Duties of the Treasurer to the Auxiliary to the VFW 
The treasurer is an elected officer, elected each year in April.

The Treasurer shall be the Treasurer for all Auxiliary committees handling funds. She/He is the sole handler of all Auxiliary monies.

All funds shall be accounted for by the Treasurer in the Auxiliary books, which shall consist of a ledger, cash book or computerized system and printed and secured in a permanent record book, so long as the records contain the same data as required formats required by National Headquarters. (examples are found in the National Bylaws and Rituals book.)
The Trustees shall sign each page of the record book at the time of the quarterly audit (done in April, July, October and January of each year.)

He/She shall collect all money due the Auxiliary, give receipts for cash received and disperse required monies in a timely manner.

She/He  is responsible for submitting all forms necessary to be in compliance with Federal and State regulations.

The Treasurer shall hold all monies of the Auxiliary in a FDIC banking institution in the name of The Auxiliary. She/He is responsible for ordering all supplies and have charge of the supplies for the Auxiliary. (This includes keeping a supply of membership pins on hand to give to new members as they join.) Supplies can be ordered by order form, by phone using a personal credit card or online using a personal credit card. Supplies can also be ordered online. Auxiliaries are NOT permitted to have a credit or debit card.  (If supplies are ordered using a personal credit card, then the Auxiliary would reimburse the owner of the card the amount charged.)
The Treasurer is the main person responsible for collecting membership dues. (Although  with the new MALTA system, dues can now be paid online directly by the members.) Other members can and should assist in collecting dues from all members.  The Treasurer shall the process the dues to the Department Treasurer in accordance with the procedures outlined by the National Treasurer. Dues are not allowed to be held and should be submitted in a timely manner.

The Treasurer shall give a full report of all monies at each monthly Auxiliary meeting, immediately following the reading of the minutes. The report shall include in detail all receipts (monies taken in and where they came from)  and disbursements (where the money went, how much) since the last meeting. No motion to accept this report is necessary.
The manner in which the treasurer’s report is presented is decided by a vote of the membership. The report can be read, printed and or distributed (by email to all members or postal mail).

The Treasurer will pay all required obligations of the Auxiliary to the District, Department and National levels of the organization as required in the Bylaws.

A copy of your monthly report is given to the President for her/his  records and to the Secretary to be included in the official minutes of the meeting. Copies of the report are NOT to be distributed to members at the meeting or anywhere else. Members do have to right to look at the report during a meeting, but are not to be given copies.
Complete detailed duties are found in the Bylaws and Ritual Book, as well examples of forms and reports. Additional assistance is also available from your Department Treasurer and your National Treasurer with just a phone call. Always remember, you are never alone in your position. There is always someone willing to help. Just ask.
Updated August 2018
Auxiliary Secretary Duties

The Auxiliary Secretary is an appointed position. The Auxiliary President appoints the secretary each April after the election of officers. 
(Section 812 Ladies Bylaws and Rituals)

The Secretary shall keep in books or files:

(1)
The current Bylaws of the Auxiliary

(2)
A record of all the minutes of each meeting of the Auxiliary, entering same in a Record Book, with corrections made thereon in the margin. The manner in which the minutes of the Auxiliary meetings are entered shall be at the discretion of the Auxiliary by a vote of the membership. It is permissible to secure typed or computer generated minutes in the standard bound record book purchased from National Headquarters or inserted in a three ring binder or clip folder. Each minute page shall be numbered consecutively and provide a space for the Trustees to initial at audit. The Treasurer’s reports and the quarterly audit reports must be incorporated in the minutes.

(3) 
The manner in which the minutes of the Auxiliary meeting are read, printed and/or distributed (be email to all members, or postal mail) shall be decided by a vote of the members. 

(4)
A Department mail/correspondence  file for the current year shall be kept for reference, to include  all orders and circulars issued by the National and Department Headquarters, in the order in which they were received.

(5)
A letter file in which shall be kept all correspondence of the Auxiliary.  General correspondence is to be retained for one (1) year; policy and rulings are to be maintained in a permanent file.  All communications from National or Department Officers are official and shall be read at the first meeting following the receipt of the correspondence before being filed for reference.

(6)
A roll of deceased Auxiliary sisters with the date of death.

(7)
The Auxiliary Secretary shall send the names of the Delegates and Alternates to each of the 3 conventions- District (to District secretary), Department (to Department Treasurer along with a check for the delegate fees) and National Convention (to the National Secretary or directly input to the National system) ) prior to each of the conventions. The proper forms for submitting these names are provided to you in the Monthly Department mail in time for you to send the information in.

This is normally done in March and April of each year.

The Secretary shall attest by his/her signature all actions of the  Auxiliary and attend to all matters of correspondence under the direction of the President. All communications of any nature whatsoever intended for the National Body shall be signed by the President and forwarded by the secretary of the  Auxiliary to the Department President. All official communications to National officers from the Auxiliary must also be forwarded through  the proper Chain of Command channels.

He/She shall notify orally or in writing all newly elected members and shall under the direction of the President, prepare all reports required of her. She shall transfer to her successor, without delay, all papers, books and other property of the  Auxiliary in her possession.

**Never send out anything that you do not keep a copy of in your own records.

**A copy of your meeting minutes goes to your Auxiliary President and your District President (if approved y the Auxiliary).

** It is suggested you keep a notebook for each year, for organizational purposes.
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