Auxiliary President’s Calendar

Congratulations on being elected to lead your Auxiliary this year. You have been entrusted to guide your members through meetings, events and procedures. You are their go-to person. But you are not alone. You have the Officers of your District and Department to assist you at anytime.

Please visit our Department website vfwauxnc.org regularly to check for new information, regularly used forms and answers to some frequently asked questions.  If you have anything you would like to see on the website or if you have an event you would like added to the calendar of events, contact Sandra Johnson-Leu at webmaster@vfwauxnc.org or ctrysun@embarqmail.com 
Please let any of your members know if they are interested in receiving the monthly Department mail themselves, they can do so for free by email. Simply send a request to Department Secretary. The Department mail may also be found on the Department website each month.
July:  

The second quarter (ending June 30) audit should be completed this month. Once the bank statement has been received by the treasurer, she should notify the trustees so the Audit can be scheduled, The President and Secretary should be present for all audits. The books of the secretary are to be audited at the same time as those of the treasurer.  After being completed and approved, make sure it is mailed to the Department Treasurer.  (The Audit can only be submitted to the Department treasurer AFTER it has been read and approved by the Auxiliary. If this cannot be done in time to have it submitted by August 31, make sure you, as the Auxiliary President contacts the Department treasurer to request an extension.)

All programs should have a chairman by the July meeting. 

A copy of your June 30 Audit is to be provided to your Post Commander. (This is the only time the finances of the Auxiliary have to be shared with the Post.)
Check to see if your Post and auxiliary have a VA hospital visit planned.

All activities held since April should be put into the reporting system

 August:  

Make sure the Auxiliary treasurer has applied for the treasurer’s bond from National. This MUST be done by August 30 to prevent suspension.
If there is a District meeting this month, you, the Auxiliary President, are expected to attend. The Auxiliary expects the President to represent its members.  All Auxiliary members are encouraged to attend these meetings. If the District meeting is being held at your Post, you are required to contact the Department Representative attending the meeting and provide them with necessary information for your meeting. This form can be found on the Department website. Please send this at least 2 weeks prior to the meeting. 
Remind everyone of Patriot Day, September 11. See if a ceremony can be planned. Remember flags are to be flown at half-staff that day.

Start planning the POW/MIA Remembrance ceremony for the third (3rd) Friday in September. Appoint a chairperson and have them work with the Post member on the planning if necessary.  Make sure your VOD and Patriot Pen chairman has the materials needed to take to the schools. (Pamphlets, letters, etc). Don’t forget about the Teacher of the Year application, as well. One of the teachers participating in these promotions might very well be an excellent candidate for Teacher of the Year.

Send in your District dues to the District treasurer. 

Go into the Department Program reporting site and familiarize yourself with the information needed to properly report your activities. The Auxiliary President does not have to be the one entering all the report information. But, she does need to know how it is done. You can either ask each of your program chairmen to enter the information for their respective programs, or request one or two members to be responsible for reporting all the activities for your auxiliary. One of the best things about online reporting is the information can be reported as soon as the activity is completed, and the details are fresh in your mind. If you have any problems, contact the District President, Department secretary, the Program director or the website coordinator for assistance.

All activities for the month should be entered into the reporting system by the end of each month. (Activities can be entered at any time during the month, such as immediately after the activity is complete. But at the very least put them in at the end of the month,

Check to see if your Post and auxiliary have a VA hospital visit scheduled.

September 
The Auxiliary 990-E must be completed in September. The Auxiliary treasurer completes this, but it is your responsibility to ensure it is done. Failure to submit the 990-E for 3 years will result in your Auxiliary losing its non-profit status. Should this happen, your Auxiliary could be required to complete a business tax return claiming all monies received by your Auxiliary as income and have to pay taxes on that money. To regain your non-profit status, it involves a great deal of paperwork, 3-5 years and several THOUSAND dollars. It is much easier to file the 990-E.
Remind everyone of the POW/MIA Remembrance Day program on the third (3rd) Friday in September. Also, remind your members the Fall Council of Administration meeting will be in October at a location determined by the VFW. 
At your September meeting, there should be a vote to pay all of your Department and National Suggested Obligations. The donation to the National Home for Health and happiness is no longer required. The donation to the Hospital Reserve fund and the Disaster fund are required to qualify your Auxiliary for Department Awards. All other donations are voluntary.
Department Obligations:



a)Hospital Reserve Fund $20  (required for Department awards)


b) Disaster fund  (required for Department awards)


c) National Representative & Distinguished Guest Fund 

d) Erline Mayberry Scholarship fund (must be written in a separate check)
e) Department Presidents Special Project

f) Department Presidents appreciation gift

Checks are made payable to Dept of NC VFW Auxiliary and mailed to the Department treasurer along with a copy of the current contribution form (found on the Department website) breaking down each amount the check is covering. 
National Obligations:

a) Health & Happiness Fund: These funds are used to maintain the buildings at The VFW National Home for Children. The suggested amount is $.10 per member based on June 30 membership. However, a donation of $.25 per member will earn your auxiliary a Certificate from National (this is now an optional contribution)
b)  Cancer Aid & Research  $2.00 (or more) per member based on June 30 membership (completely optional)
This check is made payable to VFW Auxiliary, and mailed to the National treasurer. (VFW National Auxiliary 406 W. 34th St., 10th Floor, Kansas City, MO 64111)
District Obligations:
a) District Dues (an amount not to exceed .50 per member per year) as determined by the members in your District. This check is mailed to your District Treasurer. 

There are other optional obligations your auxiliary may vote to send a donation to. Check your Department Program book for more information.

Check to see if your Post and auxiliary have a VA hospital scheduled for this month.

All activities for the month should be entered into the reporting system by the end of each month. (Activities can be entered at any time during the month, such as immediately after the activity is complete. But at the very least put them in at the end of the month,

Now is the time to get the Teacher of the Year applications out. One of the teachers participating your VOD and Patriot Pen contests might be excellent candidates for this award. The judging for this is due by October 31.

October 

The third quarter (ending September30) audit should be completed this month. Once the bank statement has been received by the treasurer, she should notify the trustees so the Audit can be scheduled, The President and Secretary should be present for all audits. The books of the secretary are to be audited at the same time as those of the treasurer.  After being completed, the audit must be present to the Auxiliary, voted to be accepted, make sure it is mailed to the Department Treasurer.  (The Audit can only be submitted to the Department treasurer ATFER it has been read and approved by the Auxiliary. If this cannot be done in time to have it submitted by November 30, make sure you, as the Auxiliary President contacts the Department treasurer to request an extension.)
Usually the Fall Council of Administration meeting is held the first weekend of October at a location determined by the VFW. You should make plans to attend. 
 Check on the progress of the VOD program. Make sure the Patriot Pen Essay information has been taken to the middle schools.  Check on the date, time and location of the next District meeting and share this information with the members.  You need to plan on attending this meeting. Veterans Day plans need to be made during October. Appoint a chairman to work with the Post to make sure all activities are covered, including the Parade in your area.  This is always a good day for Buddy Poppy distribution sites. Make sure permits get obtained, if necessary, and location managers have been given approval.  If your Post holds a Thanksgiving Dinner, plans need to be started this month. Have your chairman meet with the Post chairman to make sure everything will be taken care of.

Check to see if your Post and Auxiliary have a VA hospital visit scheduled this month.

All activities for the month should be entered into the reporting system by the end of each month. (Activities can be entered at any time during the month, such as immediately after the activity is complete. But at the very least put them in at the end of the month,

November
 Make sure you have your Veteran’s day plans finalized. This is a busy month for activities.
All VOD and Patriot Pen entries must be received by October 31st and judging completed so the entries can be sent to District for judging. Finalize any plans for the Post Thanksgiving dinner.  Make sure the treasurer has sent in all required obligations. Start making plans for your Christmas project(s). If you are going to sponsor a family, outline the criteria for eligibility.  Plan if you are going to have a Christmas party after your next meeting.

All activities for the month should be entered into the reporting system by the end of each month. (Activities can be entered at any time during the month, such as immediately after the activity is complete. But at the very least put them in at the end of the month,

December 

Make sure everything is in place for your Christmas project. Remind members to bring in food for the donation boxes. Hold a winter clothing drive to collect new and gently used coats and jackets for the needy or homeless. Socks are also a greatly appreciated item. Contact a shelter or area ministries for information on where to take the clothing. Ask members if they can help with contacting any members who have not yet paid their dues to get all dues paid by December 31.

Any member that has not paid their dues by December 31 is no longer a member in good standing. They cannot attend a meeting nor have voting privileges until they have paid their dues for the year.
Check to see if your Post and auxiliary have a VA hospital visit scheduled.

All activities for the month should be entered into the reporting system by the end of each month. (Activities can be entered at any time during the month, such as immediately after the activity is complete. But at the very least put them in at the end of the month,

January 

The fourth quarter (ending December 31) audit should be completed this month. Once the bank statement has been received by the treasurer, she should notify the trustees so the Audit can be scheduled, The President and Secretary should be present for all audits. The books of the secretary are to be audited at the same time as those of the treasurer.  After being completed and approved, make sure it is mailed to the Department Treasurer.  (The Audit can only be submitted to the Department treasurer ATFER it has been read and approved by the Auxiliary. If this cannot be done in time to have it submitted by February 28, make sure you, as the Auxiliary President, contacts the Department treasurer to request an extension.)
Check to see if there is a District meeting this month. If so, as President, you are expected to attend.  Usually, the Winter Council of Administration meeting will be the first weekend of February at a location determined by the VFW.  The President is expected to attend to represent her auxiliary. All members are encouraged to attend, especially the Saturday Promotion of Programs. The banquet to honor the 17 Department VOD District winners and the first 3 places of the Patriot Pen Essay will be held on Saturday night that weekend.
Check to see if your Post and auxiliary have a VA hospital visit scheduled.

All activities for the month should be entered into the reporting system by the end of each month. (Activities can be entered at any time during the month, such as immediately after the activity is complete. But at the very least put them in at the end of the month,

February 

The Winter Council of Administration meeting is this month. This is the first full weekend in February.  Plan on attending. 
Do a Valentines for Veterans program. See if your Post and auxiliary have a VA hospital visit scheduled. February is Hospitalized Veterans month. Plan something special for honor those heroes currently in the hospital.
All activities for the month should be entered into the reporting system by the end of each month. (Activities can be entered at any time during the month, such as immediately after the activity is complete. But at the very least put them in at the end of the month,

March 

Check your supply of poppies for use in May for Memorial Day projects.  Remind all members that elections and appointments of officers for the coming year will take place in the April meeting.

Delegates and alternates for the District Convention are elected this month and sent to the DISTRICT secretary. Forms for submitting these names will be in the March department mail.  The form is also on the Department website. If you need help determining who can be your delegates, contact the District President or secretary, or Department secretary. (Your District Delegates are 1 delegate for very 10 members or fraction there of per our Department Bylaws. An Auxiliary with 74 members would have 8 delegates and 8 alternates.)
Check to see if there is a Post and auxiliary VA hospital visit scheduled this month. 

All activities for the month should be entered into the reporting system by the end of each month. (Activities can be entered at any time during the month, such as immediately after the activity is complete. But at the very least put them in at the end of the month,

April
The first quarter (ending January 31) should be completed this month. Once the bank statement has been received by the treasurer, she should notify the trustees so the Audit can be scheduled, The President and Secretary should be present for all audits. The books of the secretary are to be audited at the same time as those of the treasurer.  After being completed and approved, make sure it is mailed to the Department Treasurer.  (The Audit can only be submitted to the Department treasurer ATFER it has been read and approved by the Auxiliary. If this cannot be done in time to have it submitted by May 31, make sure you, as the Auxiliary President contacts the Department treasurer to request an extension.)
Now is the time to submit any “_______of the Year” applications to the Department. All “of the Year” applications are completed by the person in that position (i.e., Chaplain, treasurer, President). The forms are found on the Department website. 
Make sure all activities have been reported online to Department. If you need assistance, contact your District President, or the Program chairman . The reporting system closes on April 15th.  After that date, keep a record of all your activities, hours, miles, money anything that would be reported. You will be notified when the system reopens to start entering information for the new year. 
Officers for the coming year are elected and appointed at this month’s meeting. Program Chairman should also be appointed.  The Auxiliary secretary should enter the new officers in MALTA as soon as the officers have been installed. A copy of the installation report should be mailed to the Department Secretary in addition to entering the officers on MALTA. 
Delegates for the Department Convention are elected in April. The form to submit these names to the Department Secretary will be in your March or April Department mail and on the Auxiliary website.  Mail this to the Department treasurer immediately after election.  [These delegates MUST be elected and sent to the Department treasurer whether any member of the Auxiliary actually plans to attend the Convention or not. Each Auxiliary gets 1 delegate and 1 alternate per every 10 members or fraction thereof. Meaning 93 members gets 10 delegates, plus the President. A fee of $7 per delegate (not including alternates) plus the President MUST be sent to the Department Treasurer. So this Auxiliary would send $77 to the Department Treasurer.) If the delegate fees are not paid prior to the Convention, the Auxiliary will not be permitted to register and vote at the Convention. And your Auxiliary will be sent an invoice to pay the fees. These fees are required by the National Bylaws. 
Delegates and alternates for the National Convention are elected this month. These can be inputted directly into the National database or sent to the Department secretary and she can input them for you.  Forms to submit these names will be in the April Department mail. And on the Department website.
See if there is a District meeting scheduled for this month. Encourage members to attend the District meeting scheduled this month or next, as it will be the District Convention. District officers for the ensuing year will be elected at this meeting.  Consider running for office at the District level.
Check to see if there is a Post and auxiliary VA hospital visit scheduled this month.

Start planning your Memorial Day activities.

May

Your officers elected in April need to be installed in May. They must be installed prior to the Department Convention in June. Your Post commander may decide on the date for the Installation ceremony, should you decide to have a joint ceremony, but it is not required. 
Finalize all the plans for Memorial Day activities. Make sure there are plenty of Buddy Poppies on hand for distribution at Memorial Day events.

June 

The Department Convention will be held this month, the first full weekend in June. Meetings start on Thursday and run through Sunday . All members are encouraged to attend. Prepare the President’s books, treasurer’s books and secretary’s books ready to hand over to any new officers. Be available to the new officers with any questions they may have, in order to provide a smooth transition. The new officers officially assume their responsibility at the close of the Department convention.

Notes 

Always read your Department mail each month and other mail prior to your monthly meeting.  This will enable you to prepare for discussion during your meeting. Remember, it is your responsibility to share the information from the Department mail with your members.  This includes program information.  Share a copy of the various program pages with your committee chairman. If your chairman is not present at the meeting, you should give the information to the members. 
Read the minutes from your previous meeting prior to your next meeting. This will refresh your memory on what items were discussed and what unfinished business there is to bring up at this meeting.

Keep copies of the minutes and treasurer’s reports from each meeting.

Have fun and ask questions. There are plenty of people willing to help and just waiting to be asked.

And thank you for serving this wonderful organization at such an important level.
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