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SUCCESSFUL MEMBERSHIP

	In this section you will find copies of letters, agendas, selling techniques and other items which could enable you, at any level of membership, to promote and be actively involved in a successful membership program.
	The items are in this guide as they were submitted to National Headquarters.  This is done to allow the reader the opportunity of contacting the originator if more information is required and as a means of recognition for those who supplied the information.


MEMBERSHIP
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LOCATION OF MILITARY RECORDS

The various categories of military service records are described in the chart below. For each category there is a code number which indicates the address
at the bottom of the page to which this request should be sent. Please refer to the Instruction and Information Sheet accompanying this form as needed.

OMB No. 3095-0029 Expires 9/30/2005

ADDRESS CODE
Personnel | Health
BRANCH CURRENT STATUS OF SERVICE MEMBER Record Record
Discharged, deceased, or retired before 5/1/1994 14 14
Discharged, deceased, or retired on or after 5/1/1994 14 11 &
AIR Active (including National Guard on active duty in the Air Force), TDRL, or general officers retired with pay 1 .
FORCE Reserve, retired reserve in nonpay status, current National Guard officers not on active duty in the Air Force, or 5
National Guard released from active duty in the Air Force
Current National Guard enlisted not on active duty in the Air Force 13
Discharge , deceased, or retired before 1/1/1898 6
COAST Discharged, deceased, or retired 1/1/1898 — 3/31/1998 14
GUARD Discharged, deceased, or retired on or after 4/1/1998 14
Active, reserve, or TDRL 3
Discharged, deceased, or retired before 1/1/1905
Discharged, deceased, or retired 1/1/1905 — 4/30/1994 14
I\gggysE Discharged, deceased, or retired on or after 5/1/1994 14
Individual Ready Reserve or Fleet Marine Corps Reserve 5
Active, Selected Marine Corps Reserve, TDRL 4
Discharged, deceased, or retired before 11/1/1912 (enlisted) or before 7/1/1917 (officer) 6
Discharged, deceased, or retired 11/1/1912 — 10/15/1992 (enlisted) or 7/1/1917 — 10/15/1992 (officer) 14
Discharged, deceased, or retired on or after 10/16/1992 14
Reserve; or active duty records of current National Guard members who performed service in the U.S. Army 7
before 7/1/1972
ARMY Active enlisted (including National Guard on active duty in the U.S. Army) or TDRL enlisted
Active officers (including National Guard on active duty in the U.S. Army) or TDRL officers 8
Current National Guard enlisted not on active duty in Army (including records of Army active duty performed 13
after 6/30/1972)
Current National Guard officers not on active duty in Army (including records of Army active duty performed
12
after 6/30/1972)
Discharged, deceased, or retired before 1/1/1886 (enlisted) or before 1/1/1903 (officer) 6
Discharged, deceased, or retired 1/1/1886 — 1/30/1994 (enlisted) or 1/1/1903 — 1/30/1994 (officer) 14
NAVY Discharged, deceased, or retired 1/31/1994 — 12/31/1994 14
Discharged, deceased, or retired on or after 1/1/1995 10
Active, reserve, or TDRL 10
PUBLIC
HEALTH Commissioned Corps — active, inactive, terminated, retired 15
SERVICE
ADDRESS LIST OF CUSTODIANS (BY CODE NUMBERS SHOWN ABOVE) — Where to write/send this form
. National Archives & Records Administration :
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prospects are everywhere!

	LEGION MEMBERS

Referrals

“DMS” member

Department Headquarters Post members

“Stay Active” members

ASK PEOPLE YOU KNOW 

Your friends and relatives

Your neighbors

Your landlord

Service customers

Club members 

Your doctor or dentist

Your banker or grocer

Your druggist or mail carrier

Local police and fire department members

Your business associates

PRINTED LEADS

Newspaper articles

People who moved to town

People who are promoted

Civic leaders

Marriages, engagements


	MOVERS AND SHAKERS

Service station personnel

Real estate agents

Service and trade people

    plumbers, brick layers, carpenters,

    laborers, telephone crew, mechanics, etc.

Bank clerks

Store clerks and sales people

Insurance agents

Volunteers

LIST –DIRECTORIES

Telephone books

City directories

Chamber of Commerce lists

Credit service list

Direct mail list 

Organization directories

Public information on file with county recorder

Cold Canvassing

Tax Exempt list


“GET INVOLVED IN MEMBERSHIP – RECRUIT – RETAIN – REINSTATE”

MEMBERSHIP TOOL – PROSPECT CARD FILE

Maintaining an active membership program for The American Legion takes commitment and hard work.  Finding a new member for your Legion post can be likened to the old prospector looking for “gold in them thar hills.”  You can find membership gold for your post, but just as a prospector needs a pick, shovel and gold pan, you need the proper tools.

Your post Prospect Card File will soon become your “tool box,” and with a minimal amount of effort!

Maintaining a prospect card file will provide your post with a system assuring:

a. Contacts are being made with Legion eligible veterans.

b. That all known eligible veterans are asked to join.

c. Current members will have a way of referring potential members to your membership team.

d. A system to “follow up” on leads is available year after year for each membership chairman.

Instructions

Post Adjutant/Membership Chairman:

a. Begin your prospect card file by recording the names, addresses, etc., of every delinquent member onto a prospect 

        card.

b. Make a card for all potential transfers from The Department Headquarters Post and Project Stay Active leads.

c. Make a card of all known eligible veterans you personally know.

d. Distribute cards to your post membership,  and ask them to fill in the names and address of prospective members 

 and return the card to you.

e. Sort through your cards, and distribute them to membership workers for future contact.  Establish deadline dates for 

 return of the cards.  Keep track of who has them, and when they are required to be returned to you.

f. Establish a “suspense” file for prospects that should be contacted at a later time, and keep it current.

g. Refer to your prospect card file to determine if new names provided to you have previously been contacted, or if 

 they are ineligible.

Membership Workers:
a. Make every effort to contact the prospects you have been asked to call.

b. Write down on the cards why you contacted them, and the results.

c. Not home?  Away for vacation? At work?  Use suspense dates and times to remind when to make another contact.

d. Wants to think about it?  Have literature mailed, and call your prospect in another week or so.

e. Get correct information!  If your prospect has moved, card is ineligible, is out of town, etc., update the card and return to the post.

Your prospect card file may be established in any way you wish, but it is suggested you use three categories for storage of your cards:


Active – prospects needing initial contact or follow up within a short length of time.


Suspense – filed according to day or month for future contact.


Inactive – those cards of deceased, ineligible, hostile, etc., prospects.

Sample Prospect Card

(Size/revise as appropriate for needs of Post)

Frontside

	
Suspense Date: 




Legion Prospect Card

Last: 


First: 

 MI: 


Addr: 







City: 


 St: 
 Zip: 



Home Phone: 

 Work Phone: 



Employed by: 






Prospect source: 






Dues Last Paid: 




Veteran Status Confirmed: Yes   /   No   (circle one)

Dates of Service 




WW1
WW2
Korea
Vietnam      Lebanon/Grenada

Panama        Gulf War       (circle one)

Thru 




Recruiter: 






     Phone ________________________________________________

E-mail: 










Backside

	Contact  Date: 


 Time: 



Result:







Contact  Date: 


 Time: 



Result:







Contact  Date: 


 Time: 



Result:







Contact  Date: 


 Time: 



Result:







Contact  Date: 


 Time: 



Result:







Contact  Date: 


 Time: 



Result:










SAMPLE

RENEWAL AND TRANSFER LETTERS

(DMS/Headquarters Posts)

The following are but a few samples of the many letters, which have been shared with us by Department Headquarters and Posts around the country.  Feel free to use them as a model to create your own and tap this under-utilized resource for new members in your Post.  Lists of the Headquarters Post members in your state can be obtained from your 

Department Headquarters.
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COMMANDER

Jerry Howard

FIRST VICE COMMANDER

Butch Miller

SECOND VICE COMMANDER

Mike Cutting
THIRD VICE COMMANDER

Jim Kessel

ADJUTANT

Bob Bowen

FINANCE OFFICER

Lloyd Stacy

CHAPLAIN

Mike Cutting

SERGEANT-AT-ARMS

Gene Ferguson

EXECUTIVE COMMITTEE

John Saupp

Bill Huntington

Bill Thomas

Jerry Howard

Bob Bowen

Clyde Fisk

Pat Marques

Pete Maligranda

Fred Geary

George Chakurda

JUDGE ADVOCATE

Jorge Martinez

HISTORIAN

Bill Thomas

SERVICE OFFICER

Butch Miller

ATHLETIC DIRECTOR

Carroll Brett

PUBLIC RELATIONS

George Chakurda

AMERICANISM

Gene Ferguson

CHILDREN & YOUTH

Mark Kramer

BUILDING & GROUNDS

George Chakurda 

MEMBERSHIP

Bob Bowen

BINGO

Butch Miller

HOUSE COMMITTEE

Bill Woleslagle

Jorge Martinez

Butch Miller

George Chakurda
	(SAMPLE)
WOODBRIDGE POST 364

The American Legion 

P.O. Box 2121

Woodbridge, Virginia 22193

Dear Legionnaire                   NAME                   :

Welcome to The American Legion!

When The American Legion initiated its Direct Mail Solicitation (DMS) program for new members, it did so in the hopes those responding would eventually transfer their membership to a local post.  Your name was provided to us by National Headquarters and the officers and members of Woodbridge Post 364 are happy to extend that opportunity to you.

Our Post Home is located on 27 wooded acres off Davis Ford Road between Lakeridge and Dale City.  You may have seen our BINGO sign on the corner next to Countryside Autos.
As with many veterans and civic-minded organizations, BINGO provides the main source of revenue for our community projects.  These include annual scholarships to Woodbridge and Gar-Field Senior High Schools and the Richard M. Milburn High School for Adults, an annual American Legion School Awards program and oratorical competition at Woodbridge and Gar-Field, and we sponsor between 15 and 20 high school juniors from Woodbridge and Gar-Field to attend the one-week American Legion Boys State program at Lynchburg College.  (Our Ladies Auxiliary has similar programs for the girls.)

We also sponsor a Boy Scout troop that meets at the Post Home; an American Legion Baseball team; youth teams in Little League baseball, basketball, soccer, 

and football; youth activities at Christmas, Halloween and Easter, and a host of 

other programs too numerous to mention.

With so much emphasis on the community you might get the idea we have no time for the members.  Wrong!  We have picnics at the Post Home each Memorial Day, July 4th and Labor Day.  Dances are scheduled several times each year.  The Post is open each evening so members and their spouses can relax with friends after a hard day’s work.  A new Game room is nearing completion with a dartboard and pool table.  We have dinners every Friday night and breakfast is available each Sunday morning.  We are very proud of the family-like environment at the Post which has earned us the statewide reputation of being The Friendly Post.

Our membership represents a wide range of interests and occupations with the common denominator being that each of us served in the armed forces during a 

time of national need.  How can you affiliate?  Simple!  Just complete the enclosed transfer form and return it to the Post.  Bring it by one evening or use the enclosed envelope and return it by mail.  If you currently hold a (date) membership card, 

the transfer to Woodbridge Post 364 costs you nothing.  If your present card is 

dated (date) you should enclose a check for ($$) with the transfer form.  That will bring your dues current and you will be issued a (date) card.  In future years, when you receive your renewal notice from National Headquarters you will be instructed to send ($$) dues to Woodbridge Post 364.
Why do we charge ($$) when National charges ($$)?  Each Post established its own membership dues.  Dues associated with the DMS program help defray the cost of buying mailing lists, special printing, promotional items, etc.  Post 364 does not keep the entire ($$).  We keep ($$) and forward the remaining ($$) to our Department Headquarters in Richmond.  They, in turn, forward the national per capita to Indianapolis.  The ($$) we keep helps offset the cost of sending our members a monthly newsletter.


Last year, more than 100 men and women who joined The American Legion through the DMS program took advantage of our offer and transferred their membership to Woodbridge Post 364.  And, 80% of them have already renewed their membership for the (date) Legion year.  In fact, our (date) membership now stands at (Post #’s) an all-time high, and new applications are being received each week.  We hope to find your application to transfer among the next batch of mail we receive.

For God and Country,

Bob Bowen

Adjutant and Membership Chairman

INSTRUCTIONS FOR FILLING OUT THE TRANSFER FORM

1. If the transfer form does not show your (date) membership card number, please put that number in the appropriate block.

2. Your continuous years of service is indicated by a number inside the star in the upper right hand corner of your current membership card.  Please place that number in the appropriate block on the transfer form.

3. Sign the transfer where indicated.

4. Return the transfer form to the Post, either in person or by using the enclosed envelope.  You will be issued a supplemental Blue Membership card indicating your transfer to Post 364.

5. If your latest card is for the (date) Legion year, include a check for ($$) to bring your dues current.   You will be issued a (date) membership card.

6. PLEASE DISREGARD THE INSTUCTIONS LISTED ON THE TRANSFER FORM.  THEY ARE FOR THE POST ADJUTANT TO FOLLOW IN PROCESING THE FORM FOR DEPARTMENT AND NATIONAL HEADQUARTERS.

Successful Membership

In this section you will find copies of letters, agendas, selling techniques, promotional flyers, and other items which will enable you, at any level of membership, to promote and be actively involved in a successful membership program.

The following letters and press releases should be retyped, double-spaced (ideally), on Post letterhead.  Be sure to include the local information and try to make the letters as personal as possible.

Sample Letter To Members For A Prospective New Or Revitalized Post

Date:

Mr./Mrs./Ms. Doe

(Address)

(City, State, Zip)
Dear Mr./Mrs./Ms. Doe:

I invite you to attend a meeting to discuss an ongoing program to develop an American Legion Post in your area.  As a member of The American Legion, we know your are supportive of the many programs sponsored and supported by this organization.  Your participation in the upcoming meeting would be a valuable addition to our efforts.

The meeting will be held on (day/date) from (time) at (name of location and address).

I also invite you to bring family, friends and guests.  Our objective at this meeting is to hear your ideas regarding how an American Legion Post can benefit our community and what it will take to get one started or revitalized.  As you know, the support provided by The American Legion does not just pertain to its membership but to all veterans and their families.  There are many veterans who are eligible, but don’t realize the benefits they share today, such as the GI Bill, were all made possible by members like you and me.  We are volunteers who care about what happens in our community.  We think an American Legion Post is just the thing our community needs.

The support of this program has been tremendous.  Even though we currently have (number of Posts in the city), they are not in convenient locations for members residing in this area.

We hope you will be able to attend the meeting to learn firsthand about this new Post and provide us with your ideas on its future direction in your community.

Please RSVP to (phone number).  We appreciate your continuing support of the programs and activities of The American Legion.  It is an example you are “Still Serving America." 

Sincerely,

(Your Name)

(Title)
Membership:




Members

Members

Post Vietnam

Goal 


To Date 

Last Year 

Veterans Joined? 



General Conduct – in your opinion, how was the meeting conducted? 






































































Total


   How Often Does

Attendance 

   Post Meet? 


   Dates 






How often are executive meetings held? 




General Comment – in your opinion, what can be done to assist this Post? 



















































































Signed 







Title 





(Post Officer)

Signed 







Title 








(Department Representative)

renewal letter to delinquent member

Date:

Memorandum:  
Regarding Continued Uninterrupted Membership

To:


Legionnaire 








Greetings.  Currently, I have the privilege of being Commander of American Legion Post (number).

Our Post is comprised of individuals from all walks of life, means, skills, and education, but is bound by one common bond, honorable military service to our Country.
The American Legion, for most of its existence, has operated under a calendar year for membership, and fiscal year for its general activities.  This fiscal year commences after the conclusion of the National Convention held at the end of August and continues into the following August when the next National Convention concludes.  For the convenience of national delegates, the Convention was changed and now takes place in late summer.

The membership dues payment forms are mailed sometime in July or early August and are to be paid by the end of December to remain in good standing.

Payments received during January of the following year will eliminate delinquency status.  The American Legion continues to send reminders through June of that same year.  A procedure of reinstatement needs to be followed after June.

The American Legion is interested in maintaining and increasing its role.  Currently, one in 20 eligible veterans are members of a recognized veterans organization.

We encourage you to consider early payment of dues.  If the last payment form is misplaced, please consider the following option – make your check payable to American Legion Post (number).  Post Dues are ($ dues amount).  Please use the enclosed envelope and mail your dues to:

American Legion Post (number)

c/o Jane Doe – Adjutant

12345 S. Main Street

Any Town, USA 12345-6789

Please include your name, address, telephone number, and e-mail.  We are interested in the branch of service you served with and your American Legion 9-digit membership identification number, which is on last year’s membership card.

We thank you in advance for your continuing support of the programs and activities of The American Legion.  Membership is an example you are “Still Serving America." 

Most Sincerely,

(Your Name )

Post Commander
welcome meeting letter for new post

Date:

Mr./Mrs./Ms. Doe

(Address)

(City, State, Zip)
Dear Legionnaire:

This letter is to inform you The American Legion is forming a new Post in your neighborhood.  We wish to take this opportunity to personally invite you to become a charter member of this new Post.

The first meeting will be at the following address; veterans may meet Legionnaires at (INSERT ADDRESS, PHONE NUMBER at this address, TIME AND DATE OF MEETING).
Please bring a fellow veteran and become a charter member of our new Post.

The American Legion best serves the community by having an active Post working with community programs, especially children and youth programs, and providing assistance to all veterans and their families.

We would be honored if you would visit with us and share your ideas on building this new American Legion Post.

For more information about American Legion benefits, please contact (NAME) at:

ADDRESS

CITY, STATE, ZIP

PHONE NUMBER

We are looking forward to hearing from you on how this new American Legion Post can best serve our community.

Sincerely,

(Your Name)

(Title)

welcome meeting news release – new post

News Release


Immediate Release (DATE)




Contact: (NAME AND PHONE NUMBER)

(POST CITY) AREA VETERANS SOUGHT BY THE AMERICAN LEGION

(DEPT. HQ CITY) – (POST CITY) area veterans are invited to meet with American Legion representatives who are planning a new American Legion Post in (POST CITY).  Veterans may meet the Legionnaires at (INCLUDE CONTACT INFORMATION, LOCATION, TIME, AND ANY OTHER NECESSARY INFORMATION).

Through a new Post, The American Legion can best serve (POST CITY) with Children and Youth programs, and provide veterans’ assistance information to veterans and their families.

Statewide, American Legion membership is (STATE MEMBERSHIP NUMBER) with a national membership of nearly three millions veterans from all 20th and 21st century wars.

The Congressionally chartered American Legion, created in Paris, France in 1919, has always been a driving force behind veterans benefits legislation in Washington, DC, and (STATE CAPITOL), and is the largest veterans’ service organization in the world.

Any honorably discharged wartime veteran, regardless of their location of service or gender, is eligible for membership, and is welcome to meet with The American Legion representatives.

American Legion membership eligibility dates are:

· Gulf War – August 2, 1990, until cessation of hostilities as determined by the US Govt.

· Panama – December 20, 1989 – January 31, 1990;

· Grenada & Lebanon – August 24, 1982 – July 31, 1984
· Vietnam War – February 28, 1961 – May 7, 1975;

· Korean War – June 25, 1950 – January 31, 1955;

· World War II – December 7, 1941 – December 31, 1946; or 

· World War I – April 6, 1917 – November 11, 1918 
organizational meeting letter

Date:

Mr./Mrs./Ms. Doe

(Address)

(City, State, Zip)

Dear Legionnaire:

Thank you for joining The American Legion and creating (department name) newest Post (#) in (city).
I am pleased to invite you, your family and guests to your Post Organizational Meeting (insert time, date, and location of meeting here).

In additional to the normal excitement and festivities of a Post’s first meeting, (city) will have the unique privilege of (special guest; could be department commander) officiating over the installation of your officers.

Joining (name) will be (other dignitaries), and (more dignitaries).  (name), (branch of service) is making your Post installation a part of his/her official tour of the State.

On behalf of your (state membership number) American Legion counterparts statewide, I congratulate you on your new Post, invite you to attend this unique meeting, and look forward to your participation in The American Legion and your community.

Sincerely,

Jane Doe

Jane Doe

3rd District Committeeman

organizational meeting news release

News Release


Immediate (date)





Contact (point of contact name & phone #)
(city name) 

Area Veterans to hold New American Legion Post Organizational Meeting

(dept home city) (date) – (city name) area veterans successfully created American Legion Post ( # ) in (city) last month.  These veterans, with State and National American Legion participation, will hold their first organizational meeting (insert time, date, and location and any other necessary information).

All area veterans are invited to attend as Legion officials, including (dignitaries could be department commander), install the Post’s first Officers and discuss programs.  There will be a professional State American Legion Veterans Service Officer available to answer and assist veterans with any benefits questions.

Any honorable discharged wartime veteran, regardless of location of service or gender, is welcome to attend and to join The American Legion.  American Legion membership eligibility dates are: Gulf War – August 2, 1990 until cessation of hostilities as determined by the United States Government; Panama – December 20, 1989 – January 31, 1990; Grenada & Lebanon – August 24, 1982 – July 31, 1984; Vietnam War – February 28, 1961- May 7, 1975; Korean War – June 25, 1950- January 31, 1955; World War II – December 7, 1941 – December 31, 1946; and World War I – April 6, 1917 – November 11, 1918.

Post ( # ), one of the newest of ( # ) American Posts created in (department name) this year, can now serve the area with Children and Youth programs and provide veterans assistance information to veterans and their families.  (department) has more than ( # ) Posts Statewide.  (department)’s American Legion membership is ( # ) with a national membership of nearly three million from all 20th  & 21st century wars.

The Congressionally Chartered American Legion, created in Paris, France, in 1919, has always been a driving force behind veterans benefits legislation in Washington and (state capitol city name).  It is the largest veterans’ service organization in the world.

Woodbridge Post 364

The American Legion 

The Friendly Post Family

Brick Mason…Attorney…Computer Engineer…Bartender…Auditor International Radio Broadcaster…Housewife…Car Salesman…Cook Electrician…General Contractor...Physical Science Technician…Printer Truck Driver…Soldier…Sailor…Airman…Marine…Coast Guardsman Legislator…Newspaper Route Manager…Computer Scientist…Heavy Equipment Operator…Retired Government Employee…Paramedic Locksmith…Retired Military Computer Systems Analyst…Security Guard Avionics Information Specialist…Security Systems Manager…Computer Specialist…Mechanical Engineer…Personnel Specialist…Heating & Air Conditioning Engineer…County Supervisor…Professional Bowler…Mail Carrier…Financial Consultant…Electronics Technician…Audio Visual Specialist…Building Maintenance…Swimming Pool Consultant…Business Executive…Radio Broadcast Engineer…Accountant…Barber…Policeman Payroll Specialist…Deputy Assistant Labor Secretary…Caterer…Real Estate Broker…IRS Auditor…Telecommunications Technician…Plumber Intelligence Agent…City Manager…Hollywood Actor/Director…Security Clearance Investigator…Carpet Contractor…Veterans Benefits Specialist Steel Fabrication…College Instructor…Indian Affairs Specialist…Cabinet Maker…Fortune 500 Company Vice President…Veterans Employment Counselor…Food Management…Bank Teller…Photographer…Surgeon Clergyman…Equipment Rental…Writer/Author…Conservation Officer Airline Pilot…Chemical Engineer…Graphics Designer…Librarian Aeronautical Engineer…TV Personality…National Guardsman…Student Truck Driver…Nursing Home Caretaker…Parks & Recreation Specialist

If your occupation is not represented, let us know.
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	(SAMPLE)

   LEYDEN-CHILDES-WICKERSHAM POST NO. 1

     ((((THE AMERICAN LEGION ((((
   4500 E. Alameda Ave.             321-1919        Denver, Colorado 80222-1296


Dear Legionnaire:

We, the members of Post 1, Denver, would like to welcome you to The American Legion.  We recently received notification from our Headquarters that you are a member of our holding Post 211.

As a member of Post 1, I would like to extend to you an invitation to become a member of our Post.  The real work of The American Legion occurs at the local Post level.  We would welcome you with open arms to become a member of our Post and help us in our endeavor to better serve God and Country.

If you should decide to unite with us, and I hope you will, please return the enclosed form by mail or drop it off at the Post.  Our office hours are 8:00 AM till 4:00 PM, Monday thru Friday.  If you have any questions you may call me at home during the evening at 756-2366.

We will provide you with a formal initiation, a lapel pin, a certificate of membership and the camaraderie of fellow Legionnaires in our Post.  We would certainly love to have you as a member of our Post and can assure you that the Community, State and Nation is better off since you united with our cause.

For God and Country,

Bill Thomas

Bill Thomas

Membership Committee, Post 1

THE AMERICAN LEGION

P.O. BOX 2324

HARRISBURG, PA 17105
       DEPARTMENT OF PENNSYLVANIA

Office of the STATE ADJUTANT






  (717) 730-9100

KIT D. WATSON







      Fax  (717) 975-2836

Dear Legionnaire:


Enclosed is your (year) membership card.  We are happy you have renewed your membership in Headquarters Post 945, Wormleysburg, Pennsylvania, 17043.


This year your form for the $1,000 accidental death and dismemberment insurance will be forwarded directly to you by Legionnaire Insurance Trust.  You should complete the form and mail it directly to the Legionnaire Insurance Trust in the envelope provided.  Make certain you retain the certificate, record the date that you mailed the enrollment form on it and place the certificate with your other insurance papers.


I would like to remind you that we have service officers available throughout the state to assist you with any claims for veteran’s hospitalization, compensation, and pension.  All you need to do is write to this office and we would be happy to assist you.


As a member of Post 945, you will be receiving a copy of The American Legion “Keystone State News” each month.  This monthly newspaper will give you detailed information on benefits and changes in the laws that affect veterans.


We ask you to invite fellow veterans who are eligible to become members of The American Legion to join us by giving them the enclosed application and ask him or her to return it with a check made payable to Headquarters Post 945 in the amount of $20.00.  He or she can mail it to Post 945 at 800 North Front Street, Wormleysburg, PA 17043.


Also please find enclosed a form to order “The History of the Pennsylvania American Legion.”  If you need any further information or assistance, please feel to write to us at the above address.










Sincerely yours,










Kit D. Watson










Department Adjutant 

KDW:  Im

Enclosures

Opening and Closing are hand signed

SAMPLE RENEWAL LETTER – POST – KANSAS

Dear Jack

The American Legion’s (date) membership/fiscal year begins
(date)
and you will soon receive a “Dues Notice” from National Headquarters asking you to renew your membership.  Your dues are ($$) a year and later in this letter I’m going to ask you to do me a favor.  But first, let me point out some of the benefits of membership in The American Legion; in other words for ($$) you receive the following:

(1) Twelve issues of The American Legion Magazine.  Have you read it lately?  It has been named one of the top general interest magazines in the nation.

(2) Eleven issues of the Sunflower Legionnaire newspaper, which informs you of what your American Legion is doing and what activities are available to you, the member.

(3) A $1,000.00 Accidental Death and Dismemberment insurance policy if you complete and mail the application you receive with your membership card.

(4) Automatic enrollment in the family benefit plan; participating retailers are listed on the back of this letter – just one weekend’s stay at a participating motel can more than save you the cost of Legion dues.

(5) Membership in one of the finest Legion Post Homes in the State with unsurpassed food and beverage service – Post 173, Hays, Kansas.  Last year Post 173 served (#s) youngsters in its Children and Youth Programs (such as baseball, teen suicide prevention, Special Olympics, School awards, Boys State, Christmas and Easter Parties, etc).  The Post also participates in service to disabled and hospitalized veterans.

(6) Membership in the largest volunteer organization in the world; the organization that wrote the G.I. Bill of Rights, the organization which gives so much to other organizations (the American Heart Association was started with a grant from the Legion, Reye’s Syndrome is no longer the “unknown” threat it once was thanks to a Legion grant, and the list goes on and on).

Earlier, I said I would ask a favor of you; actually two favors – first, please pay your American Legion dues so your officers can concentrate on the Legion’s community service and youth programs rather than worrying about membership, which we must have to exist.  Second, I ask you to consider giving me credit for collecting your dues.  Since I no longer live in Hays, I must rely on this letter to help collect membership thus retaining the distinction of being the top membership worker of your State Headquarters Staff.

If you wish to give me credit for collecting your dues – Great!  If you would rather credit someone else, that’s fine too.  You may credit me by completing the enclosed membership application, and returning it along with your ($$) check in the enclosed envelope provided, or by dropping it by the Post Home.  Or scratch my name off and credit whomever you prefer, just as long as you pay your dues.

If you’ve already paid your (date) dues please disregard this letter, but don’t forget to complete and return the application for the free insurance when you receive your membership card.

Sincerely,

Chuck Yunker

CHUCK YUNKER

State Adjutant

Member Post 173

FRANK R. STILES POST 125 AMERICAN LEGION
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American Legion Drive

   P.O. Box 251
North Adams, MA 01247

Richard Bresette

355 River Street

North Adams, MA 01247

Dear Comrade Bresette:

On behalf of the Post Commander Dick Ameen and all of our members, I would like to welcome you to Post 125.  We are pleased to have you as a member, not only of the largest veterans’ organization in the world, but also of the largest Post in Berkshire County.


Post 125 currently has over (#s) members, many with 20, 30, 40 and more years of continuous membership.  Some have moved away to Florida, California, Arizona and other places, yet maintain their membership in our Post.  Some are very active, some less so, and others, who do not have the time or inclination, are not so active, but do maintain their membership.  Some come to meetings to add their ideas to the running of the Post for the good of all the membership and our many programs, occasionally or regularly.  Others come only at nominating and election time, to participate in the government of the Post.  What you will do as a member is your decision, and will undoubtedly be governed by your working and family commitments, your other interests, as well as your personal feelings.  Naturally, we would like you to participate as much as you can, help us run our many children and youth programs, community action and members’ programs, but we also understand that the choice in the extent of your participation must remain yours alone.  Whatever you decide, we are happy to have you aboard.


Post 125 is one of 15 Posts in District 1, which encompasses all of Berkshire County.  The District, in turn, is part of the Department of Massachusetts, which has its headquarters in the State House in Boston.  The National Headquarters of The American Legion is in Indianapolis.  It was in great measure the tireless efforts of the National Officers, backed by a membership of almost 3,000,000 Veterans, which obtained for us Veterans a Cabinet Post for Veterans’ Affairs as well as Court of Law Adjudication Veterans’ claims on appeal, rather than vesting irrevocable decisions in the hands of VA administrators.  You see, membership in The American Legion is important to the maintenance of health and other promised benefits to the Veterans of our country and their families.


The American Legion has many wonderful programs for the future of America – our Children and Youth – as well as participation in Community affairs.  For instance, every year Post 125, on Christmas Day, offers a free turkey dinner with all the trimmings to all comers, including area home delivery to those not able to come to the Post.  Some of our members, as well as helpers from other Posts, come only once a year to the meeting, just to assist in this program.  If you are interested in our activities and programs, come to the monthly meetings, or get in touch with me (23 Wall St., North Adams – 664-6453). Our meetings are on the third Tuesday of every month, beginning promptly at 7:00, at which time the doors are closed until the meeting is adjourned.


Enclosed is: Your membership card, the Post Constitution and By-Laws, and a form for FREE insurance, which needs only to be filled out, signed and mailed.  So, once again, welcome to Post 125.








Sincerely yours in Comradeship,








Ruben W. Shay, Sr.








Ruben W. Shay, Sr. Vice Cmdr.
SELLING MEMBERSHIP IN

THE AMERICAN LEGION

(Sales Techniques)

	1. THE MEMBERSHP RECRUITER- 

Outgoing personality, Aggressive, Desire,

Determination, Enthusiasm, Capable of Independent Action

2.  LEAD- 

     Definition – A name, a reference or any piece

     of information that leads or pertains to a 

     potential prospect

3.  PROSPECT-
     Definition – A lead who is qualified (eligible)

     and is available

4.  TYPES OF PROSPECTING-

     List of names, Advertising, Center of 

     Influence, Using the Member (Buddy or 

     Referral System)

5.  STEPS IN PROSPECTING-

     Getting the leads, Refining or qualifying 

     leads, Recovering the information, Using the

     information

6. FACTORS INFLUENCING 

      ELIGIBILITY-

a. Types of Discharge 

b. Dates of Service

c. Types of Active Duty

7.  FIVE BUYING QUESTIONS- 

     (Buying Motives)

           Which, Why, Where, When, 

           How Much (Cost)

8.  SALESMANSHIP-

     Definition – The art of persuading people to

     Accept an idea

9.  PHASES OF A SALE-

a. The Sale

b. The Follow-up


	10.  THE INTERVIEWER-

       Role of a Membership Recruiter

       Salesman, Communicator, Problem Solver, 

       Planner, Persuader, Public Relations Expert,

       Educator, Market Analyst, Negotiator
       Approaches (see #7 and #13)

       Preparation (see #12)

       Environment (see #12)

       Consideration (see #12)

       Closing (see #16)

       Handling Objections (see #15)

11. BASIS FOR INTERVIEWING-

a. understanding

b. acceptance

c. communication

12. PREPARATION FOR THE INTERVIEW-

evaluate yourself – know your product, prospect market; provide for privacy, eliminate personal bias; personal appearance; develop an interest in people; consider timing and scheduling

13.  STEPS OF AN INTERVIEW-

       contact, rapport, communication control,

       interaction, cues

14.  ATTITUDE-

       Definition – An attitude is a tendency or 

       predisposition to evaluate an object, person, 

       idea or situation in a certain way

15.  HANDLING OBJECTIONS’

       anticipate the objection; find the real 

       objection; answer clearly but briefly; do 

       not argue; turn the objection to your 

       advantage; above all, continue to sell

16.  METHODS OF CLOSING-

       single question; double question; already

       joined; “if;” summing up; buying question; 

       challenge; third party (buddy)


PUBLICATIONS AND BROCHURES

INTERNAL AFFAIRS – MEMBERSHIP & POST ACTIVITIES

	Post Adjutant’s Membership

Manual

(Downloadable from

www.legion.org)

Welcome to The American Legion

Post Operations Manual

And Post Building Guide

Paid-Up-For-Life Brochure


Why You Should Belong

Certificate of Initiation

The American Legion Officer’s Guide and Manual of Ceremonies (Downloadable from www.legion.org)

Sons of The American Legion Handbook

Sons of The American Legion Handbook Brochure

A New Squadron

S.A.L. Flag Brochure

S.A.L. Say No To Drugs Brochure

S.A.L. VA & R Brochure
	 A supplement to the Officer’s Guide especially for Post Adjutants. General

 introduction and guide to routine procedures for a Post Adjutant, including

 membership card processing, direct renewal, Paid-Up-For-Life Member- ship, address changes, and transfers.

 Small booklet for new members introducing them to American Legion 

 structure and programs.  Contains slots for membership card insertion 

 before mailing card to new member.

Comprehensive guide to lounge operation and Post financial accounting – government restrictions, manager duties, labor costs, beverage control, and food service.

Also contains material all Posts should review when considering a new Post home or renovation of an existing structure – lists information on standards, location, construction, design and plans for future expansion.

Answers questions about the PUFL program (available only in participating Departments) and includes rate chart.

The membership brochure to give to prospective members.  Overview of Legion programs and reasons to join, contains membership application and space for Post address and telephone number.

Attractive 8 ½” x 11” certificate for new members with space to personalize by filling in member and Post information.

Handbook describing information all American Legion Officers need to know – all official ceremonies prescribed by Trophies, Awards and Ceremonials Committee; simplified eligibility guide; parliamentary procedures; suggested Post Constitution and By-Laws; National Constitution and By-laws.  This manual contains a complete listing of available periodicals, brochures, manuals, and the like.

S.A.L.’s counterpart to The American Legion Officer’s Guide.

Promotional brochure for S.A.L. which lists eligibility, program and activities, and contains membership application.

Intended to assist those wishing to start a new Squadron; designed so it may be carried in your pocket and used as a quick reference.

Contains historical highlights, suggested patriotic activities, and listing of publications regarding the U.S. Flag.

Contains information on suggested activities, American Legion brochures, toll-free information numbers and other material related to the S.A.L. “Say No to Drugs” program.

Contains information on activities involving Veterans Affairs Voluntary Services.


Note: All of the above can be obtained from your Department Headquarters

MEMBERSHIP TELEPHONE TECHNIQUES

	    When working Membership (new member prospects or renewals) the question often comes up as to which is better – personal phone call or written contact.  

    We all realize face-to-face contact is best but contacting members or prospects by phone or letter has advantages and disadvantages.  In all cases Membership workers should consider the pros and cons of each method.

    Telephone communication is faster and more personal than written correspondence.  The sound of a voice rather than a signature humanizes the contact.

    A telephone call might be considered an intrusion or inconvenience where as a letter may be read at the recipient’s convenience.

    If permanency of a record is important then a letter provides such, but this is usually not the case on our quest for membership.  

    If cost is a factor this must also be considered.  Especially in some areas where most phone calls become long distance calls.  However, writing letters also takes time, and time is money.

    Another question each individual must ask is, “Do I communicate better orally or in writing?”

    Perhaps one thought might be the written word unpublished can be corrected or destroyed, but the spoken word can never be recalled.

    Most sales organizations use a letter with a telephone follow-up.  You must decide what will work best and be cost effective in your membership efforts.

    Remember in an effective membership program communication is paramount and you should evaluate the members of your Team and assign them to the area they do best – knock on doors – write letters – make phone calls – etc.

    While the use of the phone is only one method of communication, this particular article refers to its use in Membership.

    The following pages contain scripts to be used by Membership workers as they telephone prospects/members.

    Professional sales people follow a script to keep them on course.  They make minor adjustments to fit their style. Eventually they are using the script without looking at it.

    Use of a script develops consistency in our message.  No one expects you to follow the script exactly because you could sound artificial.  To use a script well you must rehearse.  Delivery of the same message doesn’t mean you can’t personalize it.  You can rephrase the script so it is in 
	your own words and phrasing and you will feel more comfortable with it.  

    Whatever you do, DON’T read the script to the prospect/member.  It could be detected as impersonal or insincere and cause a negative reaction.

    Scripts cannot answer every question nor will they solve problems.  If they could, we would use recordings instead of Membership workers like you and me.

    Since nothing can be signed, or proof of eligibility cited, nor dues be submitted over the telephone lines, it must always be remembered the purpose of the phone call is to make an appointment to accomplish one or all of these tasks.

    The phone call to a prospect/member is actually divided into two sections:

1. Pre-call Planning

2. The Telephone Call

    PRE-CALL PLANNING

1. Establish Criteria for Qualifying Prospects/Members

2. Develop a List of Prospects/Members

3. Prepare and Practice an Opening Statement

4. Prepare and Practice Fact Finding Questions

5. Prepare and Practice Your Sales Message

6. Prepare and Practice Your Request for an Appointment

NOTE:  The purpose of qualifying your prospect is to check on their eligibility, if they are not a member.  If they are not eligible for The American Legion, check their eligibility for Auxiliary or Sons of The American Legion membership as applicable and proceed as necessary.

    THE TELEPHONE CALL

1. Identify Yourself and The American Legion 

2. Establish Rapport with Prospect/Member

3. Make an Interest Creating Comment

4. Ask Fact Finding Questions

5. Deliver Your Message

6. Ask for an Appointment

7. Overcome Objections

8. Confirm the Appointment – Time and Location

9. Express Your Thanks

    Because you have prepared, you can approach the actual call with confidence.  No matter how skillfully you have prepared, you need as much skill putting your plan into action.  Each step is vital to the success of the call.  All of the steps come into play “on the firing line” with the prospect/member on the phone.  Even though you are well prepared, you will need to be alert and flexible, particularly if any objections are raised when you ask for an appointment.


	DO’s

Always speak distinctly, at a moderate pace.

Use everyday language. Avoid jargon and acronyms.

Always repeat information as you sum up.  Include name, address, phone number and specific appointment time, place, etc., and any other pertinent information (i.e. Service Number, DD-214, Dates of Service). 

Be specific.

Encourage questions.

Sit upright.  When your body is slumped over you constrict your chest and strain your voice and the listener will have trouble hearing or understanding you.

Think about only the one call you are making.  Not all the other calls you have to make today, tomorrow or next week.  One challenge at a time is enough.

Rehearse before you get on the phone.  Use the provided scripts, prepare one of your own or use a combination of the two.

Speak in a strong confident but pleasant voice.

Practice, use your script, make calls and your confidence will soar.

Smile – it’s carried in your voice.

	DON’Ts

Lean on your elbow while holding the phone in your hand.  This will tense your throat and affect your speech.

Link words together.  Say those short words such as “To,” “And,” and “The” quickly.  That stresses the main words of the sentence.

Be a monotone.  Fluctuate your voice you don’t sound depressed, bored, flat, or tired.  Put a smile in your voice.  Sound excited, sincere, interested all at the same time.

TIPS:

Write out or type your script.

Practice what you are going to say.

Keep script and information in front of you.

Record pertinent information.

Be prepared.

Have available information on Local, State and National American Legion Programs, i.e. Agent Orange, Flag Issue, Veterans Administration, Local Service Officer, Addresses, Phone Numbers, Current Issues, American Legion’s stand on those issues, Meeting Dates, etc.




The scripts included in this text are a sampling of the many types of phone calls you and your membership team will be making.

The “Membership Survey” script can be used for all prospects.

The “Female Veteran” script, although similar to the “Membership Survey” script, stresses a few notes of interest concerning the “Female Veteran” and their members in The American Legion.

The “DMS Phone Talk” script is directed at those members who have discontinued their membership.

The “Renewal Phone Call” is directed at those members who have not renewed their American Legion Membership.

These scripts are not all inclusive, but they contain the basic introduction and message, which can be used by the membership worker.  They may also be modified to fit the needs of the individual caller, Post, District or Department.

Remember, keep on dialing for MEMBERSHIP – GET THAT APPOINTMENT!

MEMBERSHIP SURVEY

Hello, I’m 





 from American Legion Post No. 






Your Name

here in 







.  We are in the process of contacting all 




Location

the veterans in this area and would like to ask you a few questions.

1. Are you or is any member of your household a veteran?

(If no, discontinue survey.)  (If person answering the phone is not a veteran but there is one in the household, ask to speak to him/her, repeat your message and ask his/her name.

    2.  ___________________________________________ Are you a member of The American Legion?




Prospect Name

(If yes, thank them for their membership, ask for a referral, discontinue survey.)

    3.  What years were you (they) in military service?

AUG. 2, 1990
-  cessation of hostilities (as determined by the U.S. Government)

DEC. 20, 1989
-  JAN. 31, 1990

AUG. 24, 1982
-  JUL. 31, 1984

FEB. 28, 1961
-  MAY 7, 1975

JUN. 25, 1950
-  JAN. 31, 1955

DEC. 7, 1941
-  DEC. 31, 1946

APR. 6, 1917
-  NOV. 11, 1918

DEC. 7, 1941
-  AUG. 15, 1945 (Merchant Marines)

       (If dates of service are not included in this list, discontinue survey.  Thank them for their time.)

4.  Have you ever been a member?

(If yes)  Why did you drop out?

a. (If attitude is good about The American Legion, ask about a visit now to his or her home to tell them about your Post.)

(If no)
Could we make an appointment with you at your convenience and discuss our organization?  Perhaps tonight at 7:00 p.m. or tomorrow at 6:00 p.m.

b. (If the person has a negative attitude about The American Legion, ask them if there is a reason he or she has not joined or would not consider joining.  Ask if you could send or bring some literature on some of the programs of The American Legion.  Listen to the person’s misgivings and ask if a personal visit might clear the air.)

Visit Appt. Time




Date


Name

Address

5. Repeat appointment time and date – let prospect acknowledge same.

Thank you for your time, Mr./Mrs./Ms.









“FEMALE VETERAN”

Hello, I’m 





 from American Legion Post (District, 

Your Name

Department, etc.) here in 





.  We are contacting all the 

      Location

veterans in this area and would like to ask you a few questions.

2. Are you or is any member of your household a veteran? (If no, thank them and discontinue call).

3.  __________________________________________are you/they a member of the Legion?




Prospect’s Name

    3.  What years were you (they) in military service?

AUG. 2, 1990
-  cessation of hostilities (as determined by the U.S. Government)

DEC. 20, 1989
-  JAN. 31, 1990

AUG. 24, 1982
-  JUL. 31, 1984

FEB. 28, 1961
-  MAY 7, 1975

JUN. 25, 1950
-  JAN. 31, 1955

DEC. 7, 1941
-  DEC. 31, 1946

APR. 6, 1917
-  NOV. 11, 1918

DEC. 7, 1941
-  AUG. 15, 1945 (Merchant Marines)

  (If dates of service are not included in this list, discontinue survey after explanation and offer thanks.)

4. ________________________________________are you aware you are eligible to join The

Prospect’s Name

American Legion?  The reason I ask is many times women, like yourself are often told – “Oh, you can join the Auxiliary,” when in fact you are eligible for membership and welcome in The American Legion.  This is not a change; eligible veterans, male or female, have always had the opportunity to join our organization.

5. Have you ever been a member or considered being a member?

A. (If yes)  Why did you drop out or what kept you from joining? 

(If attitude is good about The American Legion, ask about a visit now to her home to tell her about your Post.)

B. (If no)  Could we make an appointment with you at your convenience and discuss our 

organization?  Perhaps tonight at 7:00 p.m. or tomorrow at 6:00 p.m.

(If the person has a negative attitude about The American Legion, ask them if there is a reason she has not joined or would not consider joining.  Ask if you could send or bring some literature on some of the programs of The American Legion.  Listen to the person’s misgivings and ask if a personal visit might clear the air.

Visit Appt. Time




Date


Name

Address

6. Repeat appointment time and date – let prospect acknowledge same.

7. Thank you for your time, Mrs./Miss/Ms. _______________________________________________

“DMS PHONE TALK”

Hello, I’m 





 from American Legion Post (District, 

Your Name

Department, etc.) here in _________________________________________.  We are contacting members 






           Location

of our department (State) Headquarters Post who live in this area.

Are you ___________________________________________________?  (If so, continue as follows – If not





Member’s Name
ask if member is home). ________________________________, I’m ________________________________





Member’s Name



Your Name

[Repeat message above if member has just been called to the phone.]

    1.  _________________________________________the reason we are contacting you as a Headquarters



       Members’ Name

Post member is to see if you would be interested in:

    A.  (Joining an active Post here in __________________________________________________________)










Location

    B.  (Joining and helping us establish a New American Legion post here in ________________________)











   Location

C. If the member is interested in any of the options listed above:

___________________________________________________ (Make an appointment) Could we make an



Member’s Name

      appointment with you at your convenience to discuss

____________________________    ___________________________    ____________________________



     A




B


      C

Is tonight at 7:00 p.m. or tomorrow at 6:00 p.m. best for you.  (Always offer a choice.  If neither is convenient, the member will usually tell you a convenient day and time.)

NOTE:  The appointment can be at the member’s house, at the Post or a mutually agreed location.

A. Record the appointment

TIME

-

DATE

-
    NAME
-
LOCATION

B. Repeat appointment time and date – Let prospect acknowledge same.

C. Thank member for his/her time and cooperation.

2. If member wants to remain as a member of Headquarters Post:

I.

Thank him/her for their membership.

II.   Thank him/her for their time.

III.   Give them a local name and/or phone number to contact should they reconsider or have a question concerning The American Legion.

“FORMER MEMBER”

Hello, I’m ______________________________________ from American Legion Post 




Your Name                                                                                       Number

here in __________________________________.  Are you ______________________________?

                                  Location                                                              Former Member’s Name

__________________________________ we are contacting former members of our Post to see if  

                      Name

you still belong to The American Legion at another Post or if not, if you would consider joining our Post once again.

1. If the answer is “I belong to another Post” ask which one, thank him/her for his/her membership and his/her time.

2. If the answer is “I want to rejoin” set up an appointment or go to his/her home and sign him/her up.

3. If former member wants to explain why he/she quit – listen with an open mind – discuss problem – resolve or smooth-out problem – ask him/her to come to the Post and see the difference, etc.

4. If the former member is interested in rejoining:

A. (Make an appointment) Could we make an appointment with you at your convenience to discuss

            ______________________
   ________________________
___________________

                               A                                                    B                                                  C

B. (Record the appointment)

TIME          -          DATE          -          NAME          -          ADDRESS

C. (Repeat appointment time, date and location) – Let former member acknowledge same.

D.  (Again, Thank person by name for his/her time and cooperation).

“RENEWAL PHONE-CALL”

Hello, I’m ___________________________________ from American Legion Post _____________

                           Name – Position                                                                                      Number

here in __________________________________.  Are you ______________________________?*

                           Location                                                                  Former Member’s Name

(Is he/she at home?  May I talk to him/her please?)

*If so, continue as follows – if not, repeat message above if member has just been called to the phone.

___________________________ The reason I’m calling is I (we) noticed you have not renewed 

         Prospect’s Name

your membership in The American Legion for the current year.  I (we) hope this is just an oversight but then again since your membership is important to us we wanted to make sure everything was all right and if we could perhaps assist you in some way.  (Wait for response).

a. If there is a problem – listen – see if Post can help and/or if problem can be solved.

b. If there is an error – member has paid and has card – get any information available, check it out – get back to the member.

c. If there is no problem, suggest times and dates you could come by to pick-up his/her dues.  “Could I come by in the next 30 minutes to renew your membership or is tomorrow at 10:00 a.m. better?
d. Wait for response.

e. Confirm the response by repeating it along with the address (they may have moved and we don’t know it).

f. Thank them for their time – no matter what the outcome.
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	“PRIDE”
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	PUBLIC RELATIONS

- Get A Good P.R. Officer

- Publicize Everything We Do

- At All Levels

- In The Media (Weeklies, Cable TV, etc)

- Legion Name In First Sentence Of Story

- "Cadillac In A Cardboard Box"

- Reward The Media That Uses Your Story

- Honor Their Deadlines

- Use The Right Format For Each Type Of Media


	IMPLEMENT

- Don't Just Talk About It, Do It (Do What You Say)

- Delegate Authority

- Provide Meaningful Involvement

- Start Now!

- Be Creative!

- Be Different!

- Be Flexible!

- Adjust To Changes (But Don't Change Just For The Sake Of Change.  Rather, Change For The Better.)


	DEVELOP

- Reward Workers

- Encourage New Workers And Leaders

- Maintain A Positive Attitude

- Establish Goals

- Leaders Lead

- The Right Person For The Right Job (Don't Make Someone An Officer Just Because He Or She's Been Around A Long Time Or Because It's Fashionable

- Develop Trust

- Build Self-Esteem In Others


	EDUCATE

- Our Own Members

- The Public

- Our Sales Force. We Need To Know What We Are Selling And To Whom (Programs - History)

- AL Extension Course (Recently Revised)

- Post Project Book (Proposed)

- In-Field Support (District, Department, National) 

- Slide Presentation

- Mini Lessons At Post Meeting

- Newsletter:

 (Have A Plan For Mtgs)

 (What Are You Planning?) 

 (What Are You Doing?)
- Schools, Community Groups (Go To The - Guest Speaker) (Invite Them To Your Post)




Understand and make better

use of words that…
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To ensure the best possible service, please thoroughly review the

REQUEST PERTAINING TO MILITARY RECORDS accompanying instructions before filling out this form. Please print

clearly or type. If youneed more space, use plain paper.

SECTION I - INFORMATION NEEDED TO LOCATE RECORDS (Furnish as much as possible.)

1. NAME USED DURING SERVICE (last, first, and middle) 2. SOCIAL SECURITY NO. ‘ 3. DATE OF BIRTH 4. PLACE OF BIRTH
5. SERVICE , PAST AND PRESENT (For an effective records search, it is important that all service be shown below.) SERVICE NUMBER
DATES OF SERVICE CHECK ONE DURING THIS PERIOD
BRANCH OF SERVICE DATE ENTERED | DATE RELEASED | OFFICER | ENLISTED | (If unknown, write “unknown”)
a. ACTIVE
SERVICE
b. RESERVE
SERVICE
¢. NATIONAL
GUARD
6. IS THIS PERSON DECEASED? If “YES” enter the date of death. 7. IS (WAS) THIS PERSON RETIRED FROM MILITARY SERVICE?

[I~o []ves [Jwo [] ves

SECTION II - INFORMATION AND/OR DOCUMENTS REQUESTED

1. REPORT OF SEPARATION (DD Form 214 or equivalent). This contains information normally needed to verify military service. A copy may be
sent to the veteran, the deceased veteran's next of kin, or other persons or organizations if authorized in Section III, below. NOTE: If more than one
period of service was performed, even in the same branch, there may be more than one Report of Separation. Be sure to show EACH year that a Report of
Separation was issued, for which you need a copy.

|:] An UNDELETED Report of Separation is requested for the year(s)

This normalty will be a copy of the full separation document including such sensitive items as the character of separation, authority for separation, reason
for separation, reenlistment eligibility code, separation (SPD/SPN) code, and dates of time lost. An undeleted version is ordinarily required to determine
eligibility for benefits.

D A DELETED Report of Separation is requested for the year(s)

The following information will be deleted from the copy sent: authority for separation, reason for separation, reenlistment eligibility code,
separation(SPD/SPN) code, and for separations after June 30, 1979, character of separation and dates of time lost.

2. OTHER INFORMATION AND/OR DOCUMENTS REQUESTED

3. PURPOSE (Optional — An explanation of the purpose of the request is strictly voluntary. Such information may help the agency answering this
request to provide the best possible response and will in no way be used to make a decision to deny the request.)

SECTION III - RETURN ADDRESS AND SIGNATURE

1. REQUESTERIS:

D Military service member or veteran identified in Section I, above l:l Legal guardian (must submit copy of court appointment)
|:| Next of kin of deceased veteran |:| Other (specify)
(relation)
2. SEND INFORMATION/DOCUMENTS TO: 3. AUTHORIZATION SIGNATURE REQUIRED (See item 2 on
(Please print or type. See item 3 on accompanying instructions.) accompanying instructions.) 1 declare (or certify, verify, or state) under penalty

of perjury under the laws of the United States of America that the information
in this Section III is true and correct.

Name Signature of requester  (Please do not print.)
)

Street Apt. Date of this request Daytime phone

City State Zip Code Email address

** This form is available at htep://www.archives.gov/research_room/obtain_copies/standard_form_180.pdf on the National Archives and Records Administration (NARA) web site. **
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To ensure the best possible service, please thoroughly review the

REQUEST PERTAINING TO MILITARY RECORDS accompanying instructions before filling out this form. Please print

clearly or type. If youneed more space, use plain paper.

SECTION I - INFORMATION NEEDED TO LOCATE RECORDS (Furnish as much as possible.)

1. NAME USED DURING SERVICE (last, first, and middle) 2. SOCIAL SECURITY NO. ‘ 3. DATE OF BIRTH 4. PLACE OF BIRTH
5. SERVICE , PAST AND PRESENT (For an effective records search, it is important that all service be shown below.) SERVICE NUMBER
DATES OF SERVICE CHECK ONE DURING THIS PERIOD
BRANCH OF SERVICE DATE ENTERED | DATE RELEASED | OFFICER | ENLISTED | (If unknown, write “unknown”)
a. ACTIVE
SERVICE
b. RESERVE
SERVICE
¢. NATIONAL
GUARD
6. IS THIS PERSON DECEASED? If “YES” enter the date of death. 7. IS (WAS) THIS PERSON RETIRED FROM MILITARY SERVICE?

[I~o []ves [Jwo [] ves

SECTION II - INFORMATION AND/OR DOCUMENTS REQUESTED

1. REPORT OF SEPARATION (DD Form 214 or equivalent). This contains information normally needed to verify military service. A copy may be
sent to the veteran, the deceased veteran's next of kin, or other persons or organizations if authorized in Section III, below. NOTE: If more than one
period of service was performed, even in the same branch, there may be more than one Report of Separation. Be sure to show EACH year that a Report of
Separation was issued, for which you need a copy.

|:] An UNDELETED Report of Separation is requested for the year(s)

This normalty will be a copy of the full separation document including such sensitive items as the character of separation, authority for separation, reason
for separation, reenlistment eligibility code, separation (SPD/SPN) code, and dates of time lost. An undeleted version is ordinarily required to determine
eligibility for benefits.

D A DELETED Report of Separation is requested for the year(s)

The following information will be deleted from the copy sent: authority for separation, reason for separation, reenlistment eligibility code,
separation(SPD/SPN) code, and for separations after June 30, 1979, character of separation and dates of time lost.

2. OTHER INFORMATION AND/OR DOCUMENTS REQUESTED

3. PURPOSE (Optional — An explanation of the purpose of the request is strictly voluntary. Such information may help the agency answering this
request to provide the best possible response and will in no way be used to make a decision to deny the request.)

SECTION III - RETURN ADDRESS AND SIGNATURE

1. REQUESTERIS:

D Military service member or veteran identified in Section I, above l:l Legal guardian (must submit copy of court appointment)
|:| Next of kin of deceased veteran |:| Other (specify)
(relation)
2. SEND INFORMATION/DOCUMENTS TO: 3. AUTHORIZATION SIGNATURE REQUIRED (See item 2 on
(Please print or type. See item 3 on accompanying instructions.) accompanying instructions.) 1 declare (or certify, verify, or state) under penalty

of perjury under the laws of the United States of America that the information
in this Section III is true and correct.

Name Signature of requester  (Please do not print.)
)

Street Apt. Date of this request Daytime phone

City State Zip Code Email address

** This form is available at htep://www.archives.gov/research_room/obtain_copies/standard_form_180.pdf on the National Archives and Records Administration (NARA) web site. **





POST MEMBERSHIP

TELEPHONE RESPONSE PLAN

What happens at your post when a prospect/member comes in or calls for membership/renewal information?

Is there a point of contact which can be given by anyone answering the phone?

“Name, Position, Address, Phone Number”

Is there material readily available which can be mailed by person answering the phone?

Is there an information card available, near the phone, for anyone to copy down the necessary information and pass it on?

What kind of a message do you give to any member of your post who might answer the phone to pass on concerning membership?

Is there a post “SOP” (Standard Operating Procedure) for phone calls concerning membership?

Are callers told to call back or come in 3 weeks from tonight “that’s our meeting night?”

– OR –

“You’ll have to talk to Joe and he ain’t here?”

Have you ever called your post to see how some of these inquiries might be answered?  You might be unpleasantly surprised.

How do you feel about a first impression?  The response of a phone inquiry to your post by that prospective member could form his/her first and last impression.

If you were the person seeking membership information how would you like to be treated and what would you hope to accomplish?

Then put that plan into action – NOW – 

No one expects anyone to know everything or everyone to know anything about membership – BUT – anyone who may or will answer the phone must know what to say and what to do to oblige the caller/prospect/member.

Likewise there must be a plan for those who visit the post seeking membership information.

How many members has your post lost due to a lack of a plan?

“MEMBERSHIP IS EVERYONE’S BUSINESS”

‘Media Advisory’ effective PR tool

	The weather conditions outside are ideal as the dedicated volunteer takes up a position behind the typewriter, feeds a piece of paper into the machine, and then stares blankly out the window.  Beads of perspiration pop out and trickle down the forehead.  Suddenly, clammy air seems to permeate the room. Is there an unseen danger lurking in the shadow?  

    No!  The need to write a news release about an upcoming post event is the cause of this sudden onset of nervousness.

    As the Post Public Relations Officer, it’s your job to tackle the challenge of communicating with the media.  But getting the important information to the news media should not be a “life threatening event.”

    Experience has shown that the professional news media staffs of the 1990’s don’t need to receive a completely written story.  Instead, they prefer a “Media Advisory.” 
	And that simple, effective tool can put an end to those behind-the- typewriter jitters that have plagued volunteer writers for years.

    A “Media Advisory” needs just basic information to answer the six important questions about the event: Who? What? When? Where? Why? And How?  A brief paragraph of “Background Information” fills in some other details.  Add your name and phone number, or the person to contact for more information, and the job is done.

    Media workers prefer an “Advisory” because it furnishes important information for assignment of a reporter out to the event – or to write a brief pre-event story for their paper or broadcast facility.

    The accompanying sample advisory, concerning a post’s Boys State sponsorship, presents inform- ation that is straight forward, easy 

to digest and helps media managers 
	evaluate to determine their level of coverage.  

    This format works well for a variety of events.  It eases the burden of writing a story.  And, for the most part, a “Media Advisory” increases the coverage of your post.

    If your volunteer assignment in the post is public relations, the “Media Advisory” will change the nail-biting, nerve- jangling scenario to read:

    The weather conditions outside are ideal as the dedicated volunteer takes up a position behind the typewriter, slips a sheet of post letterhead paper into the machine, and swiftly prepares a “Media Advisory” about the post’s sponsorship of a Boys State representative.  The volunteer completes the challenge in little time, puts the Advisory in an envelope, and smiles broadly.  There’s time to enjoy the weather and friends once again, thanks to the “Media Advisory.”


PR Handbook can be downloaded @www.legion.org, or call 317-630-1253

	MEDIA ADVISORY

Date: 





WHO:


Robert J. Student, Junior, (Our Town) High School.

WHAT:

Named representative to (Our State) Boys State.

WHERE:

(Our State) University, Capitol City

WHEN:

Monday, July xx, 20xx

WHY:
To participate in a resident program teaching the inner workings of the American form of government.

HOW:


Sponsored by (Our Town) Post 1000, The American Legion.

BACKGROUND:
The American Legion Boys State program was founded in 1935.  It is a week-long program that permits young high school juniors to participate in developing government from the precinct level to the Governor’s office, and to learn the political processes and lawmaking procedures in our State.


This is the 45th year a resident of (Our Town) has been sponsored to Boys State by (Our Town) Post 1000.  Members of the Post will also host Student at a Post dinner after his return from (Our State) Boys State.  The Post dinner provides a forum for Student to discuss his experiences and goals for the future.

CONTACT:

Leonard Legionnaire, 555-1212 (office) or 555-1313 (home).




DATA SHEET FOR VETERAN’S SURVIVORS

DATE 


20 


BE PREPARED: Complete this form and keep in a personnel file.  When needed, this information will 

    prove most valuable in establishing veteran’s benefits and rights at some future date.

Veteran’s full name 












Birthdate 


 Place 









Social Security No. 




VA Claim No. C-





GI Insurance File No. 




 Service Serial No. 





Entered active duty/service dates 










Place of Entry 












Branch of Service 












Place of Separation 












Discharge (or Form DD214) record at: City 









County 




 State 

Vol. 

Page 



Wife’s full name prior to marriage 










Date of marriage 




Place 







Previous marriages of veteran (names, dates, places)

1. 












2. 












Children (names, dates and places of births – include additional pages/entries if necessary)

1. 












2. 












3. 












If either you or your spouse had a previous marriage, it is important you list how these marriages ended

(death, divorce, annulment) and that you list the dates and places of termination, as the VA needs proof 

that your marriage to the veteran was legal.  If possible, attach a copy of veteran’s discharge or separation 

paper for your file.

In order to have a record of this information to establish eligibility for veterans and widows benefits in the

future, it is suggested a copy be furnished the Veterans Service Agency in your area and a copy of your

discharge, and this document should be filed in your County Clerk’s office.

Form provide by Mineola Memorial Post 349, Inc., 132 Jericho Turnpike, Mineola NY 11501 (516) 746-8910

INSTRUCTION AND INFORMATION SHEET FOR 

SF 180, REQUEST PERTAINING TO MILITARY RECORDS

1. Information needed to locate records.  Certain identifying information is necessary to determine the location of an individual’s record or military service.  Please try to answer each item on the SF 180.  If you do not have and cannot obtain the information for an item, show “NA”, meaning the information is “not available”.  Include as much of the requested information as you can.

2. Restrictions on release of information.  Release of information is subject to restrictions imposed by the military services consistent with Department of Defense regulations and the provisions of the Freedom of Information Act (FOIA) and the Privacy Act of 1974.  The service member (either past or present) or the member’s legal guardian has access to almost any information contained in that member’s own record.  Others requesting information from military personnel/health records must have the release authorization in Section III of the SF 180 signed by the member or legal guardian, but if the appropriate signature cannot be obtained, only limited types of information can be provide.  If the former member is deceased, surviving next of kin may, under certain circumstances, be entitled to greater access to a deceased veteran’s records than a member of the public.  The next of kin may be any of the following: unremarried surviving spouse, father, mother, son, daughter, sister, or brother.  Employers and others needing proof of military service are expected to accept the information shown on documents issued by the military service departments at the time a service member is separated.

3. Where reply may be sent.  The reply may be sent to the member or any other address designated by the member or other authorized requester.

4. Charges for service.  There is no charge for most services provided to members or their surviving next of kin.  A nominal fee is charged for certain types of service.  In most instances service fees cannot be determined in advance.  If your request involves a service fee, you will be notified as soon as that determination is made.

5. Health and personnel records.  Health records of persons on active duty are generally kept at the local servicing clinic, and usually are available from the Department of Veterans Affairs a week or two after the last day of active duty.  (See page 2 of SF180 for record locations/addresses).

6. Records at the National Personnel Records Center.  Note that it takes at least three months, and often up to seven, for the file to reach the National Personnel Records Center in St. Louis after the military obligation has ended (such as by discharge).  If only a short time has passed, please send the inquiry to the address shown for active or current reserve members.  Also, if the person has only been released from active duty but is still in a reserve status, the personnel record will stay at the location specified for reservists.  A person can retain a reserve obligation for several years, even without attending meetings or receiving annual training.  (See page 2 of SF180 for record locations/addresses).

7. Definitions and abbreviations.  DISCHARGED – the individual has no current military status; HEALTH – Records of physical examinations, dental treatment, and outpatient medical treatment received while in a duty status (does not include records of treatment while hospitalized); TDRL – Temporary Disability Retired List.

8. Service completed before World War I.   National Archives Trust Fund (NATF) forms must be used to request these records.  Obtain the forms by e-mail from inquire@nara.gov or write to the Code 6 address on page 2 of the SF 180.

PRIVACTY ACT OF 1974 COMPLIANCE INFORMATION

The following information is provided in accordance with 5 U.S.C. 552a(e)(3) and applies to this form.  Authority for collection of the information is 44 U.S.C. 2907, 3101, and 3103, and E.O. 9397 of November 22, 1943.  Disclosure for the information is voluntary.  If the requested information is not provided, it may delay servicing your inquiry because the facility servicing the service member’s record may not have all of the information needed to locate it.  The purpose of the information on this form is to assist the facility servicing the records (see the address list) in locating the correct military service record(s) or information to answer your inquiry.  This form is then filed in the requested military service record as a record of disclosure.  The form may also be disclosed to Department of Defense components, the Department of Veterans Affairs, the Department of Transportation (Coast Guard), or the National Archives and Records Administration when the original custodian of the military health and personnel records transfers all or part of those records to that agency.  If the service member was a member of the National Guard, the form may also be disclosed to the Adjutant General of the appropriate state, District of Columbia, or Puerto Rico, where he or she served.

PAPERWORK REDUCTION ACT PUBLIC BURDEN STATEMENT

Public burden reporting for this collection of information is estimated to be five minutes per response, including time for reviewing instructions and completing and reviewing the collection of information.  Send comments regarding the burden estimate or any other aspect of the collection of information, including suggestions for reducing this burden, to National Archives and Records Administration (NHP), 8601 Adelphi Road, College Park, MD  20740-6001.  DO NOT SEND COMPLETED FORMS TO THIS ADDRESS.  SEND COMPLETED FORMS AS INDICATED IN THE ADDRESS LIST ON PAGE 2 OF THE SF 180.
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notes

Membership Eligibility Dates
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Gulf War

August 2, 1990, to cessation of hostilities as determined by the U.S. Government

Panama

December 20, 1989, to January 31, 1990

Lebanon and Grenada

August 24, 1982, to July 31, 1984

Vietnam War

February 28, 1961, to May 7, 1975

Korean War

June 25, 1950, to January 31, 1955

World War II

December 7, 1941, to December 31, 1946 *

* Merchant Marine - December 7, 1941 to August 15, 1945

World War I

April 6, 1917, to November 11, 1918

All Dates Inclusive
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IRRITATE





Understand?             You don’t say?


    Get the point?             See what I mean?


But honestly now!                Not really……?


  I, me, my, mine.          Old friend.       Old pal.


     Don’t you know…?             I’ll tell you what!











MOTIVATE





        Will you help me?     I’m so sorry.


 It was my fault.       Thank you.        Please.


Gee, I’m proud of you.            Congratulations!


   You were very kind.          I beg your pardon.


It’s been a real pleasure.











INVITE ACTION





You, your…….Money…….


Save……..Guarantee….


New…….Results…....


Health…….Easy…....


Love…....Discovery…....


Proven…....Safety….








PROBE





   What is your opinion?    What do you think?    Why?


      Can you illustrate?  What do you consider?        How do you feel about…?    Could you explain?     What happened then?      What were the circumstances?   
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To ensure the best possible service, please thoroughly review the

REQUEST PERTAINING TO MILITARY RECORDS accompanying instructions before filling out this form. Please print

clearly or type. If youneed more space, use plain paper.

SECTION I - INFORMATION NEEDED TO LOCATE RECORDS (Furnish as much as possible.)

1. NAME USED DURING SERVICE (last, first, and middle) 2. SOCIAL SECURITY NO. ‘ 3. DATE OF BIRTH 4. PLACE OF BIRTH
5. SERVICE , PAST AND PRESENT (For an effective records search, it is important that all service be shown below.) SERVICE NUMBER
DATES OF SERVICE CHECK ONE DURING THIS PERIOD
BRANCH OF SERVICE DATE ENTERED | DATE RELEASED | OFFICER | ENLISTED | (If unknown, write “unknown”)
a. ACTIVE
SERVICE
b. RESERVE
SERVICE
¢. NATIONAL
GUARD
6. IS THIS PERSON DECEASED? If “YES” enter the date of death. 7. IS (WAS) THIS PERSON RETIRED FROM MILITARY SERVICE?

[I~o []ves [Jwo [] ves

SECTION II - INFORMATION AND/OR DOCUMENTS REQUESTED

1. REPORT OF SEPARATION (DD Form 214 or equivalent). This contains information normally needed to verify military service. A copy may be
sent to the veteran, the deceased veteran's next of kin, or other persons or organizations if authorized in Section III, below. NOTE: If more than one
period of service was performed, even in the same branch, there may be more than one Report of Separation. Be sure to show EACH year that a Report of
Separation was issued, for which you need a copy.

|:] An UNDELETED Report of Separation is requested for the year(s)

This normalty will be a copy of the full separation document including such sensitive items as the character of separation, authority for separation, reason
for separation, reenlistment eligibility code, separation (SPD/SPN) code, and dates of time lost. An undeleted version is ordinarily required to determine
eligibility for benefits.

D A DELETED Report of Separation is requested for the year(s)

The following information will be deleted from the copy sent: authority for separation, reason for separation, reenlistment eligibility code,
separation(SPD/SPN) code, and for separations after June 30, 1979, character of separation and dates of time lost.

2. OTHER INFORMATION AND/OR DOCUMENTS REQUESTED

3. PURPOSE (Optional — An explanation of the purpose of the request is strictly voluntary. Such information may help the agency answering this
request to provide the best possible response and will in no way be used to make a decision to deny the request.)

SECTION III - RETURN ADDRESS AND SIGNATURE

1. REQUESTERIS:

D Military service member or veteran identified in Section I, above l:l Legal guardian (must submit copy of court appointment)
|:| Next of kin of deceased veteran |:| Other (specify)
(relation)
2. SEND INFORMATION/DOCUMENTS TO: 3. AUTHORIZATION SIGNATURE REQUIRED (See item 2 on
(Please print or type. See item 3 on accompanying instructions.) accompanying instructions.) 1 declare (or certify, verify, or state) under penalty

of perjury under the laws of the United States of America that the information
in this Section III is true and correct.

Name Signature of requester  (Please do not print.)
)

Street Apt. Date of this request Daytime phone

City State Zip Code Email address

** This form is available at htep://www.archives.gov/research_room/obtain_copies/standard_form_180.pdf on the National Archives and Records Administration (NARA) web site. **







_947504036

