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STANDING RULES
OF
THE AMERICAN LEGION AUXILIARY
DEPARTMENT OF COLORADO

PREFACE

Contained herein are the American Legion Auxiliary Department of Colorado Standing Rules,
Department Policy and Procedures Manual, and Financial Management and Oversight Procedures. Each
of these documents shall be considered “Standing Rules” and are governing documents of the American
Legion Auxiliary Department of Colorado and must be reviewed and updated annually by the respective
committees and ratified by the Department Executive Committee (DEC). Standing Rules have the same
importance as the Department Bylaws and may be amended as frequently as needed.

A standing rule may be amended or rescinded by a two-third vote of the Department Executive
Committee, or, if notice has been given, by a majority vote.

MISSION STATEMENT

In the spirit of Service Not Self, the mission of the American Legion Auxiliary is to support The American
Legion and honor the sacrifice of those who serve by enhancing the lives of our veterans, military, and
their families, both at home and abroad. For God and Country, we advocate for veterans, educate our
citizens, mentor youth, and promote patriotism, good citizenship, peace, and security.

VISION STATEMENT

The vision of the American Legion Auxiliary is to support The American Legion while becoming the
premier service organization and foundation of every community providing support for our veterans, our
military, and their families by shaping a positive future in an atmosphere of fellowship, patriotism,
peace, and security.

PURPOSES
In fulfillment of our mission, the American Legion Auxiliary adheres to the following purposes:

e To support and advocate for veterans, military, and their families.

e To support the initiatives and programs of The American Legion.

e To foster patriotism and responsible citizenship.

e To award scholarships and promote quality education and literacy.

e To provide educational and leadership opportunities that uphold the ideals of freedom and
democracy and encourage good citizenship and patriotism in government.

e To increase our capacity to deliver our mission by providing volunteer opportunities within our
communities.

e To empower our membership to achieve personal fulfillment through Service Not Self.
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VALUES
Our statement of values is predicated on the founding purposes:

e Commitment to the four founding principles: justice, freedom, democracy, loyalty.
e Service to God, our country, its veterans, and their families.

e Tradition of patriotism and citizenship.

e Personal integrity and family values.

e Respect for the uniqueness of individual members.

e Truthful, open communication in dealing with the public and our members.

e Adherence to the adopted policies and rules.
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AMERICAN LEGION AUXILIARY
DEPARTMENT OF COLORADO — CODE OF ETHICAL CONDUCT

When acting as representatives or members of The American Legion Aukxiliary, all members shall comply
with the governing documents of the national, department, district, and unit organizations and conduct
themselves in a manner that reflects positively on The American Legion Auxiliary.

The following guidelines describe expected standards of conduct and apply to all American Legion
Auxiliary members, including those elected to office, appointed to positions, or employed by the
organization.

All Auxiliary members shall:

Perform their assigned duties with honesty, integrity, and openness.

B. Foster an atmosphere that builds respect, credibility, and public trust in The American Legion
Auxiliary.

C. Be knowledgeable of and comply with all applicable federal, state, and local laws and regulations,
including but not limited to those related to human resources, financial accountability, taxation,
fundraising, trademark protection, and licensing.

D. Responsibly manage and preserve the organization’s assets and funds and ensure expenditure is
prudent and appropriate.

E. Provide comprehensive and timely information to the public when appropriate and authorized.
Recuse themselves from deliberations, discussions, or votes on any matter in which they may
directly or indirectly benefit.

G. Ensure all fundraising activities accurately reflect and support the mission and objectives of The
American Legion Auxiliary.

H. Recognize and respect the diverse backgrounds, experiences, and talents of members and utilize
those strengths for the betterment of the organization.

I. Be familiar with and uphold this Code of Ethics and encourage compliance among all members.
Whenever possible, concerns or violations should first be addressed on a one-to-one basis or at the
unit level.

J. If concerns cannot be resolved at the local level, members may report violations through the
organization’s whistleblower protection process.

K. A whistleblower is any member who, in good faith, promptly reports a suspected violation of this
Code and is protected from retaliation. Reported concerns will be reviewed and investigated by the
appropriate individuals or bodies.

L. Any member who knowingly, maliciously, or recklessly reports false information shall not be
considered a whistleblower and shall not be protected under the whistleblower policy.

M. Upon election to a department office or appointment as a department committee chair, members
shall sign a confidentiality agreement and a conflict-of-interest compliance statement.

N. Members shall not create or use mailing or email distribution lists from the Department Directory
for the purpose of distributing personal opinions, political commentary, or unauthorized
correspondence. District leadership may distribute information related to local community, Auxiliary,
or veteran-related events. Failure to comply may result in disciplinary action.
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AMERICAN LEGION AUXILIARY
DEPARTMENT OF COLORADO — STANDING RULES

| - DEPARTMENT ORGANIZATION

1. The headquarters of the American Legion Auxiliary, Department of Colorado, shall be established
and maintained. The organization may operate without a centralized office location. The principal
place of business, staff, contractors, and volunteers may work remotely from their homes or other
approved locations; however, all department officers and department staff must be based within the
State of Colorado.

2. The national judge advocate has given the opinion that a post has no power to regulate a unit, nor
Department Legion to regulate Department of Auxiliary. (NC 1937)

Il - DEPARTMENT CONVENTION

1. The date and place of the department Mid-Year and/or convention of the American Legion Auxiliary,
Department of Colorado shall conform to that of The American Legion, Department of Colorado. In
the event The American Legion does not set a time and place, the American Legion Auxiliary
Department Executive Committee will set a time and place to conduct necessary business.

2. The department president shall be the chair of the convention.

The department secretary shall be the secretary of the convention.

4. The programs and agendas for the meetings of the executive committee, mid-year conference, and
department convention shall be established and distributed well in advance of each meeting. The
programs, agenda, and the “call” to the mid-year conference and department convention must be
distributed a minimum of thirty (30) days prior to the meetings.

5. Proposed Budgets for the Department and Girls State will be distributed and presented at the Post
Con DEC meeting.

6. Convention book of reports: Each standing committee chair and elected and appointed department
officers shall prepare a report of their activities during the auxiliary year to be published in the
convention book of reports.

7. A Minutes Approval Committee shall be appointed by the Department President and consist of no
more than three (3) members, in addition to the Department Secretary. Draft minutes shall be
submitted to the Secretary for review and consolidation. Upon review, agreement, and approval by
the Minutes Committee, the minutes shall be signed by all committee members, including digital
signatures, and submitted to the Department President for approval and posting on the department
website.

8. All unit and district histories and chaplain’s books as well as the poppy centerpieces shall be brought
to the department convention for judging.

lll - DUTIES OF DEPARTMENT OFFICERS

Department officers should reference the Department Policies & Procedures Manual, where all
department officer positions and responsibilities are maintained. All elected and appointed department
officers must be members in good standing within their local units in the Department of Colorado.
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Department officers are expected to attend all special meetings, Department Mid-Year Conference, and
Department Convention. Officers are also encouraged to attend district mid-year meetings, unit events
and activities, invited special events, and events where national officers are visiting. National officers
may represent the American Legion Auxiliary, The American Legion, or the Sons of The American Legion.

The Department of Colorado will have the following elected officers:

e NEC (2-year term)
e President

e President-Elect

e Vice President

e Chaplain

The Department President will Appoint the following officers to serve for a one-year term, ex-officio
(voice but no vote):

e Parliamentarian
e Sergeant-at-Arms

The following positions will be by application, reviewed, vetted and hired by the HR Committee and
ratified by the DEC. These are ex-officio (voice but no vote) officers and are appointed for a minimum of
a three (3) year term for consistency and efficiency:

e Secretary
e Treasurer
e Membership Coordinator

IV - COMMITTEES

The Department President shall appoint such committees as deemed necessary or advisable, i.e. Ad-Hoc
or subcommittee. All committees and committee appointments are subject to ratification by the
Department Executive Committee. Members appointed to standing committees must be members in
good standing within their respective units.

Department committee chairs shall maintain a file of records, reports, and activities conducted during
their term. These records shall be transferred to their successor or submitted to the Department
Secretary upon request to ensure continuity and provide information for the incoming chair.

Department committee chairs shall select first, second, and third place units and/or districts to receive
citations awarded at department expense.

Whenever possible, each standing committee shall consist of three (3) members.

Refer to Policy & Procedure Manual for specific committee responsibilities
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Section 1. Standing Committees: One-year appointments
STANDING COMMITTEES

e Americanism

e Children & Youth

e Community Service

e Distinguished Guests

e Fundraising (Department Presidents Project)
e History Committee

e Junior Activities

o legislative

e National Security (NEC Chairs)

e Poppy
o VA&R (Vice President Chairs)

MEMBER/ORGANIZATIONAL SUPPORT

e Auxiliary Emergency Fund
e Leadership (President-Elect Chairs)
e Public Relations

Section 2. Standing Committees: Three-year appointments
The department president shall appoint a new member each year to serve three-year rotating term:

e Education
e Membership
e Constitution, Bylaw, Standing Rules, and Procedures

Section 3. Standing Committees: Three (3) year appointment, staggered terms = application required

The following committees shall be filled in through an application process and are subject to ratification
by the Department Executive Committee (DEC). Refer to the Policy and Procedure Manual for specific
requirements, responsibilities, and selection procedures.

e Audit

e Finance

e HR Committee
e Girls State

Section 4. Electronic meetings committees

Committees may conduct business via telephone and internet provided all members have an equal
opportunity to hear from and communicate with everyone else. Documents may only be considered if all
members receive them prior to being considered.

ALA Dept of CO Standing Rules 8



Section 5. Removal from a committee

Any committee chair or committee member who fails to fulfill the duties and responsibilities outlined in
these governing documents may be removed and replaced by the Department President, subject to
approval of the Department Executive Committee. Written notice stating the reason for removal shall be
provided to the committee member prior to removal from the committee.

Section 6. Replacement of a committee chair

When a vacancy occurs of a committee chair and a replacement is necessary, the Department President
may appoint a replacement for all committees except those filled through an application process. Any
replacement committee chair appointed by the Department President shall be subject to ratification by
the Department Executive Committee (DEC).

Section 7. Replacement of committee members

Committee members may be replaced without ratification by the Department Executive Committee
(DEC), except for members serving on three-year committees and committees filled through an
application process. Any replacement appointment for a three-year committee or an application-based
committee shall be subject to ratification by the DEC upon presentation of the appointment.

V - DEPARTMENT SCHOLARSHIPS

When funds are available, the scholarships that are available through the department education
committee are as follows:

e One department president scholarship (non-traditional) of $1,500.00. Recipient must be a
member in good standing of the auxiliary.

e One department junior scholarship of $1,500.00. Recipient must be a junior member in good
standing of the auxiliary.

VI - MEMBER PER CAPITA DUES AND ASSESSMIENTS

Section 1. Annual dues shall be paid either annually for the succeeding calendar year or through the
purchase of a life membership (PUFL).

Any member who fails to pay annual dues by January 31 shall be considered delinquent and suspended
from all membership privileges. Payment of the delinquent dues after suspension shall restore the
member to active status.

Any member who remains delinquent through December 31 of the year in which the dues became
payable shall automatically be dropped from the membership role. Reinstatement after being dropped
shall require compliance with the unit’s membership procedures, including a vote of the unit if required
by the unit constitution, payment of all applicable past dues, or re-establishment of eligibility and
application as a new member.

Section 2. Dues for senior members shall be $36.00 per annum which shall include department ($18.00
per capita as of 2019 membership year), and national (518.00 per capita as of 2024 membership year)
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and includes the national magazine. Dues for junior members shall be $7.00, of which $1.50 will be put
into the junior restricted accounts to be used for junior activities or travel expenses. The junior dues shall
include national and department dues but no subscriptions to papers or magazines.

The membership dues for the department headquarters Unit #211 shall be the average of the unit dues
rounded up to the next dollar. Dues that have been established by a department convention shall remain
in force until changed by subsequent department or national convention action.

Section 3. Unit Assessments (DC 2012)

e Education-0.75¢
e Unit bond of $5.50
e One department convention delegate fee of $12.00

VIl - FINANCIAL EXPENDITURES TO OFFICERS, COMMITTEES, AND MEMBERS

This standing rule identifies possible expenditures for department officers and standing committees.
Expenditure will only be considered if it is included in the annual budget and if funds are available to pay
the requested expense. The finance committee should authorize the expenditure before any money is
spent by the department officer or committee chair. Requests for reimbursement are to be made on the
Travel and Expense Report with attached receipts. Payment to be made after approval by the Finance
Committee.

The suggested expenditures are as follows:

1. Distinguished Guest Committee — not to exceed budget.
A. National President Visit

e Hotel Room.
e Donation to NP Project up to a $100.00 Maximum.
e Meals for the National President and companion.

B. Northwest Division National Vice President

e Hotel Room.
e Meals for NW Division VP and companion.

Distinguished Guest Committee: One (1) room as needed per night. Up to two meals per day for three
(3) Committee members. Distinguished guest committee should include the National Executive
Committee member (NEC) if available and other past department officers. Current Department officers
are encouraged to travel with the national guests and will utilize their line-item budget for any expenses.

Mileage: Department officers, Department Committee Chairs, and Department Committee members
may be reimbursed for mileage per the National rate for non-profits after approval of the Finance
Committee and within the current year’s budget.
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Other budgeted line-items (refer to budget for specific allowable usage):

e Poppy posters winners up to $200.00.
e Americanism Essay winners up to $150.00.

National Leadership Any member/officer “called” to attend National Leadership Training held in May
shall be reimbursed for travel expenses (airfare/half hotel rate/meals) after National reimbursement.

National Convention

e Delegates attending National Convention must attend convention meetings as well as prepaid
events: Member of the Year Luncheon and States Dinner. If a delegate fails to attend a prepaid
event, they must reimburse the department.

e National Convention Delegates may receive a reimbursement of up to $1,000.00 each for
approved expenses.

e National Convention Alternates and Guests are not eligible for reimbursement; however, they
are eligible and must attend convention meetings as well as prepaid events: Delegate Fees,
Member of the Year Luncheon and States Dinner.

VIl = PARLIAMENTARIAN

e A parliamentarian is appointed by the department president annually.

e The parliamentarian is seated near the department president and provides advice when
requested to do so by the department president.

e The parliamentarian should be familiar with parliamentary procedure, with Robert’s Rules of
Order, Newly Revised, and the Department Bylaws, Standing Rules, and Policies & Procedures
Manuals.

IX- DISTRICTS

Districts of the Department should reference the Department Policies & Procedures Manual, where all
district information is maintained.

X- UNITS

Units of the Department should reference the Department Policies & Procedures Manual, where all unit
information is maintained.
Xl — NATIONAL CONVENTION

e The outgoing Department President shall be the chair of the national convention delegation.
Should the outgoing Department President not attend National Convention a delegate chair shall
be appointed in their place. Prior to the convention shall:

o Call a caucus of the delegation to ascertain those in attendance.
o When possible, appoint an alternate delegate from the same area as the delegate.
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o Advise the delegates that they must be in attendance on the convention floor to be
eligible for reimbursement of delegate fees.
e The national organization discourages gift giving to other NECs, and department officers. If gifts
are given at the national convention, the donating member will be responsible for the expenses.
e The outgoing Department President will appoint a Delegate Secretary and Delegate Page.

XIl - DEPARTMENT GENERAL STANDING RULES

e The names of all elected department officers must be sent to national headquarters not more
than thirty (30) days after the department convention. This list shall include the name of the
current Department Secretary and Department Treasurer.

e The names of all department committee chairs and correct mailing addresses must be sent to
national headquarters, NOT LATER THAN AUGUST 1st, so their names shall be available for the
new national committee chair to send current materials from national headquarters.

e Assoon as the national plan is published on the national website, the Department Secretary will
notify the committee chair when the pertinent materials are available on the national website.

e Assoon as a copy of recommendations and resolutions adopted at the national convention is
received by the Department Secretary, the department committee chair will be advised of all the
changes.

e When a candidate for a national office is presented, the candidate shall submit travel expenses
for reimbursement, if approved in advance by the department finance committee and the
Department Executive Committee.

XIll - ELECTRONIC MEETINGS

Electronic meetings and voting are allowed using the technology that allows maximum participation by
the Department Executive Committee, Mid-Year, Pre-Convention, Convention, special or unscheduled
committee and regular business meetings. (See Electronic Meeting rules in our Policy and Procedure
Manual.)
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