and due to The American Legion Office in Washington, DC by July 15 each year.
Traditionally, Posts who participate in the blood donor program receive a Certificate of Participation signed by the Commander and the Blood Program Chairman at the end of the year.

The Blood Donor Chairman works with the Red Cross, the Convention Corporation and the Department Adjutant to coordinate a blood drive during State Convention and the Fall Conference. The Chairman of the Blood Donor Subcommittee is responsible for communicating with each District Blood Chairman at least two (2) times during the membership year with at least one of those times in January explaining the Blood Reporting form.

LAW AND ORDER

Duties of the Committee
The mission of Law-and-Order Committee is to foster, within the scope of American Legion principles and policies, an affirmation program of respect for and support of Law Enforcement and Firefighter agencies.
The true intent of these programs is to demonstrate appreciation to those men and women who swore an oath to protect and serve our communities. These first responders, whether they be police officers, deputy sheriffs, federal and state officers, firefighters, paramedics, emergency medical technicians, and others, put their lives on the line on a daily basis. 
As an American Legion Post or District, through this program each shows their appreciation and gratitude in the form of an established Law and Order program. This practice is in keeping with our principles of the American Legion and is in keeping within the Pillar of Americanism.
Committee responsibility is to review and select the nominees to move forward by the judging guidelines put forward by the American Legion criteria 

Duties of the Chairman
Duties are to communicate with the District Posts to encourage the Posts to submit applications in recognition of first responders.
Coordinate the schedule with the committee Members to review the applications and make the selection for Top Law Enforcement and Firefighter of the Year.

Composition of the Committee
The Committee is composed of three (3) members, each having a 1-year term.  The Department Commander appoints the Chairman and 2 members.  

Outline of the Committee
Chairman	
Member	
Member	
Ex-Officio 	Department Commander
Consultant 	Department Adjutant

PHEASANT FEED COMMITTEE

Duties of the Committee
The duties of the committee are to coordinate with the 8 Veterans Homes to see if there is interest in a Pheasant Dinner for the Residents of each home. The month of August or early September the chairman will try and reach out to the homes and have them start planning their pheasant dinners. The chairman will also stay in contact with the pheasant supplier at least twice a year.  The chairman will the committee know the price of the bird's if a member thinks he can do better on pricing, then they will discuss it. The latest day that the homes can turn in their pheasant dinners numbers should be October 20 or 25.

Composition of the Committee
The Pheasant Feed Committee is made up of two (2) members. The Commander names the Chairman and Vice Chairman

Outline of the Committee
	
		Chairman
		Vice Chairman

RESOLUTIONS ASSIGNMENT COMMITTEE

Duties of Resolutions Assignment Committee
Responsibilities of the committee include the review of all resolutions submitted to the Department Convention for consideration. After reviewing all resolutions, the Committee assigns them to a convention committee for action of Approval, Rejection, sent back to originator, or amend and approved. During the Convention each convention committee reports the actions of the committee to the delegates who have the final authority on all resolutions. The Resolutions Assignment Committee monitors all reports and prepares a final report on the actions taken by delegates to the Convention. 

Composition of the Committee
The Committee is composed of three (3) members having a 3-year, 2-year and 1-year.  The Department Commander appoints the 3-year member and names the Chairman.

Outline of the Committee
Member (Chairman)	
Member
                               Member
SONS OF THE AMERICAN LEGION

Composition of the Sub-Committee
The Department Commander appoints an Advisor as well as a north and south Advisor.  The Advisor will attend all Department Executive Committee meetings.
Duties of the SAL Advisor 
The advisor has two main duties the first to be there to advise the SAL with anything they want to do or have questions about. The second is to be the one to inform the SAL of any changes or new items coming from the Legion. The SAL advisor should be the main go between person between the SAL and the Legion.

Duties of the SAL North & South Advisor 
Assistants are needed one in the north half of the state and one in the South half of the state so when districts or Squadrons need us, one advisor is within reach. Both assistants report to the Main SAL Advisor.
The advisors are ex-official members of the SAL exec board as well as any other committee. The SAL advisor should be in contact with each district advisor so that the entire state is on the same level.
SPORTS
Program Director			     Baseball
    Vice Director	Baseball
    Vice Director                                    Baseball
Program Director			    Bowling
	    Program Member		    Bowling
      Program Member		    Bowling
Program Chairman	Fast Pitch
AMERICAN LEGION BASEBALL

American Legion Baseball enjoys a reputation as one of the most successful and tradition-rich amateur athletic leagues. American Legion Baseball is a summer program for boys 13-19 years old. Posts sponsor and financially support over 300 Minnesota American Legion Baseball teams. The purpose of American Legion Baseball is to:
· Instill in youth a better understanding of the American way of life and to promote the principles of Americanism.
· Instill in the nation’s youth a sincere desire to develop within themselves a feeling of citizenship, sportsmanship, loyalty and team spirit.
· Aid in the improvement and development of the physical fitness of our country’s youth.
· Build for the Nation’s future through our youth.

All games are played under the OFFICIAL BASEBALL RULES as published by The Sporting News of      St. Louis, MO and is modified by the National American Legion Baseball Rule Book and the Minnesota American Legion Baseball handbook.
All teams have to play at least 10 games against Legion Baseball teams to compete in regional play. There are seven (7) Regional tournaments played in each class statewide. The State Baseball Commissioner and the Board of Directors assign each team to a Regional Tournament.
Scholarship Information: An annual scholarship is awarded by the Minnesota American Legion Baseball Association to a graduating senior who demonstrates outstanding leadership, scholarship, character and citizenship and who has a demonstrated need for funding to continue their education beyond high school. Players are nominated by their respective team managers in June, and the winner is selected by the Minnesota American Legion Baseball Association each July.

The Department Commander will appoint three members to the committee.  The Committee will select their Director and Vice Director of Division I and Vice Director of Division II.

Important Dates to Remember:
· All teams must register, buy insurance and pay fees through National’s electronic registration system at www.legion.org/baseball prior to May 15th.
· A hardcopy of the Player Agreement (form 2) must be completed and signed prior to the team’s first scheduled game.
· On-line team roster (form 1) must be completed by Mid-June at www.legion.org/baseball.

Duties of the Director

· Leading ambassador for the promotion of American Legion baseball state-wide.
· Keep in contact with each District Baseball Chairman at least bi-monthly.
· Set dates and present the agenda for semi-annual meetings of the entire Legion Baseball Board of Directors.
· Call for any additional Board or Committee meetings that may be necessary to deal with issues that come up during the year.
· Lead all meetings of the Baseball Board.
· Establish duties for the other two Vice-Directors. Division I Director and Division II Director. Submit these established duties in writing to the Department Office.
· Establish duties and committee appointments for all other Directors on the Baseball Board. Examples would be: Supervising state tournaments and sub-state playoffs. Assigning teams into sub-states for playoffs, etc. These duties and appointments should be submitted in writing to the Department Office.
· Confer and consult with the State Communications Director for Calls to Meetings and other needed communications.
· Make sure Board members are getting up-to-date quarterly financial reports and are aware of expenses, both fixed and variable.
· Answer complaints, in a timely manner, that are brought forward to the Baseball Committee from the public.
· Create and modify contracts for each of the state tournaments.
· Make changes or additions to the annual Minnesota Legion baseball rulebook.
· Attend and present an overview of the condition of Minnesota American Legion Baseball at the annual Minnesota State American Legion Convention. An annual written report for Minnesota American Legion newspaper. Send periodic e-mails to team coaches and managers updating information and work of the Baseball Committee. 
· Final authority on interpretation of rules. Hear complaints and set punishments for violations of the American Legion Baseball Code of Conduct.
· Continue to find ways to expand the number of participants (teams) and to improve the satisfaction of all participants in Minnesota Legion baseball.

 BOWLING

The State Bowling Tournament is a get together of Legion, Auxiliary, and SAL participants to bowl on a given weekend and have fun. There is a traveling trophy where the Post that won the team event gets their name put on it, also individual Trophies are awarded.

To participate, get a hold of the secretary, request a date and go from there.
The only requirements are that you have to be 18 and a Legion, Auxiliary, or SAL member.
The Chairman runs a meeting at Department Convention and addresses the membership at Convention.
It is usually at the same location.  Usually, the same weekends an additional location may be added depending on turn out. No limited number of teams but would like to have teams not individuals. 

Secretary duties are to set up the bowling alley if there are bids turned in, receive all registration and get it lined up as to what weekend they want to bowl. Send assigned sheets into the bowling alley Wednesday before the weekend they bowl. Go to the bowling alley every weekend to check in bowlers and update the brackets. At the end of the tournament figure out paid bowlers and send Department a list so checks can get written. Mail out checks to the captain of the team, order trophies for 1st place in Singles, doubles, and team, and order plaques for the traveling trophies, and present, distribute the trophies.

FAST PITCH SOFTBALL

The Commander Appoints the 3-year term members and the Committee elects the Director.
The Director oversees the operations of the committee and the softball program.  Each committee member works together currently.    

TRAINING COMMITTEE

Committee Description: 
Training is a strong focus of any successful organization, especially those organizations with a large volunteer base. Lack of effective training leads to inconsistent outcomes and divergence from overall mission. Conversely, effective training leads to increased program participation, adherence to organizational values, and identification of potential leaders. The Department of Minnesota Training Committee strategic plans specifically identify training as a priority to improve membership acquisition and retention.

Committee Duties: 
The Chair of the committee: (in unison with the committee members) will make suggestions to the Department Commander concerning new (and replacement) members for the committee, based on their ability to train. The Chair will conduct meetings, at least monthly, to continually update the current status of trainings throughout the department. Additionally, the meetings will address any successes and shortcomings of the committee to ensure the best possible outcome in the future. The Chair will work with the committee to plan and evaluate training events as required or requested throughout the Department. The Chair will work with the committee to create a budget (specifically on mileage, per diem and any supplies that requiring purchasing for the upcoming year) and submit it to the Department Comptroller when requested.

The committee: is responsible for conducting training in any area of The American Legion, as required, for all members requesting such training, providing a set of standards and support of proven techniques.
The committee will assess the information and training needs of posts, districts and department and encourage, develop, coordinate and/or deliver responses to those needs. The committee will present training opportunities, schedules and information about the training programs to all members through districts and posts, as well as monthly articles in the Department newsletter The Legionnaire. The committee will establish and continue to update and improve a curriculum for Minnesota American Legion College. The goal is to hold as many colleges per year as possible and if feasible, design and designate courses that include basic, intermediate and advanced. The committee will design training workshops (both in-person and on-line) to fulfill any requested training. The committee will assist and advise the Department Adjutant in the planning of the Department Fall Conference. The fall conference is the annual training conference for the membership of the department. The committee will strive to provide an active training program that increases membership, raises retention (through increased understanding of the programs of The American Legion) and provide opportunities for participation at all levels. The committee will provide critique forms for every training conducted to ensure improvement is ongoing.
 
Committee Composition:  
[bookmark: _Hlk115268508]The Training Committee is made up of seven (7) members, having a 5-year, 4-year, 3-year, 2-year and three (3) 1-year terms.  The Department Commander appoints the 5-year member. The Committee elects their chairman.
 


Committee Outline: 
Member (Chairman)	 
Member 
Member 
Member
Member
Member
Member
Ex-Officio	Department Commander

VETERANS AFFAIRS & REHABILITATION COMMITTEE

Duties of the Committee
To formulate and recommend to the Department Executive Committee of The American Legion Department of Minnesota; policies, plans and programs on direct assistance, outreach and support for veterans and their families with the Department of Veterans Affairs (VA) claims and benefits, health care, memorial affairs and women veterans’ programs to ensure that they receive the highest quality of care from the VA for their injuries and illnesses incurred from their military service.  To coordinate the activities of the National organization in Veterans Affairs.  To oversee the effectiveness of The American Legion’s programs of service to these veterans and their dependents in claims for benefits administered by federal and state programs.  To accomplish these purposes, the committee will have an understanding of the federal and state Department of Veterans Affairs (VA), conduct system worth saving site visits annually to federal, state VA and other non-profits see fit by the committee. The committee will maintain a professional relationship with the VA, the congressional committees and staff charged with the congressional oversight of the VA in cooperation with the Department Legislative Committee.

Duties of the Chairman
The Chairman shall be present at all meetings to facilitate the dialog and when not available assign a member to conduct the meeting.  The Chairman shall, when possible, attend National Rehabilitation Site Visits.  Between meetings of the VA&R Committee, full power of the committee shall be vested in the Chairman.  The Chairman, with the Committee, will act on all resolutions assigned to them and will also prepare resolutions pertaining to all phases of veterans' rehabilitation legislation for presentation at conferences, meetings and conventions.  An Annual Report is to be written and submitted to the Editor by May 1st of each year. The VA&R Chairman will maintain all relationships with the Department of Veterans Affairs Leadership regarding offices of Department VA&R staff.  The VA&R Chairman is responsible for disseminating all information available on Rehabilitation to the District Rehabilitation Chairs and its Posts.  The VA&R Chairman is responsible for the Department Veterans Affairs & Rehabilitation Committee Budget.  

Composition of the Committee
The Veterans Affairs & Rehabilitation Committee (VA&R) is made up of five (5) members, having a 5-year, 4-year, 3-year, 2-year and 1-year appointments.  The Committee elects their own Chairman at the Fall Committee Meeting.  The Department Commander appoints the 5-year term member and any vacancies of unexpired terms with recommendations by the VA&R Chairman and Department Service Officer.   

Outline of the Committee
Member (Chairman)
Member 	
Member	 
Member	
Member
Consultant	Department Service Officer
Advisor	Assistant Department Service Officer
Consultant 	Department Adjutant	
Ex-Officio 				    Department Commander
Ex-Officio				    Minnesota Members of the National Rehabilitation
                                                                                           Commission	


VETERANS 4 VETERANS (V4V)

[bookmark: _Hlk111184243]Duties of the V4V
The duties of V4V Board are to manage the Trust from the sale of the Big Island.

Composition of the Board

The V4V Board is made up of two (2) members of the four Veterans Organizations, each serving a 2-year term.  The Department Commander appoints the 2-year member.


Outline of the Committee

Member 	DAV Representative	 
Member 	DAV Representative
Member	American Legion Representative
Member	American Legion Representative
Member	VFW Representative
Member	VFW Representative
Member	Purple Heart Representative
Member	Purple Heart Representative


MASTER SCHEDULE OF DEPARTMENT COMMITTEE MEETINGS
Pursuant to Department Executive Committee action, the following Master Schedule for all Department Committee meetings is in effect.

DEPARTMENT FALL CONFERENCE {Mandated; to be no later than November, beginning in 1976}
Normally Scheduled for Last Weekend in October
American Legion Foundation	Americanism Committee
Children & Youth Committee	Convention Corp Committee
Executive Committee	Legislative Committee
National Security Committee	Training Committee



DEPARTMENT CONVENTION MEETING
3rd. Weekend in July
American Legion Foundation	Americanism Committee
Children & Youth Committee	Convention Corp Committee
Executive Committee	Legislative Committee
National Security Committee	Training Committee

[bookmark: _Toc130297128]Internal Affairs Committee
Duties of the Committee
To maintain and update as needed the departments constitution & bylaws. Recommend changes at the annual department convention for adoption. Investigate when called upon by the Department Commander or Adjutant issues affecting the morale of members, illegal actions of members of The American Legion, post, district actions that are questionable. Write recommendations of discipline for members, districts, and posts for review by the Department Judge Advocate, Adjutant, Commander, and the Department Executive Committee. 
Duties of The Chairman
The chairman is responsible for the morale along with keeping the team on task. The chairman is responsible for mentoring each of the members so that they can be successful on the committee, in the organization and the team. Encouraging the team to be the best it can be.  Support each member of the team in the best possible way and have each member become successful in their own right. The qualities of the chair are critical to the success of the committee. Integrity, competence, insight, dedication, and effectiveness are vital. As Chairman you should always be looking for their own replacement. Key qualities of a good chairman are Passion – deep interest in the mission of the organization.
Outline of the Committee
Member (Chairman)
Member 	
Member	 
Member
























MASTER PROCEDURES
 

[bookmark: _Toc130297129]HOW TO SUBMIT NEWS ITEMS FOR THE LEGIONNAIRE

Where to submit items:
Submitted items, such as “Taps” or “Listening Post” photos, must be sent by email to tengstrom@mnlegion.org or via postal mail. (Texts to the editor’s phone are not accepted.)   “It should be noted there is a webform for “Taps” at legionnaire.org or mnlegion.org, and that is the preferred way.” 
 
Monthly deadline:
The deadline for the Legionnaire is 1 week prior to press deadline.
 
Listening Post requests:
Please provide a photo and a caption, and if there are people in the photos, please provide names and officer titles. We prefer the photos to be medium to large JPGs. Please avoid small file sizes, as photo reproduction on paper is not possible with small files. Listening Post submissions must be send via email to tengstrom@mnlegion.org. Mail or text does not suffice.
 
Stories or columns:
If you intend to write a full-fledged story or column, please call and speak with the editor first.

[bookmark: _Toc130297130]DISTRICT CONFERENCE DATES
Dates will be submitted to the Department Adjutant for publication to Candidates for higher office, all Department Officers and Past Department Commanders. The schedule will also be posted on the Department website.

[bookmark: _Toc130297131]AMERICAN LEGION CAP REGULATIONS
The following are the existing regulations with regard to American Legion Special Caps as listed below. The original National Executive Committee action on Special American Legion Caps was taken in May of 1937 and provides as follows:
[image: A picture containing text, skin cream

Description automatically generated]DEPARTMENT OFFICERS: (All White Cap)





[image: Logo, company name

Description automatically generated]This cap is to be worn only while serving in office. Upon retiring, you must revert to all blue Post Cap with proper title designation on right side.
DISTRICT OFFICERS: (Blue Cap with White Top)







This cap is to be worn only while serving in office. Upon retiring, you must revert to all blue Post Cap with proper title designation on right side.
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Description automatically generated]COUNTY OFFICERS: (All Blue Cap, Piped in Silver, Lettered in White)










This cap is to be worn only while serving in office. Upon retiring, you must revert to all blue Post Cap with proper title designation on right side.

POST OFFICERS: (All Blue Cap)

[image: Uniform Caps]Post




This cap is to be worn only while serving in office. Upon retiring, you must revert to all blue Post Cap with proper title designation on right side

For your information, the following are the National regulations relative to the above officers:
“That Officers of the National Organization, Departments, Districts, and Counties of The American Legion, be authorized to wear Caps designating their office, be extended to mean ALL CONSTITUTIONAL Officers of such Organizations, whether elected or appointed.” The foregoing is, of course, governed by the Constitution of each Department.

No prior authorization for American Legion Caps for the above Officers is required by Department Headquarters. In order to expedite the ordering of these caps, it would be appreciated if you would follow the procedure listed below:
Read the National Emblem Sales Catalog.
Select the cap of your choice and remit the necessary check or money order (payable to National Emblem Sales).
Contact Emblem Sales at: www.emblem.legion.org or call 1-888-453-4466





THANK YOU FOR YOUR SERVICE!
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