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DEPARTMENT POLICIES 

This Policies & Procedures Manual contains the operational procedures, guidance, charters, and 
administrative practices used by the American Legion Auxiliary Department of Colorado. The manual 
serves as a separate governing document intended to support consistent, ethical, and effective 
operations throughout the organization. 

This manual provides procedures, responsibilities, and operational guidance for Department officers, 
employees, standing committees, application-based committees, Districts, Units, committee chairs and 
members, and other individuals serving the organization. Newly elected or appointed officers, 
committee chairs, committee members, employees, contractors, and applicable volunteers should 
receive access to this manual and become familiar with its contents. 

The procedures and charters contained within this manual are intended to: 

• Support compliance with National and Department and governing documents and applicable 
laws. 

• Promote consistency, accountability, transparency, and organizational continuity. 
• Clarify responsibilities, authority, operational expectations, and reporting relationships. 
• Provide guidance for leadership transitions and preservation of organizational knowledge. 
• Establish operational procedures related to meetings, reporting, records management, 

appointments, and governance functions. 

A Charter is a governance document that defines the purpose, authority, structure, responsibilities, and 
operational expectations of an officer position, committee, program, or organizational function within 
the American Legion Auxiliary Department of Colorado. 

Charters may apply to Department Officers, Standing Committees, Application-Based Committees, Ad-
Hoc Committees, programs, operational functions, and governance processes. 

This manual and all related charters shall be reviewed periodically and updated as necessary to ensure 
alignment with National and Department governing documents, policies, and organizational practices. 

When conflicts arise between this manual, any charter, or any procedure contained herein and the 
National Constitution & Bylaws, Department Bylaws, Standing Rules, or applicable laws, the higher 
governing authority shall prevail. 

The following applies to ALL Policies & Procedures herein: 

PARLIAMENTARY AUTHORITY: Robert’s Rules of Order, Newly Revised, shall govern the Committee 
where not otherwise specified. 

AMENDMENTS: The Policies & Procedures may be amended or revised by ratification of the Department 
Executive Committee provided such changes remain consistent with the Department and National 
governing documents. 
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DEPARTMENT OFFICERS 
 

Department Officers serve as the elected or appointed leadership of the American Legion Auxiliary 
Department of Colorado and are responsible for guiding, administering, and supporting the organization 
in carrying out its mission and programs. Officers provide strategic leadership, governance oversight, 
operational administration, financial stewardship, communication, membership support, and program 
coordination in accordance with National and Department governing documents. 

Department Officers play an essential role in ensuring organizational continuity, accountability, 
transparency, and compliance with applicable policies, procedures, and laws. They support Units, 
Districts, committees, programs, and members while promoting the mission, values, and objectives of 
the American Legion Auxiliary. 

The effectiveness of the organization depends on officers working collaboratively, ethically, and 
professionally to maintain sound governance, protect organizational assets, support membership 
growth, and strengthen services provided to veterans, military families, youth, and communities 
throughout Colorado. 
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NATIONAL EXECUTIVE COMMITTEE (NEC) MEMBER 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The National Executive Committee Member (NEC) serves as the official representative of the 
American Legion Auxiliary Department of Colorado (ALACO) on the National Executive Committee. 

Section 2. The NEC supports the mission of the American Legion Auxiliary and provides communication 
between the Department and National organization, consistent with ALA National C&B Article X. 

ARTICLE II – AUTHORITY 

Section 1. The NEC operates in accordance with National and Department governing documents. 

Section 2. The NEC serves on the National Executive Committee, the governing body between National 
Conventions, consistent with ALA National C&B Article X, Section 1. 

Section 3. The NEC represents the Department of Colorado in all National matters. 

ARTICLE III – ELIGIBILITY 

• Must be a member in good standing (ALA National C&B Article III) 
• Must be familiar with governing documents 
• Demonstrates leadership and commitment 
• Must be a Past Department President for the Department of Colorado 

ARTICLE IV – ELECTION AND TERM 

Section 1. The NEC is elected in accordance with Department governing documents. 

Section 2. The NEC serves a two (2) year term and may be re-elected. 

Section 3. Service aligns with ALA National C&B Article X. 

ARTICLE V – DUTIES 

• Serve on National Executive Committee 
• Represent Department interests 
• Communicate National initiatives 
• Provide reports to Department 
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ARTICLE VI – MEETINGS 

The NEC attends National Executive Committee meetings and National Convention consistent with ALA 
National C&B Article X. 

ARTICLE VII – EXPENSES 

National may reimburse partial expenses; Department may supplement per finance Policies. 

ARTICLE VIII – DEPARTMENT ROLE 

• Presented by Department President 
• Introduces all National guests 
• Advises District Executive Committee Member 
• By virtue of their position, they serve as the National Security Chair for the Department of Colorado 

ARTICLE IX – COMPLIANCE 

The NEC shall adhere to all governing documents and ethical standards. 
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DEPARTMENT PRESIDENT 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Department President (the “President”) serves as the chief elected officer of the 
American Legion Auxiliary Department of Colorado (ALACO), providing strategic leadership, governance 
oversight, and representation. 

Section 2. The President ensures alignment with National and Department governing documents and 
advances the mission and programs of the American Legion Auxiliary. 

ARTICLE II – AUTHORITY 

Section 1. The President shall operate in accordance with ALACO Bylaws, Standing Rules, and 
Department Procedure Manual and National Bylaws. 

Section 2. The President presides over all Department meetings and serves as Chair of the Department 
Executive Committee.  The president must remain impartial and votes when necessary for outcome. 

ARTICLE III – ELIGIBILITY AND EXPECTATIONS 

• Maintain active membership in good standing 
• Demonstrate knowledge of governing documents 
• Serve impartially and with integrity 
• Act in the best interests of the Department, at all times 
• Maintains a professional matter in execution of all duties 
• Is the face of the organization 
• The President remains informed of day-to-day operations but does not engage in their 

execution, i.e. opens mail, emails, etc. but entrusts their committee chairs, officers, and staff to 
conduct the business of the department and keep them informed. 

ARTICLE IV – DUTIES AND RESPONSIBILITIES 

Section 1. Governance and Leadership 

• Preside over all Department meetings and ensure orderly conduct 
• Serve as ex-officio member of all committees, remaining informed but not engaged in daily 

operations 
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• Work in tandem with committee leadership direction and set strategic priorities for the 
Department 

• Ensure compliance with all governing documents 
• Facilitate effective decision-making by the Department Executive Committee 

Section 2. Financial Oversight 

• Ensure all expenditures are within approved budget allocations 
• Maintain documentation and receipts for all expenses 
• Work with Treasurer and Finance Committee to monitor financial health 
• Ensure transparency and accountability in financial matters 

Section 3. Planning and Coordination 

• Coordinate agendas with Secretary, Treasurer, and officers 
• Plan and oversee Department Executive Committee meetings 
• Collaboration with Department Commander and Detachment Commander on joint events 
• Lead planning efforts for Midyear Conference and Department Convention 

Section 4. Communication and Publications 

• Provide content for Department directory and official publications 
• Communicate deadlines and expectations to committee chairs 
• Ensure timely distribution of bulletins and meeting materials 
• Maintain open communication with membership 

Section 5. Representation and External Relations 

• Represent the Department at National Convention and Division events 
• Coordinate official visits of National leadership 
• Serve as primary spokesperson for the Department or designates representative 
• Promote ALA programs and initiatives publicly 

Section 6. Program Oversight 

• Support all Department programs and committees 
• Provide guidance and oversight without direct operational control 
• Ensure programs align with organizational mission 
• Recognize and support volunteer contributions 

Section 7. American Legion Auxiliary Colorado Girls State 

• Provide a welcome letter for the Girls State manual 
• Attend opening and closing sessions when possible or appoint a representative 
• Sign certificates and provide recognition materials 
• Support program leadership and participants 
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• Perform additional duties as requested 
 
Section 8. National Guests 

• They plan the activities and events for the National President and Northwest Division National 
Vice President 

• The Department President is expected to attend all events / meetings. 
• The Department President will serve as the chair of the Distinguished Guests Committee; 

expenses related to these visits will be reimbursed through the President’s budget. 
• The Department Treasurer and / or Secretary will make all travel and hotel arrangements. 

 
Section 9. Department President Unit Guidelines 

• The Unit may host a reception in honor of the Department President, typically held following 
installation. 

• The Unit should strive to achieve its membership goals prior to Midyear Conference, or no later 
than January 31. 

• The Unit is expected to process membership through ALA MIS in a timely and accurate manner. 
• The Unit should issue dues notices to members in advance of the President’s term and may 

present collected dues at the close of the Convention at which the President is elected. 
• The Unit should continue to support the Department President throughout her term, 

recognizing that additional assistance may be appropriate based on travel, events, and official 
responsibilities. 

ARTICLE V – EXPENSES AND REIMBURSEMENT 

The Department may reimburse expenses related to official duties in accordance with approved budgets 
and finance policies, including travel to National Convention and Washington Conference. A Department 
President may not submit reimbursement for personal district business. 

ARTICLE VI – MEETINGS 

Section 1. The Department President ensures proper planning and execution of all Department 
meetings, conferences, and conventions. 

Section 2. The Department President shall make every effort to attend fall conferences to support the 
units and present the programs and initials for the upcoming year. 

Section 3. The Department President should meet and communicate with District officers, Unit 
Presidents, members, and Department chairs to strengthen relationships and identify future leadership 
potential. 

Section 4. The Department President shall use District engagement opportunities to encourage 
participation from members active at the District level who have not yet served at the Department level. 

Section 5. The Department President shall work with the Department Commander and Detachment 
Commander to set dates for fall District conference visitations when appropriate.  
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ARTICLE VII – COMPLIANCE AND ETHICS 

The President shall adhere to all governing documents, maintain ethical conduct, ensure impartial 
leadership, and avoid conflicts of interest. 

Section 1. The Department President shall act in the best interest of ALACO and shall maintain 
confidentiality, impartiality, and professionalism in all leadership and planning matters. 

Section 2. The Department President shall comply with conflict-of-interest requirements and shall avoid 
using the position for personal benefit. 
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DEPARTMENT PRESIDENT-ELECT 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Department President-Elect (the “Department President-Elect”) shall be an elected officer 
of the American Legion Auxiliary Department of Colorado (ALACO), established to prepare for succession 
to the office of Department President, support Department leadership, promote leadership 
development, and assist in planning for the upcoming administrative year. 

Section 2. The Department President-Elect shall support the mission of the American Legion Auxiliary by 
encouraging leadership, mentoring members, strengthening communication among Units, Districts, 
Department leadership, and ensuring continuity of Department operations.  

ARTICLE II – AUTHORITY 

Section 1. The Department President-Elect shall operate in accordance with ALACO Bylaws, Standing 
Rules, and Department Procedure Manual and National Bylaws. 

Section 2. The Department President-Elect is expected to read, understand, and regularly consult the 
National and Department Bylaws, Standing Rules, Procedure Manual, Department Operations Guide, 
Unit Guidebook, and other governing and reference documents applicable to Department operations. 

ARTICLE III – ELIGIBILITY AND EXPECTATIONS 

Section 1. The Department President-Elect shall be a member in good standing and shall meet all 
eligibility requirements established by ALACO governing documents. 

Section 2. The Department President-Elect shall demonstrate commitment to impartial leadership, 
confidentiality, ethical conduct, respectful communication, and the orderly succession of Department 
leadership. 

Section 3. The Department President-Elect shall use the Department President-Elect year to learn 
Department operations, understand the duties of the Department President, prepare committee 
appointments, participate in planning activities, and support the sitting Department President without 
assuming the President’s authority prior to installation. 
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ARTICLE IV – ADVISORY COMMITTEE 

Section 1. The Department President-Elect shall select an advisory committee consisting of three (3) to 
five (5) Past Department Presidents to serve as advisors during the Department President-Elect’s term of 
office. 

Section 2. The advisory committee shall provide historical knowledge, procedural guidance, leadership 
mentoring, and practical support as requested by the Department President-Elect. 

Section 3. The advisory committee shall be advisory only and shall not supersede the authority of the 
Department Executive Committee, Department officers, or governing documents. 

ARTICLE V – LEADERSHIP DEVELOPMENT AND TRAINING 

Section 1. The Department President-Elect shall promote leadership development at the Unit, District, 
and Department levels. By virtue of the position, the President-Elect will serve as the Department 
Leadership Chair. 

Section 2. The Department President-Elect shall provide or coordinate educational opportunities that 
strengthen members’ understanding of ALA history, programs, mission, governance, and organizational 
structure. 

Section 3. The Department President-Elect shall encourage members to use official ALA reference 
materials, including the Department Operations Guide, Unit Guidebook, Manual of Ceremonies, and 
applicable Constitution and Bylaws for the Unit, District, Department, and National organization.  

Section 4. The Department President-Elect may coordinate leadership development conferences or 
training. A reasonable fee may be charged to defray the cost of required materials printed by the 
Department office or instructor, provided such fee is authorized and handled in accordance with 
Department financial procedures. 

Section 5. The Department President-Elect shall develop or support a mentoring program that utilizes 
the knowledge and experience of members who have served as Auxiliary leaders beyond the Unit level. 

Section 6. The Department President-Elect shall help nurture a culture of goodwill, mutual respect, and 
service at all levels of the organization. 

ARTICLE VI – CONFERENCE ATTENDANCE AND DISTRICT ENGAGEMENT 

Section 1. The Department President-Elect should make every effort to attend fall conferences to 
support the Department President and gain familiarity with the purpose, process, planning, and 
expectations for Department visitations. 

Section 2. The Department President-Elect should meet and communicate with District officers, Unit 
Presidents, members, and Department chair to strengthen relationships and identify future leadership 
potential. 



ALA Dept of CO    Policies & Procedures      13   
 

Section 3. The Department President-Elect shall use District engagement opportunities to encourage 
participation from members active at the District level who have not yet served at the Department level. 

Section 4. The Department President-Elect shall begin planning and meeting with the Department Senior 
Vice Commander and incoming Detachment Commander to set dates for fall District conference 
visitations when appropriate, for their year.  Typically, planning begins in February. Upon confirmation of 
the dates for district conferences, notice should be sent to District officers, Unit Presidents, and 
Department Chairs. 

ARTICLE VII – COMMITTEE APPOINTMENTS AND RATIFICATION 

Section 1. The Department President-Elect shall begin early planning for committee chair and committee 
member appointments. Personal contact should begin after Mid-Year Conference to allow sufficient time 
for communication, follow-up, and thoughtful selection. 

Section 2. The Department President-Elect should consider, when making appointments, members with 
previous Department service and should also encourage qualified members from Units and Districts who 
have not yet served at the Department level. 

Section 3. The Department President-Elect shall present a list of selected committee chairs and 
committee members to the post-convention Department Executive Committee meeting for ratification, 
in accordance with Department governing documents. 

Section 4. The Department President-Elect shall provide committee training to define duties, 
expectations, reporting requirements, and communication procedures for the upcoming year. 

Section 5. The Department President-Elect shall appoint a Parliamentarian who is knowledgeable in the 
ALACO Bylaws and Robert’s Rules of Order, Newly Revised. 

ARTICLE VIII – INSTALLATION AND TRANSITION 

Section 1. The Department President-Elect shall select an Installation Officer for the upcoming 
installation ceremony. 

Section 2. The Department President-Elect shall coordinate installation arrangements with the 
installation team and any other appropriate Department representatives. 

Section 3. The Department President-Elect shall assume the office of Department President at the 
beginning of the post-convention Department Executive Committee meeting, in accordance with 
Department governing documents and installation procedures. 

Section 4. The Department President-Elect shall prepare for the transition by coordinating committee 
appointments, meeting schedules, budget planning, themes, communications, and official visit requests 
before assuming office. 
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ARTICLE IX – MEMBERSHIP ACTIVITY AND MEMBERSHIP THEME 

Section 1. The Department President-Elect shall plan, facilitate, and preside during the Membership 
Activity at Department Convention. 

Section 2. The Department President-Elect shall work with the Membership Chair and the Department 
President on arrangements for the Membership Activity, including location, price, program content, and 
publicity. 

Section 3. The Department President-Elect shall initiate contact and communication for the Membership 
Activity early in the administrative year so that necessary information may be included in the Call to 
Convention. 

Section 4. The Department President-Elect and Membership Committee Chair shall select the 
Department membership theme for the upcoming year. 

ARTICLE X – DEPARTMENT THEME, PIN, AND SPECIAL PROJECT 

Section 1. The Department President-Elect shall select a Department theme for the upcoming year, 
subject to approval by the Department Executive Committee during Mid-Year Conference or as 
otherwise required by Department governing documents. 

Section 2. The Department President-Elect may select a pin design to coordinate with the Department 
theme; however, a pin is not mandatory.   

Section 3. Proceeds from any Department President’s pin should be used for a VA facility, the President’s 
project, or another approved purpose consistent with Department Policies and financial guidelines. 

Section 4. Pin orders should be placed after Mid-Year Conference and after required approvals are 
obtained. If the American Legion Auxiliary name, emblem, or trademark is used, the Department 
President-Elect shall comply with National emblem/trademark requirements and obtain approval from 
the National Secretary when required. The Department will purchase up to 500 pins. Reimbursement for 
the cost of the pins will be allocated from fundraising efforts. 

ARTICLE XI – BUDGET AND FINANCIAL PLANNING 

Section 1. The Department President-Elect shall work with the Finance Committee and Department 
Treasurer to develop the proposed budget for the upcoming administrative year. 

Section 2. The Finance Committee Chair and Department Treasurer will present a draft proposed budget 
to the Department President-Elect (Department President-Elect). The Department President-Elect may 
recommend additions or revisions. The Finance Committee will then review and finalize the proposed 
budget, which will be presented by the Finance Committee Chair and/or Treasurer at the post-
convention Department Executive Committee (DEC) meeting during Department Convention. 

Section 3. The Department President-Elect shall ensure that proposed programs, trainings, visitations, 
pins, and projects are planned within budgeted funds and consistent with Department finance 
guidelines. 
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Section 4. The Department President-Elect shall not obligate the Department beyond approved budgets 
or authorized financial procedures. 

ARTICLE XII – NATIONAL CONFERENCE AND OFFICIAL VISITS 

Section 1. The Department President-Elect’s expenses for the Department Leadership National 
Conference in Indianapolis may be paid by the National Organization when allowed by the National 
budget and only when the Department President-Elect receives a call-in or authorization from National. 

Section 2. The Department President-Elect should consider dates for the official visitation of the National 
President. When National Headquarters sends a request form, the Department President-Elect shall 
provide three proposed dates for the National President’s visit to Colorado, after appropriate 
coordination with Department leadership. 

Section 3. The Department President-Elect should consider dates for the visitation of the Northwest 
Division National Vice President for the upcoming year. Dates should be selected early and 
communicated for inclusion on the officer’s calendar. 

Section 4. If the National President or Northwest Division National Vice President visit is scheduled 
outside Mid-Year Conference or Department Convention, the Department President-Elect shall ensure 
that special invitations, logistics, and arrangements are coordinated with the appropriate Department 
officers and committees. 

Section 5. Distinguished guests committee.  The Department President-Elect is not a member of the 
committee but encouraged to attend visits of the National President and the Northwest Division 
National Vice President.  Expenses related to these visits are reimbursed through the Department 
President-Elect budget. 

ARTICLE XIII – UNIT MEMBER OF THE YEAR 

Section 1. The Department President-Elect shall oversee the Unit Member of the Year Award process, 
unless otherwise assigned by Department governing documents or Policies. 

Section 2. Responsibilities may include ensuring the nomination process is communicated, deadlines are 
established, criteria are followed, selections are coordinated, and recognition is prepared for 
presentation at the appropriate Department event. 

Section 3. The Department President-Elect shall maintain fairness, consistency, and confidentiality in 
award review processes as appropriate. 

ARTICLE XIV – COMMUNICATION, REPORTING, AND DOCUMENTATION 

Section 1. The Department President-Elect shall communicate regularly with the Department President, 
Department Secretary, Department Treasurer, Membership Chair, Membership Coordinator, Finance 
Committee, District officers, and incoming committee appointees regarding planning for the upcoming 
year. 



ALA Dept of CO    Policies & Procedures      16   
 

Section 2. The Department President-Elect shall maintain appropriate notes, records, contact lists, draft 
appointment lists, and planning materials necessary for transition and continuity. 

Section 3. The Department President-Elect shall ensure that any records containing confidential or 
sensitive information are handled in accordance with Department Policies. 

ARTICLE XV - UNIT RESPONSIBILITIES 

• The Unit may present the Department President-Elect (Department President-Elect) with a gift 
upon her election at Department Convention. 

• The Unit should consult with the Department President-Elect to determine a date for the 
homecoming celebration and is responsible for planning and organizing the event. 

• Invitations and publicity for the homecoming should be widely distributed at least one (1) month 
in advance. 

• The Unit may coordinate with the Department President-Elect’s family regarding appropriate gift 
selections that support travel or responsibilities associated with the upcoming term. 

• The Unit should provide support and encouragement to the Department President-Elect during 
the preparatory year as she transitions into the role of Department President. 

ARTICLE XVI – COMPLIANCE AND ETHICS 

Section 1. The Department President-Elect shall act in the best interest of ALACO and shall maintain 
confidentiality, impartiality, and professionalism in all leadership and planning matters. 

Section 2. Department President-Elect shall comply with conflict-of-interest requirements and shall avoid 
using the position for personal benefit. The Department President-Elect shall maintain independence, 
objectivity, and professional judgment in all reviews and recommendations. 
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DEPARTMENT VICE PRESIDENT 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Department Vice President shall be an elected officer of the American Legion Auxiliary 
Department of Colorado (ALACO), and shall support the Department President in the administration, 
promotion, and advancement of the programs and mission of the American Legion Auxiliary Department 
of Colorado. 

Section 2. By virtue of the office, the Department Vice President shall serve as the Department Veterans 
Affairs & Rehabilitation (VA&R) Chair and shall oversee activities related to veterans’ support and 
volunteer services. 

ARTICLE II – QUALIFICATIONS AND EXPECTATIONS 

Section 1. The Vice President is expected to read, understand, and remain familiar with National 
Constitution & Bylaws, Department Bylaws, Standing Rules, Procedure Manuals, and applicable policies 
and program materials. 

Section 2. The Vice President shall consult governing documents regularly to ensure compliance and 
consistency in the performance of duties. 

Section 3. The Vice President shall become familiar with the purposes, processes, and programs of The 
American Legion Auxiliary. 

ARTICLE III – DUTIES AND RESPONSIBILITIES 

Section 1. General Duties: The Vice President shall assist the Department President in carrying out the 
duties and programs of the Department; perform duties assigned by the Department President; promote 
the programs and mission of the American Legion Auxiliary; and support communication and 
cooperation among Units, Districts, and Department leadership. 

Section 2. Meetings and Events: The Vice President is expected to attend Department Convention, Mid-
Year Conference, Executive Board and Executive Committee meetings, Department meetings and 
trainings, and as many Fall Conferences as reasonably possible. 

Section 3. Succession and Leadership: The Vice President shall perform the duties of the President when 
the President or President-Elect is absent or unable to serve and carry out additional responsibilities as 
assigned by the Department President. 
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ARTICLE IV – VETERANS AFFAIRS & REHABILITATION (VA&R) 

Section 1. Duties and Responsibilities 

• Familiar with the National VA&R Handbook 
• Coordinating and overseeing Department VA&R activities 
• Coordinate with the Legislative Chair to support Veteran related issues  
• Maintaining communication with VA and State representatives and deputies  
• Collecting quarterly reports 
• Encouraging participation in veterans support programs and volunteer activities 
• Promoting fundraising for the Gift Shop and End of Year donations 
• Promote and fundraise for the annual Veterans Women’s Baby shower 
• Must attend the quarterly meetings held by National 
• National committee newsletters contain essential information that should be communicated to 

units in a timely manner. 

Section 2. The Vice President shall coordinate fundraising efforts and calls for donations to support VA 
and State facilities served by the Department. 

Section 3. All representatives and deputies shall complete required background checks, attend required 
orientation sessions, and comply with all facility volunteer requirements.  Vetting and background checks 
are at the discretion of the facilities. 

Section 4. The Vice President is encouraged to send personal thank-you notes annually and determine 
representatives’ interest in continued service. 

ARTICLE V – COMPLIANCE AND ETHICS 

Section 1. The Vice President shall conduct the duties of office in a professional, ethical, and 
collaborative manner consistent with the mission and governing documents of the American Legion 
Auxiliary. 

Section 2. The Vice President shall work to promote communication, transparency, and support among 
Department leadership, Districts, Units, and veteran facilities. 
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DEPARTMENT CHAPLAIN 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Department Chaplain shall serve as an elected position for the Department and shall 
provide spiritual support, encouragement, and ceremonial leadership for the Department. They shall 
perform these duties when called upon by the Department President. 

Section 2. The Department Chaplain is an elected Department Officer and serves at the pleasure of the 
Department President. 

ARTICLE II – APPOINTMENT 

Section 1. The Department Chaplain shall be elected at the Department convention for a one-year term. 

Section 2. The appointment shall coincide with the administrative year and will include service during 
Department Convention, Mid-Year Conference, Executive Board meetings, Executive Committee 
meetings, and other Department functions as requested.   

ARTICLE III – QUALIFICATIONS AND EXPECTATIONS 

Section 1. The Department Chaplain is expected to read and remain familiar with the National 
Constitution & Bylaws, Department Bylaws, Standing Rules, Procedure Manual(s), and all governing 
documents. 

Section 2. The Department Chaplain shall utilize, and reference materials provided by National 
Headquarters, including the Chaplain’s Handbook available through the National website. 

Section 3. The Department Chaplain shall conduct duties in a respectful, inclusive, and professional 
manner. 

ARTICLE IV – DUTIES AND RESPONSIBILITIES 

Section 1. The Department Chaplain shall serve as the spiritual leader for Department meetings and 
functions and offer opening and closing prayers. 

Section 2. The Department Chaplain shall coordinate memorial services with the Chaplains of The 
American Legion and Sons of The American Legion. 
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Section 3. The Department Chaplain shall communicate with, educate, and mentor District and Unit 
Chaplains. 

Section 4. The Department Chaplain shall coordinate preparation of a Department Prayer Book for the 
Department President. 

Section 5. Additional duties may include sending acknowledgements about illnesses, deaths, or 
hardships and encouraging visitation of veterans and members in hospitals and community living 
centers. 

ARTICLE V – OPERATING PRINCIPLES 

Section 1. The Department Chaplain shall promote compassion, encouragement, remembrance, and 
fellowship throughout the Department. 

Section 2. The Chaplain shall respect the diverse beliefs and traditions of all members while supporting 
the ceremonial traditions of the organization. 
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DEPARTMENT SECRETARY 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Department Secretary serves as the official custodian of Department records and is 
responsible for supporting the administrative, governance, and operational functions of the American 
Legion Auxiliary Department of Colorado. 

Section 2. The position supports organizational continuity, records management, communication, 
governance compliance, and administrative coordination in accordance with National and Department 
governing documents. 

ARTICLE II – APPOINTMENT, TERM, AND STATUS 

Section 1. The Department Secretary position shall be filled through an application, review, vetting, and 
hiring process conducted by the HR Committee with oversight and ratification by the Department 
Executive Committee (DEC). 

Section 2. The Secretary shall serve a minimum three (3) year term for organizational consistency and 
operational efficiency. 

Section 3. The Secretary serves as a volunteer officer and ex-officio member of the Department 
Executive Committee with voice but without vote. 

Section 4. The Secretary reports to the Department President and Department Executive Committee. 

ARTICLE III – QUALIFICATIONS 

Section 1. The Secretary must be a member in good standing of the American Legion Auxiliary 
Department of Colorado. 

Section 2. The Secretary must possess strong organizational, communication, administrative, and records 
management skills. 

Section 3. Knowledge of nonprofit governance, parliamentary procedure, and meeting administration is 
preferred. 

Section 4. The Secretary must successfully complete a background check and be bondable. 
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Section 5. The Secretary shall maintain confidentiality and comply with all Department ethical standards, 
confidentiality requirements, and conflict-of-interest policies. 

ARTICLE IV – AUTHORITY AND RESPONSIBILITIES 

• The Secretary shall maintain accurate and complete records of Department Convention, Mid-
Year Conference, Department Executive Committee meetings, and other official proceedings. 

• The Secretary shall prepare, distribute, maintain, and preserve official minutes in accordance 
with Department policies and procedures. 

• The Secretary shall support the Minutes Approval Committee process and ensure approved 
minutes are properly maintained and distributed. 

• The Secretary shall issue official notices of meetings, elections, conventions, and other required 
communications. 

• The Secretary shall maintain official Department correspondence, historical records, governance 
documents, and administrative files. 

• The Secretary shall serve as liaison between National, Department, District, and Unit leadership 
regarding administrative and governance matters. 

• The Secretary shall assist with administration and operational support for Department programs 
and activities, including Colorado Girls State, when assigned. 

• The Secretary shall maintain records related to Department committees, appointments, and 
organizational activities. 

• The Secretary shall maintain and safeguard passwords, records access information, and official 
Department documentation in accordance with Department procedures. 

• The Secretary shall support electronic meeting and voting procedures in accordance with 
Department governing documents. 

• The Secretary shall ensure records retention practices comply with Department Policies and 
applicable laws. 

• The Secretary shall maintain and distribute required reports, notices, and communications to 
National Headquarters, Districts, Units, officers, and committee chairs as required. 

• The Secretary shall maintain files and records necessary to support continuity during leadership 
transitions. 

• The Secretary shall perform additional duties assigned by the Department President, 
Department Executive Committee, or outlined in governing documents. 

ARTICLE V – MEETINGS AND REPORTING 

Section 1. The Secretary is expected to attend Department Convention, Mid-Year Conference, 
Department Executive Committee meetings, and other official meetings as requested. 

Section 2. The Secretary shall prepare agendas, meeting notices, and related administrative materials 
when directed. 

Section 3. The Secretary shall provide timely administrative reports and documentation to Department 
leadership and committees. 
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ARTICLE VI – INTERNAL CONTROLS AND LIMITATIONS 

• The Secretary shall comply with all approved Department administrative procedures, 
confidentiality requirements, and records management policies. 

• The Secretary shall not independently authorize financial expenditures or process payments 
unless otherwise authorized by governing documents or Department procedures. 

• The Secretary shall support organizational transparency while maintaining confidentiality of 
protected records and sensitive information. 

• The Secretary shall support segregation of duties and internal controls established by the 
Department. 

ARTICLE VII – RECORDS, CONFIDENTIALITY, AND TRANSITION 

• The Secretary shall maintain confidentiality regarding personnel matters, passwords, disciplinary 
matters, financial information, and other sensitive organizational records. 

• All records, passwords, correspondence, digital files, and Department property maintained by 
the Secretary remain property of the American Legion Auxiliary Department of Colorado. 

• Upon completion of the term or separation from the position, all Department records, 
passwords, files, and property shall be transferred promptly to authorized Department 
representatives. 

ARTICLE VIII – COMPLIANCE 

Section 1. The Secretary shall comply with all National and Department governing documents, 
Department policies and procedures, and applicable laws and regulations. 

Section 2. In the event of conflict between this Charter and National or Department governing 
documents, the higher governing authority shall prevail. 
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Position:  Department Secretary Position Type:  Volunteer 

Reports to: 
Department President and 
Department Executive 
Committee 

Note: Non-Voting Member 

 

Job Summary: 

The Department Secretary serves as the official custodian of records and is responsible for the 
administrative and governance functions of the Department in accordance with the Department and 
National Constitution, Bylaws, Standing Rules, and policies/procedures. 

Responsibilities: 

• Maintain accurate and complete records of all proceedings of the Department 
Convention, Executive Committee, and Midyear Conference. 

• Prepare, distribute, and preserve minutes in accordance with Department Policies. 
• Issue official notices of meetings, elections, and required communications. 
• Serve as liaison between National, Department, Districts, and Units for administrative 

matters. 
• Maintain official correspondence and Department records. 
• Support administrative operations of the Department office. 
• Assist with program administration, including Colorado Girls State, as assigned. 
• Ensure compliance with all governing documents and administrative procedures. 
• Serve as ex-officio member of the Executive Committee without vote. 
• Perform additional duties as assigned by the Department President or Executive 

Committee. 

Job Requirements and Qualifications: 

• Strong organizational, communication, and administrative skills. Ability to maintain accurate 
records and manage multiple priorities. Familiarity with nonprofit governance is preferred.  

• Must pass background check.  
• Must be able to be bonded. 
• Must be a member of the American Legion Auxiliary Department of Colorado in good standing. 
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DEPARTMENT TREASURER 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Department Treasurer serves the Department’s and is paid as a contract bookkeeper and 
financial operations administrator responsible for the accurate management, safeguarding, reporting, 
and administration of all Department funds, financial records, and related fiscal operations. 

Section 2. The position supports the fiduciary responsibilities of the Department Executive Committee 
(DEC), Finance Committee, and Department leadership while ensuring compliance with generally 
accepted accounting principles (GAAP), nonprofit financial best practices, bonding requirements, and 
applicable federal and state laws. 

ARTICLE II – APPOINTMENT, TERM, AND STATUS 

Section 1. The Department Treasurer position shall be filled through an application, review, vetting, and 
hiring process conducted by the HR Committee with oversight and ratification by the Department 
Executive Committee (DEC). 

Section 2. The Treasurer shall serve a minimum three (3) year term for organizational consistency and 
operational efficiency. 

Section 3. The Treasurer shall serve as a compensated independent contractor and shall receive a 
monthly retainer reported on an IRS Form 1099 basis. 

Section 4. The Treasurer serves as an ex-officio officer with voice but without voting on the Department 
Executive Committee and Finance Committee. 

Section 5. The Treasurer reports functionally to the Finance Chair and is subject to fiduciary oversight by 
the Department Executive Committee. 

ARTICLE III – QUALIFICATIONS 

Section 1. The Treasurer must be a member in good standing of the American Legion Auxiliary 
Department of Colorado. 

Section 2. The Treasurer must possess experience in accounting, bookkeeping, QuickBooks Online, 
financial management, or nonprofit financial administration. A minimum of five (5) years of experience 
is preferred. 
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Section 3. Knowledge of nonprofit accounting practices, budgeting, IRS reporting, internal controls, and 
financial systems such as QuickBooks is preferred. 

Section 4. The Treasurer must be bondable and successfully complete a background check. 

Section 5. The Treasurer must maintain confidentiality and comply with all Department ethical 
standards, confidentiality requirements, and conflict-of-interest policies. 

ARTICLE IV – AUTHORITY AND RESPONSIBILITIES 

• The Treasurer shall serve as custodian of all Department funds, financial records, and financial 
assets. 

• The Treasurer shall receive, deposit, disburse, and account for Department funds in accordance 
with approved budgets, governing documents, and Department financial procedures. 

• The Treasurer shall maintain complete and accurate accounting records in accordance with 
generally accepted accounting principles (GAAP). 

• The Treasurer shall prepare monthly financial statements and reports for review by the Finance 
Committee Chair, Finance Committee, and Department leadership. 

• The Treasurer shall present financial reports at Department Executive Committee meetings, 
Mid-Year Conference, Department Convention, and other meetings as requested. 

• The Treasurer shall process payments, reimbursements, transfers, deposits, and approved 
financial transactions. 

• The Treasurer shall maintain accounting systems, financial files, reconciliations, and supporting 
documentation. 

• The Treasurer shall assist in the preparation and monitoring of the annual Department budget in 
coordination with the Finance Committee and incoming Department President. 

• The Treasurer shall ensure compliance with IRS filing requirements, state registrations, and 
other required governmental reporting. 

• The Treasurer shall support audits, financial reviews, and oversight activities conducted by the 
Audit Committee, Finance Committee, or outside professionals. 

• The Treasurer shall maintain banking relationships and oversee approved Department financial 
accounts. 

• The Treasurer shall ensure all individuals handling Department funds are properly bonded or 
covered under approved fidelity/crime insurance. 

• The Treasurer shall process and maintain Department membership financial records and 
coordinate with the Membership Coordinator regarding ALA MIS processing and membership 
payments. 

• The Treasurer shall process incoming Department mail and distribute records and information in 
accordance with Department procedures.   

• The Treasurer shall maintain financial records in accordance with Department document 
retention requirements. 

• The Treasurer shall perform additional duties assigned by the Finance Chair, Finance Committee, 
Department Executive Committee, or as outlined in governing documents. 
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ARTICLE V – INTERNAL CONTROLS AND LIMITATIONS 

• The Treasurer shall comply with all approved Department financial controls, check authorization 
procedures, reimbursement procedures, and transfer procedures. 

• The Treasurer shall not independently approve personal reimbursements or payments payable 
to themselves. 

• Payments and reimbursements shall only be processed after required approvals are obtained in 
accordance with Department procedures. 

• The Treasurer shall not authorize expenditures outside approved budget authority without 
proper Finance Committee or DEC approval. 

• The Treasurer shall support segregation of duties and internal controls designed to protect 
Department assets and maintain bonding compliance. 

• The Treasurer shall not permit non-bonded individuals access to Department funds, banking 
systems, or financial credentials. 

ARTICLE VI – MEETINGS AND REPORTING 

• The Treasurer is expected to attend Department Convention, Mid-Year Conference, Department 
Executive Committee meetings, Finance Committee meetings, and other official meetings as 
requested. 

• The Treasurer shall provide accurate and timely reports to the Finance Committee and 
Department leadership. 

• The Treasurer shall assist with financial questions, documentation requests, and audit support 
as needed. 

ARTICLE VII – RECORDS, CONFIDENTIALITY, AND TRANSITION 

• The Treasurer shall maintain confidentiality regarding financial information, personnel matters, 
banking information, passwords, and sensitive organizational records. 

• Financial records, passwords, banking access information, and Department property shall 
remain property of the American Legion Auxiliary Department of Colorado. 

• Upon completion of the term or separation from the position, all records, passwords, banking 
information, and Department property shall be transferred promptly to authorized Department 
representatives. 

ARTICLE VIII – COMPLIANCE 

Section 1. The Treasurer shall comply with all National and Department governing documents, Financial 
Management & Oversight Procedures, Department policies, IRS requirements, and applicable laws. 

In the event of conflict between this Charter and National or Department governing documents, the 
higher governing authority shall prevail. 
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Position: Department Treasurer Position Type:  Contract Bookkeeper 

Reports to: Department Finance Chair Note: Non-Voting Member 

Job Summary: 

The Department Treasurer is responsible for the financial management, oversight, and reporting of all 
Department funds in accordance with generally accepted accounting principles (GAAP), and in 
compliance with Department and National Governing documents. 

Responsibilities: 

• Serve as custodian of all Department funds and financial assets. 
• Receive, deposit, and disburse funds as authorized by the Department Policies. 
• Maintain complete and accurate financial records in accordance with GAAP. 
• Prepare and present monthly financial reports to the Finance Committee Chair who 

provides to the Finance Committee and Department leadership. 
• Provide financial reports at the Midyear Conference and Department Convention. 
• Maintain and process Department membership records in alignment with National 

requirements. 
• Ensure compliance with all federal, state, and local financial reporting requirements, 

including IRS filings. 
• Work in coordination with the Finance Committee to develop budgets and monitor 

financial performance. 
• Ensure appropriate internal controls are in place to safeguard Department assets. 
• Coordinate and support audits, financial reviews, and required reporting. 
• Maintain banking relationships and oversee financial accounts. 
• Ensure all individuals handling funds are properly bonded. 
• Serve as ex-officio member of the Finance Committee without vote. 
• Perform additional duties as assigned by the Finance Chair. 

Job Requirements and Qualifications: 

• Experience in financial management, accounting, or bookkeeping required. Experience of 5 years’ 
experience preferred.  Knowledge of nonprofit financial practices and reporting preferred. 
Familiarity with accounting systems such as QuickBooks is required.  

• Must be bondable.   
• Must pass a background check. 
• Member of the American Legion Auxiliary Department of Colorado in good standing. 
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DEPARTMENT EXECUTIVE COMMITTEE MEMBER (DEC) 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

The Department Executive Committee (DEC) serves as the governing body of the Department between 
Department Conventions and is responsible for fiduciary, strategic, Policies, administrative, ethical, and 
employment oversight responsibilities. 

ARTICLE I – PURPOSE 

Section 1. The Department Executive Committee (DEC) shall serve as the governing and administrative 
authority of the American Legion Auxiliary Department of Colorado between Department Conventions. 

Section 2. The DEC shall ensure that the organization has adequate resources, governance, oversight, 
and policies necessary to fulfill the mission of the American Legion Auxiliary. 

Section 3. The DEC shall ensure compliance with the National Constitution & Bylaws, Department 
Bylaws, Standing Rules, Policies & Procedures, financial oversight requirements, and applicable federal, 
state, and local laws. 

ARTICLE II – AUTHORITY 

Section 1. Pursuant to Article VII of the Department Bylaws, the DEC shall exercise fiduciary, Policies, 
strategic, and administrative oversight responsibilities on behalf of the Department. 

Section 2. The DEC shall adopt policies, standing rules, budgets, and administrative procedures 
necessary for the operation of the Department unless otherwise prohibited by National or Department 
governing documents. 

Section 3. The DEC shall review organizational operations, legal compliance, ethical standards, and 
financial stewardship. 

ARTICLE III – COMPOSITION 

Section 1. The DEC shall consist of the Department President, Department President-Elect, Department 
Vice President, National Executive Committee Member (NEC), and District Executive Committee 
Members (District DEC). 

Section 2. The Department Secretary, Department Treasurer, and Department Membership Coordinator 
shall serve as ex-officio members with voice but without vote. 
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Section 3. Past Department Presidents in good standing shall serve as ex-officio members with voice but 
without vote. 

Section 4. Nine (9) voting members shall constitute a quorum. 

ARTICLE IV – GENERAL DUTIES AND RESPONSIBILITIES 

Section 1. The DEC shall articulate and promote the mission, goals, accomplishments, and values of the 
organization to the membership and public. 

Section 2. The DEC shall review and adopt the annual Department budget. 

Section 3. The DEC shall review financial statements, audits, internal controls, and financial policies. 

Section 4. The DEC shall ratify committee appointments, appointed officers, and application-based 
positions as required by governing documents. 

Section 5. The DEC shall receive reports from committees, districts, units, and subsidiary organizations. 

Section 6. The DEC shall oversee strategic planning, operational continuity, and organizational 
governance. 

Section 7. The DEC shall levy assessments, when necessary and permitted by governing documents. 

Section 8. The DEC shall address questions concerning officer qualifications, elections, conduct, 
disciplinary matters, and governing document interpretation. 

Section 9. The DEC shall oversee compliance with the Department Code of Ethical Conduct, conflict-of-
interest policies, confidentiality requirements, and whistleblower protections. 

Section 10. The DEC shall maintain oversight of electronic meetings, voting procedures, and governance 
technology systems. 

ARTICLE V – OVERSIGHT OF COMMITTEES AND OFFICERS 

Section 1. The DEC shall ratify standing committees, application-based committees, and appointments 
made by the Department President as required by governing documents. 

Section 2. The DEC shall oversee committees established through application processes, including but 
not limited to Audit, Finance, HR Committee, and Girls State. 

Section 3. The DEC shall review recommendations from committees and may provide direction, 
clarification, or corrective action when necessary. 

Section 4. The DEC shall ensure all elected and appointed officers and committee members remain 
members in good standing within their local units. 
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ARTICLE VI – EMPLOYEE AND CONTRACTOR OVERSIGHT 

Section 1. The DEC shall establish and publish policies and procedures to ensure compliance with all 
applicable employment laws, labor regulations, contractor requirements, and nonprofit governance 
standards. 

Section 2. The DEC shall oversee personnel administration and employment practices in collaboration 
with the HR Committee. 

Section 3. The DEC shall ensure appropriate oversight of Department employees, contractors, and 
application-based positions. 

ARTICLE VII – SECRETARY/TREASURER/MEMBERSHIP COORDINATOR OVERSIGHT 

Section 1. The Department Secretary, Treasurer, and Membership Coordinator positions shall be filled 
through an application, review, vetting, and hiring process administered by the HR Committee with DEC 
oversight. 

Section 2. Applicants shall be reviewed based upon qualifications, references, experience, organizational 
knowledge, financial literacy where appropriate, and ability to fulfill assigned duties. 

Section 3. Background checks, reference checks, and additional screenings may be conducted prior to 
recommendation for appointments. 

Section 4. Recommendations for appointment shall be submitted to the post-convention Executive 
Board and/or DEC for ratification. 

Section 5. The Treasurer shall serve as the contract bookkeeper and may receive compensation through 
a monthly retainer as an independent contractor reported on a Form 1099 basis consistent with 
approved contracts and budgets. 

Section 6. The DEC shall ensure periodic performance evaluations are conducted for application-based 
positions and administrative contractors. 

Section 7. The DEC may review and recommend compensation adjustments, contract renewals, 
corrective actions, or performance improvement measures. 

ARTICLE VIII – DISCIPLINE, REMOVAL, AND ETHICS 

Section 1. The DEC shall oversee disciplinary matters involving Headquarters Unit members, Units, 
committees, officers, and other matters assigned by governing documents. 

Section 2. Removal from office, employment, committee assignment, or contract service for cause shall 
require documentation, review, and due process protections consistent with governing documents. 

Section 3. The DEC shall maintain records of disciplinary actions, hearings, investigations, and official 
communications. 
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Section 4. Members of the DEC shall disclose conflicts of interest and recuse themselves from 
deliberations where personal or financial interests exist. 

Section 5. The DEC shall maintain confidentiality regarding personnel matters, investigations, 
disciplinary proceedings, legal matters, and sensitive financial information. 

ARTICLE IX – FINANCIAL AND FIDUCIARY RESPONSIBILITIES 

Section 1. The DEC shall ensure the organization exercises prudent financial stewardship and preserves 
organizational assets. 

Section 2. The DEC shall review and accept annual audits and financial reviews. 

Section 3. The DEC shall ensure all members handling Department funds are properly bonded or 
covered by fidelity/crime insurance. 

Section 4. The DEC shall oversee financial transparency, restricted fund management, budget 
compliance, and ethical financial conduct. 

Section 5. The DEC shall ensure compliance with IRS reporting requirements, nonprofit regulations, and 
financial management policies. 

ARTICLE X – MEETINGS 

Section 1. The DEC shall meet as required by the Department Bylaws and Standing Rules. 

Section 2. Special meetings may be called by the Department President or upon written request of at 
least three (3) DEC members. 

Section 3. Electronic meetings and electronic voting are authorized utilizing technology that permits 
maximum participation and communication among members. 

Section 4. Members participating electronically shall comply with approved electronic meeting 
procedures and participation agreements. 

ARTICLE XI – OPERATING PRINCIPLES 

Section 1. The DEC shall conduct business in a manner reflecting professionalism, transparency, 
accountability, ethical leadership, and respect for the mission of the American Legion Auxiliary. 

Section 2. DEC members shall support truthful and open communication while preserving confidentiality 
where appropriate. 

Section 3. DEC members shall uphold the Department Code of Ethical Conduct and all governing 
documents. 
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MEMBERSHIP COORDINATOR 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Department Membership Coordinator serves as the primary administrator for 
membership processing, reporting, and membership support for the American Legion Auxiliary 
Department of Colorado. 

Section 2. The position supports accurate membership management, communication, reporting, and 
organizational continuity in accordance with National and Department governing documents. 

ARTICLE II – APPOINTMENT, TERM, AND STATUS 

Section 1. The Department Membership Coordinator position shall be filled through an application, 
review, vetting, and hiring process conducted by the HR Committee with oversight and ratification by 
the Department Executive Committee (DEC). 

Section 2. The Membership Coordinator shall serve a minimum three (3) year term for organizational 
consistency and operational efficiency. 

Section 3. The Membership Coordinator serves as an ex-officio member of the Department Executive 
Committee with voice but without vote. 

Section 4. The Membership Coordinator reports to the Department President and Department Executive 
Committee and works in coordination with the Department Membership Chair. 

ARTICLE III – QUALIFICATIONS 

Section 1. The Membership Coordinator must be a member in good standing of the American Legion 
Auxiliary Department of Colorado. 

Section 2. The Membership Coordinator should possess strong organizational, administrative, 
communication, and technology skills. 

Section 3. Experience with membership databases, records management, and customer service is 
preferred. 

Section 4. The Membership Coordinator must successfully complete a background check and be 
bondable. 
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Section 5. The Membership Coordinator shall maintain confidentiality and comply with all Department 
ethical standards, confidentiality requirements, and conflict-of-interest policies. 

ARTICLE IV – AUTHORITY AND RESPONSIBILITIES 

• The Membership Coordinator shall process membership transmittals, renewals, and 
membership-related documents into ALAMIS or other approved membership systems. 

• The Membership Coordinator shall maintain accurate membership records in accordance with 
National and Department requirements. 

• The Membership Coordinator shall track, compile, and report membership statistics and trends 
to Department leadership and the Membership Committee. 

• The Membership Coordinator shall serve as liaison between the Department and unit 
membership chairs regarding membership processing and reporting. 

• The Membership Coordinator may assist the Department Membership Chair with membership 
campaigns, training, educational materials, and membership support. 

• The Membership Coordinator shall provide guidance and assistance to units regarding 
membership procedures, deadlines, reporting requirements, and system usage. 

• The Membership Coordinator shall assist with verification of membership standing when 
required for Department business, elections, committee service, or credentialing. 

• The Membership Coordinator shall maintain membership records in compliance with 
Department policies, data privacy standards, and applicable laws. 

• The Membership Coordinator shall support Department Convention, Mid-Year Conference, and 
other meetings requiring membership verification or credential support. 

• The Membership Coordinator shall maintain files and records necessary to support continuity 
during leadership transitions. 

• The Membership Coordinator shall perform additional duties as assigned by the Department 
President, Department Executive Committee, Membership Chair, or outlined in governing 
documents. 

ARTICLE V – MEETINGS AND REPORTING 

• The Membership Coordinator may be requested to attend Department Convention, Mid-Year 
Conference, Department Executive Committee meetings, and other official meetings. 

• The Membership Coordinator shall provide regular membership reports to Department 
leadership and the Membership Committee. 

• The Membership Coordinator shall assist with preparation of membership statistics and reports 
required by National Headquarters and Department leadership. 

ARTICLE VI – INTERNAL CONTROLS AND RECORDS 

Section 1. The Membership Coordinator shall maintain appropriate safeguards to protect membership 
records, passwords, and confidential member information. 

Section 2. The Membership Coordinator shall comply with all approved Department administrative 
procedures, membership policies, and records management practices. 
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Section 3. The Membership Coordinator shall support segregation of duties and internal controls 
established by the Department. 

ARTICLE VII – CONFIDENTIALITY AND TRANSITION 

Section 1. The Membership Coordinator shall maintain confidentiality regarding membership records, 
passwords, disciplinary matters, financial information, and other sensitive organizational information. 

Section 2. All membership records, databases, passwords, reports, digital files, and Department 
property maintained by the Membership Coordinator remain property of the American Legion Auxiliary 
Department of Colorado. 

Section 3. Upon completion of the term or separation from the position, all Department records, 
passwords, files, and property shall be transferred promptly to authorized Department representatives. 

ARTICLE VIII – COMPLIANCE 

Section 1. The Membership Coordinator shall comply with all National and Department governing 
documents, Department policies and procedures, and applicable laws and regulations. 

Section 2. In the event of conflict between this Charter and National or Department governing 
documents, the higher governing authority shall prevail. 
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NORTHWEST DIVISION NATIONAL VICE PRESIDENT 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Northwest Division National Vice President Position (the “Position”) represents the 
American Legion Auxiliary Department of Colorado (ALACO) at the national level within the Northwest 
Division, consistent with ALA National Constitution & Bylaws, Article IX (Officers). 

Section 2. This Position supports the mission of the American Legion Auxiliary by providing leadership, 
communication, and representation between the Department, Division, and National organization. 

ARTICLE II – AUTHORITY 

Section 1. This Position shall operate in accordance with the ALA National Constitution & Bylaws, 
Department Bylaws, Standing Rules, and Procedure Manuals. 

Section 2. The Northwest Division National Vice President is a National Officer elected by delegates at 
the National Convention in accordance with ALA National C&B, Article IX, Sections 1 and 3. 

Section 3. The Department’s role is limited to endorsement and presentation of a candidate and shall 
not conflict with National authority. 

ARTICLE III – ELIGIBILITY AND QUALIFICATIONS 

• Must be a Past Department President (Department Policies) for the Department of Colorado 
• Must be a member in good standing in their Unit, consistent with ALA National C&B, Article 

III (Membership) 
• It is recommended they should be endorsed by Unit and District 
• Must demonstrate knowledge of governing documents 
• Must be a member in good standing for the Department of Colorado 
• Must be an active and engaged member in their unit, district, and department  

ARTICLE IV – NOMINATION AND ENDORSEMENT 

Section 1. Colorado shall present a candidate on a rotational basis within the Northwest Division. 

Section 2. The Department shall endorse a candidate at the Department Convention one year prior to 
the National Convention. 
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Section 3. The endorsed candidate shall be presented at the Northwest Division Caucus, consistent with 
ALA National C&B, Article IX, Section 3. 

Section 4. Final election is conducted by National Convention delegates in accordance with ALA National 
C&B, Article IX, Section 3. 

ARTICLE V – DUTIES AND RESPONSIBILITIES 

• Serve as a representative of the National President within the Division (ALA National C&B, 
Article IX, Section 5) 

• Serve as liaison between National and Department 
• Promote ALA programs and initiatives 
• Provide reports and communication to the Department 

ARTICLE VI – TERM 

Section 1. The term shall be one year, beginning at adjournment of the National Convention at which 
they are elected and ending at adjournment of the next National Convention, consistent with ALA 
National C&B, Article IX, Section 2. 

Section 2. The Department-endorsed candidate serves in a preparatory role prior to National election. 

ARTICLE VII – COMPLIANCE AND ETHICS 

Members must adhere to all National and Department governing documents, including ALA National 
C&B, Article III (Membership), and maintain ethical conduct. 

ARTICLE VIII – PARLIAMENTARY AUTHORITY 

Robert’s Rules of Order, Newly Revised, shall govern consistently with ALA National C&B, Article XV 
(Parliamentary Authority). 
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SERGEANT-AT-ARMS 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Department Sergeant-at-Arms shall serve as an appointed position for the Department 
Convention and Mid-Year Conference and shall assist in maintaining ceremonial protocol, order, and 
decorum during Department meetings and events. 

Section 2. The Department Sergeant-at-Arms is not an elected Department Officer but serves at the 
appointment of the Department President. 

ARTICLE II – APPOINTMENT 

Section 1. The Department Sergeant-at-Arms shall be appointed by Department President for a one-year 
term. 

Section 2. The appointment shall coincide with the administrative year and may include service during 
Department Convention, Mid-Year Conference, Executive Board meetings, Executive Committee 
meetings, and other Department functions as requested. 

ARTICLE III – QUALIFICATIONS AND EXPECTATIONS 

Section 1. The Department Sergeant-at-Arms is expected to read and remain familiar with the National 
Department Bylaws, Standing Rules, and Procedure Manual. 

Section 2. The Department Sergeant-at-Arms shall understand ceremonial protocol and support meeting 
leadership in maintaining an orderly and respectful environment. 

ARTICLE IV – DUTIES AND RESPONSIBILITIES 

Section 1. The Department Sergeant-at-Arms shall serve as custodian of the Department colors and 
ceremonial materials at the events.  Colors will be stored at the storage unit. 

Section 2. The Department Sergeant-at-Arms shall coordinate and assist with flag ceremonies, including 
presentation and retirement of the colors. 

Section 3. The Department Sergeant-at-Arms shall assist the Department President in maintaining order 
during meetings and events. 
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Section 4. The Department Sergeant-at-Arms is expected to attend Department Convention, Mid-Year 
Conference, Executive Board meetings, Executive Committee meetings, and other Department functions 
as requested. 

ARTICLE V – OPERATING PRINCIPLES 

Section 1. The Department Sergeant-at-Arms shall uphold the dignity, traditions, and ceremonial 
standards of the American Legion Auxiliary. 

Section 2. The Sergeant-at-Arms shall work cooperatively with Department leadership to ensure 
efficient and respectful meetings and ceremonies. 
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DEPARTMENT PARLIAMENTARIAN 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 
This Charter is adopted in accordance with the Constitution & Bylaws and Standing Rules of the 
American Legion Auxiliary National Organization and the American Legion Auxiliary Department of 
Colorado. The Department Parliamentarian serves as the official advisor to the Department President, 
Department Executive Committee, committees, and members on matters relating to parliamentary 
procedure, governance, and interpretation of governing documents. 

ARTICLE I – PURPOSE 

Section 1. The Parliamentarian shall serve as the principal advisor on parliamentary procedure and 
governance matters. 

Section 2. The Parliamentarian shall assist in ensuring meetings are conducted in accordance with 
Robert’s Rules of Order Newly Revised and Department governing documents. 

Section 3. The Parliamentarian shall support effective governance, procedural consistency, and 
organizational compliance. 

ARTICLE II – AUTHORITY 

Section 1. The Department Parliamentarian serves solely in an advisory capacity and has no independent 
decision-making authority. 

Section 2. Advice provided by the Parliamentarian shall not supersede decisions of the presiding officer 
or governing body. 

Section 3. The Parliamentarian may provide recommendations regarding parliamentary procedure, 
governing documents, elections, motions, voting, and meeting conduct. 

ARTICLE III – QUALIFICATIONS 

Section 1. Must be a senior member in good standing of the American Legion Auxiliary. 

Section 2. Must possess knowledge of Robert’s Rules of Order, Newly Revised. 

Section 3. Must be familiar with National and Department governing documents. 

Section 4. Must demonstrate impartiality, discretion, professionalism, and confidentiality. 

ARTICLE IV – DUTIES AND RESPONSIBILITIES 

Section 1. Advise the Department President during meetings and official functions. 

Section 2. Assist officers, committees, and members with interpretation of governing documents. 
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Section 3. Review proposed amendments, policies, procedures, and resolutions when requested. 

Section 4. Assist the Constitution, Bylaws, Standing Rules, and Procedures Committee. 

Section 5. Attend Department Convention, Mid-Year Conference, and Executive Committee meetings 
when requested. 

Section 6. Provide guidance regarding motions, voting procedures, quorum requirements, elections, and 
parliamentary inquiries. 

Section 7. Provide governance education and parliamentary training as requested. 

ARTICLE V – LIMITATIONS 

Section 1. The Parliamentarian shall not make rulings on behalf of the presiding officer. 

Section 2. The Parliamentarian shall not participate in debate while serving in the role. 

Section 3. The Parliamentarian shall not vote solely by virtue of the appointment. 

Section 4. The role shall remain advisory in nature. 

ARTICLE VI – ETHICS AND CONFIDENTIALITY 

Section 1. The Parliamentarian shall maintain confidentiality regarding governance, disciplinary, 
personnel, and legal matters. 

Section 2. The Parliamentarian shall disclose conflicts of interest and recuse when appropriate. 

Section 3. The Parliamentarian shall uphold the Department Code of Ethical Conduct. 

ARTICLE VII – REMOVAL AND VACANCY 

Section 1. The Department Parliamentarian serves at the pleasure of the Department President and may 
be removed with approval of the Department Executive Committee. 

Section 2. Vacancies shall be filled by appointment of the Department President subject to ratification by 
the Department Executive Committee. 
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STANDING COMMITTEE’S 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The purpose of this Charter is to establish uniform governance procedures, appointment 
requirements, operational standards, reporting expectations, and committee responsibilities for 
Standing Committees within the American Legion Auxiliary Department of Colorado. 

Section 2. Standing Committees shall promote communication, program accountability, organizational 
continuity, leadership development, and recognition of Unit and District accomplishments. 

ARTICLE II – COMMITTEE GOVERNANCE AND APPOINTMENTS 

Section 1. The Department President shall appoint such committees as deemed necessary or advisable, 
including Ad-Hoc Committees and subcommittees. All committees and committee appointments shall 
be subject to ratification by the Department Executive Committee. 

Section 2. Members appointed to Standing Committees must be members in good standing within their 
respective Units and membership must be in the State of Colorado. 

Section 3. Department Committee Chairs shall maintain records, reports, and documentation of 
committee activities conducted during their term. These records shall be transferred to the succeeding 
chair or submitted to the Department Secretary upon request to ensure continuity and organizational 
record retention. 

Section 4. Department Committee Chairs shall select first, second, and third place Units and/or Districts 
to receive citations awarded at Department expense in accordance with Department guidelines. 

Section 5. Whenever possible, each Standing Committee shall consist of three (3) members. 

ARTICLE III – STANDING COMMITTEE CLASSIFICATIONS 

Section 1. Standing Committees: One-year appointments   

STANDING COMMITTEES 

• Americanism   
• Children & Youth  
• Community Service   

• Distinguished Guests 
• Fundraising (Department Presidents 

Project) 
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• History Committee 
• Junior Activities  
• Legislative  

• National Security (NEC Chairs) 
• Poppy  
• VA&R (Vice President Chairs) 

 
MEMBER/ORGANIZATIONAL SUPPORT 

• Auxiliary Emergency Fund  
• Leadership (President-Elect Chairs) 
• 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: 

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

Section 3. Standing Committees: Three (3) year appointment - application required  

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

• Audit 
• Finance 

• HR Committee 
• Girls State 

 

ARTICLE IV – COMMITTEE OPERATIONS 

Section 1. Committees may conduct meetings electronically through telephone, internet, or other 
approved electronic means provided all participants have equal opportunity to hear, communicate, and 
participate. 

Section 2. Documents under consideration must be distributed to all committee members prior to 
discussion or action. 

Section 3. Committee Chairs and Committee Members shall familiarize themselves with information 
pertaining to their committee assignments as contained within the National Constitution & Bylaws, 
Department Bylaws, Standing Rules, Policies & Procedures, National Plans of Action, and information 
available through the National website. 

Section 4. Committee Chairs shall promote, support, educate, and mentor Units and Districts regarding 
committee programs and reporting procedures. 

Section 5. Committee Chairs will review appropriate page on the department website for updates and 
changes. 
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Section 6. All Committee Chairs will receive a newsletter from their Divisional Chair.  Information from 
those newsletters must be relayed to the members. 

ARTICLE V – REMOVAL AND REPLACEMENT 

Section 1. Any Committee Chair or Committee Member who fails to fulfill assigned duties and 
responsibilities may be removed and replaced by the Department President subject to approval by the 
Department Executive Committee. 

Section 2. Written notice stating the reason for removal shall be provided prior to removal. 

Section 3. When a vacancy occurs in a Committee Chair position, the Department President may appoint 
a replacement for all committees except those filled through an application process. Replacement 
Committee Chairs shall be subject to ratification by the Department Executive Committee. 

Section 4. Committee members may be replaced without Department Executive Committee ratification 
except for members serving on three-year committees or application-based committees. Replacement 
appointments to those committees shall require ratification by the Department Executive Committee. 

ARTICLE VI – REPORTING REQUIREMENTS 

Section 1. Unit Committee Chairs shall submit annual reports to Department Headquarters no later than 
April 15 of each administrative year. 

Section 2. Reports will be submitted via the online form on the department website title Annual 
Reports. 

Section 3. Department Committee Chairs shall select winners within each designated group based upon 
overall program promotion, mission fulfillment, impact, and support of American Legion Auxiliary 
programs. 

Section 4. Whenever possible, all reports received shall be judged.  Reports received after April 15 will 
not be considered for a department award, but information can be used for the national report from 
department. 

Section 5. Department Committee Chairs are encouraged to allow sufficient time to ensure electronic 
reports are received prior to judging. 

Section 6. Department Committee Chairs shall compile Unit reports and prepare the Department report 
for submission to National Headquarters using the official National reporting form.  Reports may be 
emailed to the Northwest Division Chair or submitted online from the national website.  Reports are due 
by May 15. 

Section 7. Department Committee Chairs shall strive to report as much Department activity as possible 
to National Headquarters to accurately reflect the work, accomplishments, and impact of the American 
Legion Auxiliary Department of Colorado. 
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Section 8. Each Department Standing Committee Chair shall prepare a written summary report for 
inclusion in the Department Convention Book of Reports. 

Section 9. Summary reports shall not exceed two hundred (200) words unless otherwise authorized by 
the Department President or Department Secretary. 

Section 10. Summary reports shall be submitted to Department Headquarters no later than May 30 of 
each administrative year. 

ARTICLE VII – OPERATING PRINCIPLES 

Section 1. Standing Committee operations and reporting procedures shall be conducted fairly, 
impartially, professionally, and in a manner consistent with the values and mission of the American 
Legion Auxiliary. 

Section 2. Committee Chairs and Committee Members shall maintain confidentiality regarding judging 
deliberations and sensitive matters when appropriate. 

Section 3. Committee Chairs and Committee Members shall avoid conflicts of interest and recuse 
themselves where impartiality may reasonably be questioned. 

ARTICLE VIII – COMPLIANCE WITH GOVERNING DOCUMENTS 

Section 1. All Standing Committees shall operate in compliance with the National Constitution & Bylaws, 
Department Bylaws, Standing Rules, Policies & Procedures, National Plans of Action, and Department 
directives. 

Section 2. In the event of conflict between this Charter and National or Department governing 
documents, the higher governing authority shall prevail. 
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AUDIT COMMITTEE 
Reviewed by: Audit Committee 

Risk and Compliance Committee 
Reviewed on: 5/13/26 

5/15/26 
Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Audit Committee shall be a standing committee of the American Legion Auxiliary 
Department of Colorado, established to provide independent oversight of financial reporting, internal 
controls, compliance, and ethical financial practices. 

Section 2. The Committee shall promote financial integrity, transparency, and accountability, and shall 
support the Department Executive Committee and Finance Committee, as appropriate, in fulfilling 
fiduciary responsibilities. 

ARTICLE II – AUTHORITY 

Section 1. The Audit Committee shall operate independently of financial management and shall not 
participate in day-to-day financial operations. 

Section 2. The Committee shall have authority to: 

• Review of financial records and supporting documentation  
• Conduct internal audits and financial reviews  
• Recommend corrective actions or improvements  
• Support, when requested, the Finance Committee in the selection of independent auditors  

Section 3. The Committee shall report its findings and recommendations to Department leadership 
and/or the Department Executive Committee. 

ARTICLE III – COMPOSITION 

Section 1. The Audit Committee shall consist of no fewer than three (3) and no more than five (5) 
members. 

Section 2. Members shall: 

• Have no financial interest in the organization (no compensation, contracts, or financial benefit)  
• Not serving as Treasurer or in any financial management or executive leadership role  
• Posses, collectively, knowledge or experience in finance, accounting, auditing, governance, or 

risk management  



ALA Dept of CO    Policies & Procedures      47   
 

Section 3. Membership shall reflect diverse perspectives and appropriate financial literacy. 

ARTICLE IV – APPOINTMENT AND TERMS 

Section 1. Prospective members shall apply to Department leadership for consideration. 

Section 2. Applications shall be reviewed by an ad-hoc committee who will recommend qualified 
candidates to be ratified by the DEC.  

Section 3. Terms shall be: 

• Three (3) years staggered to ensure continuity of service 
• Returning members must reapply every three (3) years, no term limit 

Section 4. All terms shall coincide with the Department fiscal year. 

Section 5. The total number of members and any term limitations shall be determined in accordance 
with the Constitution and Bylaws. 

ARTICLE V – OFFICERS 

Section 1. The Audit Committee shall elect from its membership a chair. 

Section 2. Serve as an officer for a one (1) year term and may be re-elected. 

Section 3. The Chair shall: 

• Presiding over meetings  
• Coordinate audit activities  
• Serve as primary liaison to Department leadership  

ARTICLE VI – RESPONSIBILITIES 

Section 1. Annual Audit 

The Committee shall conduct an annual internal audit or financial review, which shall include, but not be 
limited to: 

• Balance sheets and income statements  
• Bank statements and reconciliations  
• General ledger and journal entries  
• Payroll records and applicable tax filings, including IRS Form 990  

Section 2. Quarterly Reviews 

The Committee shall perform quarterly reviews of financial transactions and supporting documentation 
to ensure accuracy and compliance. 

Section 3. Audit Report 

The Committee shall provide a written report that includes: 
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• Summary of findings  
• Status of prior audit findings and corrective actions  
• Identification of current issues and recommended resolutions  

Section 4. Oversight Functions 

The Committee shall: 

• Assess internal controls to prevent fraud and ensure financial accuracy  
• Review management of restricted funds to ensure compliance with donor intent  
• Evaluate expense allocation across programs, administration, and fundraising  
• Monitor compliance with federal and state laws and regulations  

ARTICLE VII – COMPLIANCE AND ETHICS 

Section 1. The Committee shall review financial reporting processes and ensure adherence to applicable 
legal, regulatory, and ethical standards. 

Section 2. Members shall comply with all conflict-of-interest policies and maintain confidentiality of 
financial information. 

ARTICLE VIII – APPLICATION PROCESS 

Section 1. Individuals seeking appointment shall complete an Audit Committee application that includes: 

• Relevant experience or resume  
• Statement of financial expertise or qualifications  
• Declaration of independence from financial management  
• Conflict-of-interest disclosure  
• Member in good standing in the Department of Colorado 

Section 2. Applications shall be reviewed based on: 

• Financial literacy and expertise  
• Experience in auditing, internal controls, compliance, or risk management  
• Ability to contribute to independent oversight  

ARTICLE IX – OPERATING PRINCIPLES 

Section 1. The Committee shall function in an advisory and oversight capacity and shall not engage in 
operational financial management. 

Section 2. The Committee shall maintain independence, objectivity, and professional judgment in all 
reviews and recommendations. 

 

 



ALA Dept of CO    Policies & Procedures      49   
 

FINANCE COMMITTEE 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

Note: For purposes of this committee ex-officio members have voice but no vote. 

ARTICLE I – PURPOSE 

Section 1. The Finance Committee shall be a standing committee of the American Legion Auxiliary 
Department of Colorado (ALACO), established to provide fiduciary oversight, ensure financial 
sustainability, and support sound financial decision-making. 

Section 2. The Committee shall promote financial integrity, transparency, and accountability, and shall 
support the Department Executive Committee in fulfilling its fiduciary responsibilities.  The committee 
shall ensure compliance with Generally Accepted Accounting Principles (GAAP). 

ARTICLE II – AUTHORITY 

Section 1. The Finance Committee shall operate in an oversight and advisory capacity and may 
participate in financial planning and monitoring but shall not replace the operational responsibilities of 
the Treasurer. 

Section 2. The Committee shall have authority to: 

• Review of financial statements and supporting documentation 
• Oversee development of the annual budget and financial forecasts 
• Recommend financial policies and improvements to internal controls 
• Assist, when appropriate, in the selection of financial institutions or independent auditors 
• Maintain and develop short-term and long-term investments 
• Maintain appropriate bank accounts / institution per Policies 

Section 3. The Committee shall report recommendations and findings to Department leadership and/or 
the Department Executive Committee. 

ARTICLE III – COMPOSITION 

Section 1. The Finance Committee shall consist of no fewer than three (3) and no more than nine (9) 
members.  The Finance Committee is selected through the application process and consists of: 

• Three (3) members (staggered years) 
• President-Elect 
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• Vice President ex-officio voice (without vote) 
• Treasurer ex-officio voice (without vote) 
• President  

Section 2. Members shall possess knowledge or experience in finance, accounting, budgeting, 
investment management, or governance. 

ARTICLE IV – APPOINTMENT AND TERMS 

Section 1. All prospective members shall apply to Department leadership for consideration. 

Section 2. Members will apply in accordance with the Department Bylaws. 

Section 3. Terms shall be three (3) years and staggered to ensure continuity, without term limit. 

Section 4. All terms shall coincide with the Department fiscal year. 

Section 5. A member may be removed from the committee if they do not meet expectations of the 
committee requirements. 

ARTICLE V – OFFICERS 

Section 1. The Finance Committee shall select from its membership a Chair, Vice Chair, and Secretary. 

Section 2. Serve as an officer for a one (1) year term but may be reappointed to the position. 

Section 3. The Chair shall preside over meetings and serve as liaison to leadership. 

Section 4. The Department Treasurer shall report to the chair and work in tandem with them. 

ARTICLE VI – RESPONSIBILITIES 

The Committee shall: 

• Oversee preparation of the annual budget and financial forecasting 
• Review of monthly financial statements and monitor trends 
• Ensure internal controls and financial policies are in place 
• Ensure proper use of restricted funds 
• Provide financial reports and guidance to leadership 
• Engage with financial institutions and support regulatory compliance 
• Monitor, educate, and assist units with 990 compliances 

ARTICLE VII – COMPLIANCE AND ETHICS 

Members shall adhere to legal, regulatory, and ethical standards, comply with conflict-of-interest 
policies, and maintain confidentiality.  The committee has a fiduciary duty to comply with GAAP and all 
state and federal requirements. 
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ARTICLE VIII – APPLICATION PROCESS 

Section 1. Individuals seeking appointments shall complete a Finance Committee application that 
includes: 

• Relevant experience or resume  
• Statement of financial expertise or qualifications  
• Declaration of independence from financial management  
• Conflict-of-interest disclosure  
• Member in good standing in the Department of Colorado 

Section 2. Applications shall be reviewed based on: 

• Financial literacy and expertise  
• Experience in budgeting, financial management, compliance, or risk management  
• Ability to contribute to independent oversight  

ARTICLE IX – OPERATING PRINCIPLES 

Section 1. The Committee shall function in an advisory capacity and promote the best financial 
practices, including forward-looking planning and financial literacy and ensuring compliance with GAAP. 

Section 2. The Committee shall maintain independence, objectivity, and professional judgment in all 
reviews and recommendations. 
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HISTORY COMMITTEE 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The History Committee (the “Committee”) shall be a standing committee of the American 
Legion Auxiliary Department of Colorado (ALACO), established to document, preserve, and promote the 
history of the organization. 

Section 2. The Committee shall ensure that significant records, artifacts, and historical narratives are 
properly archived and maintained to support the mission, legacy, and continuity of ALACO and the 
current Department President. 

ARTICLE II – AUTHORITY 

Section 1. The Committee shall operate in an advisory and administrative capacity related to the 
preservation and management of historical materials. 

Section 2. The Committee shall have authority to: 

• Organize and maintain historical archives in both physical and digital formats 
• Develop and implement collection policies for historical materials 
• Manage archival processes within approved budget parameters 

Section 3. Significant changes to collection policies or expenditures outside approved budgets shall 
require review and approval by the Finance Committee. 

ARTICLE III – COMPOSITION 

Section 1. The Committee shall consist of no fewer than one (1) and no more than three (3) members. 

Section 2. Membership shall reflect individuals with an interest in historical preservation and 
documentation. 

ARTICLE IV – APPOINTMENT AND TERMS 

Section 1. Members shall be appointed in accordance with the Bylaws of ALACO. 

Section 2. Terms shall be three (3) years and staggered for continuity. 

Section 3. All terms shall coincide with the ALACO fiscal year. 
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ARTICLE V – MEMBERS 

Section 1. The Department President shall select a Chair and may add other members to the committee. 

ARTICLE VI – RESPONSIBILITIES 

• Maintain and preserve archives in physical and digital formats 
• Develop collection policies for historical materials 
• Collect oral histories and document organizational stories 
• Provide historical content for publications and events 
• Report annually on leadership and membership 

ARTICLE VII – COMPLIANCE AND ETHICS 

Members shall ensure proper stewardship of materials and maintain confidentiality where required. 

ARTICLE VIII – OPERATING PRINCIPLES 

The Committee shall promote preservation, accessibility, and accuracy in all historical records. 
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(HUMAN RESOURCES) HR COMMITTEE 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The HR (Human Resources) Committee (the “Committee”) shall be a standing committee of 
the American Legion Auxiliary Department of Colorado (ALACO), established to provide independent 
oversight of compensation for regular and/or contract employees, including the secretary, treasurer, 
membership coordinator, etc. 

Section 2. The Committee shall support the development of human resources strategies, policies, and 
practices for both employees and volunteers, ensuring alignment with the mission, values, and 
operational needs of ALACO. 

ARTICLE II – AUTHORITY 

Section 1. The Committee shall operate independently in an advisory and oversight capacity regarding 
human resources matters and shall not engage in day-to-day personnel management. 

Section 2. The Committee shall have authority to: 

• Establish general compensation policies aligned with organizational strategy and objectives 
• Develop policies that support recruitment and retention of qualified employees and volunteers 
• Review and approve goals and objectives related to employee compensation and evaluation 
• Evaluate employee performance in coordination with appropriate officers, as applicable 
• Review HR-related policies to ensure they do not pose material risk to the organization 

Section 3. The Committee will receive applications, vet candidates, and recommend qualified candidates 
for positions to be ratified by the Department Executive Committee. 

ARTICLE III – COMPOSITION 

Section 1. The Committee shall consist of no fewer than three (3) and no more than five (5) members. 

Section 2. Members shall possess experience in human resources or organizational development and 
shall not be currently elected officers. 

ARTICLE IV – APPOINTMENT AND TERMS 

Section 1. Prospective committee members shall apply to Department leadership. 
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Section 2. Members shall be appointed in accordance with the Constitution and Bylaws. 

Section 3. Terms shall be three (3) years and staggered for continuity. 

Section 4. All terms shall coincide with the ALACO fiscal year. 

ARTICLE V – OFFICERS 

Section 1. The Committee shall select a Chair, Vice Chair, and Secretary. 

Section 2. Serve as an officer for a one (1) year term but may be reappointed to the position. 

Section 3. The Chair shall preside over meetings and serve as liaison to leadership. 

ARTICLE VI – RESPONSIBILITIES 

• Establish compensation policies aligned with organizational goals 
• Support recruitment and retention strategies for employees and volunteers 
• Review employee performance and evaluation processes 
• Ensure HR policies do not create organizational risk 
• Recommend improvements to HR practices 

ARTICLE VII – MEETINGS 

The Committee shall meet at least annually with additional meetings as needed. Minutes shall be 
maintained and securely stored due to confidentiality. A quorum shall be a majority of members. 

ARTICLE VIII – AUTHORITY AND ACCOUNTABILITY 

The Committee may make recommendations regarding hiring, discipline, and termination of employees 
and shall be involved in such processes. It may also determine what information may be released to 
membership. 

ARTICLE IX – COMPLIANCE AND ETHICS 

Members shall comply with employment laws, conflict-of-interest policies, and maintain strict 
confidentiality. 

ARTICLE X – APPLICATION PROCESS 

For the initial year, applications to the HR Committee shall be reviewed by a subcommittee appointed of 
members of the Department Executive Committee (DEC), which will evaluate and recommend members 
for appointments. In subsequent years, the HR Committee shall review, vet, and recommend candidates 
for appointments to fill vacancies or new positions on the committee. 

Section 1. Individuals seeking appointments shall complete an HR Committee application that includes: 

• Relevant experience or resume  
• Statement of Human Resources expertise or qualifications  
• Conflict-of-interest disclosure  
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• Member in good standing in the Department of Colorado 

Section 2. Applications shall be reviewed based on: 

• Human Resources Experience 
• Experience in Human Resources law at both state and federal level and risk mitigation  
• Experience with non-profit organizations 
• Ability to contribute to independent oversight  

ARTICLE XI – OPERATING PRINCIPLES 

Section 1. The Committee shall promote strong governance, accountability, and HR best practices. 

Section 2. The Committee shall maintain independence, objectivity, and professional judgment in all 
reviews and recommendations. 
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GIRLS STATE PROGRAM 
Reviewed by: Girls State Committee Appointees 

Risk and Compliance Committee 
Reviewed on: 4/28/26 

5/15/26 
Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – ESTABLISHMENT AND AUTHORITY 

Section 1. Establishment 

There is hereby established the American Legion Auxiliary Colorado Girls State Committee (ALACGSC), 
which shall serve as the governing and oversight body for the American Legion Auxiliary Colorado Girls 
State program. 

Section 2. Authority 

The ALACGSC operates under the authority of the American Legion Auxiliary, Department of Colorado, 
and is responsible for ensuring that the Colorado Girls State program is conducted in accordance with all 
applicable National and Department policies, procedures, and program guidelines.  

Section 3. Purpose 

The purpose of the ALACGSC is to: 

• Provide governance, leadership, and continuity for the Girls State program  
• Ensure compliance with the ALA Girls State Program and Operations Guide  
• Oversee planning, execution, and evaluation of the program  
• Promote a high-quality, mission-driven experience for all participants  

ARTICLE II – COMPOSITION 

Section 1. Membership 

The ALACGSC shall consist of: 

• Three (3) committee members serving staggered three-year terms  
• One (1) Director (one-year term)  
• One (1) Assistant Director (one-year term, rotate to Director)  
• One (1) Ex-Officio Member voice without vote / Assistant Director in training  
• Department President   
• Department President-Elect  
• Department Vice President ex officio, voice without vote 
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Section 2. Officers 

The Committee shall choose from among its members: 

• Chair  
• Registrar  
• Secretary  

One individual may hold more than one office as determined by the Committee. 

Section 3. Team Structure 

The Committee shall function as a unified team, working collaboratively to ensure the success and 
integrity of the program.  

ARTICLE III – TERMS AND APPOINTMENTS 

Section 1. Term Limits 

• Committee members shall serve three-year terms  
• Terms shall be staggered to ensure continuity  
• Committee members must reapply every three years 

Section 2. Annual Vacancy Process 

Beginning in 2025 and annually thereafter: 

• The most senior committee member, shall vacate their position and may reapply, see terms 
above 

• Applications shall be open to any American Legion Auxiliary member in good standing  

Section 3. Appointment Process 

• The ALACGSC shall evaluate applicants and recommend candidates  
• The incoming Department President shall approve the recommended candidates  
• Appointments are subject to ratification by the Department Executive Committee (DEC)  

Section 4. Qualifications 

Committee members shall: 

• Have knowledge of the Colorado Girls State program  
• Have prior experience serving in the program  
• Demonstrate commitment to ALA principles and governance  
• Possess positive leadership skills 
• Must be able to attend Girls State each June 

Section 5. Organization 

Following the appointment of new members, the Committee shall elect its Chair. 
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ARTICLE IV – DUTIES OF THE COMMITTEE 

Section 1. General Responsibilities 

The ALACGSC shall: 

• Provide leadership, oversight, and strategic direction  
• Ensure program compliance with National and Department guidelines  
• Support and supervise the Director, Assistant Director, Assistant Director in Training 
• Ensure the effective operation of all aspects of the program  

Section 2. Program Oversight 

The Committee shall oversee: 

• Program structure and curriculum  
• Budget and financial management  
• Selection of staff and Junior Counselors  
• Speakers, themes, and venue selection  

Section 3. Financial Oversight 

The Committee shall ensure: 

• All funds are processed through the Department Treasurer  
• Comply with all grant reporting requirements 
• All contracts are signed by authorized Department officers  
• A budget is developed in coordination with the Finance Committee for DEB approval  

Section 4. Participation 

Committee members shall: 

• Attend and actively participate in the annual Girls State session  
• Participate in planning, debriefing, and evaluation processes 
• Voting members to attend National Leadership Training, where possible, if funds are available for 

additional committee members to attend, they will be discussed on a case-to-case basis.  
Additional participants may attend out of pocket. 

Section 5. Annual Recommendations 

Following each program year, the Committee shall: 

• Provide recommendations for committee appointments to the incoming Department President  
• Participate in planning for the subsequent year’s program  
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ARTICLE V – DUTIES OF THE CHAIR 

The Chair of the ALACGSC shall: 

• Ensure compliance with National Girls State guidelines  
• Call and preside over Committee meetings  
• Notify all staff, including Junior Counselors, of selection status by mid-February  
• Prepare and submit Mid-Year and Year-End reports with input from the Director  
• Provide leadership and coordination for Committee activities  
• Conduct program evaluations and report findings 
• Conduct a staff debriefing no later than July 30 with assistance from the director 

 

ARTICLE VI – DUTIES OF THE DIRECTOR AND ASSISTANT DIRECTOR(S) 

Section 1. Director Responsibilities 

The Director shall: 

• Select program theme, song, and city themes (subject to Committee approval)  
• Plan, organize, and conduct staff training  
• Coordinate speakers and presenters  
• Oversee preparation and approval of program materials  
• Ensure all materials are submitted for printing by May 1  
• Provide reports at Mid-Year Conference and Department Convention  

Section 2. Assistant Director 

The Assistant Director shall: 

• Support the Director in all duties  
• Assume the Director role in the subsequent year  

Section 3. Assistant Director in Training 

The Assistant Director in training shall: 

• Support the Director in all duties  
• Study and learn the processes and procedures of the Girls State program 
• Assume the Assistant Director role in the subsequent year  

ARTICLE VII – DUTIES OF DEPARTMENT OFFICERS 

Section 1. Department Treasurer 

The Department Treasurer shall: 

• Assist in development of the Girls State budget  
• Sign all contracts for the program  
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• Ensure proper insurance coverage  
o Participant, SAMS, Special Events (See Addendum) 

• Manage all funds, receipts, and disbursements  
• Direct inquiries to the appropriate program leadership  

ARTICLE VIII– DUTIES OF THE REGISTRAR 

The Registrar shall: 

• Receive and process all delegate applications  
• Coordinate with Units regarding selections  
• Monitor completion of required background checks  
• Maintain and update all program forms  
• Keep accurate records of all program participants  

ARTICLE IX – EXPECTATIONS OF COMMITTEE MEMBERS 

All members of the ALACGSC shall: 

• Be familiar with and uphold:  

o National Constitution and Bylaws  
o Department Bylaws  
o Standing Rules and Procedures  
o Girls State Program and Operations Guide  

• Participate actively in decision-making  
• Work collaboratively to support all aspects of the program  
• Maintain a commitment to excellence, integrity, and service  
• Order supplies for canteen, swag, gifts, etc. 
• Maintain storage unit / trailer 
• Coordinate all supplies, girls state binders, etc. for Girls State 
• Appointed Secretary shall maintain official records and meeting minutes 

o All meeting minutes must be submitted to the Department Secretary to keep on file 

ARTICLE X – MEETINGS 

The ALACGSC shall meet monthly and as needed to conduct business, plan the program, and fulfill its 
responsibilities. Meetings may be called by the Chair.  

ARTICLE XI – ATTENDANCE AND ACCOUNTABILITY 

Section 1. Purpose 

To ensure consistent participation, effective communication, and accountability among Committee 
members in order to support timely decision-making, equitable workload distribution, and continuity of 
the Girls State program. 
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Section 2. Applicability 

This Policies applies to all appointed members of the American Legion Auxiliary Colorado Girls State 
Committee. Ex-officio members are expected to meet the same participation and communication 
standards, though removal provisions may be subject to their appointed or elected status. 

Section 3. Attendance Expectations 

Committee members are expected to: 

• Attend all scheduled meetings, particularly during peak planning periods  
• Arrive on time and participate in the duration of meetings whenever possible  
• Provide advance notice to the Chair if unable to attend  

Section 4. Notification and Excused Absences 

Members unable to attend a meeting shall notify the Chair as early as possible. Absences may be 
considered excused when timely notice is provided and reasonable circumstances exist. 

Section 5. Follow-Up Responsibility 

Members with an excused absence are responsible for reviewing meeting outcomes and confirming any 
assigned responsibilities or action items within a reasonable timeframe. 

Section 6. Accountability Standards 

• Three unexcused absences or repeated failure to meet participation expectations may result in 
review  

• A pattern of non-participation, including missed meetings, lack of communication, or failure to 
complete assigned duties, may also trigger review  

Section 7. Review and Removal 

The Chair may address attendance concerns with a member and, if necessary, recommend further action 
consistent with Committee governance procedures up to and including removal from the committee. 

ARTICLE XII – PARLIAMENTARY AUTHORITY 

Robert’s Rules of Order, Newly Revised, shall govern the Committee where not otherwise specified. 

ARTICLE XIII – AMENDMENTS 

This Charter may be amended by the American Legion Auxiliary Colorado Girls State committee and 
submitted and ratified by the Department Executive Committee provided such changes remain 
consistent with the Department and National governing documents. 
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DISTRICTS OF THE DEPARTMENT OF COLORADO 
Reviewed by: Risk and Compliance Committee Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE AND AUTHORITY 

Section 1. Districts are established as administrative and program support subdivisions of the 
Department of Colorado and function in accordance with the National and Department Constitution and 
Bylaws, Department Standing Rules, and prescribed procedures.  

Section 2. Districts serve as the primary liaison between the Department and local Units, promoting 
programs, membership growth, communication, and organizational effectiveness. 

ARTICLE II – STRUCTURE AND GOVERNANCE 

Section 1. The governing body of the District shall be the District Convention, which is the legislative 
authority of the District.  

Section 2. Between conventions, administrative authority shall be vested in the District Executive 
Committee (DEC).  

Section 3. The District Executive Committee shall be defined in the district bylaws.  

The majority shall constitute a quorum.  

ARTICLE III – DISTRICT OFFICERS 

Section 1. Districts should have a minimum of two officers: DEC or President and Secretary but may 
include: 

• District Executive Committee (DEC) member (2-year term)  
• District President (Alternate DEC) 
• District Vice President  
• District Secretary / Treasurer or positions may be separate 
• District Chaplain  
• District Historian  
• District Sergeant-at-Arms  

Other officers are the choice of the district and defined in their district bylaws. 
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Section 2. Officers shall be elected annually, or as defined in their district bylaws, at the District 
Convention by secret ballot, unless there is only one nominee, in which case election may be by voice 
vote.  

Section 3. Officers shall serve a minimum of one (1) year, except the District Executive Committee 
member who serves a two (2) year term. Officers may serve multiple terms contingent upon their district 
bylaws.  

Section 4. The District President may serve no more than two (2) consecutive terms, unless otherwise 
stated in district bylaws.  

Section 5. Officers may assume duties upon election, however, must assume duties following the close of 
the Department Convention.  

Section 6. All officers must be members in good standing in their Unit of their district. All officers must 
be a member of a unit within the Department of Colorado within their district. 

Section 7. If district officers are unavailable for department voting purposes, i.e. DEC meeting, they must 
notify the department of their designated representative. 

ARTICLE IV – DUTIES OF OFFICERS 

Section 1. District Executive Committee Member (DEC Member) 

• Serves as liaison between District and Department  
• Assists Department leadership in program implementation  
• Attends District and Department meetings when requested 
• Conducts annual unit visitations  
• Performing duties assigned by Department leadership  
• Maintains working knowledge of all governing documents  

Section 2. District President 

• Provides general supervision of District Units, subject to Department oversight  
• Serves as liaison between District and Units  
• Promote membership and Auxiliary programs  
• Presiding over meetings and conventions  
• Coordinates District Conference and Convention with Legion counterparts  
• Ensures reporting of newly elected officers within ten (10) days  
• Encourages communication, engagement, and compliance across Units  
• Advises Units without exercising direct control  

Section 3. District Vice President 

• Assists the President  
• Performs duties of President in absence  
• In the event of a vacancy of President, the vice president fills the position until elections 
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Section 4. District Secretary 

• Maintains records and minutes  
• Distributes communications and official notices  
• Maintains governing documents  
• Provides transition records to successor  
• Reports on newly elected officers to Department  

Section 5. District Treasurer 

• Serves as custodian of District funds  
• Signs check jointly with President (or designee according to district bylaws) 
• Provides annual financial report  
• Maintains audit-ready financial records  
• Notifies Department of unpaid assessments  
• Ensures bonding as required  

ARTICLE V – MEETINGS AND EVENTS 

Section 1. Each District shall hold: 

• An annual District Convention  
• An annual District Conference  

Section 2. Conferences shall be conducted jointly with The American Legion District whenever 
practicable.  

Section 3. The District President shall coordinate planning with: 

• District Commander  
• Host Post and Unit  
• District leadership  

Section 4. Official notice shall be provided to all Units prior to meetings. 

ARTICLE VI – DISTRICT CONFERENCE 

Section 1. The District Conference (Fall Conference) shall be held annually in coordination with The 
American Legion District Conference. Should the American Legion counterpart not have a conference the 
Auxiliary may proceed with holding a conference without the Legion. 

Section 2. The purpose of the Fall Conference is to provide the newly elected Department President, 
Department Officers, and Committees the opportunity to present their plans and priorities for the 
upcoming year. This may include informational updates, training, and distribution of materials. Districts 
are encouraged to conduct a brief business meeting, after which the program shall be turned over to the 
Department representatives and invited guests for presentations and instruction. 
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ARTICLE VI – DISTRICT CONVENTION 

Section 1. The District Convention shall be held annually in coordination with The American Legion 
District Convention. Should the American Legion counterpart not have a convention the Auxiliary may 
proceed with holding a convention without the Legion. 

Section 2. The purpose of the District Convention is to review and recognize the contributions and 
activities of the Units within the District. It is customary for Unit Presidents, or their designees, to 
present reports highlighting the programs, accomplishments, and impact of their Units during the 
administrative year. 

District officers shall be elected at the annual District Convention and shall serve until their successors 
are duly elected and installed. 

Section 3. Each Unit delegate participation is defined in the district bylaws.  

Section 4. Delegates shall be elected at least two (2) weeks prior to Convention.  

Section 5. Each delegate vote must be in accordance with the district bylaws. 

ARTICLE VII – FINANCES 

Section 1. Districts may raise funds through: 

• Unit assessments  
• Fundraising 

Section 2. Districts shall establish their own dues and/or assessments.  

Section 3. Financial practices should include: 

• Proper authorization of expenditures  
• Dual signatures on checks  
• Annual reporting  
• Audit readiness  

ARTICLE VIII – 990 FILING - District 
A. Each District and Unit are required to file the appropriate annual IRS nonprofit return in order to 

maintain its nonprofit tax-exempt status as a 501(c)(19) organization. Most Units and Districts file 
the IRS Form 990-N (e-Postcard), while larger organizations may be required to file Form 990EZ or 
Form 990 based upon annual gross receipts and assets.  

B. The IRS filing must be completed annually by the required IRS deadline, which is generally the 15th 
day of the 5th month following the close of the organization’s fiscal year.  

C. The IRS electronic filing system and filing instructions may be accessed through the Internal Revenue 
Service website at:   IRS Form 990-N (e-Postcard) Filing System  

https://sa.www4.irs.gov/eauth/pub/login.jsp?utm_source=chatgpt.com
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D. The most permanent mailing address available for the Department, District, or Unit should be used 
when completing the IRS filing. A post office box is recommended whenever practical to ensure 
continuity during officer transitions, but it is not required.  

E. The District or Unit should ensure the following information is current and accurate prior to filing:  

• Legal name of the organization  
• EIN (Employer Identification Number)  
• Mailing address  
• Principal officer information  
• Gross receipts information, if required  
• Fiscal year ending date  

 
F. A copy of all IRS correspondence, confirmations, notices, or determinations related to the filing shall 

be forwarded to the Department and maintained in the District or Unit file.  
G. Districts and Units are encouraged to retain copies of all submitted filings, confirmation receipts, and 

related documentation in accordance with Department record retention procedures.  
H. Failure to file the required IRS return for three consecutive years may result in automatic revocation 

of the organization’s tax-exempt status by the Internal Revenue Service.  
I. Districts and Units are responsible for ensuring compliance with all IRS reporting requirements, 

Department governing documents, and applicable federal and state regulations. 

ARTICLE IX – VACANCIES 

Section 1. In the event of a vacancy in the office of District President, the Vice President shall assume the 
office. If the district is without an officer to fill vacancies, please notify department. 

ARTICLE X – REPORTING AND COMPLIANCE 

Section 1. Districts shall file governing documents with Department Headquarters.  

Section 2. Amendments must be promptly submitted to the Department.  

Section 3. District Secretaries shall submit newly elected officer lists within ten (10) days following 
Convention.  

Section 4. Districts shall operate in alignment with all National and Department governing documents. 

ARTICLE XI – OPERATING PRINCIPLES 

Section 1. District leadership shall: 

• Promote communication and collaboration  
• Support Unit success without direct control  
• Encourage participation in Auxiliary programs  
• Maintain transparency and accountability  
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Section 2. Units are encouraged to resolve issues locally, seeking Department guidance only when 
necessary. 

Section 3. The Department shall evaluate any issues involving Units or members and shall refer such 
matters to the appropriate committee or leadership to ensure timely and proper resolution. 
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UNITS OF THE DEPARTMENT OF COLORADO 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 
This Charter is adopted in accordance with the Constitution & Bylaws, Standing Rules, Policies, and 
Procedures of the American Legion Auxiliary National Organization and the American Legion Auxiliary 
Department of Colorado. The Unit serves as the local governing and operating body responsible for 
carrying out the mission of the American Legion Auxiliary within its community while maintaining 
compliance with all governing documents. 

ARTICLE I – PURPOSE 

Section 1. Support and advance the mission of the American Legion Auxiliary. 

Section 2. Promote service to veterans, military, youth, and communities. 

Section 3. Develop leaders and strengthen membership engagement. 

ARTICLE II – AUTHORITY 

Section 1. Operate under a charter issued by the National Organization. 

Section 2. Comply with National, Department, District, and Unit governing documents. 

Section 3. Adopt local policies that do not conflict with higher governing documents. 

ARTICLE III – MEMBERSHIP 

Section 1. Membership eligibility shall be determined by National governing documents and can be 
found in the Department Bylaws. 

Section 2. Members must remain in good standing through timely payment of dues. 

Section 3. Units shall maintain accurate membership records and submit dues and reports timely. 

Section 4. Membership eligibility through the service of a living veteran may be established by 
presentation of a current American Legion membership card. Membership eligibility through the service 
of a deceased veteran may be established by certification of the deceased veteran’s proof of military 
service by the post adjutant or other post officer or by the unit secretary or other unit officer of the 
deceased veteran’s proof of military service. Joining online requires an affidavit of eligibility; the Unit 
may request a copy of the veteran’s proof of military service. 

ARTICLE IV – GOVERNANCE STRUCTURE 

Section 1. The Unit shall elect officers each year prior to Department Convention. 
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Section 2. Officers are required to be members in good standing. 

ARTICLE V – OFFICER RESPONSIBILITIES 

Section 1. Officers shall perform duties assigned by governing documents and parliamentary authority. 

Section 2. Officers should ensure continuity of operations and proper record retention. 

Section 3. Officers shall support Department and District initiatives. 

ARTICLE VI – COMMITTEES 

Section 1. Standing and special committees may be established as needed. 

Section 2. Committee chairs shall maintain records and submit reports. 

Section 3. Committees operate under the authority of the Unit. 

ARTICLE VII – FIDUCIARY RESPONSIBILITIES 

Section 1. The Unit shall exercise prudent stewardship of all funds and assets. 

Section 2. Financial decisions shall support the mission and programs of the organization. 

Section 3. Officers shall avoid misuse of funds and organizational resources. 

ARTICLE VIII – FINANCIAL MANAGEMENT 

Section 1. Maintain accurate financial records and budgets. 

Section 2. Conduct annual audits or financial reviews. 

Section 3. Ensure proper authorization of expenditures. 

Section 4. Individuals handling funds shall be bonded through the national bond. 

ARTICLE IX – COMPLIANCE AND REPORTING 

Section 1. Submit required reports, officer rosters, dues, assessments, and filings. 

• Donations due for VA facility Christmas Gift shops -November 15 
• 990 Postcard filing for unit’s close of books is 6/30 - November 15 
• ALA MIS Payment for the calendar year due to Department - January 1 
• Assessments, Bond, one Delegate Fee due to Department - January 31 
• Unit Dues Rate Report Form (Indicating Unit Dues for Next year) - May 1 

o A unit failing to provide information by deadline will be charged to make corrections a 
fee of $35 

• Year End Report Form due - April 15 
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• Department Chair to the Northwest Division and National Chair – May 15 
• Close of Department books for assessing delegate strength/Dept Conv - May 15 
• Donations due for VA facility distribution for Year End -May 15 
• Unit Officers list due to Department - May 30 
• Convention delegate registrations and payment due to Department - June 1 

Other reports or donations.   

The Department collects donations for various purposes and sends one check on as a collective.  Those 
donations include but are not limited to: 

• VA Baby shower – August 15 
• Child Wellbeing Foundation (CWF) – we support our Department Sons of the American Legion 

March 15 
• National Scholarships 
• American Legion Auxiliary Emergency Fund 
• National Presidents Project 
• Department Presidents Project 
• Poppy Percentage with Report 

Section 2. Maintain governing documents and official records. 

ARTICLE X – RISK MANAGEMENT 

Section 1. Protect organizational assets and records. 

Section 2. Implement internal controls to reduce financial and operational risk. 

ARTICLE XI – ETHICS, CONFLICTS OF INTEREST, AND CONFIDENTIALITY 

Section 1. Members and officers shall comply with the Department Code of Ethical Conduct. 

Section 2. Conflicts of interest shall be disclosed and managed appropriately. 

Section 3. Confidential information shall be protected. 

ARTICLE XII – PERSONNEL AND CONTRACTORS 

Section 1. Units employing personnel or contractors shall comply with applicable laws. 

Section 2. Written agreements should be maintained for contractors and service providers. 

ARTICLE XIII – RECORDS RETENTION 

Section 1. Financial, governance, membership, and legal records shall be retained in accordance with 
the national retention policy. 

Section 2. Successors shall receive all organizational records upon transition. 
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ARTICLE XIV – DISCIPLINE AND GRIEVANCES 

Section 1. The Unit shall address disputes and disciplinary matters consistent with governing 
documents. 

Section 2. Members shall be afforded due process protections. 

ARTICLE XV – STRATEGIC PLANNING AND PROGRAM DELIVERY 

Section 1. The Unit shall establish goals supporting Department and National priorities. 

Section 2. Programs shall promote mission impact and member engagement. 

ARTICLE XVI – MEETINGS 

Section 1. Conduct regular meetings according to bylaws. 

Section 2. Electronic meetings may be utilized when permitted. 

Section 3. Accurate minutes must be maintained. 

ARTICLE XVII – 990 FILING - Unit 
J. Each District and Unit are required to file the appropriate annual IRS nonprofit return in order to 

maintain its nonprofit tax-exempt status as a 501(c)(19) organization. Most Units and Districts file 
the IRS Form 990-N (e-Postcard), while larger organizations may be required to file Form 990EZ or 
Form 990 based upon annual gross receipts and assets.  

K. The IRS filing must be completed annually by the required IRS deadline, which is generally the 15th 
day of the 5th month following the close of the organization’s fiscal year.  

L. The IRS electronic filing system and filing instructions may be accessed through the Internal Revenue 
Service website at:    IRS Form 990-N (e-Postcard) Filing System  

M. The most permanent mailing address available for the Department, District, or Unit should be used 
when completing the IRS filing. A post office box is recommended whenever practical to ensure 
continuity during officer transitions, but it is not required.  

N. The District or Unit should ensure the following information is current and accurate prior to filing:  

• Legal name of the organization  
• EIN (Employer Identification Number)  
• Mailing address  
• Principal officer information  
• Gross receipts information, if required  
• Fiscal year ending date  

 
O. A copy of all IRS correspondence, confirmations, notices, or determinations related to the filing shall 

be forwarded to the Department and maintained in the District or Unit file.  

https://sa.www4.irs.gov/eauth/pub/login.jsp?utm_source=chatgpt.com
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P. Districts and Units are encouraged to retain copies of all submitted filings, confirmation receipts, and 
related documentation in accordance with Department record retention procedures.  

Q. Failure to file the required IRS return for three consecutive years may result in automatic revocation 
of the organization’s tax-exempt status by the Internal Revenue Service.  

R. Districts and Units are responsible for ensuring compliance with all IRS reporting requirements, 
Department governing documents, and applicable federal and state regulations. 

 

 



ALA Dept of CO    Policies & Procedures      74   
 

DEPARTMENT PROCEDURES 
Procedures provide the operational guidance necessary to consistently implement the governing 
documents, policies, and decisions of the American Legion Auxiliary Department of Colorado. While the 
Constitution & Bylaws and Standing Rules establish the authority and structure of the organization, 
procedures explain how those responsibilities and processes are carried out in practice. 

The purpose of procedures is to: 

• Promote consistency, accountability, and transparency throughout the organization.  

• Provide clear operational guidance for officers, committees, Districts, Units, employees, 
contractors, and volunteers.  

• Support compliance with National and Department governing documents, financial controls, and 
applicable laws and regulations.  

• Preserve organizational knowledge and continuity during leadership transitions.  

• Establish standardized practices for administration, financial oversight, meetings, reporting, 
records management, and operational functions.  

• Reduce confusion by clearly outlining responsibilities, expectations, timelines, and approval 
processes.  

Procedures help ensure the organization operates efficiently, ethically, and consistently while protecting 
the integrity, assets, records, and mission of the American Legion Auxiliary Department of Colorado. 

 

PARLIAMENTARY AUTHORITY: Robert’s Rules of Order, Newly Revised, shall govern the Committee 
where not otherwise specified. 

AMENDMENTS: This Charter may be amended or revised by ratification of the Department Executive 
Committee provided such changes remain consistent with the Department and National governing 
documents. 
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CANDIDATE ENDORSEMENT & NOMINATION PROCEDURES 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. These procedures establish guidelines for the endorsement, nomination, and campaign 
process for candidates seeking elected Department office within the American Legion Auxiliary 
Department of Colorado. 

Section 2. These procedures are intended to promote fairness, professionalism, transparency, and 
respect throughout the election process. 

ARTICLE II – ENDORSEMENTS 

Section 1. Candidates seeking Department office are encouraged to obtain endorsement from their 
respective Unit and District. 

Section 2. Endorsements may be approved in accordance with Unit or District governing procedures. 

Section 3. Endorsements are customarily announced during the Mid-Year Conference Executive Board 
meeting.   

Section 4. Endorsements are typically read by a member of the candidate’s Unit or District; however, 
any member in good standing may present the endorsement. 

ARTICLE III – WRITTEN ENDORSEMENTS 

Section 1. Written endorsements may be submitted for publication in the official Department 
publication designated for candidate information. 

Section 2. Endorsements submitted for publication shall not exceed two hundred (200) words. 

Section 3. Written endorsements shall be submitted to the editor of the Poppy Seed or other designated 
Department publication by the published deadline. 

Section 4. The Department reserves the right to edit submissions for formatting, length, grammar, 
clarity, or compliance with Department policies. 
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ARTICLE IV – NOMINATIONS 

Section 1. Candidates for elected Department office may be nominated from the floor during the 
Department Convention in accordance with the Department Bylaws and Robert’s Rules of Order, Newly 
Revised, 

Section 2. All nominees must meet eligibility requirements established by National and Department 
governing documents. 

Section 3. The presiding officer shall recognize nominations in the order received. 

ARTICLE V – CAMPAIGN SPEECHES 

Section 1. Campaign speeches presented during the Department Convention shall be limited to two (2) 
minutes per candidate unless otherwise approved by the convention body. 

Section 2. Candidates and speakers shall conduct themselves in a respectful and professional manner 
consistent with the values and mission of the American Legion Auxiliary. 

Section 3. Campaign remarks should avoid personal attacks, inappropriate conduct, or statements 
inconsistent with the Code of Ethical Conduct. 

ARTICLE VI – OPERATING PRINCIPLES 

Section 1. The endorsement and nomination process shall be conducted in a manner that reflects 
fairness, dignity, professionalism, and respect for all candidates and members. 

Section 2. Members participating in endorsements, nominations, or campaign activities shall comply 
with all Department governing documents and the Department Code of Ethical Conduct. 
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DEPARTMENT DIRECTORY PROCEDURES 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. The Department Directory shall serve as an official resource for communication, coordination, 
and organizational reference for the American Legion Auxiliary Department of Colorado. 

Section 2. The Directory shall provide current contact and organizational information for Department, 
District, and Unit leadership, committees, programs, and affiliated organizations. 

Section 3. The Directory shall be maintained and distributed in accordance with governing documents, 
privacy expectations, and operational needs of the Department. 

ARTICLE II – PUBLICATION AND DISTRIBUTION 

Section 1. A Department Directory shall be prepared and published annually. 

Section 2. The Directory will only be distributed in electronic format.  

Section 3. The Department Secretary and/or designated staff shall coordinate the collection, 
preparation, publication, and distribution of the Directory. 

ARTICLE III – DIRECTORY CONTENT 

Section 1. The Directory will include: 

• Department Officers 
• Department Committee Chairs and Committee members 
• District Executive Committee Members 
• District Officers 
• Unit Presidents and Secretaries 
• Department contact information 

Section 2. Unit listings shall include the Unit number, Unit name and/or location, mailing address, 
telephone number if available, and names of Unit Presidents and Secretaries as reported by the Unit. 

Section 3. District listings shall include District Officers, District Executive Committee Member, and 
contact information as available. 

Section 4. Honorary Junior Officers shall be identified by name, Unit number, and Unit name only. 
Personal addresses, telephone numbers, and email addresses shall not be published. 
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ARTICLE IV – AMERICAN LEGION INFORMATION 

Section 1. The Directory may include information for The American Legion Department of Colorado 
including the Department Commander, Adjutant, and National Executive Committee Member. 

Section 2. Listings may include names, telephone numbers, and addresses as authorized. 

Section 3. The address and telephone number of the Department Adjutant may be listed as the official 
Department address for The American Legion. 

ARTICLE V – ADDITIONAL INFORMATION 

Section 1. The Directory may contain additional organizational and program information including 
National and Department President themes, monthly Auxiliary programs, Northwest Division rotation, 
Colorado VA facilities, VA representatives, dues and assessments, poppy information, and Honorary 
Junior Officer listings. 

Section 2. Additional information included in the Directory shall support the mission, programs, 
communication, and operational needs of the organization. 

ARTICLE VI – PRIVACY AND USE OF INFORMATION 

Section 1. Names, addresses, telephone numbers, and available email addresses published in the 
Directory are provided solely for the convenience and communication needs of the membership. 

Section 2. Directory information shall not be used for commercial purposes, personal solicitation, 
political activity, unauthorized distribution, or non-Auxiliary business. 

Section 3. Unauthorized use of Directory information may result in disciplinary action consistent with 
Department governing documents. 

ARTICLE VII – OVERSIGHT 

The Department Secretary and/or designated personnel shall ensure information is updated using the 
most current records available at the time of publication. 

ARTICLE VIII – OPERATING PRINCIPLES 

Section 1. The Department Directory shall support communication, organizational transparency, 
operational efficiency, and respect for member privacy. 

Section 2. Information included in the Directory shall reflect the mission, values, and professionalism of 
the American Legion Auxiliary Department of Colorado. 
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ELECTRONIC MEETING PROCEDURES 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

This Charter has been established in accordance with the American Legion Auxiliary National 
Constitution & Bylaws, Department Bylaws, Department Standing Rules, Department Policies & 
Procedures, and other governing documents of the American Legion Auxiliary Department of Colorado. 

These procedures are based upon the Sample Rules for Electronic Meetings contained in Robert’s Rules 
of Order, Newly Revised, 12th Edition. 

ARTICLE I – PURPOSE 

Section 1. These procedures establish standards and operational guidelines for conducting authorized 
electronic meetings of the Department Executive Committee, Department Executive Committee, 
Standing Committees, Ad-Hoc Committees, and other approved Department meetings. 

Section 2. Electronic meetings shall be conducted in a manner that allows all participants to hear, 
communicate, deliberate, and participate equally whenever possible. 

ARTICLE II – AUTHORIZATION 

Section 1. Electronic meetings may only be conducted when authorized by the governing documents of 
the American Legion Auxiliary National Organization or the American Legion Auxiliary Department of 
Colorado. 

Section 2. Authorization for electronic meetings may be contained within the Bylaws, Standing Rules, 
Policies & Procedures, or officially adopted special rules. 

ARTICLE III – NOTICE OF MEETING 

Section 1. Notice of an electronic meeting shall include the date and time of the meeting. 

Section 2. Meeting notices shall include connection information, dial-in instructions, internet access 
instructions, and the time participants may begin connecting to the meeting. 

Section 3. Whenever practical, meeting notices should be distributed at least fifteen (15) minutes prior 
to the meeting opening for participant connection and technical preparation. 

Section 4. The call to the meeting should include the agenda, proposed motions when available, officer 
and committee reports, and any special rules applicable to the meeting. 

Section 5. Instructions regarding how members may seek recognition to speak shall be included within 
the meeting notice whenever practical. 
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Section 6. Participants who are not actively speaking should keep microphones muted to minimize 
disruption and background noise. 

ARTICLE IV – MEETING FORMAT 

Section 1. The order of business for an electronic meeting shall follow, as closely as practical, the order 
used for a regular in-person meeting. 

Section 2. Opening ceremonies, including the Pledge of Allegiance and Preamble, may be conducted 
electronically. 

Section 3. During recitations, all participants except the designated speaker should remain muted. 

ARTICLE V – ATTENDANCE AND ROLL CALL 

Section 1. The Secretary shall conduct roll call for voting members identified in the governing 
documents. 

Section 2. Voting eligibility shall be limited to members authorized by the governing documents for that 
specific meeting. 

Section 3. Members attending under privileges of the floor shall identify themselves by name and Unit 
number when requested. 

Section 4. Members attending under privileges of the floor may observe the meeting but shall not speak 
or vote unless granted permission by the assembly. 

ARTICLE VI – QUORUM 

Section 1. The quorum requirement for an electronic meeting shall be the same as the quorum 
requirement for an equivalent in-person meeting. 

Section 2. The presiding officer and Secretary shall verify the existence of a quorum prior to conducting 
official business. 

ARTICLE VII – RECOGNITION AND DEBATE 

Section 1. Members seeking recognition shall do so without interrupting another speaker. 

Section 2. Members seeking recognition should unmute their microphone and address the presiding 
officer by title, such as “Madam President,” and wait for recognition. 

Section 3. Once recognized, the member shall state their name and Unit number before addressing the 
assembly. 

Section 4. Upon completion of remarks, members should mute their microphones. 

Section 5. Any special rules of debate applicable to the meeting shall be announced in the call to the 
meeting or adopted by the assembly. 
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ARTICLE VIII – MOTIONS 

Section 1. Written motions may be submitted to the presiding officer and Secretary prior to the meeting 
for inclusion in the meeting agenda or call to the meeting. 

Section 2. Members may make verbal motions during the meeting in accordance with parliamentary 
procedure. 

Section 3. A second to a motion may be made verbally without first obtaining recognition. 

Section 4. Written motions shall not be submitted during the meeting unless authorized by the presiding 
officer or special rules. 

ARTICLE IX – VOTING 

Section 1. Voting during electronic meetings should generally be conducted by roll call unless another 
authorized voting method is approved. 

Section 2. Unanimous consent may be used for routine or noncontroversial matters when appropriate. 

Section 3. The Secretary shall record the number of votes cast for and against each motion and whether 
the motion was adopted or lost. 

Section 4. When action is taken by unanimous consent, the Secretary shall record that the action was 
adopted without objection. 

ARTICLE X – DISRUPTIVE CONDUCT 

Section 1. Members shall conduct themselves respectfully and professionally during electronic 
meetings. 

Section 2. The presiding officer may call a disruptive member to order. 

Section 3. Continued disruptive behavior may result in muting the participant, removal from speaking 
privileges, or disconnection from the meeting subject to parliamentary authority and the rights of the 
member. 

ARTICLE XI – TECHNICAL ISSUES 

Section 1. Individual participants are responsible for maintaining their own internet connection, 
telephone access, and technical equipment required to participate in the meeting. 

Section 2. A member may not challenge the validity of meeting actions based solely upon the loss or 
poor quality of the member’s individual connection. 

Section 3. The presiding officer may recess or delay the meeting if widespread technical issues 
substantially interfere with the ability of the assembly to conduct business. 
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ARTICLE XII – OPERATING PRINCIPLES 

Section 1. Electronic meetings shall be conducted in a manner that promotes fairness, accessibility, 
efficiency, participation, and orderly deliberation. 

Section 2. Participants shall comply with the Constitution & Bylaws, Standing Rules, Policies & 
Procedures, Code of Ethical Conduct, and parliamentary authority of the organization. 
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NATIONAL CONVENTION PROCEDURES 
Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

These procedures are established in accordance with the Constitution & Bylaws, Standing Rules, Policies 
& Procedures, and governing documents of the American Legion Auxiliary National Organization and the 
American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. These procedures establish guidelines for the selection, coordination, responsibilities, 
conduct, reimbursement, and participation of the Department of Colorado delegation attending the 
American Legion Auxiliary National Convention. 

Section 2. These procedures shall be interpreted in conjunction with the American Legion Auxiliary 
National Constitution & Bylaws, National Standing Rules, Department Bylaws, Department Standing 
Rules, and Department financial policies. 

ARTICLE II – DELEGATION LEADERSHIP 

Section 1. The outgoing Department President shall serve as Chair of the National Convention 
Delegation.  Should the outgoing Department President not attend National Convention, they shall 
appoint a delegate chair. 

Section 2. Prior to the National Convention, the outgoing Department President or Delegation Chair 
shall call a caucus of the delegation to determine attendance, review responsibilities, and communicate 
expectations. 

Section 3. The outgoing Department President shall appoint a Delegate Secretary and Delegate Page. 

Section 4. When possible, alternate delegates should be selected to attend national convention. 

ARTICLE III – DELEGATE ENTITLEMENT AND SELECTION 

Section 1. Department representation at National Convention shall comply with Article XVI of the 
Department Bylaws. 

Section 2. By virtue of office, the following individuals shall serve as delegates to the National 
Convention: 

• Outgoing Department President 
• Incoming Department President 
• Delegation Secretary 
• Northwest Division National Vice President or candidate, when applicable. 
• National Executive Committee Member (NEC). 
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• Other delegates are entitled by National or Department governing documents. 
Section 3. Remaining delegate positions shall be filled from district delegate nominees in order of 
membership target accomplishment. 

Section 4. Alternate delegate positions shall be filled from districts in order of remaining membership 
target accomplishment. 

Section 5. District delegates and alternates shall be selected in accordance with Department Bylaws and 
Department membership standings. 

ARTICLE IV – CONVENTION RESPONSIBILITIES 

Section 1. At Department Convention, delegates to national convention are presented based on district 
membership percentage. 

Section 2. Delegates shall attend all assigned convention sessions. 

Section 3. A list of convention meetings, caucuses, events, and activities shall be distributed to delegates 
and alternates prior to the convention whenever possible. 

Section 4. Delegates should be advised that attendance on the convention floor is required in order to 
qualify for coverage of delegate fee.  Should attendees fail to attend, they will reimburse the 
department for the delegate fees paid. 

Section 5. The national organization discourages the exchange of gifts among NECs and Department 
Officers. Any gifts provided shall be at the expense of the donating member unless otherwise 
authorized. 

ARTICLE V – PAGES AND SEATING 

Section 1. The outgoing Department President shall appoint one (1) page for the National Convention 
delegation. Physical abilities and availability should be considered when selecting pages. 

Section 2. Delegates may serve as pages in accordance with Department and National governing 
documents. 

Should the outgoing Department President not attend National Convention a delegate chair shall be 
appointed in their place. National Headquarters shall designate seating arrangements for delegates, 
alternates, and guests. 

Section 4. Alternates and guests are welcome to attend convention sessions in accordance with National 
Convention rules. 

Section 5. Pages shall generally be seated at the end of delegation rows. 

Section 6. Delegates shall generally be seated next to the head page in the following order: 

• Outgoing Department President. 
• Delegation Secretary 
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• Incoming Department President. 
• National appointees and designated delegates. 

ARTICLE VI – DELEGATE RESPONSIBILITIES 

Section 1. Delegates are expected to conduct themselves professionally and in accordance with the 
mission, values, and governing documents of the American Legion Auxiliary. 

Section 2. Delegates must attend official convention meetings, caucuses, and prepaid events, including 
but not limited to the Member of the Year Luncheon and States Dinner. 

Section 3. Delegates who fail to attend prepaid events may be required to reimburse the Department 
for associated expenses. 

Section 4. Delegates leaving the convention hall or convention city for an extended period shall provide 
their delegate badge to an alternate to ensure Colorado’s delegate representation remains filled for 
voting purposes. 

Section 5. Alternates and guests are not eligible for Department reimbursement unless otherwise 
approved through the Department budget or Finance Committee. 

ARTICLE VII – FINANCIAL RESPONSIBILITIES AND REIMBURSEMENT 

Section 1. The outgoing National Executive Committee Members’ airfare and per diem may be paid by 
National Headquarters in accordance with National Policies. 

Section 2. Delegates to the national convention shall have a budget for reimbursement up to $1000.  
Reimbursement is limited to ½ hotel expenses, flight, baggage, and mileage or transportation to and 
from the convention airport. 

Section 3. Reimbursement requests must comply with Department financial procedures and include 
required documentation and receipts. 

Section 4. Expenditures shall only be reimbursed if funds are available and approved in the Department 
budget or by the Finance Committee. 

Section 5. Reimbursement can only be made after travel is complete. 

ARTICLE VIII – DELEGATION SECRETARY RESPONSIBILITIES 

Section 1. The Delegation Secretary is the secretary of record for the national convention.  The 
appointment should be made prior to department convention, when requested by national.  The 
Delegation Secretary will be in direct contact with national to ensure all processing is completed for 
delegate fees, Member of the Year Luncheon, and State Dinner. 

Section 2.  The Delegation Secretary will be charged with collecting all the delegate packets and badges 
for the Department of Colorado.   
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Section 3. The Delegation Secretary should be housed with the Colorado delegation in the Department 
headquarters hotel whenever practical to assist the delegation. 

Section 4. The Delegation Secretary shall assist with convention coordination, communications, delegate 
records, reimbursement documentation, and other administrative support as needed. 

Section 5. The Delegation Secretary will pick up voting pads and return them at the end of the session. 

ARTICLE IX – OPERATING PRINCIPLES 

Section 1. National Convention participation shall promote professionalism, respect, fellowship, 
leadership development, and representation of the Department of Colorado. 

Section 2. Delegates, alternates, pages, officers, and guests shall comply with all National Convention 
rules and policies. 

Section 3. In the event of conflict between these procedures and National governing documents, the 
National governing documents shall prevail. 
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NATIONAL PRESIDENT & NORTHWEST DIVISION NATIONAL VICE 
PRESIDENT 

Reviewed by: Risk and Compliance Committee  Reviewed on: 5/15/26 

Approving Body: Department Executive Committee Ratified on: 6/15/26 

 

These procedures are established in accordance with the Constitution & Bylaws, Standing Rules, Policies 
& Procedures, and governing documents of the American Legion Auxiliary National Organization and the 
American Legion Auxiliary Department of Colorado. 

ARTICLE I – PURPOSE 

Section 1. These procedures establish guidelines for planning, coordinating, communicating, and 
supporting official visits by the National President and the Northwest Division National Vice President to 
the American Legion Auxiliary Department of Colorado. 

Section 2. These procedures are intended to ensure professional coordination, hospitality, 
communication, and organizational consistency during official visits. 

ARTICLE II – OFFICIAL VISIT REQUESTS 

Section 1. National Headquarters may provide a request form to the Department President-Elect for 
selection of preferred dates for the National President’s official visit to Colorado. 

Section 2. When permitted by National guidelines, the Department Secretary may request official visit 
dates for the Northwest Division National Vice President. 

Section 3. Requests for visit dates should include multiple scheduling options whenever possible to 
assist with coordination and travel arrangements. 

Section 4. Official confirmation of visit dates may be provided by telephone, electronic mail, written 
correspondence, or other approved communication methods. 

ARTICLE III – COMMUNICATION AND COORDINATION 

Section 1. The Department Secretary shall coordinate communication related to official visits. 

Section 2. Copies of correspondence, schedules, itineraries, and official communications concerning the 
visit shall be provided to the Department President and Distinguished Guest Committee. 

Section 3. The Distinguished Guest Committee shall receive all information related to visit schedules, 
times, travel arrangements, events, and activities. 

Section 4. Information received by Department Headquarters concerning official visits should be 
provided to the Public Relations Chair for promotion and publicity purposes. 
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Section 5. Greetings, biographies, photographs, and approved materials received from National 
Headquarters may be used for convention books, promotional materials, and official Department 
publications. 

ARTICLE IV – TRAVEL AND LODGING 

Section 1. The Department Treasurer shall coordinate hotel reservations for the National President, 
Northwest Division National Vice President, Distinguished Guest Committee members, and other 
approved guests as necessary. 

Section 2. The Department Secretary shall coordinate airport transportation arrangements and provide 
contact information for the individual designated to meet the visiting official upon arrival. 

Section 3. Travel arrangements, accommodation, and hospitality shall be coordinated in accordance 
with approved Department budgets and financial procedures. 

ARTICLE V – DISTINGUISHED GUEST RESPONSIBILITIES 

Section 1. The Distinguished Guest Committee shall assist with hospitality, schedules, gifts, 
transportation coordination, event support, and communication during official visits. 

Section 2. The Distinguished Guest Committee shall maintain a record of gifts presented to the National 
President or Northwest Division National Vice President during the visit. 

Section 3. Gifts presented during official visits may be mailed to the visiting official’s residence when 
necessary. 

Section 4. Copies of gift inventories or records shall be provided to the visiting official, National 
Headquarters when required, and the Department Secretary. 

ARTICLE VI – PUBLIC RELATIONS AND PROMOTION 

Section 1. The Public Relations Chair shall assist in promoting official visits through Department 
publications, media releases, social media, newsletters, websites, and other approved communication 
methods. 

Section 2. Promotional materials shall comply with National and Department branding, publicity, and 
communication guidelines. 

Section 3. Public announcements and schedules shall be coordinated to maximize member participation 
and organizational visibility. 
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ARTICLE VII – OPERATING PRINCIPLES 

Section 1. Official visits shall be conducted in a manner reflecting professionalism, hospitality, respect, 
and support for the mission of the American Legion Auxiliary. 

Section 2. Department Officers, Committee Chairs, volunteers, and members involved in official visits 
shall work collaboratively to ensure efficient coordination and positive member experiences. 

Section 3. In the event of conflict between these procedures and National governing documents or 
directives from National Headquarters, the higher governing authority shall prevail. 
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