Duties of the Membership/transfer Application Investigating Committee

· A Committee of 3 is appointed by the President. The committee cannot include the President, or the member recommending the applicant. The Auxiliary treasurer should also not be on the committee. Any member in good standing may be a member of the committee. It does not have to be the trustees. 
Prior to presenting the application to the membership for a vote the Investigating committee should thoroughly review the application to make sure all required information has been provided. PLEASE make sure the application is neat AND legible. The information needs to be able to be read to be entered in the system. 
· The committee DOES NOT have to be the same three members for each application. It can be any 3 members in attendance at the meeting.
Filling In the Auxiliary Membership Application: (These are the things the Investigating Committee should be looking for.)
***The member recruiting the applicant MUST include their name AND membership number on the application in order to receive credit for the recruitment.  ***
· Section A:

· All areas are required. Name AND membership number of member recruiting the new member. Please make sure the Auxiliary Number, City & State are included. IF the member is a REJOIN, their previous membership number must be included. Make sure the type of membership is marked on the application. (This determines the amount of dues required with the application.) If the member is transferring from another Auxiliary, make sure the previous Auxiliary Number and location are included. (Out of state transfers must be sent to National for processing, by the Department treasurer. See below)
· Section B:

· Everything in this section must be completed. Especially the date of birth. The complete address, including the ZIP code, must be completed.  Without the date of birth, the application cannot be processed. They do not have to provide their phone number or email address if they choose not to. However, without an email address, the member will not receive information from National such as the magazine and newsletter. 

· Section C and D

· If the applicant is eligible to join under a current member of the Post, complete Section C of the application. The VFW Membership number is required to process.  If Section C is completed, it is not necessary to provide any information in Section D.  (Important Note: If spouses are joining on the same night, the spouse joining the Auxiliary CANNOT apply as a Post affiliated member as the spouse joining the VFW will not have a membership number to be put on the application. The spouse joining the Auxiliary will have to join as a Non-affiliated, show the proof of eligibility and complete section D) Another point, if the Post member is deceased, they are no longer affiliated with the Post. Therefore, the applicant would complete Section D, and show the proof of eligibility with the proper documentation.  
· Section D: THE INVESTIGATING COMMITTEE IS REQUIREDTO VIEW THE PROOF OF ELIGIBILITY, SUCH AS THE DD-214. HOWEVER, ONCE THIS DOCUMENT HAS BEEN REVIEWED, RETURN THIS TO THE APPLICANT. DO NOT KEEP IT AND DO NOT SEND IT WITH THE APPLICATION FOR PROCESSING. This section is required if the applicant is not joining under a VFW member of their Post. (Even if the Veteran is a member of another VFW Post.) Campaign medals and ribbons are required. Check in the Bylaws book as to which medals are acceptable HINT: A Purple Heart medal or Bronze medal do not qualify. If you have a doubt, check with your Post Quartermaster for clarification.  The dates of service in the Foreign location of service must be listed. And finally, the Location of Foreign Service must be listed. 
· Section E

· The members of the investigating committee sign here only after they have thoroughly reviewed the proof of eligibility and the completed application. The areas of meeting date and accepted must be filled in but may be completed by the Auxiliary treasurer prior to sending the application. 

· Section F

· Make sure the application is signed and dated by the applicant. The member is not required to receive the formal obligation as found in the Bylaws once they have signed the application, although even the shortened version is a nice ceremony welcoming the new member. 
· Credit Card Information

· This information can be provided ONLY if the member is joining as a Life member. Credit cards may not be used to pay initial annual dues, as stated on the application. If credit card information is provided, verify a signature and date are provided. Any application with credit card information needs to be submitted within 3 months of the date on the signature. These applications get sent directly to National. After 3 months National considers a signature “dead” and will not accept it. 

Collection of DUES: The applicant’s dues, whether paid by cash or check should only be accepted and deposited into the Auxiliary account after the application has been approved and voted on by the members. 

· On Member Transfers the application, the committee should verify the following information:

· All transfer are submitted to the Department treasurer. 

· You are required to see the current membership card of the transfer applicant.
· Section A. Include the name and membership number of the member recommending the applicant. Include the Auxiliary Number, City and State the member is transferring to. Make sure the correct type of transfer is marked on the application. The transferring members’ membership number has to be included on the application. The Previous Auxiliary number and location information is required. Out of State transfers are sent to National for processing. If it is an annual membership converting to Life, the required amount of dues needs to be provided with the application. 
· Section B needs to be completed to make sure all of the member’s information is correct in MALTA.  Again, they do not need to provide a phone number or email address if they choose not to. 

· Proof of eligibility is NOT required on a transfer, if the member is a current member in good standing. This information was provided when they first joined the Auxiliary. 

· Section E. Again, the committee members sign after they have thoroughly reviewed the application for accuracy. 

· Section F. The transfer application must be signed by the member. 

This may seem like a lot of information to be verified. It is the responsibility of the investigating committee to assure we are only voting in applicants that are eligible to join. It is very important the applications be complete and there are no omissions of the required information. If there are, the application gets returned to the Auxiliary to get the application corrected/completed. This delays the member in becoming an ‘official’ member in the Auxiliary. By official, I mean in the MALTA system at National with a membership number. Until a membership number is received the applicant may not be elected to an office or appointed to an office. They may sit on a committee, attend meetings, and vote as they have been accepted by the Auxiliary. 

Once all of this is completed, the application is given to the Auxiliary treasurer to send to the Department treasurer with the required amount of dues, based on the type of membership.

December, 2023

