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DUTIES OF A DEPARTMENT VICE COMMANDER

The Bylaws of the Department Constitution, Article II, Section 2, outlines the primary duties of a Vice Commander as follows: “The Department Vice Commanders shall be the representatives of the Department Commander on all matters referred to any of them, and shall, on request, preside over meetings of the Department Convention or Department Executive Committee, and perform such other duties as are usually incident to the office.”

[bookmark: _Toc13331314]Representing The Department Commander
The Department Commander will notify and authorize the Vice Commanders to represent them whenever the Commander deems it necessary. In addition, whenever the Commander desires a Vice Commander to preside at a Department Executive Committee, Department Convention, or other event, they will be notified by the Commander. Vice Commanders will keep in mind at all times their primary duty is to be of assistance to the Department Commander.

[bookmark: _Toc303776320][bookmark: _Toc13331315]Membership
The Vice Commanders, by virtue of Department Constitution & Bylaws, are members of the Department Membership Committee. Whenever the Membership Committee meets, the Vice Commanders are automatically authorized to attend the Membership Committee meeting. Each year, the Commander designates a certain membership area for each Vice Commander including three (3) Districts, which is the area the Vice Commander is responsible for. Traditionally, the Vice Commanders make recommendations to the Commander based on their agreed upon preferences. A weekly membership report is prepared to include the membership in the Vice Commander’s respective area, weekly membership standings of the Districts and other pertinent information. This weekly report generally commences approximately ten days after the annual Convention.

Legion Programs
It is highly recommended you attend the Department Oratorical Contest, and other Legion events, to show your support for the program/event.  Your peers watch what you do and if it doesn’t appear important to you, it won’t to the general membership.

It is highly recommended that Department Vice Commanders attend the National Membership Workshop and Convention.

[bookmark: _Toc303776321][bookmark: _Toc13331317]Department Vice Commander’s Reimbursement
Pursuant to a standing Department Executive Committee mandate, Department Vice Commanders are allocated a reimbursement, as determined by the Finance Committee and approved by the Department Executive Committee, to be used for promotion of American Legion programs and membership.  Primarily, of course, it is to assist you in the travel through the Department, District meetings, and whatever other expenses you may incur.

As a result, you will receive a bi-monthly reimbursement check of equal amounts for your year as Department Vice Commander. Your travel to the Department Executive Committee meetings does not come under this reimbursement, but rather, under the Department Executive Committee budget.  Reimbursement checks will not be sent out unless your travel report for the appropriate timeframe has been sent to the Finance Manager.

Bi-monthly reimbursement checks will be processed as follows: 

	REPORT PERIODS	CHECKS CUT
	August – September	October
	October – November	December
	December – January	February
	February – March	April
	April – May	June
	June – July	August

Summary

A Department Vice Commander, as stated, is to be of assistance to the Department Commander. They should stay in close contact with the Department Commander and Department Headquarters.

A Department Vice Commanders’ primary responsibility is membership in the agreed upon Districts and they are expected to make visits to posts and county councils.

[bookmark: _Toc13331318]DISTRICT COMMANDER’S INFORMATION

The following information has been prepared in the hopes it will be of some assistance to District Commanders upon taking office at the close of the Department Convention. For a complete understanding of District duties, new District Commanders should get in touch with their Past District Commanders who will be happy to assist them.

[bookmark: _Toc303776322][bookmark: _Toc13331319]District Commander’s Reimbursement
Pursuant to a standing Department Executive Committee mandate, District Commanders are allocated a reimbursement, as determined by the Finance Committee and approved by the Department Executive Committee, to be used for promotion of American Legion programs and membership. Primarily, of course, it is to assist you in the travel through the District, District meetings, and whatever other expenses you may incur. 

As a result, you will receive a bi-monthly reimbursement check of equal amounts for your year as District Commander. Your travel to the Executive Committee meetings does not come under this reimbursement, but rather, under the Executive Committee budget.  If you have any questions relative to your District Commander’s reimbursement, please get in touch with Department Headquarters.  Reimbursement checks will not be sent out unless your travel report for the appropriate timeframe has been sent to the Finance Manager.

Bi-monthly reimbursement checks will be processed as follows: 

	REPORT PERIODS	 CHECKS CUT
	August – September	October
	October – November	December
	December – January	February
	February – March	April
	April – May	June
	June – July	August

[bookmark: _Toc303776323][bookmark: _Toc13331320]District Commander’s Responsibility
As the District Commander, you are responsible for your District in that you are the head of the District.  By virtue of your office, you represent the District on the Executive Committee. In the event you are unable to attend an Executive Committee meeting, you should notify a District Vice Commander who has the authority to represent you in your absence and thus ensure your District of proper representation.

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


Per resolution passed at the 2021 Convention, six (6) District Commanders will be members of the
Membership Committee. The odd numbered District Commanders will serve on the Membership
Committee during the odd membership year, and the even numbered District Commanders will serve on
the Membership Committee during the even membership year.

District Commanders should also attend any events being held within the district.  Encourage officers and 
County Commanders to attend as well.  Members follow your direction and if it isn’t important for 
leadership to attend, they won’t attend either.

DISTRICT APPOINTMENTS TO THE DEPARTMENT AND NATIONAL CONVENTION

Prior to your Spring Conference, you will receive a National Convention packet from Department with an informational letter, your estimated National Convention Delegate strength, National Convention Delegate Assignment Form and National Convention Assistant Sergeant-at-Arms form. 

It is advised, due to Convention planning at Headquarters that you administer the following appointments and fill out the proper forms at your District Spring Conference. (Some of these forms are due at least forty-five (45) days prior to Department Convention.)
Department Convention				National Convention
Ballot Clerks					Assistant Sergeant At Arms
Assistant Sergeant At Arms			Delegate Assignment Form
Convention Committee Appointments		
Standing Committee Appointment Forms
Standing Committee Applications

The forms mentioned above will be mailed from Department Headquarters to the District Commanders and Adjutants the 1st week in April. Once National Delegate Assignment Form is received, those on the form will be mailed registration and housing information and forms. 

It is important that these forms are returned to Department immediately following your Spring Conference to ensure communication with the Delegates and Alternates to National Convention. 

National Membership Workshop
It is highly recommended that District Commanders attend the National Membership Workshop. The Department Adjutant will keep you apprised of when the National Membership Workshop will be, typically the last Thursday through Saturday in July.

[bookmark: _Toc13331321]District Officers
Each District varies as to the structure of their District since some operate with full slate of Officers, and some with a minimum of officers. Every District should have a Vice Commander who would be the logical one to represent the District in the absence of the District Commander. Some Districts elect other Vice Commanders and, in some instances, they are appointed. Each District should be supported by a District Adjutant, and such other officers as a District Commander may designate. Please send the full list of your elective and appointed officers to our office 30 days before Convention for compilation of the annual Officers and Committee Roster and Official Directory.

The officer’s initial reimbursement will be withheld until a complete officer and committee roster is received by the Department Adjutant.

[bookmark: _Toc13331322]Membership
The new membership cards are distributed to all District Commanders before the Department Convention. A record of the cards issued to District Commanders is kept at Department Headquarters.  These cards MUST be issued to each post no later than June 30th to ensure the post can review the cards and prepare for the new membership year starting July 1st.

A Weekly Membership Report by District is issued which gives up-to-date information on District membership. District Commanders, amongst other leadership, receive a complete breakdown of the District by Posts and Counties showing the membership data received at the time of the mailing of the weekly report.

[bookmark: _Toc13331323]Department Contact
Department Headquarters is happy to be of service to the District Commanders. It is the responsibility of the Department Headquarters Team to keep the District Commanders fully informed as to anything which may occur within their District that the Department becomes aware of.

Each year, it has been customary for the Department Vice Commanders to be assigned certain Districts as their respective area, all District Commanders are notified of these assignments and are encouraged to work with their assigned Department Vice Commander to ensure a successful year. 

The first Department Executive Committee meeting of the year following the Department Convention is the Post-Convention DEC, which immediately follows the close of the convention. The next DEC meeting is at the Fall Meetings. The Official Call, together with event registration and hotel reservation information for Convention, Midwinter, Fall and Spring Meetings, will be mailed to you. To ensure you receive housing you must reply by indicated deadlines.

The Department Constitution and Bylaws allows for Electronic polling of the Department Executive Committee. It is vitally important that you monitor your email daily, and alert Department Headquarters if you will be away and are unable to do so.

It is highly suggested that District Vice Commanders attend meetings along with the District Commander to allow them to learn about the workings of the Department, and to step in if the Commander becomes ill or is called away.

If District Commanders have any questions in regards to their duties, or need any additional information, please contact Department Headquarters.
[bookmark: _Toc13331324]
DEPARTMENT PROGRAMS

The following is a list of Department Programs and where to find more information.  These are events to put on your calendar to attend.  As leaders, our members take our direction and the more people we get to attend, the more successful our programs can be!

If you are interested in being involved or volunteering your time to any of the following programs, please contact Department Headquarters and you will be connected with someone who can assist you.
[bookmark: _Toc13331327]
AMERICAN LEGION BASEBALL AND SOFTBALL

· wilegion.org/legion-softball
· wilegion.org/legion-baseball



AMERICANISM & GOVERNMENT TESTING

· wilegion.org/scholarships

BADGER BOYS STATE

·  https://badgerboysstate.org/about.  

COUNTY YOUTH GOVERNMENT

· wilegion.org/county-youth-government

[bookmark: _Hlk146895688]EDUCATION & SCHOLARSHIP

· wilegion.org/scholarships for a full list of scholarships

ORATORICAL 

· wilegion.org/oratorical
· legion.org/oratorical

SCOUTING

· https://www.legion.org/scouting 

SHOOTING SPORTS

· wilegion.org/shooting-sports

SONS OF THE AMERICAN LEGION

All male descendants, adopted sons and stepsons of members of The American Legion, and such descendants of male and female veterans who died in service during the World Wars, or who died subsequent to the honorable discharge from such service, shall be eligible for membership in the “Sons of The American Legion."

· wisal.org

WISCONSIN AMERICAN LEGION LAW ENFORCEMENT CAREER ACADEMY (WALLECA)

· wilegion.org/walleca

DEPARTMENT COMMITTEES

A list of Department Committees, their composition and the duties of the committee, can be found in the Department Constitution and Bylaws, starting at Article III of the Bylaws, Department Appointments, Standing and Special Committees.  The current Constitution and Bylaws can be found at wilegion.org/manuals.

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

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

Liaison: 	Members that are appointed to a Committee as a liaison by the Department Commander have a voice but cannot make a motion or vote. Typically, the District Commanders are appointed as Liaison to standing committees. This allows the District Commanders to gain experience about the committee workings and helps the Executive Committee meeting go smoother. 

Voting members of the DEC should not be members of the standing committees, with the exception of the Membership Committee, as this could allow them to have undue influence over committee decisions.

Current and past leaders should recommend members to standing committee appointments.


[bookmark: _Toc13331343]MASTER SCHEDULE OF DEPARTMENT COMMITTEE MEETINGS

Pursuant to Department Executive Committee action, the following Master Schedule for all Department Committee meetings is in effect.


DEPARTMENT FALL MEETINGS – PORTAGE (or at the call of the Commander), WISCONSIN 
2nd Weekend in October 
	Americanism Committee			Marketing & Communications Committee
	Camp American Legion Committee		Membership Committee 
Convention and Activities Commission		National Security Committee
	Executive Committee				Past Department Commanders
	Finance Committee				Internal Affairs Committee	
	Fundraising Committee				Veterans Affairs & Rehabilitation Committee	
	Legislative Committee


MIDWINTER CONFERENCE – CONFERENCE CITY
2nd or 3rd Weekend in January – Midwinter 2024 Dates: January 18-21, 2024
	Americanism Committee			Legislative Committee
	Camp American Legion Committee		Marketing & Communications Committee
Children & Youth Committee			Membership Committee
Convention and Activities Commission 		National Security Committee	
	Executive Committee				Past Department Commanders
	Finance Committee				Internal Affairs Committee	
	Fundraising Committee				Religious Emphasis Committee
	Hospital Committee				Veterans Affairs & Rehabilitation Committee

DEPARTMENT SPRING MEETINGS – PORTAGE (or at the call of the Commander), WISCONSIN
2nd Weekend in May – Spring 2024 Dates: May 10-11, 2024
	Camp American Legion Committee		Marketing & Communications Committee
	Convention and Activities Commission		Membership Committee
	Executive Committee				National & Homeland Security Committee
	Finance Committee				Past Department Commanders
	Fundraising Committee				*Internal Affairs Committee
	Legislative Committee				Veterans Affairs & Rehabilitation Committee
	Pre- Convention Committees:
a. Rules Committee
b. Credentials Committee
c. Permanent Organization Committee

*The Internal Affairs Committee meets during the month of June within the prescribed Constitutional period of time to review resolutions, make recommendations and assign resolutions to Convention Committees. The Department Adjutant will prepare a brief on each resolution to be distributed to each Post prior to Convention.

DEPARTMENT CONVENTION MEETING – CONVENTION CITY
2nd or 3rd Weekend in July – Convention 2024 Dates: July 10-14, 2024
	Americanism Committee		Marketing & Communications Committee	
Children & Youth Committee		Membership Committee	
Convention & Activities Commission 	National & Homeland Security Committee	
	Executive Committee			Past Department Commanders
	Finance Committee			Internal Affairs Committee
	Fundraising Committee			Religious Emphasis Committee
	Hospital Committee			Veterans Affairs & Rehabilitation Committee
	Legislative Committee			*Credentials Committee

*Per the Department Constitution Article V, Section 4, “There shall be a Credentials Committee consisting of three delegates to be appointed by the Department Executive Committee to sit the day before, and the first day of the Convention, to pass upon and decide eligibility of delegates and alternates.”

SPECIAL NOTE: In addition to the listed meetings and in accordance with the Executive Committee mandate, the Finance Committee will meet, as needed, between the four major meeting times at such time as determined by the members of the Finance Committee.
Explain standing committee versus convention committee.  
Action taken between the above meetings are not approved until ratified by the DEC.
[bookmark: _Toc13331344]
MASTER PROCEDURES

[bookmark: _Toc13331345]THE AMERICAN LEGION SERVICE OFFICE

The American Legion has developed a closely-knit organization to assist veterans in securing benefits they are entitled to under the law. The Department Service Office is the center of this organization. The Service Office personnel includes a Service Officer and Claims Representatives, all of whom are recognized by the Veterans Administration as accredited representatives and they are assisted by an administrative staff member..  The services of our offices are available to all veterans and/or their dependents, whether they are members of The American Legion or not.

Who To Write To For Information
All inquiries regarding veteran’s benefits should be sent to:
	American Legion Service Office
	VA Regional Office
	5400 W. National Ave, # 164
	Milwaukee, WI 53214-3461
	Phone: (414) 902-5722   
	Fax:     (414) 902-9401

The Service Office will do everything they can to assist you. Go to wilegion.org/department-service-office for more information.

CAMP AMERICAN LEGION

Camp is a place for Wisconsin Veterans, Military, and their families to come together in a safe place; a place where others may have shared life experiences.  When you first arrive at Camp, you will notice the abundance of opportunities to unwind, relax, and rejuvenate.  There really is something about the Northwoods experience that helps families to reconnect, couples to find a new appreciation for one another, and help to heal on our journey to find our own quality of life.

For more information, go to wilegion.org/camp-american-legion

AMERICAN LEGION AUXILIARY

Eligibility
Grandmothers, mothers, sisters, spouses, direct and adopted female descendants (only to grandchildren) of members of The American Legion, those who served in the Armed Forces of the United States during any of the allowable eligibility periods determined by Congress, and who died in the line of duty during such service or after receiving an Honorable Discharge, women who are eligible for membership in The American Legion in their own right and the spouses of an eligible veteran.

Class Of Membership
The only form of membership authorized is active membership.  There are two classes:
1. SENIOR MEMBERSHIP is the functioning (or active) group composed of members over the age of 18 years; provided, however, that a spouse under the age of 18 years who is eligible shall be classed as a senior member.
2. JUNIOR MEMBERSHIP shall consist of that group under the age of 18 years whose activities shall be supervised by the Senior membership.

For more information, go to amlegionauxwi.org. 


[bookmark: _Toc13331346]HOW TO SUBMIT NEWS ITEMS FOR THE BADGER LEGIONNAIRE

Where To Submit News Items
All articles and/or photos (in jpg format) to appear in the Badger Legionnaire are to be submitted by email to badger@wilegion.org. Not all requests may make the paper due to the amount of submissions.  All articles are used on a first-come/first-used basis.  Multiple submissions/pictures may not be used due to space requirements and courtesy for other post submissions.
[bookmark: _Hlk103683534]When To Send News Items: 

Issue: August/September
Copy due: July 15th 
Target Mail Date: Mid-August 

Issue: October/November 
Copy due: September 15th 
Target Mail Date: Mid-October 

Issue: December/January
Copy due: November 10th (due to Thanksgiving)
Target Mail Date: Early December

Issue: February/March
Copy due: Mid-January (before Midwinter)
Target Mail Date: Mid-February 

Issue: April/May
Copy due: March 15th 
Target Mail Date: Mid-April 

Issue: June/July 
Copy due: May 15th 
Target Mail Date: Early June 

How To Submit News Items
· Present a concise, clear-cut report of the happenings.
· Make sure the Post name, number and city is included.
· If it is a District or County story rather than a Post story, be sure to specify.
· Make certain all names are spelled correctly, along with proper titles.
· Articles should be no more than 200 words.
· Furnish the following facts:
· “What” the news is
· “Where” it took place
· “When” it happened
· “Who” was involved
· “Why” it took place
· “How” it was handled

[bookmark: _Toc13331348]Announcements for candidates for office should start with the November edition of the Badger Legionnaire






MAJOR EVENT INFORMATION

[bookmark: _Toc13331349]DISTRICT CONFERENCE DATES
Dates will be submitted to the Department Adjutant for publication to Candidates for higher office, all Department Officers and Past Department Commanders. The schedule will also be posted on the Department website.
[bookmark: _Toc13331350]
DEPARTMENT EVENT SELECTION SCHEDULE
Listed below is the schedule of dates indicating at which meeting of the Department Convention and Activities Commission final consideration will be given to the event designated.

Department Event		“Desired” Decision Date		“Final” Decision Date
Department Convention		DEC at Department Convention		Fall Meeting
Midwinter Conference		Midwinter Conference			Spring Meeting

The above dates are flexible since many times events are scheduled by the Convention and Activities Commission several years in advance. 

Posts/Districts interested in hosting a Department Convention or Midwinter should notify Angie at angela@wilegion.org for further information.

POST INFORMATION
Much of the information you will need to help members run their post as well as other helpful information can be found in the Officer’s Guide and Manual of Ceremonies, including the following.  This guide can be found at https://www.legion.org/publications/259071/officers-guide. 

· Organization of a new American Legion Post
· Procedure on Statement of Intention to Incorporate
· Application for Supplemental Charter
· Procedure on application for Permanent Charter
· Fidelity/crime insurance
· Change of Post Name
· Consolidation of Posts
· IRS Filings and Tax-exempt Status
· American Legion Special Cap Regulations
· Legion cap etiquette
· Flag etiquette
· POW/MIA Remembrance Service
· How to run a meeting
· Installation of officers

[bookmark: _Toc13331353]



GENERAL PROTOCOL GUIDELINES

NATIONAL COMMANDER VISIT

1. The National Commander is the guest of the Department and as such, meals, registration fees and hotel accommodations will be paid for by the Department
2. The National Commander and their aide should have adjoining rooms, where available
3. Prepare an itinerary for the National Commander’s visit remembering:
a. The day should start no earlier than 7:00am
b. There should be scheduled 1.5 hours to 2 hours of downtime for the National Commander to prepare for the evening activities and respond to any communication needs
c. The National Commander should be free to return to their room no later than 10:00pm for the evening
4. The National Executive Committeeman or alternate should arrange to pick up the National Commander from the airport.  The vehicle used should be large enough to take into account the luggage of the National Commander and the National Commander’s Aide – usually four large-size suitcases, briefcases and computer cases.
5. The National Executive Committeeman will be the guide for the National Commander.
6. The National Executive Committeeman should have the privilege of introducing the National Commander.  This is inclusive of the Auxiliary and Sons of The American Legion.
NOTE: Follow the same protocol as above for National Vice Commander visits
[bookmark: _Toc13331354]
[bookmark: _Toc13331356]DEPARTMENT COMMANDER VISIT
Please keep in mind the following protocol recommendations when the Department Commander and/or other Officers are visiting your District, County or Post.
1. The Department Commander is given the privilege of selecting the time of their appearance.
2. No other Department Officers shall appear on the program before the Commander with the exception that at a District Conference, the Department Adjutant and/or the Department Service Officer may give a short report before the Department Commander.
The Department Commander, as head of the organization, outlines the programs which should be followed by the District, County or Post and by the various committee chairs.  Consequently, the Department Commander is the keynote speaker and as such, sets the tone for the programs.
3. The Department Commander or guest should be met by a person charged with the responsibility of looking after their needs and comfort. This person should be conversant with the details of the function and not leave the Department Commander and/or guest by themselves.
4. Meals, registration fees and hotel accommodations for the Department Commander and/or their guest, if it is necessary to stay overnight, will be paid for by the Post or District.  District Conference requests are always covered by the District.
5. When the Department Commander comes forward to speak, it is important to prompt those in attendance to rise.  The same holds true for when the Department Commander has finished.  This goes for any event or meeting.
6. A “Request for a Visit by the Department Commander or Department Officer” form must by filled out and submitted to Department Headquarters as a proper invitation.  https://wilegion.org/commander-visit-request
7. For more protocol recommendations, please see the Officer’s Guide and Manual of Ceremonies.

DISTINGUISHED GUESTS

1. Invite the Distinguished Guest as soon as you have decided on a program.  Procrastination can leave you without a guest/speaker.
2. Invitation must include:
a. Date
b. Time
c. Location
d. If the guest is a speaker or guest
e. Brief outline of the program
f. What you would like the person to talk about or if it is open for them to decide
g. Time allotment for the speech, including Questions and Answers
h. Dress code
i. RSVP, including any special needs they may have
j. Will they require a hotel room? 
3. Meal, registration fees and hotel, if needed, to be paid for by the requesting body.
4. If they bring a companion, be sure to introduce the guest(s).
5. If giving the guest/speaker a fee or gift, present it to them after they speak or before the end of the program.

INTRODUCTIONS

1. Introductions of the head table (introduced first)
a. Start from the speaker’s extreme left working to the center, then the speaker’s extreme right, again working towards the center.
b. Name and title only
2. Order of Introductions (only if present)
a. Distinguished guests not at the head table (spouses, etc.)
b. Local dignitaries
c. Non-American Legion guests
d. SAL Officers, past and present
e. Unit, District, Department and National Auxiliary Officers, past and present
f. Post, District, Department and National American Legion Officers, past and present
i. Sergeant-at-Arms
ii. Service Officer
iii. Historian
iv. Judge Advocate
v. Chaplain
vi. Treasurer
vii. Adjutant
viii. Vice Commander(s)
ix. Alternate NEC
x. NEC
xi. Commander
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Head Table Configuration Guidelines

The Head Table is a place of distinction. Placement of guests af the Head Table is indicafive of their ramk within
the American Legion and protocol should be followed explicitly.
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Notes:
I other distinguished guests should be located at the Head Table, or if another configuration is to be
considered, check with the Department Protocol Committee if thére are any questions regarding layout or

proper position of guests..
Placecards indicating guest's name should be at each place on the Head Table.

Other Distinguished Guests may be located at reserved tables at the discretion of the Committee.
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