
 

   The American Legion 

   Department of Florida 
 
 

 
 

2011 - 2012 

Membership 

Processing & Awards     
Manual 

 
  110,000 Membership Goal 

 

                                                                                                                                                       
    Fletcher Williams, Jr          Aiming High For Veteransò         Robert Brewster  

Department Commander                                                                         Membership Chairman 



 2 

 

Table of Contents 
 

Special Notice ...................................................................................................................... 2 

Important Notice  Article X Regarding Dues Payments ...................................................... 3 

Important Message For The Membership Chairman (NEW 2012) ..................................... 4 

Post 400 and DMS Transfers ............................................................................................... 4                        

Post Transfers ....................................................................................................................... 4 

District Commanders Duties (NEW 2012) .......................................................................... 5 

Membership Enhancements (NEW 2012) ........................................................................... 6 

Requests, Approved (NEW 2012) ................................................................................... 6-7 

Requests, Disapproved(NEW 2012)  ............................................................................... 7-8 

Personal Notes ...................................................................................................................... 8 

Direct Renewal Schedule ..................................................................................................... 9 

Department Goal Dates ........................................................................................................ 9 

National/Department Goal Dates ....................................................................................... 10 

Department Awards Calendar ............................................................................................ 11 

New Member Recruiter Award (information) (NEW 2012) ............................................. 12 

Top Ten Membership Award (information) (NEW 2012) ................................................ 12 

Membership Recruiter Pin (information) (NEW 2012) .................................................... 12 

Department DMS Membership Award (information) (NEW 2012) ................................. 12 

Post Membership Achievement Awards (information) ............................................... 13-14 

District/Area Awards (information) ............................................................................. 14-15 

National Awards (information) .................................................................................... 15-17 

Department Membership Recruiter of the Year (information) .......................................... 17 

National Recruiter of the Year (information) .................................................................... 17 

Gold Brigade Award  (information) ................................................................................... 18 

5 Year Gold Brigade Award  (information) ....................................................................... 18 

6 year  Gold Brigade Award  (information) ....................................................................... 18 

Silver Brigade Award (information) .................................................................................. 19 

Post Revitalization Recognition Letter (information) (NEW 2011) ................................. 19 

New Post Development Pin (information) (NEW 2011)................................................... 19 

New Member Recruiter Award Form  ............................................................................... 20 

Top Ten Membership Award Form (NEW 2012) ............................................................. 21 

Membership Recruiter Pin Form (NEW 2012) ................................................................. 22 

Recruiter of The Year Nomination Form (Post/Department/National)  ............................ 23 

Gold Brigade Certification Form ....................................................................................... 24 

Gold Brigade Five Year Certification Form ...................................................................... 25 

Gold Brigade Six Year Certification Form ........................................................................ 26 

Silver Brigade Certification Form ...................................................................................... 27 

DMS Transfer Reward Certification Form (NEW 2012) .................................................. 28 

New Post Post Revitalization Recognition Letter Form(NEW 2011)  .............................. 29 

New Post Development Pin (NEW 2011) ......................................................................... 30 

Are You A Snowbird Form ................................................................................................ 31 

Form Post 400 and Post 208 Zip Code Request ................................................................. 32 

Member Data Form Instructions ........................................................................................ 33 

Member Data Form ............................................................................................................ 34 



 3 

 

 

Department Adjutants .................................................................................................. 35-36 

National/Department Credit Card Processing (NEW 2012) ............................................. 37 

National Credit Card  Program  Blue Insert ...........................................................................  

Credit Card Authorization Form ........................................................................................ 38 

Credit Card Transmittal Form ............................................................................................ 39 

Post Transmittal Form (NEW 2012) ................................................................................. 40 

Membership Roster Request .............................................................................................. 41 

Back Dues Payment Form .................................................................................................. 42 

Membership Promotional Material Request Form............................................................. 43 

Legion Supplies Request Form .......................................................................................... 44 

Post Changes, Notification Form ....................................................................................... 45 

Post Commander/Adjutant, Notification Form .................................................................. 46 

Request to Exclude Members from Renewal Notices (NEW FORM) .............................. 47 

Report of Honorary Life Membership Award ................................................................... 48 

Paid -Up-For-Life Information (NEW-2010) .................................................................... 49 

Paid -Up-For-Lif e Rate Chart ............................................................................................ 50 

Paid -Up-For-Life Application ........................................................................................... 51 

Paid -Up-For-Life Participation Agreement ...................................................................... 52 

Membership Card Verification Form ................................................................................. 53 

Instructions For Shipping 2013 Membership Cards .......................................................... 54 

Membership Eligibility Dates ............................................................................................ 55 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 4 

 

 

 

NOTICE  

 

 

 

As you set up your records for the  

coming year, please remember that at  

the end of the year you will be expected to  

account for every membership card given  

to you with your membership packet.  

(Form on page 59)  
 

 

 

NOTICE  
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The American Legion Department of Florida 

PO Box 547859 

Orlando   FL    32854-7859 

 
Irene Graham             Membership Director                       igraham@floridalegion.org 

Jasmine Shipley Membership Assistance/Post 400    jshipley@floridalegion.org 

 

Membership inquiries:     1.800.393.3378 

All other inquiries:           1.800.393.3378 

Internet:       www.floridalegion.org 

 

National Headquarters 

Membership inquires: 1.800.433.3318 
 

òImportant Not iceó 
 

The National Constitution and Bylaws and the Department of Florida Constitution 
Bylaws state that all annual dues shall be collected by each Post and transmitted 
promptly through the Department to National Treasurer.   
 
Article X   
Section   3. The annual dues shall be collected by each Post and transmitted promptly 
through the Department to National Treasurer.  Departments are designated agents for 
collection for The American Legion with respect to such annual dues and upon the 
receipt thereof shall remit them promptly to the American Legion.  In no event shall the 
period transpiring between the receipt of such annual dues by a Department and the 
remittance thereof The American Legion exceed thirty (30) days. 
 
Section    4. Annual dues shall be payable October 20, of each year, for the succeeding 
years.    
 

Cards and money should always be transmitted at the same time.  The only 
exception would be credit card transactions.  If there is a shortage or overage 
in payment , the proper debit or credit will be shown on the next 
membership statement. 
 
Michael McDaniel  

Department Adjutant  

The American Legion  

Department of Florida  

1912 A Lee Road, Orlando, FL 32810  

Phone: 407 -295 -2631 x 239  

 

mailto:igraham@floridalegion.org
mailto:jshipley@floridalegion.org
http://www.floridalegion.org/
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Important Information for You the Membership Chairman  

 
What you as a Membership Chairman can do to help out the Membership 
Department: 
 
Please make sure of the following when checking on a member or a 
transmittal:  
Prior to your call, please have the following informat ion available 

1. Member name ð correctly spelled 
2. Membership ID number  
3. Date membersõ dues were paid or transmitted. 

The more information available, the better we can assist you. 
 
 

Post 400 and DMS Transfers 
 
If you transfer a Post 400 or DMS member into your post and they have 
already paid their current year dues to Department or National, you will not 
receive credit for them in the current year as their dues have already been paid. 
It is the same as any other post transfer. You will receive credit for them when 
they renew their dues to your post.  
 
 

Post Transfers 
 
If a member has paid their dues for the current year to another post and 
he/she transfers into your post, please do not send a membership card for 
them. You will only need  to send a òMember Data Formó to transfer him/her 
into your post.  This may help in eliminating duplicates payments returned 
from National. You will not receive credit for this member until he/she renews 
their membership next year. 
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District Commander Duties 
 

The District Commander holds a position of extreme importance and responsibility on 

the Department Membership Team. It is vital that those accepting this position be aware 

of what these obligations are. The following is an attempt to outline the areas of 

responsibility that should be met by all District Commanders to ensure the success of 

the Department Membership Program. 

1. The District Commander is expected to attend the following: 

A. Department Leadership Retreat, held at Department Headquarters in July. 

B. Department Fall Conference held in November 

C. Meetings of his/her Area and District 

D. Department Convention, held in June. 

 

2. The District Commander is responsible, in conjunction with his/her District 

Membership Team, to maintain a flow of information to the various Posts in that 

District about Membership Programs on the Area, District, and Department 

levels. He/she is further expected to identify problem Posts and situations and to 

address a solution to them. 

3. The District Commander is expected to meet with his/her Membership Team on a 

monthly basis, preferably at a time other than a regular District meeting. The 

District Commander should, additionally meet with the Post Commander and 

Post Membership Chairman on a regular basis, possibly before District meetings, 

to discuss problems and successes. 

4. The District Commander should visit each Post within the District at least once 

during the year. 

 

The following are some suggestions for the District Commander: he/she should not be 

limited to these, but should expand upon them. 

1. Be sure your District determines goals for each post fairly and promptly. 

2. Encourage his/her District to have a viable Membership program. 

3. Encourage an active Post 400 transfer program, either on a post or District level. 

4. Insist that each Post transmit dues promptly, regardless of how many. 

5. Solicit from each post: comments, suggestions, criticisms, etc., for the betterment 

of the Membership Program. 
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MEMBERSHIP ENHANCEMENT  

 

The Department of Florida American Legionôs Membership Enhancement 

program is administered by the six Area Commanders, the Department 

Membership Chairman, Robert Brewster. 

 

All requests from various posts or District must be sent to the Area Commander, 

who will review such requests, and if the paperwork is in order, he/she will 

forward such requests to the Department Membership Chairman. (Proper 

paperwork being a signed voucher, and a copy of all bills, statements and invoices 

that support the request) 

 

The Department Membership Committee will meet three times each year to 

review these requests: Fall Conference, January, 2012, and April, 2012  

Membership Meetings. 

 

All applicants will be notified of the determination of their request. This will be 

done within a reasonable amount of time after the committee has met. 

 

It will be the Area Commandersô responsibility to notify his/her District 

Commander of all requests. 

 

In the following pages you will find some previous requests that have been 

approved and some that have been denied. 

 

These are guidelines, and the Department Membership Committee is still asking 

that all members look and work for innovative ideas for the recruitment of new 

members and retaining of current members. 

 

APPROVED REQUESTS 

 

All requests must be in a voucher form, and signed. All necessary paperwork must 

be attached and forwarded to the Area Commander. 

A. Public Relations materials will be provided at no cost to the Area, District, 

or Post.  This will include Billboards. It is suggested that the Post, District, 

or Area try to get space donated. 

B. Rental space: Such as fair booths, tents for civic affairs, mall space.  A copy 

of a signed contract must be furnished to the committee as well as a letter 

stating what the space is/was used for. 
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C. Public address systems rentals: If used for membership purposes. A signed 

contract must be presented. 

D. Telephone banks: Requests for this type of membership tool is only                                           

approved for the areas with high Post 400 members (not transferred), 

delinquent members and veterans who have not joined The American 

Legion. Highly concentrated veteran population areas are Hillsboro, 

Brevard, Orange,  Pinellas,, and Dade counties. Department approval and 

guidelines must be met and approved before any phone bank can be 

utilized. 

E. Cable television ads: Ad must be for membership only. Most cable networks 

have public broadcast stations that can be used free of charge. 

F. Posters for store fronts: Invoices showing cost of printing and amount 

purchased. Again membership must be the theme. 

G. Anything new and innovated that can be used to recruit new members and 

can also be used in transferring Post 400 members into local posts, or 

picking up delinquent members. If you have questions on your new idea, 

contact your Area Task Force Director. 

H. New membership recruiting posters designed to stand up in storefronts. The 

Department Membership Committee is looking into possibly supplying this 

item in the future. 
 

REQUESTS THAT WILL BE DISAPPROVED  

 

A. Newspaper ads: The results from past experience in various parts of the 

Department have shown little or no new members at all. The cost vs. the 

results makes it unproductive. 

B. Rental cars: The Membership Committee is against any Post or District 

using rental cards in any membership drive or membership purposes. 

C. Refreshment: No reimbursements are given for the cost of membership 

breakfast, dinners, or food of any kind. The District or Post sponsoring a 

membership drive should bear the cost. 

D. Shirts/Jackets: The Committee feels that individuals working for the goal of 

increased membership, should be doing it for their Post/District and not 

looking for gifts. The National Organization has in effect, Gold Brigade 

(New Member Recruiter Award) Program, with many with the Department 

receiving these jackets in the past. 

E. Bands/Music: If a district or Post is having a membership booth or drive, 

they should not have to resort to bands to draw a crowd. The cost is not 

considered membership worthy. 
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F. Individual Awards/Plaques/Money: Money for these items have been 

disallowed because the Department and National Organization has 

individual awards already built into their membership programs, such asò 

New Member Recruiterò awards, ñTop Recruiterò awards on the 

Post/Department/National levels and the ñGold Brigadeò new member 

award. 

 

 

NOTES:__________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 
 

________________________________________________________________ 

 

________________________________________________________________ 

 

________________________________________________________________ 
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DIRECT RENEWAL SCHEDULE  
 

    CUT-OFF DATES RENEWAL DATES  

        May 02, 2011        July 01, 2011 

*September 14, 2011 October 03, 2011 

      *December 14, 2011 January 02, 2012 

      *February 08, 2012        March 01, 2012 

      *April 14, 2012        May 01, 2012 
 

*This cutoff date is also a National membership target date. 

Transmittals received after this date will not prevent a subsequent 

notice from being delivered at or around the renewal date. 
 

 

DEPARTMENT OF FLORIDA  
Post and District 2011 - 2012Membership Goal Dates 

 

Target Date  Required % 

September 07, 2011 Early Bird Kickoff 50%  

   October 05, 2011  55%  

November 02, 2011 Fall Conference  65% 

December 07, 2011 Pearl Harbor Day 75% 

   January 04, 2012 New Year  80%*  

   February 01, 2012 Presidentsô Day 85%  

   March 07, 2012 Legion Birthday  90%*  

   April 04, 2012 Children and Youth 95%  

   May 02, 2012 Armed Forces Day 100%* 

   May 23, 2012  100%+1Mbr*  

*See pages 38 ï 39          
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2011 - 2012 NATIONAL 

MEMBERSHIP TARGET DATES 
 

 

 

EARLY BIRD/NEF KICKOFF  *SEPTEMBER 14, 2011 50% 

 

FALL MEETINGS    OCTOBER 19, 2011  55% 

  

VETERANS DAY    NOVEMBER 16, 2011  65% 

 

PEARL HARBOR DAY   *DECEMBER 14, 2011  75% 

 

MID -WINTER     JANUARY 19, 2012  80% 

 

PRESIDENTôS DAY   *FEBRUARY 8, 2012  85% 

 

LEGION BIRTHDAY    MARCH 14, 2012   90% 

 

CHILDREN & YOUTH   *APRIL 11, 2012   95% 

 

ARMED FORCES DAY  MAY 9, 2012   100% 

 

DELEGATE STRENGTH  30 DAYS PRIOR TO NATIONAL  

    CONVENTION  

       
 

 

Target dates fall on the second Wednesday of the month unless there is a holiday on that 

day or at the beginning of that week.   

Due to the Fall Meetings, the October target date will be on the third Wednesday of the 

month. 

Since Veterans Day is used as a membership round-up date, the November target date 

will be on the third Wednesday of the month. 

To maximize the January renewal notice, the January target date will be on the third 

Thursday (Martin Luther King, Jr. Holiday) of the month.      

 

*This date is also a renewal notice cutoff date. 
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2011 ï 2012 DEPARTMENT AWARDS CALENDER  

 

September 07, 2011      50% Early Bird Citation Award 

         (Post/District/Area) 

 

October 05, 2011        55% Early Bird Citation Award 

         (Post/District/Area) 

 

November 02, 2011      65% Veterans Day Dept Target Date Award 

                                              New Member Recruiter Award (Individual)  

                                                      District and Area Commanders 100% Dinner Award 

 

December 07, 2011      75% Pearl Harbor Day Dept Target Date Award 

 

December 31, 2011      National Post Honor Ribbons 

         Post All-Time-High Award  

 

January 04, 2012                80% New Year New Member Recruiter Award  

                                              (Post/Dist/Area)   

 

February 01, 2012      85% Presidentsô Day Citation Award  

 

March 07, 2012       A.L. Birthday Citations  

         A.L. Birthday new Member Recruiter Award  

         A.L. Birthday Department Target 90% Date Award 
         (Post/District/Area) 

 

March 31, 2012       District Commandersô ñRace To The Topò (National) 
 

April 04, 2012       95% Department Citation Award  

 

May 02, 2012       100% Department Citation Award 

           Gold Brigade Award  (National) 

         Gold Brigade 5
th

 Year Award  (National) 

         Gold Brigade 6
th

 Year Award  (National) 

         Silver Brigade Award  (National) 

                  Top Member Recruiter (Dept/National) 

         Top Ten Membership Award (Department) 

 

May 11, 2012       District Commandersô Achievement Award and 

         District Honor Ribbons (National) 
 

May 23, 2012       100%+1 Mbr Department Award (Post/Dist/Area) 

         Five Year All Time High Award  (National) 

         100% District Commandersô Pin (National) 

         Post Revitalization Recognition Letter (National) 

         New Post Development Pin (National) 

         District /Area Commander 100%+ Mbsp Team Metal 
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DEPARTMENT AWARDS  
 

INDIVIDUAL MEMBER AWARDS 

 

NEW MEMBER RECRUITER AWARD  

To the individual Legionnaire in the Department who, having been reported to the 

Department Headquarters by the following dates, recruits the most NEW MEMBERS 

(Minimum of 25 new members), 1 paid night, will be awarded. The winner of the award 

MUST ATTEND either Fall Conference or Department Convention in order to receive 

compensation. A certification letter must be completed by the Post Commander or 

Adjutant and forwarded to Department Headquarters by the appropriate date. New 

Members recruited can only be used once. (use form on page 20 for both events) 

 

Department Fall Conference  Deadline 11/02/2011 

Department Convention   Deadline 05/23/2011 
 

 

TOP TEN MEMBERSHIP AWARD  

To each individual within their Post that has enrolled 10 or more NEW MEMBERS into 

The American Legion by May 23 will receive a certificate and each Post with a 

qualifying individual will receive a plaque on which each qualifying individual will 

have their name engraved. (see page 21 for form) 

 

 

MEMBERSHIP RECRUITER  PIN       

Each Legionnaire who recruits or reinstates  

-10 ï 24 members will receive a Gold Membership Recruiter Pin. 

-25 ï 49 members will receive a Gold Membership Recruiter Pin with a Sapphire Stone 

-50 ï 75 members will receive a Gold Membership Recruiter Pin with a Ruby Stone 

-76 and above will receive a Gold Membership Recruiter Pin with an Emerald Stone 

 (see page 22 for form) 

 

DEPARTMENT POST AWARDS 

 

DEPARTMENT Sô  DMS MEMBERSHIP  AWARD    

 

Each Post that transfers Nationalsô New DMS Members, from July 1, 2011 through 

May 2, 2012 will receive $5.00 per member. A signed Member Data Form and the 

Department DMS Membership Reward form* must be received in order to receive a 

check for these members. The checks will be mailed at the end of each month. Each 

District Commanders will receive $1.00 for each DMS Member transferred. (see page 

31 for form) 
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POST MEMBERSHIP ACHIEVEMENT AWARD  

 

The awards are based on the  Posts, which as of the dates listed below having the 

greatest  percentage of membership over  their 2011 membership goal.  

 

Any Post that reaches 100% by November 02, 2011 will receive a $100 Gift Card from 

Publix to buy Thanksgiving Turkeys. 

  

All post Membership Chairmen that reach 100% of their goal by December 31, 2011 

will receive a citation.  In addition their names will be entered into a drawing to receive 

one of five (5) cash awards of $100.00 each. The drawing will take place at Department 

Convention. 

 

National 100% Honor Ribbons and  

Honor ribbons will be awarded to all posts that achieve 100% of their membership goal  

by December 31, 2011 and will be awarded at District Constitution Conferences. 

 

Birthday Citation  

A certificate will be awarded to all posts whose membership as of March 7. 2012 

exceed their total 2011 membership goal. 

 

65% Goal ~ Commanders of Posts achieving their 65% goal by November 02, 2011 

will receive a $50.00 cash award. 

 

75% Goal ~ Commanders of Posts achieving their 75% goal by December 7, 2011 will 

receive a $50.00 cash award. 

 

80% Goal ~ Commanders of Posts achieving their 80% goal by January 04
th

, 2012 

will receive a special gift from the Department Commander. 
 

90% Goal ~ Commanders of Posts achieving their 90% goal by March 07, 2012 will 

receive a special award from the Department Commander.  
 

100%  Goal ~ Each Post reaching 100%  by May 02, 2012will  receive a 100% Banner 

Ribbon, Department 100% pins and National 100% pins.  

 

All Posts that achieve 100% or more of their 2011-2012 membership goal by May 23, 2012 

will be placed in a drawing which will be held at Department Convention. 

 

First Prize: A new computer 

Three second prize winners will be awarded $100.00 
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Membership Citation 

All posts that achieve 125% or more of their 2011-2012 membership goal by May 23, 2012 

will receive a $25.00 Gift Certificate. 

 

Posts with the highest percentage of membership by May 23, 2012 in each size 

category will receive reimbursement for 1 night stay at Department Convention in June. 

(Must achieve all goals (80%, 90%, and 100%) by goal dates and be present to 

receive.) 
 

POST MEMBERSHIP 
 

Category I 15 - 50 

Category II 51 - 125 

 Category III 126 - 200 

 Category IV 201 - 400 

Category V 401 - 750 

 Category VI 751 - 1,000 

  Category VII 1,001 - over 
 

 
 

100% + 1 member Goal ~ Commanders of Post reaching 100% + 1 member by May 23, 

2012 will receive a special award from the Department Commander.   

 

DISTRICT/AREA  AWARDS  
 

The awards are based on the District/Area, which have the greatest percentage over 

their 2011-2012 membership goal. They must have 100% or more to qualify. 

 

Membership Citation  

Each District and Area Commander achieving 100% of membership by November 02, 

2011, will receive an invitation from the Department Commander to attend a special 

dinner at Fall Conference. 

 

75% Goal ~ Each District and Area Commander achieving 75% goal by December 7, 

2011 will receive a special award from the Department Commander. 
 

80% GOAL  ~ Each District and Area Commander achieving 80% goal by  

January 04, 2012 will receive a special award from the Department Commander.  
 

90% Goal ~ Each District and Area Commander achieving 90% goal by March 07, 

2012 will receive a special award from the Department Commander.  
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100% plus 1 Member GOAL ~ The District and Area Commanders achieving  the 

highest percentage of membership in each of the size categories by May 23, 2012, will 

receive a special gift from the Department Commander.  Must have at least 100% + 1 

Member  to qualify. 
 

DISTRICT MEMBERSHIP 
 

Category I 15 - 5,000 

Category II 5,001 - 7,000 

Category III 7,001 - over 
 

A membership Team Medal will be awarded to the District and Area Commanders who 

achieve 100% or more of their 2012 membership goal by May 23, 2012. 

 

District Commanders turning in a New Post Charter by Delegate Cut-off will receive a 

check for $200 and each New Post will receive a check for $300 to help get their post 

started. 

 

NATIONAL AWARDS  

 
Post Honor Ribbons 
 

Honor Ribbons will be awarded to all Posts whose membership for the current membership year (as 

of  December 31), achieves an advance membership (for the year about to begin) equal to or greater 

than the final membership for the year just ending.  These posts will be certified by department and 

will be submitted to National by the last day of January. 
  

Certificate of Meritorious Service *All -Time - High Award  

 

This certificate will be awarded to all Posts that have, by December 31, enrolled an advance 

membership for the membership year equaling or surpassing the Postôs previous All-Time High 

membership.   
 

Five or More Consecutive Year All-Time High Post Award 

 

This citation will be awarded  to all Posts that have maintained an advance membership surpassing the 

Postôs previous All-Time High membership for five or more consecutive years. After a post has won 

the award for five consecutive years of all-time membership highs, it may continue to win the award 

each year thereafter as long as each yearôs membership set a new all-time high. 
 

Post Revitalization Recognition Letter 

 

Individuals who assist in revitalizing a Post will receive a recognition letter from the National 

Commander for their hard work  The revitalized Post will receive a letter from the National 

Commander welcoming them back into The American Legion. The certification form is on page 29 

and must be signed by a Post Officer . 
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New Post Development Pin 
 

The New Post Development Pin is available to members of The American Legion, American Legion 

Auxiliary and the Sons of The American Legion who assist with the initial start-up of a new Post. 

These volunteers can be nominated for this pin at anytime during the year. The certification form is on 

page 50 and must be signed by a Post Officer.  

  

District Commanderôs New Post Achievement Award and Pin 
 

District Commanders who achieve the goal of creating new American Legion Posts in their respective 

Districts and have the new Post Temporary Charter Application on file at National Headquarters by 

May 11, 2011 will qualify for a framed certificate to show their accomplishments.  

 

District Commanderôs Achievement Award and District Honor Ribbon 

 

All District Commanders whose membership by May 11, 2011 exceeds the previous yearôs 

membership by at least the number of Posts in the District will be awarded the District 

Commanderôs Achievement Framed Certificate Award. In addition the District will receive an Honor 

Ribbon for its District Colors. 

 

District Commanders ñRace to the Topò Competition (Cut-off date is March 31)  
 

Competition will be divided into five categories based on the membership of the District without 

regard to geographic locations. District Commanders will compete in each of the following categories 

based on the final membership year totals and a top District Commander for the National Award will 

be selected from each of the five categories. Post Ribbons will be given to each top District 

Commander for all American Legion Posts in those districts.  

 

Second and Third place awards will also be presented in each category.  The District Commanders will 

be awarded checks in the amount of $500.00 for second place or $375 for third place, but no additional 

ribbons will be awarded for the Posts in these districts. Must be 100% to qualify.  
 

                                                   Category I            15 - 1499 members 

                                                   Category II       1500 - 2999 members 

                                                   Category III      3000 - 4999 members 

                                                   Category IV      5000 - 7499 members 

                                                   Category V       7500 + members 
 

First Place Award ï Trip to National Convention will be presented to the top District Commander 

and guest in each category whose District membership on March 31 represents the greatest percentage 

over the final previous year membership of that District.  Cannot be less than 100% to qualify .   
 

The First Place award entitles winner and guest to an all expense paid trip to attend the National 

Convention as a distinguished guest of the National Commander, including round-trip airfare, tickets 

to the National Commanderôs Banquet, and hotel accommodations for 5days/4nights.  These District 

Commanders will also be awarded Legion cap that signifies they are a ñRace-To-The-Topò winner 

that will be awarded on stage at the National Convention. Plus ñRace-To-The-Topò ribbons for each of 

the districtôs Posts.  

 

Second Place Awards will be presented to the District Commander in each category whose District  
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membership on March 31 represents the second highest percentage over final previous year 

membership of that District. The Commandersô district cannot be less 100% to qualify.  Winners 

will receive a $500 Check. 

 

Third Place Awards will be presented to the District Commander in each category whose District 

membership on March 31 represents the third highest percentage over the final previous year 

membership of that District. The Commanders district cannot be less than 100% to qualify.  

Winners will receive a $375 Check. 
 
 

100% District Commander Pin 

 

This special pin may be worn only by those Legionnaires who as district commanders accomplished at 

least 100% of their assigned district membership goals.   

 

 

SPECIAL INDIVIDUAL RECOGNITION  

ACHIEVEMENT AWARDS  
 

Department ñRecruiter of the Year 
Each American Legion Post will have the opportunity to submit the name of the Recruiter from their 

Post who has signed up the highest number of new members for the 2011 ï 2012 membership year by 

May 2, 2012. (Use form on page 20) 
 

The Top New Recruiter, properly certified from each Post, will be awarded a certificate with his/her 

accomplishment inscribed thereon.  
 

The Recruiter who has signed up the highest number of new members will be submitted to National to 
be entered in the National ñRecruiter Of the yearò contest. 
 

MAIL IN TIME TO REACH DEPARTMENT HEADQUARTERS ON OR BEFORE: MAY 09, 

2012 
 

National ñRecruiter of The Year 
The individual certified with the highest number of NEW Members recruited from among all the 

Departments will be declared ñNational Membership Recruiter of the Yearò. The award will 

consist of an expense paid trip to the National convention. The trip includes, for the Legionnaire and 

guest, round-trip air transportation, hotel accommodations for 6 days/5nights, and reserved seating 

tickets to the National Commanderôs Banquet for Distinguished Guests. 
 

Awards for the National ñRecruiter of the yearò will be presented to the next highest 26 

individuals: 
 

1 - $1000 Award Certificate for Emblem Sales 

 

10 - $150 Award Certificates for Emblem Sales 

 

15 - $100 Award Certificates for Emblem Sales 
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THE GOLD BRIGADE  

A Legionnaire who recruits 50 or more NEW members into The American Legion by May 02, 

2012, will qualify for enrollment in the elite GOLD BRIGADE  of The American Legion. These 

very special Legionnaires will be awarded unique gifts that designate affiliation with the Gold 

Brigade of The American Legion. Also, special recognition will be given to those Legionnaires 

enrolled in the Gold Brigade through special publication announcements in The Dispatch and in 

special articles in other publications. Members of the Gold Brigade will be recognized by the 

National Commander during the National Convention. The gifts awarded to a Gold Brigader will 

depend on the number of times he/she has qualified for this award.  
(Use form on page 24) 
 
 
 
 
FIRST time Gold Brigader will receive:  SECOND time (or more) Gold Brigader will    

receive:  
 
-Gold Brigade Patch  -Gold Brigade Patch  
 
-Special Gold Brigade Cap Pin    -Gold Brigade Certificate  
 
-Gold Brigade Certificate  -òHash markò for jacket sleeve  
 
Choice of:   -Designer Jacket                                Choice of:   -Designer Jacket 
   
                    -Polo Shirt                                                             -Polo Shirt 
                              
                    -Sweater                                                                -Designer Jacket 
   
Each will be embroidered with the                       Each will be embroidered with the    
Gold Brigade Logo                                               Gold Brigade Logo 
  
FIFTH CONSECUTIVE YEAR AWARD  

A Gold Brigader who has won the Gold Brigade Award for 5 consecutive years (to include the 

current membership year) is eligible for a distinctive Gold Brigade Blazer. A Legionnaire may 

only qualify for this award once every 5 years. (Use form on page 25) 

 

SIXTH CONSECUTIVE YEAR OR MORE AWARD     

A Gold Brigader who has earned the Gold Brigade Award for at least 6 consecutive years or more 

(including the current year) is eligible for a $150 Check and a ñMaster RecruiteròLegion cap. (Use 

form on page 26 ) 
 

THE SILVER BRIGADE  

A Legionnaire who recruits 25  to 49 NEW members into The American Legion by May 2, 

2012 will qualify for this award. A silver pin and certificate will be awarded. (Use form on 

page 27) Note: A recruiter cannot be awarded both Silver and Gold Brigade 

awards during the same membership year 
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POST REVITALIZATION RECOGNITION LETTER  
 
Individuals who assist in revitalizing a Post will receive a recognition letter from the 
National Commander for their hard work. The revitalized Post will receive a letter from  
the National Commander welcoming them back into the American Legion. The 
certification form is on page 29 .   

 
NEW POST DEVELOPMENT PIN  
The new Post Development Pin is available to members of the American Legion, 
American Legion Auxiliary and the Sons of the American Legion who assist with the 
initial start-up of a new Post. These volunteers can be nominated for this pin at anytime 
during the year. The certification form is on page 30. 

 
 
 

NOTES:____________________________________________ 

 

____________________________________________________ 

 

____________________________________________________ 

 

____________________________________________________ 

 

____________________________________________________ 

 

____________________________________________________ 

 

____________________________________________________ 

 

____________________________________________________ 

 

____________________________________________________ 

 

____________________________________________________ 

 

____________________________________________________ 

 

____________________________________________________ 
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NEW MEMBER RECRUITER AWARD  

 

Date ____________ 
MAILTO:        Membership Awards, The American Legion                                                     

                PO Box 547859, Orlando, FL 32854-7859  

 
KEEP A COPY FOR YOUR RECORDS.  

 

Please check one: ___Department Fall Conference Deadline: 11/02/2011 

   ___Department Convention  Deadline:  05/23/2011 

 

 
This is to certify that the following member has signed up a minimum TWENTY_FIVE (5) new members 

nu May 23, 2012 in Post #              .   

 

Attach a list of new members 
 

 

LEGIONNAIRE                                  ___            POST #                MEMBER ID#________________                                 
 
ADDRESS____________________________________________________________________                                                                                                                                

 

CITY, ST, ZIP+4 __________________________________________________________ 

 
NUMBER OF NEW MEMBERS ENROLLED                         PHONE #_____________________ 

 

 
 

Adjutantsô Name _______________________________________________________________                                               

 

POST #                 MEMBER ID#________________                                 
 
Post Address___________________________________________________________________                                                                                                                                

 
CITY, ST, ZIP+4 _______________________________________________________________ 

                                                                                                                  

___________________Do not write below line___________________________________  

 

ForDepartmentôs use only 

Date Received_________________________            Date shipped__________________________                                                                                                  

 

 

DUPLICATE AS NECESSARY 
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TOP TEN MEMBERSHIP AWARD  

Certification Form  
 

Post Officer:  KEEP COPY FOR YOUR RECORDS 

 

SEND TO:  Department Headquarters 

                        ATTN:  Membership  

                         PO Box 547859 

                         Orlando   FL  32854-7859 

 

I certify that the following Legionnaire of Post ___________, qualifies for a ñSpecial 

Recruiter Certificateò for signing up Ten (10) New Members between July 1, 2011 and 

May 2, 2012. The post will receive a special plaque on which his/her name has been 

engraved. 

 

Attach a list of the ten (10) or more New Members. They must be a NEW MEMBERS . 

Members who have let their dues lapse and then rejoin, do not qualify as new.  

 

 
 

Legionnaire_______________________________,ID#______________________ 
 

___________________________________________________________________ 
Address 

 ___________________________________________________________________ 
City                                                            State                        Zip        
 

Phone #(______)_____________________  
 

Number of New Members enrolled (10 or more)____________ 

 

 

____________________________________           ________________________________________  

Recruiting Member (signature)                              Post Officerôs Signature                                                 

 

____________                                ____________ 
Date                                                                            Date 

 

 

Do not write below line 

 

For Departmentôs use only:          Date Received_________________________       

 

Duplicate as Needed 
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MEMBERSHIP RECRUITER PIN  

 

Date ____________ 
MAILTO:        Membership Awards, The American Legion                                                     

                PO Box 547859, Orlando, FL 32854-7859  
 

KEEP A COPY FOR YOUR RECORDS.  

 

 

This is to certify that the following member has recruited or reinstated the following number of  members 

by May 02, 2012 in Post #                       

 

Please check one: ___ 10-24 Members             Gold Pin 

   ___ 25-49 Members             Gold Pin with a Sapphire Stone 

                                    ___ 26-75 Members             Gold Pin with a Ruby Stone 

                                    ___ 76 or more Members Gold Pin with a Emerald Stone 

 

Attach a list of new members 
 

 

LEGIONNAIRE                                  ___            POST #                MEMBER ID#________________                                 

 
ADDRESS____________________________________________________________________                                                                                                                                
 

CITY, ST, ZIP+4 __________________________________________________________ 

 
NUMBER OF NEW MEMBERS ENROLLED                         PHONE #_____________________ 

 

 
 

Adjutantsô Name _______________________________________________________________                                               

 

POST #                 MEMBER ID#________________                                 
 
Post Address___________________________________________________________________                                                                                                                                
 
CITY, ST, ZIP+4 _______________________________________________________________ 

                                                                                                               

_____________________  Do not write below line____________________________________ 
For Departmentôs use only 

Date Received_________________________            Date shipped__________________________                                                                                                  

 

DUPLICATE AS NECESSARY 
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TOP RECRUITER AWARDS POST/ DEPARTMENT/ NATIONAL  
 

Mail to: Department Headquarters, PO Box 547859, Orlando, FL 32854-7859  

 
The TOP NEW MEMBER RECRUITER of membership enrolled for 2011-2012 as of 

May 02, 2012, and transmitted to Department of Florida Headquarters is: (PLEASE TYPE 

OR PRINT)            
KEEP COPY FOR YOUR RECORDS  

 
 NAME                                                 POST #                     MEMBER ID#___________________                                 

 
ADDRESS______________________________________________________________                                                                                                                                
 

CITY, ST, ZIP+4 _____________________________________________________ 

                                                                                                                      
NUMBER OF NEW MEMBERS ENROLLED                         PHONE #_____________________                                  

 

*Attach list of names and I.D. numbers of new members* 
 

Next highest new member Recruiter (Make additional copies if needed) 

 
 NAME/POST #                                                                     MEMBER ID #___________________ 

                                   

ADDRESS _________________________________________________________________                                                                                                                                        

 

CITY, ST, ZIP+4 ____________________________________________________________                  

 

NUMBER OF NEW MEMBERS ENROLLED                         PHONE # ____________________     

 

*Attach list of names and I.D. numbers of new members* 
 

 
Post Adjutant Signature  Date  

                                           

 
Department Adjutant Signature  Date   

     

MAIL IN TIME TO REACH DEPARTMENT HEADQUARTERS  

ON OR BEFORE  MAY 09, 2012 
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CERTIFICATION FORM  

ñGOLD BRIGADEò NEW MEMBER RECRUITER AWARD 

 
RETAIN A COPY FOR YOUR RECORDS  

 
MAIL TO ARRIVE AT DEPARTMENT HEADQUARTERS BY MAY 09, 2012 

 

The following member of the Department of Florida qualifies for the ñGold Brigadeò Award for 

enrolling 50 or more NEW MEMBERS  into The American Legion by May 02, 2012. 
 

*ATTACH A LIST OF NEW MEMBERS FOR EACH NOMINATION FORM*  
 

First time qualifiers for the ñGold Brigadeò receive: 

 A ñGold Brigadeò cap pin, certificate, ñGold Brigadeò patch, and choice of a jacket, 

sweater, or polo shirt with the ñGold Brigadeò logo. 

 

Second time qualifiers for the award receive: 

 A ñGold Brigadeò certificate, patch, a ñhash markò for the sleeve, and the choice of either 

another ñGold Brigadeò jacket, sweater, or polo shirt with the Gold Brigadeò logo. 

 

PLEASE CHECK THE APPROPRIATE BOX(ES):  
 

This ñGold Brigadeò award will be my:  

A. (  ) First ñGold Brigadeò Award  

 

B. (  ) Other (Specify 2nd or 3rd time qualified):                              

 

IF you checked box ñAò or ñBò do you want: (  ) Jacket (  ) Sweater (  ) Polo Shirt 

 

Circle size: ( S  M  L  XL  XXL   XXXL)  

 

Name/ID #:                                                                                                    Post #_____________                          

 

Address: ______________________________________________________________                                                                                                                                             

 

City / State / Zip+4______________________________________________________                                                                                                                             

 

Phone (          )                              Number of New Members enrolled (minimum50)___________                       

 

Post Adjutant Signature:                                                                              Date:_________________                             
                                                                                                                                                       (Can not be after May 09,2012) 

Address:__________________________________________________________                                                                                                                                            

 

Department Adjutant:                                                                                   Date:_________________                           
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CERTIFICATION FORM  
 

GOLD BRIGADE  

FIFTH CONSECUTIVE YEAR AWARD  
 

The following member of the Department of Florida qualifies for the prestigious fifth 

consecutive year ñGold Brigadeò Award for enrolling fifty or more new members into The 

American Legion by May 2, 2012 for the last five years. This award is a distinctive Blazer 

for the ñGold Brigaderò.  

 

A Legionnaire may only qualify for this award once every five years  

 

*At tach a list of new members* 
  

Circle one: 
 

Menôs Blazer(Cut)  Short, Regular, Portly (Stout), Long, X-Long, XX-Long  

 

Even Sizes (34-54)                                 Size  

 

Ladies Blazer(Cut) Short, Regular, Long, X-Long, XX-Long  

 

Even Sizes (4-20)                                      Size  

 

Please type or print legibly  

 

Name                                                         Post #                 Member ID#__________________ 

                           

Phone#(            )___________________________         

                                    

Years of being a Gold Brigader:                                  thru____________________                                      

 

Post Adjutant                                                                                        Date__________________                           

 

Department Adjutant:_________________________________Date__________________                                                                              

 

 

MAIL TO ARRIVE AT DEPARTMENT HEADQUARTERS BY MAY 09, 2012  
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CERTIFICATE FORM  

GOLD BRIGADE          

SIXTH CONSECUTIVE YEAR OR MORE AWARD  
 

The following member of the Department of Florida qualifies for the prestigious sixth 

consecutive year or more ñGold Brigadeò Award for enrolling fifty or more new members 

into The American Legion by May 2, 2012.  

 

This award is a $150 check and a ñMaster Recruiterò  Legion cap, along with a Gold Brigade 

plaque, cap pin, and hash mark. . 

 

 *Attach a l ist of new members*  
 

 

Please type or print legibly; Make sure all information below is complete to help avoid 

processing delays. 

 

Name                                                                  Member ID#________________________ 

                          

Phone# (             )                                   Post #                 _ Post City__________________     

                                          

Years qualifying for Gold Brigade:_________________________ 

 

# of NEW MEMBERS enrolled (minimum 50)__________________ 

 

Please specify crown type (Regular, Fort Knox, Womenôs Crown):__________________ 

 

Please specify (Lined or Unlined):__________________ Cap size:___________________ 

 

Mandatory Insignia (Y/N):___________ If yes, please list: _________________ 

 

Certified:                                 

                              

_______________________________        _______________________________ 

Department Adjutant (signature)                  Date 

 

 

MAIL TO ARRIVE AT DEPARTMENT HEADQUARTERS BY MAY 09, 2012  

 

 
 



 29 

2011 ï 2012 Membership Processing & Awards Manual 

 

CERTIFICATION FORM   

ñSILVER BRIGADEò NEW MEMBER RECRUITER AWARD 
 

*ATTACH A LIST OF NEW MEMBERS*  
 RETAIN A COPY FOR YOUR RECORDS   

 

MUST BE RECEIVED AT DEPARTMENT HEADQUARTERS BY MAY 09, 

2012. 

  
The following member of the Department of Florida qualifies for the ñSilver Brigadeò 

Award for enrolling 25-49 NEW MEMBERS into Department Headquarters by May 

2, 2012.  

 

 

Silver Brigaders will receive a Silver Pin and A Silver Certificate.  

 

Name:                                                                                     Post # _________                             

 

Address: _______________________________________________________                                                                                                                        

 

City State Zip+4 _________________________________________________         

 

Phone (          )_______________________                                  

 

Number of New Members enrolled ( 25 to 49 )__________________                         

 

Post Adjutant signature: _______________________ Date:________________                                                                                    

 

Address:________________________________________________________                                                                                       

 

Department Adjutant:                                                             Date: _________________ 

 

 

                            
 

 

MAIL TO ARRIVE AT DEPARTMENT HEADQUARTERS BY MAY 09, 2012 
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  DMS TRANSFER REWARD CERTI FICATION FORM  
Starts July 1, 2011 and ends May 02, 2012 

 

Post Officer:  KEEP COPY FOR YOUR RECORDS 

 

Mail To:      Department Headquarters 

                    ATTN:  Membership  

                    PO Box 547859 

                    Orlando   FL  32854-7859 

 

I certify that the following members have been transferred from the National DMS Program .  

Enclosed is a signed Member Data Form for each DMS transfer. Listed below are the names of each 

transferring member. I understand that checks will be mailed once a month. 
 

 

______________________________________  Phone #___________________________ 
Post Officerôs Signature                                                 
 

___________________________________________________________________ 
Address 

 ___________________________________________________________________ 
City                                                            State                        Zip        
 

1.   9. 

2. 10. 

3. 11. 

4. 12. 

5. 13. 

6. 14. 

7. 15. 

8. 16. 
 

Do not write below line 

 

For Departmentôs use only 

 

Date Received_______________  Date mailed_______________ Check amount______________   

 

Duplicate as Needed 
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Certification Form  

Post Revitalization Recognition Letter 

 
These letters are awarded to the revitalized post and those individuals who assisted in 

the revitalization effort. 

 
 

Send to:   Department Headquarters 
                 Attn: Membership 
                 PO Box 547859 
                 Orlando   FL   32854-7859 

Date____________________ 
 

The Department of Florida requests a ñWelcome Backò letter for Post________. 
 
Name of individuals(s) who assisted in the revitalization of this post. 
 
 
____________________________________________________________ 

 
_____________________________________________________ 
 
_____________________________________________________ 
 
_____________________________________________________ 
 
_____________________________________________________ 
 
_____________________________________________________ 
 
_________________________        ________________________ 
Department Adjutant                                 Post or District Officer  (signature) 
 
_____________________________       ______________________________ 
Department                      Date                 Title                         

 
Duplicate as Necessary 
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Certification Form  

New Post Development Pin 

 
This recognition, in the form of a specially designed cap/lapel pin, is for any individual 

who assists in starting a new post.  

 

These individuals may be nominated at any time once the temporary charter has been 

submitted

 
 

Send to:   Department Headquarters 
                 Attn: Membership 
                 PO Box 547859 
                 Orlando   FL   32854-7859 

Date____________________ 

 
The Department of Florida requests New Post Development Pinsò for the following 
individual(s) for assisting in the development of Post________. 
 
Name of individuals(s) who assisted in starting this new post.  
 
____________________________________________________________ 

 
_____________________________________________________ 
 
______________________________________________________ 
 
_____________________________________________________ 
 
______________________________________________________ 
 
______________________________________________________ 
 
________________________    ___________________________ 
Department Adjutant                                 Post or District Officer  (signature) 
 
_____________________________       ______________________________ 
Department                      Date                 Officersô Title                         

Duplicate as Necessary 
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Are You a Snowbird? 
(Example - you live in Indiana from April-October and Florida from November-March) 

 

Does your Post have one or more members who are snowbirds, moving between two different addresses 

each year? Did you know that National can automatically change their address so that they never miss an 

issue of their magazine, their renewal notices or any other mail from National? If you have any members 

who would like to take advantage of this service, please let us know by having them complete the 

information below. 

 

NOTE: This service works only if the member moves between two address at the same time each year. The 

members must provide a summer & winter address and the approximate date they move to/from each. Once 

their membership record is set up for our ñsnowbirdò service, the member wonôt need to notify us when 

they move unless they change either address entered below. Since most mailings from National are printed 

weeks in advance, please allow 6-8 weeks for the initial change to take effect. 

 

Name __________________________________________________                                                                                                                                                                                                                       

 

9-digit Member ID#                  -                 - __________                 

Address 1 (Summer) 

 

____________________________________________________________________                                                                                                                           

 

____________________________________________________________________ 

 

I will be there from                                           To  ____________________________ 

 

Address 2 (Winter) 

 ___________________________________________________________________                                                                                                               

                                                                                                                                             

___________________________________________________________________   

 

I will be there from                                           To____________________________       

             

Memberôs Signature                                                                                 Date __________________                     

 
This information should be mailed directly to the Address below (your Post should also be notified):           

The American Legion  

 IT/Data Services  

 PO Box 1954  

 Indianapolis   IN   46206 

 

The completed form can also be faxed to (317) 860-3001 

ñMAKE ADDITIONAL COPIES OF THIS FORM AS NEEDEDò 
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Request Form For Post 400 and Post 208 Zip Code Printout 

 

PURPOSE:  To help increase the membership of your Post. 
 
 

Requested by Post #                         District                           Date ____________________ 
 
List zip codes in your area: 
 

      

      

      
 

Mail or email List to: 
 
                                                                                                              /___________________________________________                                                                                      
Name                                                                                             Email 
 ____________________________________________________________________                                                                                                                                            
Address 
_____________________________________________________________________ 
City/St/Zip+4 
 
    ------------------------------------------------------------------------------------- 

(CUT HERE) 
 
 
 

Request Form For Post 400 and Post 208 Zip Code Printout 
 

PURPOSE:  To help increase the membership of your Post. 
 
 

Requested by Post #                         District                           Date___________________  
 

List zip codes in your area: 
 

      

      

      

 
Mail or email List to: 
 
                                                                                                              /___________________________________________                                                                                      
Name                                                                                             Email 
_______________________________________________________________________  
Address 
_______________________________________________________________________ 
City/St/Zip+4 

 
Duplicate as needed 
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THE AMERICAN LEGION MEMBER DATA FORM 
INSTRUCTIONS 

 
Please clearly print or type the information when filling out the form. 

 
This is a newly designed form intended for use by electronic scanning equipment. Information that is not 
understandable or readable is subject to error. Your help is greatly appreciated and will permit National  
Headquarters to maintain a more accurate database of the American Legion membership. 
 
The Member Data Form should be used to report 
 *  Name/Address Changes 
 *  Date of Birth 
 *  Continuous Year Changes 
 *  Post Transfers 
 *  Deceased Members 
 
The Member ID No. and the Name of the Department is required for a Member Data Form to be by 
National Headquarters. 
 
The following pertains to transfers only: 
 
The transfer from one Post to another is a privilege granted to any paid-up Legionnaire with the approval  
of the Post  to which the member desires to transfer. 
 

A TRANSFER MAY BE MADE UNDER THE FOLLOWING RULES: 
 

1.  No transfer shall be made unless the member requesting transfer has a membership card showing the member is in 
good standing at the time the transfer is requested.  Members whose dues for the current calendar year are not paid by 
February 1 of that year are suspended and are not in good standing, and are not eligible for transfer. 
 
2. No charge shall be made to the member for the privilege of transfer and no dues shall be transferred from one Post to 
another The accepting Post may require payment of the difference in dues on a pro-rated basis if dues are higher than 
the transferring memberôs former Post.   
 
3. A Legionnaire desiring transfer of membership must first secure approval from the post TO WHICH  transfer is 
desired. This may be done orally or in writing. The Adjutant of the new Post will complete and  route the parts of the 
form as instructed. 
 
4. National Headquarters will carry through by transferring the memberôs record to the new Post, provided the     
    memberôs current record is on file and provided the information on the transfer is complete. 
 
5.  Kansas or Nebraska Dept. Paid Life Members should check with their Department Headquarters prior to transfer.  
 
ROUTE THE PARTS OF THE MEMBER DATA FORM AS FOLLOWS:  
  
Parts 1-3: Send to Department Headquarters. The Department will forward part 1 to National, retain part 2, and mail 
part 3 to the Post that loses the member who transfers. 
 
Part 4: Post should keep for their files. 
 
NOTE: The signature of the Post Adjutant is required in reporting an Honorary Life Member, a deceased member, a 
transfer or a continuous year change. 
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DEPARTMENT ADJUTANT ADDRESSES/PHONE NUMBERS 

 

PURPOSE 
 

Please send the 3rd (pink) copy of the Member Data Form to the Adjutant of the former 
Department for out of state members   

 
ALABAMA    PO Box 1069, Montgomery, AL 36101,   Ph. 334.262.6638  

ALASKA               1550 Charter Circle, Anchorage, AK 99508,   Ph. 907.278.8598                                       

ARIZONA               4701 N 19th Ave, Ste 200, Phoenix, AZ 85015-3799,   Ph. 602.264.7706 

ARKANSAS              PO Box 3280, Little Rock, AR 72203,   Ph. 501.375.1104 

CALIFORNIA    117 Veterans War Memorial Bldg, 401 Van Ness Ave Ste 117 

                                     San Francisco, CA, 94102-4587,  Ph.  415.431.2400 

COLORADO          7465 E 1stAve STE D, Denver, CO, 80230,   Ph. 303.366.5201 

CONNECTICUT       PO Box 208, Rocky Hill, CT 06067,   Ph. 860.616.2340 

DELAWARE           PO Box 930, Seaford, DE, 19973,  Ph. 302.628-5221 

D.C.                           3408 Wisconsin Ave NW, #218, Washington, D.C. 20016,   Ph. 202.362.9151 

FRANCE               Kraichgaustr #5, 74193 Schwaigern - Stetten, Germany    Ph. 011.49.7138.67359 

GEORGIA               3035 Mt Zion Rd, Stockbridge, GA 30281-4101,   Ph. 678.289.8883 

HAWAII               612 McCully St, Honolulu, HI 96826-3935,   Ph. 808.946.6383 

IDAHO               901 Warren St, Boise, ID 83706,   Ph. 208.342.7061 

ILLINOIS               PO Box 2910, Bloomington, IL 61702,   Ph. 309.663.0361 

INDIANA               777 N. Meridian St, Indianapolis, IN 46204,  Ph. 317.630.1300 

IOWA                720 Lyon St, Des Moines, IA 50309,   Ph. 515.282.5068 

KANSAS                1314 SW Topeka Blvd, Topeka, KS 66612,   Ph. 785.232.9315 

KENTUCKY    PO Box 2123, Louisville, KY 40201,   Ph. 502.587.1414 

LOUISIANA                1885 Wooddale Blvd STE 1110, Baton Rouge, LA 70806   Ph. 225.923.1945 

MAINE                 PO Box 900, Waterville, ME 04903-0900,   Ph. 207.873.3229 

MARYLAND     War Memorial Bldg, Rm E, 101 N Gay St, Baltimore, MD, 21202 

                                       Ph. 410.752.1405 

MASSACHUSETTS    RM 546-2 Statehouse, Boston, MA 02133,   Ph. 617.727.2966 

MEXICO                 Codigo A-487, PO Box 669004, Miami Springs, FL 33266    

                                       Ph. 011-502-7832.1018 

MICHIGAN                   212 N. Verlinden Ave, Lansing, MI 48915,   Ph. 517.371.4720 

MINNESOTA      20 W 12th St RM 300-A, St Paul, MN  55155,   Ph. 651.291.1800 

 
 

 
 



 38 

2011 ï 2012 Membership Processing & Awards Manual 

 

MISSISSIPPI      PO Box 688, Jackson, MS, 39205,   Ph. 601.352.4986 

MISSOURI                  PO Box 179, Jefferson City, MO  65102,   Ph. 573.893.2353 

MONTANA                  PO Box 6075, Helena, MT 59604,  Ph. 406.324.3989 

NEBRASKA                  PO Box 5205, Lincoln, NE 68505,   Ph. 402.464.6338 

NEVADA                       737 Veterans Memorial Dr, Las Vegas, NV  89101,   Ph. 702.382.2353 

NEW HAMPSHIRE     25 Capitol St RM 431, Concord, NH  03301,   Ph. 603.271.2211 

NEW JERSEY      135 W Hanover St, Trenton, NJ  08618,   Ph. 609.695.5418 

NEW MEXICO      1215 Mountain Rd NE, Albuquerque, NM  87102-2716,   Ph. 505.247.0400 

NEW YORK                  112 State St, Suite 1300, Albany, NY 12207,   Ph. 518.463.2215 

NORTH CAROLINA   PO Box 26657, Raleigh, NC 27611-6657,   Ph. 919.832.7506 

NORTH DAKOTA      PO Box 5057, Fargo, ND 58178-5057,   Ph. 701.293.3120 

OHIO                              PO Box 8007, Delaware, OH 43015-8007,    Ph. 740.362.7478 

OKLAHOMA      PO Box 53037, Oklahoma City, OK  73152,   Ph. 405.525.3511 

OREGON                  PO Box 1730, Wilsonville, OR 97070,    Ph. 503.685.5006 

PENNSYLVANIA         PO Box 2324, Harrisburg, PA 17105,   Ph. 717.730.9100 

PHILIPPINES      PSC 517, Box RC,FPO AP, 96517-1000,    Ph. 011.63..2.524.4262 

PUERTO RICO      PO Box 11424, Caparra Heights Sta, San Juan, PR  00922-1424 

                                        Ph. 787.792.4899 

RHODE ISLAND         1005 Charles St, Providence, RI  02904,   Ph. 401.726.2126 

SOUTH CAROLINA    PO Box 3309, Irmo, SC  29063,   Ph. 803.612.1171 

SOUTH DAKOTA      PO Box 67, Watertown, SD  57201-0067,  Ph. 605.886.3604 

TENNESSEE      215 Rosa L. Parks Ave, Nashville, TN  37203-3518   Ph. 615.255-1551 

TEXAS                  PO Box 140527, Austin, TX  78714-0527,  Ph. 512.472.4138 

UTAH                  PO Box 148000, Salt Lake City, UT  84114-8000,  Ph. 801.539.1013 

VERMONT                  PO Box 396, Montpelier, VT, 05601-0396,  Ph. 802.223.7131 

VIRGINIA                  PO Box 11025, Richmond, VA 23230-1025,   Ph. 804.353.6606 

WASHINGTON      PO Box 3917, Lacey, WA 98509-3917,  Ph. 360.491.4373 

WEST VIRGINIA      PO Box 3191, Charleston, WV, 25332-3191,   Ph. 304.343.7591 

WISCONSIN      PO Box 388, Portage, WI, 53901-0388,   Ph. 608.745.1090 

WYOMING                  1320 Hugur Ave, Cheyenne, WY 82001-4917,   Ph. 307.634.3035 
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National/Department Credit Card Processing 
 

New for 2012 Starting July 1
st
  

 

Members can now pay their dues online through The National 
Headquarters.  Please see insert for information regarding this new 
procedure. It will not be necessary to mail the two part cards for these 
transaction to Department. 
 

Please take careful note of this change in procedure.  If you have any 
questions, please contact Department 1.800.393.3378 ext. 231 or National 
Customer Service.1.800.433.3318 
 

Department  Credit Card Processing 

 

Members still have the option of paying their dues by credit card directly to the Posts . The post will 
complete one of the Credit Card Authorization Form on page 38 and mail the form and membership card 
to Department for processing. Only MasterCard, Visa, or Discover credit cards and debit cards bearing the 
VISA or MASTERCARD logo can be accepted.  American Express, store cards and gift cards are not 
acceptable cards.  
 

NO CREDIT CARD WILL BE PROCESSED WITHOUT THE MEMBERSô SIGNATURE 
AND/OR PHONE NUMBER  

 

The process is as follows: 

 

*Upon receipt of the renewal notice, the member decides to pay his or her current year 
membership dues by credit card.  The member will call or stop by his/her post to pay via credit card. The 
Post has the option of processing the credit card payment, if it is set up for credit card processing.  At that 
point, the credit card can be validated and the memberôs card can be issued.  If the Post cannot process 
c r e d i t cards,  the Post should complete the C.C. Authorization Form on Page 38 and annotate the member 
on the Post roster, counting him or her as paid and issue the membership card.  

 

  *Prepare a separate transmittal (pg. 39) for renewals paid by credit card.  Include the credit card 
authorizationslip(s) (dues renewal notice) and the membership card(s). The total amount charged to the 
member will be the total dues amount charged by the Post - unlike for cash or check payments, in which only the 
combined National and Department  per capita ($21.00) is forwarded. No post check or cash should 
accompany credit card payments. To avoid a delay in processing the membersô credit card, please 
make sure all information is present. (16 digit c.c. #, exp.date, 3 digit code (Visa only), and members 
signature)   Memberôs signature is required. 

 

   *After Department receives the authorization, the charge will be processed and the Post will  
receive a credit for the difference between the Post dues and the Department per capita. ($21.00) 
 

   * If the post sends a completed Credit Card Transmittal form, it will be returned to the post showing whether 
the members(s) were accepted or declined. This information will be noted on the Membership Statement as a  
Online CC (National) or as Credit Card (Department).When the Post Adjutant receives this information, 
he/she should double check the processing of the member in the Post records. 

 

Please note that cards should be issued to the renewing member immediately. In the unlikely event  that 
the credit card payment is invalid, the Post should deal with the member just as it would for checks that are 
not honored.  The Department will notify Posts when credit payments are not approved by the credit card 
company. 
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CREDIT CARD AUTHORIZATION 

Use for Walk-ins Only 
 
   I wish to renew my American Legion Membership by Credit card 
 
   Post Dues $                   c Master Card   c Visa   c Discover        Expiration Date c c c c 
 
   Post # _______  Account Number  c  c  c  c  c  c  c  c  c  c  c  c  c  c  c  c 
 
  3 Digit Security Code (found on the back of credit card)  c  c  c  
 
  Members Signature                                                                            Phone #                                         
                                           (SIGNATURE REQUIRED ) 
 

 
                                                                               (cut here) 
                                                 

CREDIT CARD AUTHORIZATION 
Use for Walk-ins Only 
 
 I wish to renew my American Legion Membership by Credit card. 
 
 Post Dues $                c Master Card  c Visa  c Discover  Expiration Date  c c c c  
 
 Post  #_______   Account Number  c  c  c  c  c  c  c  c  c  c  c  c  c  c  c  c 
 
 3 Digit Security Code (found on the back of credit card)  c  c  c  
 
 Members Signature                                                                            Phone #                                         
                                           (SIGNATURE REQUIRED ) 
      
 

 
(Cut here) 

 

CREDIT CARD AUTHORIZATION 

Use for Walk-ins Only                       
 

 I wish to renew my American Legion Membership by Credit card 

 
 

 Post Dues $                    c  Master Card    c Visa    c Discover     Expiration Date c c c c  
 
 Post  #_______  Account Number  c  c  c  c  c  c  c  c  c  c  c  c  c  c  c  c 
 
 3 Digit Security Code (found on the back of credit card)  c  c  c  
 
 
Members Signature                                                                            Phone #                                         
                                           (SIGNATURE REQUIRED ) 

 
 

 
Duplicate as necessary 
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DEPARTMEN T CREDIT CARD TRANSMITTAL FORM  

 
 

Post #                                             Date__________________________                               
 
________________________________________________Phone#__________________ 
This Transmittal Prepared by: (Print Clearly) 
 

Number of Credit Cards:                    @ $                     * each = __________________ 
                                                                Full Post dues amount                   Total Amount 

     *  Amount of dues charged by your Post      
 
========================================================================== 

 LIST all Credit Card Members below. (This form will be returned with the                                
      Membership Statement only if  credit card transactions are listed below).                                                                                                                                                                                                                                                                        
                                                                                                           

 

         ID#                           Member Name 

(For Dept. use only)     

Approved   Declined     

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 
 

This form should be used every time you send Credit Cards to Department 
 
 
 

Duplicate as necessary 
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Post Membership Transmittal Form 

PLEASE NOTE:   IF YOU DO NOT HAVE A CREDIT ON FILE  
A CHECK MUST BE SENT TO COVER DUES. 

 
Post #                        Date                                                Check# ____________________ 
 
________________________________________________Phone#_________________  
This Transmittal Prepared by: (Print Clearly)  

 
Number of renewals                                        @ $21.00 each = ____________ 
 
Number of new members                                @ $21.00 each =_____________ 
 
Number of paying transfers                             @ $21.00 each =_____________ 
 
                                                                  Minus Credit on file =___________                                                              
  
TOTAL number of paid cards:                         Amount Enclosed: $___________      

    

DO NOT SEND THE 2 PART CARDS FOR MEMBERS THAT YOU 
ARE NOT PAYING FOR.  
---------------------------------------------------------------------------------------------- 

 

Post Membership Transmittal Form 

PLEASE NOTE:   IF YOU DO NOT HAVE A CREDIT ON FILE  
A CHECK MUST BE SENT TO COVER DUES. 

 
Post #                        Date                                                Check# ____________________ 
 
________________________________________________Phone#_________________  
This Transmittal Prepared by: (Print Clearly)  

 
Number of renewals                                        @ $21.00 each = ____________ 
 
Number of new members                                @ $21.00 each =_____________ 
 
Number of paying transfers                             @ $21.00 each =_____________ 
 
                                                                  Minus Credit on file =___________                                                              
  
TOTAL number of paid cards:                         Amount Enclosed: $___________      

    

DO NOT SEND THE 2 PART CARDS FOR MEMBERS THAT  YOU 
ARE NOT PAYING FOR.  

Duplicate as necessary  
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MEMBERSHIP ROSTER REQUEST 

 

Post #                   Request from: _________________________________________________  
Please Print 

Address_____________________________________________________________________ 
 
             _____________________________________________________________________  
 
           Roster on computer disk - $10.00 (must check one): 
 
           Excel            PDF            
 
          Roster on paper - $5.00 
 
          Roster (PDF or Excel) - No Charge    Email address:__________________________________ 
 

 
Mail this form and a check or money order to:     The American Legion, Dept of FL 
                                                                               ATTN: Membership 
                                                                               PO Box 547859 
                                                                               Orlando FL   32854-7859 

 

 

Please allow 2 weeks for delivery 
 
 

----------------------------------------------------------------------------- 
(Cut Here) 

 

MEMBERSHIP ROSTER REQUEST 

 
 

Post #                   Request from:_________________________________________________  
                          Please Print 
Address:____________________________________________________________________ 
  
              ____________________________________________________________________ 
 
           Roster on computer disk - $10.00 (must check one): 
 
           Excel            PDF            
 
          Roster on paper - $5.00 
 
          Roster (PDF or Excel) - No Charge    Email address:__________________________________ 
 
Mail this form and a check or money order to:   The American Legion, Dept of FL 
                                                                             ATTN: Membership  
                                                                             PO Box 547859 
                                                                             Orlando FL   32854-7859 

 
 

 

Please allow 2 weeks for delivery 
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BACK DUES ïCONTINUOUS YEARS 

     Please complete this form and return it with a separate check ($21.00 per year) so the 
member is credited with the correct numbers of years. List the number of continuous years 
for each year being paid. DO NOT include Current dues on this form.  

 

************************************** **********************************  

 Membership ID#                                                             Post #__________________________ 

 Name_______________________________________________________________________ 

 Address_____________________________________________________________________ 

 City                                                                            State                         Zip_______________  

 

Year Paid Continuous Years Year Paid Continuous Years 

    

    

    

Continuous years for 2012  

 
----------------------------------------------------------------------------------------------------                                                                                    

Cut Here 

 
BACK DUES - CONTINUOUS YEARS 

  Please complete this form and return it with a separate check ($21.00 per year) so the 

member is credited with the correct numbers of years. List the number of continuous years 

for each year being paid. DO NOT include Current dues on this form. 

 

*********************** *************************************************  

 Membership ID#                                                             Post #____________________________ 

 Name________________________________________________________________________  

 Address_______________________________________________________________________ 

 City                                                                            State                         Zip_________________  

  

 Year Paid Continuous Years Year Paid Continuous Years 

    

    

    

Continuous years for 2012  

 
Duplicate As Necessary 
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ATTENTION!!!  
 

Will you be holding a membership rally??? 
 

Are you having a major event with a membership booth?? 
 

Do you need small promotional items?      
 

Complete the form below and 
 

 Fax to:    407.299.0901 
 

OR        
 

Mail  to: 

 
The American Legion 

                                                      Attn: Recruiting Supplies 
                                                      PO Box 547859 
                                                      Orlando    FL    32854-7859 

 
Request for Promotional Items  

 
 
Post name/number                                                                                   Date____________  
 
Name of the event items will be used for:______________________________________ 
 

Please Note:  Quantity is Limited  
 

Send items to:  
 

Name ____________________________________________________ 
 
Address___________________________________________________ 
               (No PO Boxes) 
 
City/ST/Zip________________________________________________ 
   
Contact Phone #____________________________________________ 

 
We reserve the right to limit quantities depending on supplies in stock. 

 

Allow approximately two weeks for delivery  
 

Do Not Write Below Line 
       For Department Use Only 
       Date Received                                                        Date Shipped___________________________ 
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Request for Legion Supplies 
 

                                                                                                     Date________________________ 
 

Post #                Request from__________________________________________________________                                                                                                              
Name/Title 

 
                          Shipping Address______________________________________________________                                                                                                                    

(NO PO Boxes) 
 

                             City/State/Zip_________________________________________________________ 

 

Quantity    Stock No. Description Quantity Shipped 

 30-001 Member Data Forms  

 30-005 Certificate of Initiation  

 30-006 First Dues Notice  

 30-007 Second Dues Notice  

 30-008 Third Dues Notice  

 30-009 Membership Applications   

 30-185 Why You Should Belong  

 32-001 Paid Up For Life Brochure /Application  

 90-001 Your American Legion/SAL Benefits  

 ----------------- 

$1000 Accidental Death & Dismemberment 

Brochure and Enrollment Form  

   
 
    We reserve the right to limit quantities depending on supplies in stock. 
 
 

    Fax to:      407.299.0901 

   Send To:        The American Legion     

                          ATTN: Membership 

                          PO Box 547859   

                          Orlando, FL 32854-7859 
 

 

Allow approximately two weeks for delivery 
 

Do Not Write Below Line 
  
      For Department Use Only 
       Date Received                                                        Date Shipped___________________________ 
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NOTIFICATION OF POST CHANGES  

 

 USE THIS FORM, to report changes made to any of the following items, after you  have sent  in 

the 2011 - 2012 Post Officer Report. 

 

 All Department mailings are based on the information you provide to us. Mail will go to   the 

last address on file unless this form is received. 

 
Post Name/#                                                                                               Date__________ 

 

Post Mailing Address______________________________________________________ 

 

City, State, Zip___________________________________________________________ 

 

Post Home Address_______________________________________________________ 

 

City, State, Zip___________________________________________________________ 

 

Post UPS Shipping Address_________________________________________________ 

 

City, State, Zip___________________________________________________________ 

 

Post Phone #                                                           Post Fax #_______________________ 

 

Post Dues______________________________ 

 

Post Dues Mailing Address_________________________________________________ 

                                          

City, State, Zip___________________________________________________________ 

 

Post E-mail Address_______________________________________________________ 

 

Post Web Site Address_____________________________________________________ 

 

Commander and/or Adjutant; Use form on page 27. 

 

Program Chairmen; Use appropriate forms in the Post Administrative Manual. 

 

Post Officersô Signature____________________________________________________ 

 

FAX TO:   407/299-0901  or   MAIL  TO:   The American Legion, Dept of Florida 

                                                                      ATTN: Dept. Roster Changes 

                                                                      PO Box 547859 

                                                                      Orlando FL   32854-7859 

 

Duplicate As Necessary 



 48 

2011 ï 2012 Membership Processing & Awards Manual 

 

NOTIFICATION OF POST COMMANDER/ADJUTANT CHANGE 
 

   USE THIS FORM, to report changes for either of the following officers, after you have sent 

 in the 2011 - 2012 Post Officer Report. 

 

All Department mailings are based on the information you provide to us. Mail will go to the 

last officer and address on file unless this form is received. 

 

Post Name/#                                                                                    Date______________ 

 

Change is for:                 ______Commander            Adjutant  

 

Name of Former Officer__________________________________________________  

 

ID# for Former Officer____________________________________________________ 

 

 
    <><><><><><><><><><><><><><><><><><><><><><><><><><><><><><><><><><><> 
 
 

Name of New Officer __________________________________________________________ 

 

ID# for New Officer __________________________ 

 

Address______________________________________________________________________ 

 

City/State/Zip+4_______________________________________________________________ 

 

Home Phone                                                      Business Phone__________________________ 

 

Fax#                                                            E-mail____________________________________  

 

Signature____________________________________________________________________ 

 

 

SEND TO:  The American Legion, Dept of Florida 

                                  Attn: Dept. Roster Changes 

                                  PO Box 547859 

                                  Orlando FL   32854-7859 

   

Fax:  407/299-0901 

Duplicate As Necessary 
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Mail To:  Department of Florida 
                    Attn: Membership 
               PO Box 547859 
               Orlando   FL    32854-7859 
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REPORT OF HONORARY LIFE MEMBERSHIP AWARD 

 
Mail To: Life Membership Dept, The American Legion Magazine 

                        PO Box 1055 

                        Indianapolis IN    46206 

 

READ CAREFULLY: 

I hereby report the following Honorary Life Membership award(s) for publication in The American Legion 

Magazine.  This report is submitted with the understanding that: 

 

 1.  Each Honorary Life Membership listed below was awarded to the member                                                

                 by our Post at absolutely no cost to the member.  In each instance, the Post  

                 has made provisions to pay the Life Membersô entire Department and     

                National dues for the remainder of his or her life. 

 2.  Due to severe space limitation, The American Legion Magazine cannot  

                 publish the names of the members who have purchased their own Life   

                 Membership under the provision of the Paid-Up-For-Life program and   

                 that no such membersô name is listed below. 

 3.  PUFLs purchased by the Post only and awarded to the member will be  

                 published. 

 4.  Reports of Life Memberships are accepted for printing only when signed  

                 below by the current Post Commander, Adjutant or Finance Officer. 

 

I hereby certify I have read the above criteria for publication of Life Members and certify that those listed below 

are fully qualified. 

 

_____________________________________________________________________ 
Signature/Title (Post Commander, Adjutant, or Finance Officer only) 
 

TYPE OR PRINT CLEARLY 

 

Name/Post # _______________________________________________________ 

                    _______________________________________________________ 

                   ________________________________________________________ 

 

Member Name Member ID# Year of Award 

   

   

   

   

   

 
Keep a copy for your files 

Duplicate as Necessary 
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