VFW Auxiliary Department of North Carolina

AUXILIARY TO DO LIST

	DONE
	
	TASKS
	DEADLINE
	PLAN

	
	1
	Hold at least 10 business meetings per year with a quorum of a t least 5 members at each meeting
	Annually
	

	
	2
	All members show respect to other members
	Always
	

	
	3
	All Activities involving the Auxiliary members voted on at an Auxiliary meeting with a quorum
	Always
	

	
	4
	At each meeting have the following:
	Each meeting
	

	
	
	-U.S. Flag
	
	

	
	
	-Bible
	
	

	
	
	-Charter and drape
	
	

	
	
	-Gavel
	
	

	
	
	-Meeting agenda (try to keep to 1 hour)
	
	

	
	
	-Secretary Minutes book (up to date)
	
	

	
	
	Treasurer’s Books (up tp date with Receipts)
	
	

	
	
	Current Podium Edition Bylaws (at least one)
	
	

	
	
	Standing rules (if applicable)
	
	

	
	
	List of officers for Roll call
	
	

	
	
	Copy of Current Department mail
	
	

	
	
	Department President’s Program Book
	
	

	
	
	Correspondence received/sent since last meeting
	
	

	
	5
	Appoint Chairmen to Correspond to Programs listed in #21 below
	July 31
	

	
	6
	Submit to Post Commander a copy of the last Quarterly audit (6/30) and membership status
	July 31
	

	
	7
	Dues reminders sent out to annual members
	July 31
	

	
	8
	Bond for President and Treasurer purchased in MALTA
	July 31
	

	
	9
	Regularly meet and work with Post/Post members
	ongoing
	

	
	10
	Audit-Period 04/01-06/30
	
	

	
	
	Completed
	By July 31
	

	
	
	Presented to and Voted on by Auxiliary
	July/August meeting
	

	
	
	Sent to Department treasurer
	By August 31
	

	
	11
	Prepare for Fall C of A in Greensboro
	September 15
	

	
	12
	Auxiliary 990-E Post card filed
	September 30
	

	
	13
	District Dues Paid
	September 30
	

	
	14
	Audit-Period 07/01-9/30
	
	

	
	
	Completed
	By October 31
	

	
	
	Presented to and voted on by Auxiliary
	October/November meeting
	

	
	
	Sent to Department Treasurer
	By November 30
	

	
	15
	ALL OFFICERS/ELECTED positions DUES paid by December 31 or will be removed from office
	December 31
	

	
	16
	All Department Contributions sent
	December 31
	

	
	17
	Donation made to Dept President Special Project
	Optional
	

	
	
	Plan for Winter C of A in Greensboro
	January 15
	

	
	18
	Minimum of 10 members paid dues and or life members
	February 1
	

	
	19
	Audit period 10/01-12/31
	
	

	
	
	Completed
	By January 31
	

	
	
	Presented to and voted on by the Auxiliary
	January/February meeting
	

	
	
	Sent to Department Treasurer
	By February 28
	

	
	20
	Election of District delegates/Alternates-see form and send to District Secretary
	March meeting
	

	
	
	TASKS
	DEADLINE
	PLAN

	
	21
	Programs (it is recommended but not required to report in every program, National suggests choosing 4-5 which your Auxiliary can be strong in)
	April15
	

	
	
	Americanism
	April15
	

	
	
	     At least 1 project completed and reported
	
	

	
	
	Buddy Poppy/National Home
	April15
	

	
	
	    At least 1 project completed and reported (or donation made to the National Home
	
	

	
	
	Auxiliary Outreach
	April 15
	

	
	
	    At least 1 event completed and reported
	
	

	
	
	Extension/Mentoring
	April 15
	

	
	
	    At least one project completed and reported
	
	

	
	
	Hospital
	April 15
	

	
	
	   At least 1 project completed or donation to Hospital reserve fund
	
	

	
	
	Legislative
	April 15
	

	
	
	   At least 1 project completed and reported
	
	

	
	
	Media relations/Historian
	April 15
	

	
	
	  At least 1 project completed and reported
	
	

	
	
	Membership
	April 15
	

	
	
	   At least 1 project completed and reported (including sending out dues reminders to members)
	
	

	
	
	President’s Special Project
	April15
	

	
	
	  At least 1 project completed and reported (including donations, purchasing the SP pins, fundraising events)
	
	

	
	
	Scholarships- National
	April 15
	

	
	
	   At least 1 project completed and reported
	
	

	
	
	Scholarships-North Carolina
	April 15
	

	
	
	     At least 1 project completed and reported, including donations made to the NC scholarships
	
	

	
	
	Veterans and Family Support
	April 15
	

	
	
	  At least 1 project completed and reported, or donations made to National Veteran Services
	
	

	
	
	Youth Activities
	April 15
	

	
	
	  At least 1 project completed and reported
	
	

	
	22
	Election of Officers for upcoming year
	April meeting
	

	
	23
	Election of Delegates /Alternates to Department Convention and National Convention- see the form on the Department website. Send the form to the Dept Secretary and Treasurer when Completed
	April meeting
	

	
	24
	Audit 01/01-03/31
	
	

	
	
	Completed
	 By April 30
	

	
	
	Presented to and voted on by Auxiliary
	April/May meeting
	

	
	
	Sent to the Department Treasurer
	By May 31
	

	
	
	
	
	

	
	25
	Convention Delegates/Alternates elected
	April/May meeting
	

	
	
	Prepare For Department Convention
	May 15
	

	
	26
	Convention Delegate Fess sent to Department Treasurer
	By May 25
	

	
	27
	Installation of Officers held prior to Dept Convention in June
	May 31
	

	
	28
	Installation of Officer report entered in MALTA and sent to Department Secretary
	By June 30 (earlier if possible)
	


Fall District Meeting-August -September- Get Post location, date and time-Share with members-Encourage attendance
Winter District  Meeting- December-January- Get Post location, date and time-Share with members-Encourage attendance 
District Convention- April-May -Election of Officers for next year- Get Post location, date and time-Share with members-Encourage attendance

District/Department School of Instructions/Training- Get date, time and information, share with members and encourage attendance- Especially Department Motivational Monday Training

It is the responsibility of the President to follow-up to make sure all of these items are completed by the deadline.
