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The purpose of these Standard Operating Procedures, herein after called SOP, is to
maintain a coherent and consistent Department operation, to efficiently control
Department finances and manage efforts to eliminate duplication of effort.

This SOP may not conflict with Veterans of Foreign Wars of the United States
Congressional Charter, By-Laws, Manual of Procedure or Ritual, as well as Department
of Indiana By-Laws.

SECTION 1
CONTROL AND ADMINISTRATION

The official name of this organization is “Department of Indiana, Veterans of Foreign
Wars of the United States. The name may be abbreviated herein to read “Department,
Dept., State, IN, VFWIN” and any such abbreviation shall mean the same as the official
name.

The supreme control of this Department shall be vested in its members. Each member
shall have an equal right to voice in its affairs. These rights are to be expressed under
procedures outlined by National and Department By-Laws.

The Chain of Command shall be Department to District, District to Post.

The VFWIN is governed by representatives. Members are represented in the
Department Convention by their own elected delegates from each Post. They are
represented at the Council of Administration Meetings by their District Commander.

The primary objective of the Department Convention is to ascertain the wishes of the
majority of the VFWIN members on all questions pertaining to National requirements
and VFWIN governance. Between conventions this duty is delegated to the Council of
Administration.

Department Officers are the Executives whose duty is to carry the mandates of the

Department Convention, the Council of Administration, and requirements of National
Headquarters. In this duty they are assisted by the various committees.
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SECTION 2
DEPARTMENT

This Department, all Districts and all Posts within the State shall adhere to The Veterans
of Foreign Wars of the United States Congressional Charter, By-Laws and Manual of
Procedure and Ritual in effect and as updated by National VFW Conventions.

The VFWIN shall be governed by an annual Department Convention and the C of A.

Department Convention shall consist of the officers and members designated in Article
5, Section 503 of the National By-Laws.

The Department Convention shall be held in accordance with the National By-Laws.
The place, date and time shall be designated by a preceding convention.

Convention meetings shall be called to order promptly on the hour set. If a quorum is
not present when the meeting is called to order, the presiding officer may declare a
recess pending sufficient arrivals to make a quorum. A quorum shall consist of
accredited representatives from no less than ten posts in the Department.

The Department Adjutant shall coordinate planning to conduct the annual State
Convention as authorized by the C of A or State Commander.
In accordance with National By-Laws, Article 7, Section 716, the officers, and committee

members of the Department of Indiana shall have their office or title designated as State
rather than Department.
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Section 3

GENERAL GUIDELINES FOR EXPENSE REIMBURSEMENT

Before any reimbursement of expenses incurred by any officer is paid, an approved
Expense Reimbursement form must be completed, signed, and forwarded to:

VFW State Headquarters
9555 E 59'" Street
Indianapolis, IN 46216
gm@vfwin.org

The following conditions also apply:
1. Any Claim received at State, which does not meet the guidelines adopted by the
Council of Administration MUST, be approved personally by the State Commander.

a. Note: Inthose cases, where the Commanders expenses are in question, the
Council of Administration will approve.

2. Only the State Commander has the authority to authorize travel other than that
authorized by approved guidelines or budget.

3. Mileage is only authorized for travel for State Officers, elected or appointed with the
State Commander’s approval or as outlined within these guidelines. Expenses paid by
the post, district or national while traveling for the state will not be doubled paid by the
state.

4. Mileage will be reimbursed AT THE current IRS business standard rate.

5. Per Diem is governed by the VFW officer expense allowance form which is
authorized by the council of administration.

6. Receipts for miscellaneous items must accompany all claims for reimbursement.

7. Officers traveling by either air or driving will be reimbursed at which ever rate is the
lowest.
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8. If two (2) or more Officers travel together in the same automobile, only one (1)
Officer will be entitled mileage reimbursement.

9. Travel is authorized for State Officers and employees only. Anyone traveling with an
officer or employee will be at their own expense.

WHEN THERE IS DOUBT IF AN EXPENSE IS REIMBURSABLE BY STATE, DO NOT

INCUR IT WITHOUT PRIOR APPROVAL OF THE STATE COMMANDER.

Expense Reimbursement Procedure — Quartermaster/Commander/Finance

Committee

1. The amount and authorized persons receiving expense reimbursements shall
follow the guidelines set forth in the VFW Department of Indiana Officer Expense
Allowance. Any changes to the Officer Expense Allowance must be approved
by the Council of Administration.

2. Department Quartermaster shall define and produce a form for Expense
Reimbursement.

a. Expense Reimbursement Form must be approved by Finance Committee.
Current form will be used until new form is approved by Committee.

b. The form must allow the person seeking the reimbursement the option of
having a check mailed or receiving reimbursement through an electronic
funds transfer.

c. As a minimum the form must include:

i
il
iii.
iv.
V.
Vi.

Directions on how to complete and submit.

Date expense incurred.

Fields showing the purpose of the expense.
Budget line expense should be charged to
Approved per mile reimbursement rate.

Approved per diem and requirements for per diem

3. Persons authorized travel expenses or other authorized expenses reimbursed
shall within 30 days of incurring the expense submit Expense Reimbursement
form to Quartermaster. Submission can be by electronic means (preferred) or

paper.

4. Quartermaster will review forms submitted:
a. Ensuring the expenses are allowable, authorized, and reimbursable.
b. Ensuring expense is allocated to the correct budget line.
c. Ensuring the expenses are valid by:

Verify milage using Google Maps or another reputable map
application.

If receipts are attached, verify the date and amount match the
Reimbursement Form.
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5. After form is reviewed and verified by Quartermaster:

a. IF the amount is under $400 and has no exceptions to the Officer Expense
Allowance, Quartermaster is authorized to pay expense reimbursement.

b. IF the amount is over $400 or has exceptions to the Officer Expense
Allowance the Quartermaster will forward the Expense Reimbursement
form to the Commander with exceptions noted.

i. Commander will approve or disapprove within 24 hours.

6. Quartermaster must pay all expense reimbursements received by 1600 hours
Wednesday no later than close of business Friday of the same week, expense
reimbursements received by 1600 hours Friday no later than close of business
Tuesday.

a. The only exceptions will be expense reimbursements awaiting approval
from Commander.

7. Quartermaster will produce a report each Monday showing all expense
payments, all other disbursements, and payments, regardless of the method of
payment, processed in the previous week. Report will show date of payment,
payee, amount, and type (electronic or check). This report will be emailed to the
Commander and Chairperson of the Finance Committee.

Quartermaster shall be responsible for timeliness of reimbursements and payment
obligations.

GENERAL GUIDELINES FOR DEBIT CARD USE
The following condition applies to Debit Card holders:

Persons authorized to hold a VFWIN Company Debit Card:

Commander
Quartermaster
Adjutant

State Service Officer

Hospitality Chairperson (separate account set up by the quartermaster)

Terms of VFWIN Debit Cards
1. No purchasing of clothing apparel is authorized.

2. Any purchases over $200.00 must be approved by the QM and/or Commander.
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3. Uses of VFWIN Debit Cards are for company use only.

4. All charges incurred on your card will be charged to your budgeted account unless
approved by the Commander.

5. If you go over or have unauthorized charges, you will be required to reimburse the
VFWIN for such charges.

There are no exceptions to the conditions listed above. If any violation occurs,
you may lose your privilege of holding a VFWIN debit Card.
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SECTION 4
RESOLUTIONS AND AMENDMENTS

The policy of the Veterans of Foreign Wars is established by resolutions adopted by the
delegates attending Department and National Conventions. Suggestions or criticisms
directed at Department or National, by individual members must be forwarded through
their representatives in the form of a resolution. Most such resolutions originate at the
Post level are passed through the District and Department before being acted upon at a
National Convention.

A resolution contains two separate parts; a statement of the problems to be solved, and
the proposed solution to the problem. The problem is outlined in the “WHEREAS”
clauses, and the proposed solution is given in the “RESOLVED” section.

The “RESOLVED” section of a resolution should be complete in itself without depending
on the “WHEREAS” clauses to give it meaning. It must be specific in nature, courteous
in tone, and must be approved by the Post of which the author is a member.

If a resolution deals with a local problem, it needs no action on a level higher than that
of the Post. If the resolution is intended for consideration at the Council of
Administration Meeting, it should be forwarded to the District Commander. The District
Commander shall present the resolution at the next Council of Administration Meeting.
All resolutions of statewide, regional, or national concern must be acted upon by the
Department Convention. Those resolutions approved by a Department Convention
which affect matters outside state boundaries must be forwarded by the State Adjutant
to the National Convention for final disposal. Nothing herein contained shall prevent a
resolution from being presented from the floor of a Convention meeting. The resolution
must be submitted under the proper order of business and by an accredited delegate.

Any member in good standing, a Post, a District, or Department, may propose an
amendment to the National By-Laws, Manual of Procedure, or Ritual; provided,
however, before consideration of the National Convention, the proposed amendment
must be approved by a Department Convention. Immediately

following a Department Convention, the proposed amendment(s) must be forwarded to
National Headquarters.

A proposed change to the National By-Laws, Manual of Procedure or Ritual must be
submitted as such, not as a resolution. Proposed amendments must be definite and
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specific as to the verbiage to be deleted or added. Use of the most recent amended
copy of the National By-Laws, Manual of Procedure and Ritual is encouraged, as
proposed changes considered by Convention delegates cannot be amended on the
floor.

By-Law, Manual of Procedure or Ritual changes not in proper form, unclear as to

meaning, or concerning matters clearly not within the scope and purpose of the
Veterans of Foreign Wars cannot be considered by the National Convention.

SECTION &
PUBLICATIONS

The VFWIN website, www.vfwin.org, is declared to be the official publication of the of
the Department of Indiana, Veteran of Foreign Wars of the United States.

The official electronic newspaper of the VFWIN shall be a newspaper entitled “The
Combat Veteran.” This newspaper will be published quarterly.

SECTION 6
COUNCIL OF ADMINISTRATION

The VFWIN Council of Administration (Council) shall consist of the Department
Commander, Senior Vice Commander, Junior Vice Commander, Adjutant,
Quartermaster, Judge Advocate, Chief of Staff, Inspector, Surgeon, Chaplain, District
Commanders, and the Jr Past Department Commander.

The Council shall govern the affairs of this Department between annual Department
Conventions. In the absence of the District Commander, any District member appointed
by the District Commander may represent their district on the Council of Administration.

The VFWIN Council of Administrations shall meet not less than three (3) times each
year for business purposes. The time and place of meetings shall be at the direction of
the Department Commander, unless specified by the Council.
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Special meetings called by the State Commander or upon the written request of the
majority of the Council of Administration will be held at a location to be determined by
the State Commander.

For purposes of acting without a Council meeting, electronic voting may be used in the
solicitation of written consents on each matter submitted to a vote of the Council. Each
Council Member in Good Standing shall be entitled to one (1) vote. Such procedure
shall be initiated by the electronic distribution of all related materials for consideration by
the Council to all the Council Members in Good Standing at the time of such distribution.
Thereafter, Council Members shall be permitted to cast their votes electronically in
response to the distributed material. The deadline for receipt of such electronic votes
cast by the Council Members shall be no more than forty-eight (48-72 hours) hours from
the date and time of electronic distribution (EMAIL) of the related materials.

The council shall, by budget, establish salaries and/or expenses for State Officers and
employees; the allowances, if any, to be made to the Council members and committees
for attendance at council meetings. The Council of Administration shall approve all
department contracts.

Members of the VFWIN Council of Administration shall be entitled to expenses as noted
in the current VFWIN Officer expense allowance. Vouchers for expenses must be
submitted each month. No expenses will be paid unless a completed Expense Voucher
and supporting documents have been submitted.

The following guidelines should be followed when submitting Claims for
Reimbursement. Any deviation from these guidelines must be approved in advance by
the State Commander.

1. NOTE: If two (2) or more members travel together, only one (1) is authorized to
claim mileage.

2. Telephone, postage, copying expenses and other miscellaneous expenses incurred
by the District Commander and other officers within the district are the responsibility of
the district.

3. Other than what is provided for the VFWIN during the C of A meetings and State
Convention, Council members may not exceed the amount appropriated in the budget
for their respective office as approved by the C of A.
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SECTION 7
COMMITTEES

VFWIN activities shall be facilitated using Committees. The Commander shall appoint
such officers, chairpersons, and committees in compliance with the National By-Laws
and Manual of Procedure and others as deemed appropriate to properly conduct the
affairs of the Departments. They will, when authorized, make full and complete reports
to the C of A and/or to the Department Convention and reports will be subject to full and
open discussion.

Members of all committees shall be known to the membership of the VFWIN by the
publishing of the chairperson and committee member names in General Order No. 1, on
1 July of each year.

The State Commander shall be an ex-officio member of all VFWIN committees but shall
not serve as Chairperson.

The State Quartermaster shall serve as the Treasurer of all VFWIN committees which
manage funds.

Members of Standing or Special committees except the finance/time and place
committee may be removed at any time by the State Commander.

No quorum is fixed for either Standing or Special committees. It shall be the duty of
every Committee Chairperson to notify all members of their committee of a scheduled
meeting. The committee may proceed with business provided the Chairperson reports
to the reviewing body the number of members present.

Members of the VFWIN Committees shall be entitled to expenses as noted in the
current VFWIN Officer Expense Allowance. No expenses will be paid unless a
completed Expense Voucher and supporting documents have been submitted.

The State Commander will appoint all members of the VFWIN Convention Committees,
in such numbers as deemed advisable and in doing so will designate the Chairman and
Vice Chairman of each. The State Commander may appoint such additional VFWIN
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special committees as deemed advisable or required of by the VFWIN Convention,
VFWIN By-Laws, VFWIN Council of Administration, National Convention, National By-
Laws, National Council of Administration, or the Commander-in-Chief.

The State Commander may appoint as many committee members as deemed
necessary and shall designate the Chairperson of each committee.

Committee Chairpersons shall be entitled to expenses as authorized the Council of
Administration. No expenses will be paid unless a completed Expense Voucher and
supporting documents have been submitted.

The following VFW Program Committees may be appointed by the State Commander to

serve during the administrative period.

Such Committee Chairpersons may include but not limited to:
Buddy Poppy
Building Committee
Camping / Golf Chairman
Community Activities
Conference and Convention / Registration
Fire / Police | EMT
Finance
Fundraiser
Historian
Homeless Vets
Hospital
Indiana Combat Vet Board
Indiana Veterans Home
Legislative Chairman-National / State
Membership/ Life & Legacy
Patriots Pen / Voice of Democracy / Teacher of the Year
POW/MIA
State Service Office
Safety
Sgt at Arms / Guard
Student Veterans
Veterans & Military Support
Veterans Service
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VFW Motorcycle Riders
VFW National Home
Women Veterans

Youth Activities

SPECIAL COMMITTEES will be appointed, as required, by the current State
Commander. Special Committees may be appointed only for the current year of the
current Commander.

Redistricting Committee shall be appointed for the purpose of reestablishing
boundaries of any or all Districts in the Department of Indiana:

1. When the State Commander feels it is necessary.

2. When the Council of Administration, by at least a two-thirds (2/3) majority vote,
directs this to be done.

3. When the Convention Delegates assembled at a Department Convention by a
majority votes, direct this to be done.

MISCELLANEOUS EXPENSES: Authorized reimbursement for actual expenses for
such things as telephone calls and postage needed to perform duties assigned. These
expenses may not exceed the amount appropriated in the budget as approved by the
Council of Administration for the respective program and requires the State Commander
approval.

OFFICIAL TRAVEL: Authorized mileage, and cost of hotel room and tax, when directed
to travel in the performance of their duties by the State Commander resulting in
overnight travel and requires State Commander approval.

14
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SECTION 8
Inspections

Post will be inspected annually, and the report will be submitted by the District Inspector
to the State Inspector. Districts will be inspected annually, and the report will be
submitted by the Department representative to the State Inspector. State Inspector will
generate a report to be given at each C of A meeting.

SECTION 9
REPORTING

All Posts within the Department are expected to submit Community Activities, Deceased
Comrades, Hospital, Homeless Veterans, Quarterly Audits, Safety and Youth Activity
Reports.

Program Reporting: The preferred method of reporting is online at VFW.ORG (All
American Dashboard). The Program reports can be emailed to Department
Headquarters. The Department will ensure the reports are properly submitted.

Post Reporting: The reporting period runs from May 1 to April 30" of the current VFW
year. The preferred method of reporting is on-line at VFW.ORG (All American
Dashboard). Post reports are requested monthly.

To ensure Department has sufficient time to prepare citations, plaques, for award
presentations at the Department Convention, Chairpersons are to submit District and
Post nominees no later than May 3" of the current year.

It is important that Posts and Auxiliaries do not submit “double reporting” for combined
projects.

15
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SECTION 10
AWARDS

National and Department awards shall be specified in the National Membership
Program and the Department of Indiana All-State Program documents. These
documents shall contain the requirements for each Post, District and Department award
selection.

SECTION 11
ENDORSEMENT OF CANDIDATES FOR NATIONAL OFFICE

The Department of Indiana may endorse a candidate for National Office with the
nomination from any member at any conference or State Convention. Such
endorsement shall be made no earlier than two (2) years prior to the candidate’s
nomination for such office. An exception to the two (2) year rule would be when the
candidate is from Indiana. An Indiana candidate’s endorsement shall be made no earlier
than three (3) years prior to nomination for National Office.

SECTION 12
DEPARTMENT HEADQUARTERS & SERVICE OFFICE

The State Commander shall have access to buildings, keys, security codes, files, and
all other assets of the department.

Direct management of Department Headquarters and employees of the headquarters
except the Quartermaster will be the State Adjutant. The State Adjutant, Quartermaster
and Administrative Asst. will receive a salary authorized by the Department C of A.

Department Headquarters shall be required to update and publish General Orders on a
monthly schedule. General orders will be made available to Posts, District
Commanders, and all Line Officers by the first day of each month by being published on

16
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the Department website. State officers must attend State functions as directed by State
Commander.

Department Headquarters shall be closed on all holidays as defined on page 20 of this
document and the first Monday following Fall Council of Administration, Winter Council
of Administration, Spring Council of Administration and Department Convention.

Any remote work agreements will be approved by the council of administration.
SERVICE OFFICE is governed by the Service Office SOP.

Department Service Officers and Department Headquarters employees required to

travel in the performance of their duties as directed and approved by the State
Commander will be authorized reimbursement as follows:

All Department Employees shall use the Department owned vehicles for all official
business, when available.

Lodging

Cost of any function tickets required.

Employees may not exceed the amount appropriated in the budget for their office
as approved by the Council of Administration.
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SECTION 13

RULES GOVERNING HOURS OF EMPLOYMENT, LEAVE AND
OTHER CONDITIONS OF EMPLOYMENT FOR PERMANENT
EMPLOYEES

All Department of Indiana, Veterans of Foreign Wars employees understand that any
employment at Department of Indiana, Veterans of Foreign War is at-will and of
indefinite duration, and that either the employee or the Department of Indiana, Veterans
of Foreign Wars may terminate employment at any time, with or without cause. No
agreement to the contrary will be recognized unless such an agreement is in writing and
signed by at least two of the following Commander, Sr. Vice, Jr Vice, or State Adjutant.

The Immigration Reform and Control Act of 1986 requires that the VFWIN ensure
employees are authorized for employment in the United States. Only individuals lawfully
authorized for employment in the U.S. will be employed.

In connection with the Immigration Reform and Control Act of 1986, the VFWIN must
collect certain information on INS Form [-9 and review certain documentation
concerning the employment authorization of individuals hired after November 6, 1986.
This information and documentation will be used only for compliance with the
Immigration Reform and Control Act of 1986 and not for any unlawful purpose. If
employee’s employment authorization changes or terminates after the hire date that
he/she employed, notification to the State Adjutant is required.

Polices set forth in this manual do not create a contract of employment, either

expressed or implied, nor are they to be construed to constitute contractual obligations
of any kind.

Employee Categories:

Employee categories as established by the Department of Indiana; Veterans of Foreign
Wars are:

1. Regular Full Time: An individual employed to work a full
basic work week of 40 hours.

2. Part-Time: An individual employed to work less than a
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basic work week of 40 hours.

3. Contract Employee: An individual employed for a
Specified, limited period, not to exceed
one year, on a full-time basis, pursuant to a written
contract.

Employee Positions:

Employee positions are classified as exempt or non-exempt under the Fair Labor
Standards Act and Indiana Labor Code. Exempt positions are not eligible for overtime
pay in accordance with the Act. Exempt workers fall into four categories: executives,
administrative employees, outside salesperson and professionals.

A list of exempt VFWIN positions is maintained by the Department Headquarters and is
available from the State Adjutant. The State Adjutant may classify new positions and
reclassify existing positions as appropriate to conform to FLSA guidelines. (The position
must meet the FLSA criteria), the following positions (indicated by a *) are exempt:
State Adjutant * - Regular Full Time (combination of in-office and tele-work)

State Quartermaster * - Regular Full Time (combination of in-office and tele-work)

Social media Manager/Grant Writer/Administrative Assistant * - Regular Full Time

Service Officer *

Assistant Service Officer *
Claims Representative *
Service Office Receptionist *

Probationary Period:

Whenever the term “Introductory Period” or “Probationary Period” is used in this SOP, it
shall mean up to the first ninety days (90) of employment by a newly hired or rehired
regular full-time or part-time employees unless otherwise notified of termination.
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After completing the ninety days (90) days of employment, the employee is given a
performance evaluation. The review is conducted by the employee’s immediate
supervisor includes goals based on the new employee’s strengths and weaknesses.
Performance evaluations will be given semi-annually.

Completion of an Introductory or Probationary period does not guarantee future

employment and does not alter the “at-will” status of an employee. Employees may be
terminated for or without cause during the Introductory or Probationary period.

Workweek:

The regular workweek is defined as Sunday through Saturday inclusive.

Regular working hours are from 8:00am to 4:00pm, Monday through Friday (unless
otherwise assigned), with 30 minutes for lunch. There shall be one (1) ten (10) minute

break in the morning and one (1) ten (10) minute break in the afternoon.

Compensatory Time and Overtime:

Exempt employees are not entitled to overtime pay.

To meet VFWIN business requirements, overtime is sometimes necessary, and
employees may be required to work such overtime. Supervisors will use reasonable
efforts to reduce the hardship or inconvenience to employees required to perform
overtime work. Overtime must be authorized to non-exempt employees by the State
Adjutant in advance.

All hours worked more than 40 hours a week and more than 8 hours per day will be
considered overtime for non-exempt employees. Overtime will be paid at a rate equal to
1.5 times the regular hourly rate. The work week for VFWIN employees runs from
Sunday to Saturday. For overtime purposes, a holiday falling within the week will be
considered a workday and 8 hours worked. Sick leave and vacation leave will not be
considered hours worked for overtime purposes.

VFWIN reserves the right to adjust working hours so that an employee’s hours do not
exceed forty (40) during the workweek.

Holidays:
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Holidays will conform to those holidays observed by the Federal Government
employees, including the Friday (Good Friday) prior to Easter Sunday, and the Friday
following Thanksgiving Day. When a holiday falls on a Saturday, the employees shall
observe the prior Friday; when a holiday falls on a Sunday, the employees shall observe
the following Monday.

Federal Holidays:

New Year’s Day

Memorial Day Martin Luther King Day
Labor Day Presidents Day
Christmas day July 4th

Thanksgiving Day Veterans Day

Grievances:

Employees with grievances should go first the State Adjutant or Service Officer and if no
satisfaction is obtained will in turn be authorized to contact the State Commander,

Senior Vice Commander, and the Junior Vice Commander.

Vacation Accrual:

Vacation for full-time employees will accrue as follows:

One year = 40 hours
Two years = 80 hours
5 years = 120 hours
15 years = 160 hours

vacation leave is not cumulative, and all vacation must be used by the end of the VFW
calendar year.

Annual Leave:

Annual/Vacation leave must be requested and approved in advance, and such approval
is subject to the needs and/or convenience of the VFWIN.

Annual/Vacation leave and/or leave of absence shall be applied for by the employee
and approved in advance by the State Commander or Adjutant, prior to absence from
duty. In emergencies, prior approval is not necessary. Emergencies are serious illness,
and/or death of an immediate family member.
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Annual leave or leave of absence for the State Adjutant and/or State Quartermaster
must be applied for and approved in advance by the State Commander. In
emergencies, prior approval shall not be required. Emergencies are serious illness
and/or death of an immediate family member.

Personal/Sick Days:

Regular full-time employees accrue three personal days and three sick days each
calendar year, if personal and sick days are exhausted, absence due to sickness or to
seek medical treatment will be charged against vacation leave to

the extent such leave is available. If personal/sick days and

vacation leave has been exhausted; the time off will be without pay. Unused
personal/sick days cannot be rolled over to next VFW calendar year.

For the purposes of this SOP, a year of service is defined as 12 months from the
employee’s actual date of hire provided the employee was actively at work or on paid
leave status during the 12-month period.

Any absence due to sickness or injury must be reported to supervisors as soon as
practicable. Telephone contact should be made at the earliest opportunity on the first
day of any absence, advising supervisors that the absence is due to sickness or injury
and advising of an expected date of return. Except in emergency, the employee must
personally call in and leave a contact telephone number for verification purposes, or
should a work-related question arise. A doctor’s statement shall be required to
substantiate sick leave more than three consecutive workdays or should a pattern of
absences occur. The Department Headquarters should be notified of anyone taking
three or more consecutive days of sick leave. An employee must call in each day of an
absence unless otherwise directed by their supervisor.

Periodic (at least weekly) contact shall be conducted with supervisors should the
absences extend beyond three working days to keep supervisors informed of the
employee’s status and expected date of return. Periodic reports from treating physicians
will be required to substantiate such extended absences.

Medical Leave:

Time off for extended medical or personal leave shall be scheduled through the FMLA
program and must be approved by the State Commander. All personal, sick and
vacations shall be used before using FMLA.

Bereavement Leave:
A paid leave of absence of up to 3 days plus travel time, not to exceed 2 days when
required, is granted to an employee in case of death in his/her immediate family.
Included in the immediate family is:
Mother and Current Mother-In-Law
Father and Current Father-In-Law
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Sister

Brother
Spouse
Children
Grandmother
Grandfather
Grandchildren

Military Leave:

Military leave is defined as annual training required by the Armed Forces for Reservists
or members of the National Guard, or such other active-duty training as might be in lieu
thereof. Up

To 15 days each year will be authorized without loss of vacation time.

Compensation to the employee during such periods will be reduced by the amount of
total military pay received for the same period. Additional or prolonged absence due to
military service shall be charged to vacation leave or on an unpaid basis. A copy of the
military payment stub must be submitted for record keeping.

This policy is intended to comply with all laws regarding military leave and will be
interpreted in accordance with such laws and regulations.

Jury/Civic Duty:

Jury or Civic duties are defined as: An official summons to serve on Jury Duty or to
appear as a subpoenaed witness in the court system.

When any regular full-time employee is called upon for jury service, the employee shall
advise his/her Supervisor upon receipt of such a call and furnish a copy of the summons
to the Department Headquarters. The employee shall be authorized and paid for up to
fifteen (15) working days for jury service.

Jury duty will not be counted as time off, but a time sheet record must be completed for
the file.

A subpoenaed witness will be managed in the same manner. The employee must
furnish a copy of the subpoena.

Employees are encouraged to fulfill their civic responsibility by participating in election.
Employees should find time to vote either before or after their regular work schedule.
However, should it be necessary for an employee to take time away from your regularly
scheduled workday to vote, VFWIN will provide you with up to two hours off without a
loss of pay to vote if they do not have enough time to do so in their non-work hours. If
you will need time off to vote, please provide your supervisor with two business days’
notice.
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Personnel Records:

VFWIN maintains a record system containing personnel information. Each employee’s
individual personnel file is regarded as confidential information and is treated as such.
Personnel files are the property of the VFWIN and access to the information they
contain is restricted. The only persons with access to the file shall be the employee’s
immediate supervisor, and the State Adjutant. Access to personnel files will be on a
need-to-know basis.

Any employee desiring to review his or her file must make a written request to the State
Adjutant. Requests should state the reason for the file review and the information or
documents being sought.

Staff personnel files contain the following items:
At-Will Employment Agreement
Appropriate Tax Forms
Copy of Valid State Driver’s License
Copy of Social Security Card
Signed Confidentiality Statement
Agreement to the Office Policy
Copy of DD-214 if applicable
disciplinary files

Change of Personal Information:
Any time an employee’s personal status changes, he or she must report the change to
the Department Headquarters. A change of personal information form is provided for
this purpose.
The Type of changes required are listed below:

Name

Address

Telephone number

Direct Deposit information

Marital Status

Change in family status
Failure to provide the above information could cause problems or delays in tax returns
and paychecks. It is important that employees remain diligent and responsible for
reporting all changes promptly to the Department Headquarters.

Releasing Employee Information:

All requests for information from prospective employers and/or financial institutions
about a current, retired or terminated employee must be transferred to the Department
Headquarters, which may disclose only the former employee’s dates of employment,
final title or position and job location. The State Quartermaster may verify salary history.
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Employee Disciplinary Action:

When disciplinary action is required for an employee of the VFWIN, the immediate
supervisor will initiate the action. The disciplinary action may be in the form of a letter of
reprimand or termination of employment. When charges are initiated, they will be
investigated and the results of the investigation, with a recommended action, will be
presented to the Department Council of Administration. A roll call vote of the Council at
a regular or special meeting or via telephone will be conducted. A majority vote will be
required to complete the recommended disciplinary action.

Health, Dental, Vision Insurance or Retirement Plan:

The Department of Indiana, Veterans of Foreign Wars, at the present time does not
have nor does it offer Health, Dental, Vision insurance or a Retirement Plan.

SECTION 14
DEPARTMENT VEHICLES

VFWIN, will furnish the State Commander every three (3) years a vehicle for use during
the Commander’s term of office starting in 2023. The State Sr. Vice Commander, JR.
Vice Commander and surgeon will work together to pick out a vehicle for the
Department. The State Commander is authorized to use the state debit card for fuel and
maintenance of the vehicle while conducting official/social VFWIN business. Vehicle
must be used for official business only.

VFWIN, will furnish the State Adjutant a vehicle for use during the Adjutant term of
employment. The State Adjutant is authorized to use the state debit card for fuel and
maintenance of the vehicle while conducting official VFWIN business. The State
Adjutant will buy their own fuel for travel to and from work. The C of A will have the
authority to choose the time to replace the State Adjutant car.

All state and local laws will be observed when operating these vehicles. Any traffic
violations or other violations will be charged to the licensed driver. Any damages
occurring due to negligence of the driver will be the responsibility of that driver. If a
driver elects to use other forms of music the driver will be responsible for those charges.

The Adjutant’s vehicle will have a trip log sheet. The trip log sheet be completed by the
authorized drive showing the milage at the start and end of each trip and the reason for
the trip. The authorized usage will be determined by the then current Commander.
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SECTION 15

ADOPTION AND AMENDMENTS OF STANDARD OPERATION
PROCEDURES

The Department Council of Administration is responsible for approving changes to the
SOP as deemed necessary due to new or revised requirements from National
Headquarters, Department Council of Administration, or the general membership.
The SOP must be changed by a majority vote of the Department Council of
Administration and the approved changes shall take effect immediately.

SECTION 16
ANTI-DISCRIMINATION POLICY

The Department of Indiana Veterans of Foreign Wars (hereafter referred to as the
Department) is committed to maintaining a workplace free from discrimination or
harassment on any basis. All employees are required to work in a manner that prevents
discrimination and harassment in the workplace. This Policy is one component of the
Department’'s commitment to a discrimination-free work environment. Employees have a
legal right to a workplace free from discrimination and/or harassment and employees
are urged to report such actions by filing a complaint internally with the Department.
Employees can also file a complaint with a government agency or in court under
federal, state, or local antidiscrimination laws.

Policy

This Department policy applies to all Department Officers, elected, or appointed,
whether current or former, and employees to include the staff of Department
Headquarters and Department Service Office. In the remainder of this document, the
term Department employees refer to this collective group.

Discrimination and/or harassment will not be tolerated. Any employee or individual
covered by this policy who engages in such behavior or retaliation will be subject to
remedial and/or disciplinary action (e.g., counseling, suspension, termination).

Retaliation Prohibition: No person covered by this Policy shall be subject to adverse
action because the employee reports and incident of discrimination or harassment,
provides information, or otherwise assists in any investigation of a complaint of such
behavior. The Department will not tolerate such retaliation against anyone who, in good
faith, reports or provides information about suspected discrimination or harassment. Any
employee of the Department who retaliates against anyone involved in an investigation
will be subjected to disciplinary action, up to and including termination. All employees,
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paid, or non-employees working in the workplace, who believe they have been subject
to such retaliation should inform the Department Adjutant or Department Commander.
All employees or non-employees who believe they have been a target of such retaliation
may also seek relief in other available forums, as explained below in the section on
Legal Protections. Harassers may also be individually subject to liability. Employees of
every level who engage in discrimination or harassment, including supervisors who
engage in or who allow such behavior to continue, will be penalized for such
misconduct.

The Department will conduct a prompt and thorough investigation that ensures due
process for all parties, whenever management receives a complaint about
discrimination or harassment, or otherwise know of such behavior occurring. The
Department will keep the investigation confidential to the extent possible. Effective
corrective action will be taken whenever discrimination or harassment is found to have
occurred. All employees or non-employees are required to cooperate with any internal
investigation of such behavior. All employees are encouraged to report any behaviors
that violate this policy. The Department will provide all employees with a complaint form
for employees to report discrimination and/or harassment and file complaints.

Supervisors are required to report any complaint that they receive, or any discrimination
or harassment that they observe or become aware of, to the Department Adjutant or the
Department Commander.

This policy applies to all employees, paid or unpaid non-employees, and all must follow
and uphold this policy. This policy must be provided to all employees and should be
posted prominently in all work locations to the extent practicable (for example, in a head
office, not an offsite work location) and provided to employees upon hiring.

What is Discrimination?

Discrimination on the basis of, but not limited to gender, gender identity, sexual
orientation, race, ethnicity, religion, disability or on the basis of a charge of
discrimination or a charge of unethical behavior or a conflict of interest is unlawful under
federal, state, and (where applicable) local law.

Retaliation

Unlawful retaliation can be any action that could discourage a worker from coming
forward to make or support a discrimination or harassment claim. Adverse action need
not be job-related or occur in the workplace to constitute unlawful retaliation (e.g.,
threats of physical violence outside of work hours).

Such retaliation is unlawful under federal, state, and (where applicable) local law. The
State Human Rights Law protects any individual who has engaged in protected activity.
Protected activity occurs when a person has:
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e Made a complaint of discrimination or harassment, either internally or with any
anti-discrimination agency; or

e Testified or assisted in a proceeding involving such behavior under the Human
Rights Law or other anti-discrimination law; or

e Opposed discrimination and/or harassment by making a verbal or informal
complaint to the Department Adjutant or Department Commander of such
behavior; or

e Reported that another employee has been the subject of discrimination and/or
harassment; or

e Encouraged a fellow employee to report discrimination or harassment.

Even if the alleged discrimination or harassment does not turn out to rise to the level of
a violation of law, the individual is protected from retaliation if the person had a good
faith belief that the practices were unlawful. However, the retaliation provision is not
intended to protect persons making intentionally false charges of discrimination or
harassment.

Reporting Discrimination and/or Harassment
Preventing discrimination and/or harassment is everyone’s responsibility.

The Department cannot prevent or remedy discrimination and/or harassment unless it
knows about it. Any employee paid or unpaid who has been subjected to behavior that
may constitute discrimination and/or harassment is encouraged to report such behavior
to a supervisor, the Department of Adjutant, or the Department Commander. Anyone
who withesses or becomes aware of potential instances of such behavior should report
the behavior to a supervisor, the Department Adjutant, or the Department Commander.

Reports of discrimination and/or harassment may be made verbally or in writing. A form
for submission of a written complaint is attached to this Policy, and all employees are
encouraged to use this complaint form. Employees who are reporting discrimination
and/or harassment on behalf of other employees should use the complaint form and
note that it is on another employee’s behalf.

Employees, paid or unpaid or non-employees who believe they have been a target of
discrimination and/or harassment may also seek assistance in other available forums,
as explained below in the section of Legal Protections.

Supervisory Responsibilities

All supervisors who receive a complaint or information about suspected discrimination
and/or harassment, observe what may be such behavior or for any reason suspect that
such behavior is occurring, are required to report such suspected behavior to the
Department Adjutant or the Department Commander.
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In addition to being subject to discipline if they engaged in such conduct themselves,
supervisors will be subject to discipline for failing to report suspected behavior or
otherwise knowingly allowing discrimination and/or harassment to continue.

Supervisors will also be subject to discipline for engaging in any form of retaliation.
Complaint and Investigation of Discrimination and/or Harassment

All complaints or information about discrimination and/or harassment will be
investigated, whether that information was reported in verbal or written form.
Investigations will be conducted in a timely manner and will be confidential to the extent
possible.

An investigation of any complaint, information or knowledge of suspected discrimination
and/or harassment will be prompt and thorough, commence immediately and completed
as soon as possible. The investigation will be kept confidential to the extent possible. All
persons involved, including complainants, witnesses and alleged harassers will be
accorded due process, as outlined below, to protect their rights to a fair and impartial
investigation.

Any employee may be required to cooperate as needed in an investigation of suspected
discrimination and/or harassment. The Department will not tolerate retaliation against
employees who file complaints, support another’s complaint or participate in an
investigation regarding a violation of this policy.

While the process may vary from case to case, investigations should be done in
accordance with the following steps:

e Upon receipt of a complaint, the Department Adjutant or the Department
Commander will conduct an immediate review of the allegations, and take any
interim actions (e.g., instructing the respondent to refrain from communications
with the complainant), as appropriate. If the complaint is verbal, encourage the
individual to complete the ‘Complaint Form’ in writing. If he or she refuses,
prepare a Complaint Form based on the verbal reporting.

e |f documents, emails, or phone records are relevant to the investigation, take
steps to obtain and preserve them.

e Request and review all relevant documents, including electronic communications.

¢ Interview all parties involved, including any relevant witnesses.

e Create a written documentation of the investigation (such as a letter, memo, or
email), which contains the following:

o Alist of all documents reviewed, along with a detailed summary of relevant
documents; and
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o Alist of names of those interviewed, along with detailed summary of their
statements; and

o Atimeline of events; and

A summary of prior relevant incidents, reported or unreported; and

o The basis for the decision and final resolution of the complaint, together with
any corrective action(s)

O

o Keep the written documentation and associated documents in a secure and
confidential location.

e Promptly notify the individual who reported and the individual(s) about whom the
complaint was made of the final determination and implement any corrective action
identified in the written document.

e Inform the individual who reported of the right to file a complaint or charge
externally as outlined in the next section.

Legal Protections And External Remedies

Discrimination and/or harassment is not only prohibited by the Department but is also
prohibited by state, federal, and, where applicable, local law.

Aside from the internal processes at the Department, employees may also choose to
pursue legal remedies with appropriate governmental entities. While a private attorney is
not required to file a complaint with a governmental agency, you may seek the legal advice
of any attorney.
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EMPLOYEE COMPLAINT FORM

The Department of Indiana Veterans of Foreign Wars take complaints by employees
and others of discrimination, harassment, and unethical or unfair conduct as serious
matters. So that we may thoroughly investigate your concern, you are requested to fill
out this form as completely as possible. Please use additional sheets of paper where
needed. You are not limited to the space provided. After a prompt and thorough
investigation into your complaint, you will be notified of the Department’s intended
action. Should you have any questions about the process, please set them forth at the
end of this form and we will do our best to answer them. Thank you.

Name:

Title or Position:

Department: Headquarters Service Office

Your capacity: Employee Volunteer

Nature of Complaint:
Harassment: Sexual Racial Religious Gender Sexual

Orientation Ethical Conflict of Interest Other

Date of the incident(s):

Locations of the incident(s):

1. Please describe in as much detail as possible the nature of your complaint:

VEFW DEPT OF INDIANA SOP
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2. Please identify all known persons and witnesses with
knowledge of your complaint and provide their contact
information: name, address, phone, email address.

3. Please provide or identify any known documents or other
evidence that supports your complaint.

4. Please describe how the actions you complain about have
affected your ability to do your job.

5. Please provide any additional information you wish us to
know to investigate your compliant.

| declare that the facts set forth in this complaint form are true and accurate.

Printed Name Signature Date

This complaint form was received by:

Printed Name Signature Date

VEFW DEPT OF INDIANA SOP
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SECTION 17
CODE OF ETHICS

CODE OF ETHICS AND CONFLICTS POLICY
FOR VFW DEPARTMENT OF INDIANA
OFFICERS, COUNCIL MEMBERS AND EMPLOYEES

The Veterans of Foreign Wars of the United States (“VFW?”) is a Congressionally
chartered, non-profit veterans’ organization. Its members, affiliated organizations
(including Posts and Departments) and the public look to the VFW to provide strong
leadership on veterans’ issues and to develop and implement effective programs to
promote patriotism, community service, youth development and a strong national
defense. The VFW relies on all affiliated organizations to support those important
responsibilities and adhere to certain standards in doing so. The VFW Department of
Indiana, in supporting such responsibilities, shall maintain a reputation that is above
reproach.

To sustain the Organization’s reputation and assure its continued success, the
Department officers, Council Members, employees, as well as members who are in key
leadership positions, elected or appointed (e.g., committee chairpersons) (collectively
“VFW Department of Indiana Representatives”), are expected to conduct themselves in
a professional manner and in accordance with the admonitions in the organizations’
Ritual to live lives of stainless integrity. TO maintain the trust and confidence of
members, donors, and the public, VFW Department of Indiana Representatives must
adhere to the highest standards of honesty, integrity, and professional conduct and
comply with the Code of Ethics. Violations may subject the Representative to
disciplinary action pursuant to Article IX of the National Bylaws, and such other action
as determined to be in the best interest of the Organization.

This Code of Ethics and Conflicts Policy is the policy of the VFW Department of Indiana
and is intended to foster an environment that promotes ethical conduct in conducting
the mission of the organizations by VFW Department of Indiana Representatives. While
all VFW Department of Indiana Representatives must adhere to this Code of Ethics and
Conflicts Policy, Council Members specifically have legal obligations to fulfill certain
duties that included in this policy, including the Duty of Care (making appropriate use of
VFW Department of Indiana assets and ensuring that expenditures promote the good
the VFW Department of Indiana and those who benefit from its services), Duty of
Loyalty (making decisions that benefit the VFW Department of Indiana over any single
Council Member as well as acknowledging and disclosing any conflicts of interest), and
the Duty of Obedience (ensuring that the VFW Department of Indiana acts in
accordance with its mission and Bylaws and adheres to all applicable laws and
regulations).
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VFW Department of Indiana Representatives shall be governed by the following rules of
Personal Conduct and Professional Integrity, Accountability, and Conflicts of Interest.
The Code of Ethics and Conflicts Policy and the requirements listed here cannot
specifically address every conceivable situation, but that does not relieve VFW
Department of Indiana Representatives of the responsibility for doing the right thing. It is
important to comply with the spirit as well as the letter of this Code of Ethics and
Conflicts Policy.

PERSONAL CONDUCT AND PROFESSIONAL INTEGRITY

All VFW Department of Indiana Representatives shall:

N =

o1

~

Display personal integrity, avoid misrepresentation, and

Treat all people with dignity, respect, and fairness; and

Act in a professional manner always, conducting business fairly and lawfully and
resolving differences of opinion in a mature and respectful manner; and
Promote an environment where honesty and open communications are valued;
and

Respect and protect confidential and privileged information; and

Refuse to engage in or tolerate any form of discrimination, harassment, or
violence toward members, employees, volunteers, other officers, or anyone who
meets the VFW Department of Indiana; and

Take responsibility for the safety of yourself and others; and

Act in a manner that reflects positively on the VFW Department of Indiana and
refrain from behavior that could harm the VFW’s reputation, always speaking
highly of the Organization and its members; and

Promote the VFW and support the activities of the organization.

ACCOUNTABILITY

Members and donors have placed their trust in the leadership of the organization to use
funds to best fulfill the mission of the VFW. To honor the trust, VFW Department of
Indiana Representatives shall:

1.

3.

4.

Use Department of Indiana’s resources only for the benefit of the Department of
Indiana and its mission and refrain form using Department of Indiana’s
resources for any purpose that does not benefit the organization; and

Ensure that travel, entertainment, and related expenses that are incurred on
behalf of the Department of Indiana are reasonable and for the benefit of the
organization, not for personal gain or interests; and

Make objective and informed decisions concerning the proper use of funds or
assets of the organization; and

Protect and effectively use the assets of the organization.
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CONFLICTS OF INTEREST

A potential conflict of interest arises when circumstances raise the possibility that VFW
Department of Indiana Representative or a family members (defined as spouse, sibling,
parent, child, grandchild, in-law, or domestic partner) of such VFW Department of
Indiana may receive a direct or indirect benefit or advantage that may cause the VFW
Department of Indiana Representative to have dual or conflicting loyalties. Any
arrangements or circumstances, including business interests, fiscal interests,
employment, political or family relationships, which might dissuade a VFW Department
of Indiana Representative from acting in the best interests of the VFW could give rise to
a conflict of interest. A financial interest is not necessarily a conflict of interest. AVFW
Department of Indiana Representative who has financial interest in a particular matter
will only have conflict of interest if the Council determines that the financial interest is
not in the best interest of the VFW. To avoid even the appearance of a conflict of
interest that could tarnish the image of the VFW, no one serving as a VFW Department
of Indiana Representative shall take personal advantage of such leadership role by
allowing a situation to exist that is, or may be perceived to be, a conflict of interest.

Examples of actual or potential conflict of interest include, but not limited to:

e Engaging directly or indirectly in a business transaction with the VFW
Department of Indiana, including making a loan to or owing a debt or a financial
obligation to the VFW Department of Indiana.

e Receiving, either currently or within the last 12 months, or potentially receiving,
payment in cash or in-kind (e.g., extravagant gifts) from any business, entity, or
person outside the VFW that transacts business or is seeking to transact
business with the VFW Department of Indiana.

e Acting as a broker, finder, go-between, or otherwise for the benefit of a third party
involving the VFW Department of Indiana or its interests.

e Holding a significant financial or controlling interest, or a position of influence, in
any entity with which the VFW Department of Indiana does business or is
seeking to do business (e.g., the VFW Department of Indiana’s vendors,
contractors, collaborators, or affiliates).

e Making or accepting referrals to or from outside providers or vendors of the VFW
Department of Indiana, which may result in personal gain.

All VFW Department of Indiana Representatives must:

1. Make all decisions based upon the best interest of the VFW Department of
Indiana; and

2. Refrain from the use of VFW Department of Indiana resources for personal gain
or the appearance thereof; and
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3. Timely disclose, in accordance with the disclosure procedures set forth below,
any conflicts or potential conflicts of interest, as defined above, relating to any
current or proposed transaction, strategy, relationship, arrangement, grant,
program, or other activity in which VFW Department of Indiana is a participant;
and

4. Refrain from influencing the selection of vendors who are directly or indirectly
associated with the VFW Department of Indiana Representative or such VFW
Department of Indiana Representative’s family members, personal friends, or
business associates; and

5. Avoid any conduct that could directly or indirectly benefit the VFW Department of
Indiana Representative and refrain from using such positions, directly or
indirectly, for private gain or to advance personal interest or that of any family
member, friend, business associate, or other person with whom a personal
relationship exists; and

6. Decline any extravagant gift, travel, entertainment, gratuity, favor, or
extraordinary discounts on merchandise obtained in the performance of VFW
Department of Indiana duties from anyone, and, under no circumstances, should
any of the affect business decisions. “Extravagant” or “extraordinary” means
anything that might be deemed excessive in the normal course of business.
Reasonable entertainment and travel provided by vendors or associated
organizations that relate to VFW Department of Indiana business is acceptable.
Any staff member who questions the appropriateness of the gift, travel,
entertainment, favors, or discounts must disclose it to the Department
Commander before accepting any such gift, travel, entertainment, favors, or
discounts.

7. Ensure that outside employment and other activities do not adversely affect the
performance of VFW Department of Indiana duties; and

8. Avoid any situation that may have an appearance of a conflict of interest.

DISCLOSURE REQUIREMENTS AND PROCEDURES FOR REVIEW

Each VFW Department of Indiana Representative has a duty to disclose in good faith to
the Council the material facts of any actual or potential conflicts of interest of such VFW
Department of Indiana Representative by completed the attached VFW Department of
Indiana Code of Ethics Acknowledgement Form (“Disclosure Form”) when any new
activity or relationship arises, and as well as complete the Disclosure Form on an
annual basis, prior to commencement of service for the VFW Department of Indiana.
The appearance of a potential conflict does not necessarily mean that such an
individual is prevented from voting on the matter at hand. Rather, the disclosure simply
requires that the potential conflict be identified, the extent of the conflict discussed, and
the determination made on whether the potential conflict is significant enough to warrant
recusal on a particular matter.
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Disclosure forms shall be submitted by officers and Council Members to the Department
Adjutant on an annual basis and any time a new activity or relationship arises that would
require disclosure. The Department Adjutant shall maintain the Disclosure Forms on a
permanent basis as part of the Department’s books and records and the Department
Adjutant shall report on conflicts annually to the Council. If a situation arises that
requires the Council’s immediate attention, the Department Adjutant shall timely report it
to the Council.

It is the responsibility of the Council to enforce the Code of Ethics and Conflicts Policy.
The Council, or a designated committee of Council Members, shall review the
Quartermaster General’s report on the Disclosure Forms and shall follow up on each
potential conflict within one month of the VFW Department of Indiana Representative’s
initial submission of the Disclosure Form to determine if a conflict of interest exists. A
VFW Department of Indiana Representative making a disclosure shall have to
opportunity to disclose all material facts as part of this review process but may not
participate in the Council’s deliberations or in the Council’s determination of whether a
conflict of interest exists with respect to such disclosure.

Any person having a conflict or potential conflict shall keep confidential any information
presented to the Council and/or any discussion or decision by the Council. If the Council
determines that a conflict of interest exists, any interested person shall abstain from
participating in discussions or decision-making issues related to the matter in which the
person has an interest.

A VFW Department of Indiana Representative, who in the course of conducting Council
business discovers that such VFW Department of Indiana Representative has an actual
or potential conflict, shall disclose the details of such actual or potential conflict
immediately to the Commander-in-Chief in writing (and orally if the situation so requires)
and shall abstain from discussions and voting related to transactions or arrangements
that involve, or may involve, the actual or potential conflict until a determination can be
made by the Council regarding whether such VFW Department of Indiana
Representative has a conflict of interest.

If a VFW Department of Indiana Representative believes another person within the
organization may have a conflict of interest, the VFW Department of Indiana
Representative shall promptly report the matter to the appropriate authority (Adjutant or
Commander) for review or investigation by the Council, as necessary.

The minutes of the Council shall record the names of the persons who were found to
have an actual or potential conflict of interest, the nature of the conflict, the nature of the
follow-up, and the Council’s decision as to whether a conflict of interest in fact existed.
The minutes should also record both the names of the persons who abstained and of
the persons who were present for discussions, any votes relating to the transaction or
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arrangement, the content of the discussion, including any alternatives to the proposed
transaction or arrangement if considered, and a record of any votes taken in connection
with the determination.

If the Council has reasonable cause to believe a VFW Department of Indiana
Representative has failed to disclose actual or potential conflict of interest, it shall inform
the person of the basis for such belief and afford the person an opportunity to explain
the alleged failure to disclose. If, after hearing the person’s response and after making
any further investigation warranted by the circumstances, the Council determines the
person failed to disclose an actual or potential conflict of interest, it shall take
appropriate disciplinary and corrective action. Intentional violation of this Policy
constitutes cause for termination or removal. If a conflict of interest cannot be resolved
through abstention, the interested person may be terminated or asked to resign. Any
proposed transaction in which a VFW Department of Indiana Representative has a
conflict of interest must be approved by a majority of the members of the Council, not
including the interested individual.
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VFW DEPARTMENT OF INDIANA CODE OF ETHICS
ACKNOWLEDGMENT AND CONFLICT OF INTEREST
DISCLOSURE FORM

| am currently aware of one or more interests or relationships that could give rise to a
conflict of interest or otherwise violate the Code of Ethics and Conflicts Policy. *

*If you are aware of any possible conflicts of interest or violations of the Code of Ethics
and Conflicts Policy, please describe them here (attach pages if necessary):

My family members and/or | related (through business or family) to the following board
members, officers, committee members, personnel, vendors, consultants,
customers/clients, key advisors,

etc.:

Date Signature

Printed Name

Position or relationship with VFW Dept of IN
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SECTION 18
SEXUAL HARASSMENT POLICY

DEPARTMENT OF INDIANA VETERANS OF FOREIGN WAR
SEXUAL HARASSMENT POLICY

The Department of Indiana Veterans of Foreign Wars (hereafter referred to as the
Department) is committed to maintaining a workplace free from sexual harassment.
Sexual harassment is a form of workplace discrimination. All employees are required to
work in a manner that prevents sexual harassment in the workplace. This Policy is one
component of the Department’s commitment to a discrimination-free work environment.
Sexual harassment is against the law and all employees have a legal right to a
workplace free from sexual harassment is against the law and all employees have a
legal right to a workplace free from sexual harassment and employees are urged to
report sexual harassment by filing a complaint internally with the Department.
Employees can also file a complaint with a government agency or in court under
federal, state, or local antidiscrimination laws.

Policy

This Department of Indiana, Veterans of Foreign Wars policy applies to all Department
Officers, elected, or appointed, whether current or former, Directors and employees to
include staff of Department Headquarters and Department Service Office. In the
remainder of this document, the term Department employees refer to this collective

group.

Sexual harassment will not be tolerated. Any employee or individual covered by this
policy who engages in sexual harassment or retaliation will be subject to remedial
and/or disciplinary action (e.g., counseling, suspension, termination).

Retaliation Prohibition: No person covered by this Policy shall be subject to adverse
action because the employee reports an incident of sexual harassment, provides
information, or otherwise assists in any investigation of a sexual harassment complaint.
The Department will not tolerate such retaliation against anyone who, in good faith,
reports or provides information about suspected sexual harassment. Any employee of
the Department who retaliates against anyone involved in a sexual harassment
investigation will be subjected to disciplinary action, up to an including termination. All
employees who believe they have been subject to such retaliation should inform the
Department Adjutant or the Department Commander. All employees who believe they
have been a target of such retaliation may also seek relief in other available forums, as
explained below in the section on Legal Protections. Sexual harassment is offensive, is
a violation of our policies, is unlawful, and may subject the Department to liability for
harm to targets of sexual harassment. Harassers may also be individually subject to
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liability. Employees of every level who engage in sexual harassment, or who allow such
behavior to continue, will be penalized for such misconduct.

The Department will conduct a prompt and thorough investigation that ensures due
process for all parties, whenever management receives a complaint about sexual
harassment, or otherwise knows of possible sexual harassment occurring. The
Department will keep the investigation confidential to the extent possible. Effective
corrective action will be taken whenever sexual harassment is found to have occurred.
All employees are required to cooperate with any internal investigation of sexual
harassment. All employees are encouraged to report any harassment or behaviors that
violate this policy. The Department will provide all employees with a complaint form for
employees to report harassment and file complaints.

What Is “Sexual Harassment”?

Sexual harassment is a form of sex discrimination and is unlawful under federal, state,
and (where applicable) local law. Sexual harassment includes harassment on the basis
of sex, sexual orientation, self-identified or perceived sex, gender expression, gender
identity and the status of being transgender.

Sexual harassment includes unwelcome conduct which is either of a sexual nature, or
which is directed at an individual because of that individual’s sex when:

e Such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile or offensive
work environment, even if the reporting individual is not the intended target of the
sexual harassment.

e Such conduct is made either explicitly or implicitly a term or condition of
employment; or

e Submission to or rejection of such conduct is used as the basis for employment
decisions affecting an individual’'s employment.

A sexually harassing hostile work environment includes, but is not limited to, words,
signs, jokes, pranks, intimidation, or physical violence which are of a sexual nature, or
which are directed at an individual because of the individual’s sex. Sexual harassment
also consists of any unwanted verbal or physical advances, sexually explicit derogatory
statements or sexually discriminatory remarks made by someone which are offensive or
objectionable to the recipient, which cause the recipient discomfort or humiliation, which
interfere wit the recipient’s job performance.

Sexual harassment also occurs when a person in authority tries to trade job benefits for
sexual favors. This can include hiring, promotion, continued employment or any other
terms, conditions, or privileges of employment. This is also called quid pro quo
harassment.
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Any employee who feels harassed should report it so that any violation of this policy can
be corrected promptly. Any harassing conduct, even a single incident, can be addressed
under this policy.

Examples of sexual harassment

Employees may be subject to discipline for retaliating against others. The following
describes some of the types of acts that may be unlawful sexual harassment and that
are prohibited:

e Physical acts of a sexual nature, such as:
1. Touching, pinching, patting, kissing, hugging, grabbing, brushing against
another employee’s body, or poking another employee’s body; or
2. Rape, sexual battery, molestation or attempts to commit these assaults.

¢ Unwanted sexual advances or propositions, such as:

1. Requests for sexual favors accompanied by implied or overt threats
concerning the target’s job performance of evaluation, a promotion or
other job benefits or detriments; or

2. Subtle or obvious pressure for unwelcome sexual activities.

e Sexually oriented gestures, noises, remarks or jokes, or comments about a
person’s sexuality or sexual experience, which create a hostile work
environment.

e Sex stereotyping occurs when conduct or personality traits are considered
inappropriate simply because they may not conform to other people’s ideas or
perceptions about how individuals of a particular sex should act or look.

e Sexual or discriminatory displays or publications anywhere in the workplace,
such as:

1. Displaying pictures, posters, calendars, graffiti, objects, promotional
material, reading materials or other materials that are sexually demeaning
or pornographic. This includes such sexual displays on workplace
computers or cell phones and sharing such displays while in the
workplace.

e Hostile actions taken against an individual because of that individual’s sex,
sexual orientation, gender identity and the status of being transgender, such as:

1. Interfering with, destroying or damaging a person’s workstation, tools, or
equipment, or otherwise interfering with the individual’s ability to perform
the job; or

2. Sabotaging an individual's work; or

3. Bullying, yelling, name-calling.
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Who can be a target of sexual harassment?

Sexual harassment can occur between any individuals, regardless of their sex or
gender. Harassers can be a superior, a subordinate, a coworker or anyone in the
workplace including an independent contractor, contract worker, vendor, client,
customer, or visitor.

Where can sexual harassment occur?

Unlawful sexual harassment is not limited to the physical workplace itself. It can occur
while employees are traveling for business or at employer sponsored events or parties.
Calls, texts, emails, and social medial usage by employees can constitute unlawful
workplace harassment, even if it occurs away from the workplace premises, on personal
devices or during non-work hours.

Retaliation
Unlawful retaliation can be any action that could discourage a worker from coming
forward to make or support a sexual harassment claim. Adverse action need not be job-
related or occur in the workplace to constitute unlawful retaliation (e.g., threats of
physical violence outside of work hours).
Such retaliation is unlawful under federal, state, and local law. The State Human Rights
Laws protects any individual who has engaged in protected activity. Protects activity
occurs when a persona has:
e made a complaint of sexual harassment, either internally or with any anti-
discrimination agency; or
o testified or assisted in a proceeding involving sexual harassment under the
Human Rights Law or other anti-discrimination law; or
e reported that another employee has been sexually harassed; or
e encouraged a fellow employee to report harassment.
Even if the alleged harassment does not turn out to rise to the level of a violation of law,
the individual is protected from retaliation if the person had a good faith belief that the
practices were unlawful. However, the retaliation provision is not intended to protect
persons making intentionally false charges of harassment.

Reporting Sexual Harassment

Preventing sexual harassment is everyone’s responsibility.

The Department cannot prevent or remedy sexual harassment unless it knows about it.
Any employee, who has been subjected to behavior that may constitute sexual
harassment is encouraged to report such behavior to a supervisor, Department
Adjutant, or the Department Commander. Anyone who witnesses or becomes aware of
potential instances of sexual harassment should report such behavior to a supervisor,
Department Adjutant, or the Department Commander.

Reports of sexual harassment may be made verbally or in writing. A form for submission
of a written complaint is attached to this Policy, and all employees are encouraged to
use this complaint form. Employees who are reporting sexual harassment on behalf of

43
VEFW DEPT OF INDIANA SOP



other employees should use the complaint form and note that it is on another
employee’s behalf.

Employees, who believe they have been a target of sexual harassment may also seek
assistance in other available forums, as explained below in the section on Legal
Protections.

Supervisory Responsibilities

All supervisors who receive a complaint or information about suspected sexual
harassment, observe what may be sexually harassing behavior or for any reason
suspect that sexual harassment is occurring, are required to report such suspected
sexual harassment to the Department Adjutant or the Department Commander.

In addition to being subject to discipline if they engaged in sexually harassing conduct
themselves, supervisors will be subject to discipline for failing to report suspected
sexual harassment or otherwise knowing allowing sexual harassment to continue.

Supervisors will also be subject to discipline for engaging in any retaliation.

Complaint and Investigation of Sexual Harassment

All complaints or information about sexual harassment will be investigated, whether that
information was reported in verbal or written form. Investigations will be conducted in a
timely manner and will be confidential to the extent possible.

An investigation of any complaint, information or knowledge of suspected sexual
harassment will be prompt and thorough, commenced immediately and completed as
soon as possible. The investigation will be kept confidential to the extent possible. All
persons involved, including complainants, witnesses and alleged harassers will be
accorded due process, as outlined below, to protect their rights to a fair and impartial
investigation.

Any employee may be required to cooperate as needed in an investigation of suspected
sexual harassment. The Department will not tolerate retaliation against employees who
file complaints, support another’s complaint or participate in an investigation regarding a
violation of this policy. While the process may vary from case to case, investigations
should be done in accordance with the following steps:

e Upon receipt of a complaint, the Department Adjutant or the Department
Commander will conduct an immediate review of the allegations, and take any
interim actions (e.g., instructing the respondent to refrain from communications
with the complainant), as appropriate. If the complainant is verbal, encourage the
individual to complete the “Complaint Form” in writing. If he or she refuses,
prepare a Complaint Form based on the verbal reporting.

e |If documents, emails, or phone records are relevant to the investigation, take
steps to obtain and preserve them.
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e Request and review all relevant documents, including all electronic
communications.
¢ Interview all parties involved, including any relevant witnesses;

e Create a written documentation of the investigation (such as a letter, memo, or

email), which contains the following:

1. Alist of all documents reviewed, along with a detailed
summary of relevant documents;

2. Alist of names of those interviewed, along with a detailed
summary of their statements;

3. Atimeline of events;

4. A summary of prior relevant incidents, reported or
unreported; and

5. The basis for the decision and final resolution of the
complaint, together with any corrective action(s).

e Keep the written documentation and associated documents in a secure and
confidential location.

e Promptly notify the individual who reported and the individual(s) about whom

the complaint was made of the final determination and implement any corrective

actions identified in the written document.
¢ Inform the individual who reported of the right to file a complaint or charge
externally as outing in the next section.

Legal Protections and External Remedies
Sexual harassment is not only prohibited by the Department but is also prohibited by
state, federal, and, where applicable, local law.

Aside from the internal processes at the Department, employees may also choose to
pursue legal remedies with appropriate governmental entities. While a private attorney
is not required to file a complaint with a government agency, you may seek the legal
advice of an attorney.

VEFW DEPT OF INDIANA SOP
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EMPLOYEE COMPLAINT FORM

The Department of Indiana Veterans of Foreign Wars take complaints by employees
and others of discrimination, harassment, and unethical or unfair conduct as serious
matters. So that we may thoroughly investigate your concern, you are requested to fill
out this form as completely as possible. Please use additional sheets of paper where
needed. You are not limited to the space provided. After a prompt and thorough
investigation into your complaint, you will be notified of the Department’s intended
action. Should you have any questions about the process, please set them forth at the
end of this form and we will do our best to answer them. Thank you.

Name:

Title or Position:

Department: Headquarters Service Office

Your capacity: Employee Volunteer

Nature of Complaint:
Harassment: Sexual Racial Religious Gender Sexual

Orientation Ethical Conflict of Interest Other

Date of the incident(s):

Locations of the incident(s):

1. Please describe in as much detail as possible the nature of your complaint:
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2. Please identify all known persons and witnesses with
knowledge of your complaint and provide their contact
information: name, address, phone, email address.

3. Please provide or identify any known documents or other
evidence that supports your complaint.

4. Please describe how the actions you complain about have
affected your ability to do your job.

5. Please provide any additional information you wish us to
know to investigate your compliant.

| declare that the facts set forth in this complaint form are true and accurate.

Printed Name Signature Date

This complaint form was received by:

Printed Name Signature Date

VEFW DEPT OF INDIANA SOP
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SECTION 19
Whistleblower Policy

DEPARTMENT OF INDIANA
VETERANS OF FOREIGN WARS OF THE UNITED STATES
Whistleblower Policy

A whistleblower, as defined in this policy, is an Officer, Council Member or volunteer of
the Veterans of Foreign Wars, who reports an activity that he/she believes to be illegal
or dishonest or violates the By-Laws or policies of this organization. The whistleblower
is not responsible for investigating the matter, other than making himself/herself
reasonably comfortable that the reported information is credible, or for determining fault
or corrective measures. That is the responsibility of the appropriate Officers of the
Department.

Examples of illegal or dishonest activities are violations of Federal, State or local laws,
requesting or accepting bribes, kickbacks or benefits from vendors, or other fraudulent
financial reporting. Examples of violations of the By-Laws or policies could be failure to
enforce By-Law provisions or refusing to comply with policies concerning travel and
reimbursement.

If an officer or member/volunteer has knowledge of such conduct, the officer, member or
volunteer may report it to the State Commander or, if the Commander is thought to be
involved, to the Council of Administration. The officers, member or volunteer should
base his/her allegations on credible information and use sound judgment to avoid
baseless allegations. Intentionally making a false report of wrongdoing may subject the
individual to discipline.

Whistleblower protections are provided in two important areas — confidentiality and
retaliation. Insofar as possible, the confidentiality of the whistleblower will be
maintained. However, identity may be disclosed to conduct a thorough investigation,
comply with law or provide individuals with their legal rights. VFW will not retaliate
against a whistleblower. Any whistleblower who believes he/she has been subjected to
retaliation must contact the Commander or, if the Commander is thought to be involved,
to the Council of Administration.

The right of a whistleblower for protection against retaliation does not include complete
immunity for any personal wrongdoing in which the whistleblower participated.

48
VEFW DEPT OF INDIANA SOP



SECTION 20
DEPARTMENT TAX AND FINANCE

Section 1. Budget and Finance Committee: The Department Budget and Finance
Committee consists of six (6) members plus the Department Quartermaster. Two
(2) new members will be appointed by the incoming Junior Vice Commander, the
two members appointed by the retiring Commander will retire.

Members serve a 3-year term. The Committee shall at the first meeting after the
Department Convention elect a Chairperson to preside over the meetings and
report to the Council of Administration. The Chairperson will appointa member to
be Committee Secretary. The Committee Secretary shall be responsible for
Committee minutes and providing a copy of the minutes of each meeting to the
Council of Administration, within ten (10) business days of the meeting. In the
event of a vacancy as defined in National Bylaws Sec 517, the officer who
appointed the member to the Committee will appoint a new member to fill the
vacancy, the new member will serve the remainder of the previous member's
term.

Section 2. The duties of the Budget and Finance Committee shall be as follows:

a. To assist the Department Quartermaster and Department Commander in preparing
the department budget to be presented at the first Council of Administration meeting
after the Department Convention. Review and approve the budget before it goes to
the full council for approval.

b. Assist the Department Commander and Quartermaster in preparing spending limits
for each Department officer and contractual obligation limits for approval at the
first Council of Administration meeting after the Department Convention.

c. Prior to each Council of Administration meeting, review and internally audit the
books which must include all monthly financial reports, and necessary records and
vouchers of the Department Quartermaster and report said review at each Council
of Administration meeting.

d. To review the annual external audit required by Article V, Section 4 - a, and provide
a report to the delegates at the annual Department Convention.

e. To verify, each quarter, the investments of the Department made by the
Department Quartermaster, and to report to the Council of Administration the
status of the same.
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Section 3. Salaries: The Budget and Finance Committee shall recommend, and the
Council of Administration shall fix the salaries of all Department employees at the
first meeting of the Council of Administration after the Department Convention in
June of each year.

Section 4. The Budget and Finance Committee shall recommend, and the Council
of Administration shall fix the expense allowance of all Department Officers,
Budget and Finance Committee, Inspector, Chief of Staff, Legislative Chairperson,
Historian, Membership Chairperson, and employees in the annual budget. There
shall also be budgeted a sufficient sum for the necessary travel and hotel
expenses to said Convention by the Department Commander, Sr. and Jr. Vice
Commanders, Surgeon, Adjutant, Quartermaster, and the Jr. Past Department
Commander.

Section 5. The Department Convention, or the Council of Administration may
from time to time establish special funds for special purposes. A special fund may
be either permanent or temporary and shall consist of all funds, including
appropriations from the general fund by the Council of Administration, received
with the understanding that they are to be devoted to the purpose indicated. No
funds may be expended from such special funds without the approval of the
Council of Administration. All other monies in the Department treasury shall be In
the general fund.

Section 6. All funds of the Department are to be held, invested, and expended as
provided in the National Bylaws and Manual of Procedure. The Council of
Administration, on the advice of the Budget and Finance Committee, shall set a
policy for the Department Quartermaster to invest the surplus funds of the
Department.

Section 7. The Department Per Capita Tax (Department Dues) shall be assessed
each year by resolution of Department Convention provided in Section 104 of
the National Bylaws and Manual of Procedure. Department dues of life
members shall be fixed as provided in the National Bylaws and Manual of
Procedure. Membership funds received by the Department shall be allocated to
categories within the Department budget as approved by the Department
Council of Administration.
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Section 8. Not later than fifteen (15) days before the convening of the
Department Convention, a delegate registration fee of four dollars ($4.00) shall be
paid by each Post to the Department in accordance with the National Bylaws, for
each and every delegate to which the Post shall be entitled.

Section 9. Any monies or other things of value (in excess of the actual expenses
incurred by the Department) realized from the Department Convention, shall
revert to the Department's General Fund.

Section 10. All Department officials handling monies of the Veterans of Foreign
Wars of the United States shall be bonded with a good and solvent indemnity
company, as surety, in a sum at least equal to the average amount of funds
and/or the value of property for which, so far as can be anticipated, he/she may
be accountable during the year. In case of delinquencies due to Department
Headquarters, action shall be taken at once by the proper officials to bring about
a speedy and complete settlement. The bond (or bonds) of all Department
Officers shall be approved by the Department Council of Administration.

Section 11. The Annual Financial Report, complete in every detail, shall be

prepared by the Department Quartermaster as of the last day of the month
following each annual Department Convention and shall be certified by an

outside firm of Certified Public Accountants.

Section 12. All profits from the sale of Poppies shall be credited to the
Department Veterans Relief Fund.
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SECTION 21
SERVICE OFFICE COMMITTEE

Section 1. The Department Service Office Committee shall consist of four (4)
Immediate Past Department Commanders. When a Department Commander
retires at the end of their term, they shall thereupon become a member of said
committee and the Senior Past Department Commander of the four (4) members
of the committee shall thereupon retire from the committee. If a member is
removed as defined in National Bylaws Sec 517 or resigns they will be replaced
by an appointment of the Department Commander.

Section 2. The Department Service Office Committee shall have full control of
the Rehabilitation and Service work of the Department, subject to the Bylaws
and Manual of Procedure. The committee shall elect its own chairperson and
shall make a written and oral report to each regular meeting of the Council of
Administration and Department Convention.

Section 3. The Department Service Officer shall be appointed by the Department
Commander upon the recommendation and approval of the Department Service
Office Committee, after a thorough investigation of the applicant has been made
by those concerned.
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SECTION 22
FINANCE COMMITTEE REPORT OF AUDIT

DEPARTMENT OF INDIANA
VETERANS OF FOREIGN WARS OF THE UNITED STATES

FINANCE COMMITTEE REPORT OF AUDIT

Apr-dJun  Jul-Sep Oct-Dec Jan-Mar

Year
. BUDGET
1. Was a budget prepared by the finance committee? Yes/No
2. Was the budget approved by the Council of Administration? Yes/No
Il. FINANCIAL REPORTS
1. Is a financial report prepared by the Quartermaster? Yes/No

2. Do the appropriate individuals Review the Quartermaster’s Quarterly Financial
Report? Yes/No

3. Was the financial report presented to the Council of Administration? Yes/No
4. Did the report show, in detail, the source of all income and expense?  Yes/No
5. Was the report clear, concise, and easily understood? Yes/No

6. Did the Quartermaster or commercial financial firm prepare
An annual or year-end detailed, written financial report? Yes/No

lll. INCOME

1. Are funds received by the Department always deposited in
a timely manner? Yes/No

2. Was all income properly allocated and categorized into
The appropriate budget line items? Yes/No

3. Are designated funds directed to restricted accounts? Yes/No
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4. Are donation funds acknowledged to the donor?

5. Were funds ever deposited into a personal account?

IV. DISBURSEMENTS

1. Are vouchers used to document expenditures?

2. If vouchers are used, are vouchers reviewed and

Expenditures authorized by the Commander or IAW COA guidelines?

3. Are canceled checks examined to verify that disbursements
Were actually paid to the proper vendors/parties?

4. Are all checks used or voided, accounted for?
5. Are any invoices to vendors over 30 days in arrears?

6. Was a proper invoice or receipt made for each expenditure?

V. GENERAL LEDGER

1. Accounts receivable reviewed by the Quartermaster?
2. Accounts payable reviewed by the Quartermaster?

3. Other Asset Accounts reviewed by the Quartermaster?
4. Correct fund balance carried into next year?

VI. FINANCIAL PROCEDURES & CONTROL

1. Are the bank statements opened by and independently
Reviewed prior to reconciliation?

2. Are bank statements reconciled in a timely manner?
3. Difference researched & cleared?
4. Are Interest and Service Charges recorded?

5. Are reconciled bank statements reviewed by the Quartermaster?
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Yes/No

Yes/No

Yes/No
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Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No
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6. Are all checks imprinted with sequential numbers?

7. Are all checks signed by the required number of
Authorized signers?

8. Are all checks accounted for, including voided checks?

VII. PAYROLL

1. Personnel files kept on individuals?

2. Personnel files safeguarded and confidential?
3. Salaries paid according to approval?

4. Payroll taxes deposits & timely remittances to
Government agencies made in a timely manner?

5. Is the Employee Payroll Tax (Employer’s Quarterly
Federal Tax Return) Form 941 filed quarterly?

6. Proper filings made to appropriate Local, State and
Federal Income Tax agencies, e.g. IRS, etc.?
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Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No
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VIII. AUDIT REVIEW FINDINGS

IX. AUDIT CERTIFICATION Date
Member 1: Member 2:
Member 3: Member 4:
Member 5: Member 6:
Review:
State Commander State Quartermaster  State Adjutant
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APPENDIX 1

AGREEMENT AND ACKNOWLEDGEMENT OF VFWIN STANDARD
OPERATING PROCEDURES

Employee:

| acknowledge that | have received a copy of VFWIN Standard Operation Procedures,
which contains vital information on the Department’s policies, procedures, and benéefits.
| understand that this document’s policies are intended only as guidelines, not a
contract of employment. | understand that my employment is on “at will” terms (unless
appointed) and therefore subject to termination, with or without notice or obvious
reason, by myself or the Department. Changes to my “at-will” status may only take the
form of a written agreement signed by an authorized member of the Department as well
as myself. This agreement supersedes all prior agreements.

| understand that the Department may change its policies, procedures, and benefits at
any time at its sole discretion, as well as interpret or vary them however it deems

appropriate.
| have read and agree to abide by all policies and procedures contained therein.
By: Date:
By: Date:
STATE ADJUTANT
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APPENDIX 2
JOB DESCRIPTIONS

DEPARTMENT OF INDIANAADJUTANT
Job Title: State Adjutant, Veterans of Foreign Wars, Department
of Indiana
Department: Veterans of Foreign Wars, Department of Indiana
Headquarters, Indianapolis, Indiana
Supervisor: State Commander, Veterans of Foreign Wars,
Department of Indiana
General Job Description:
The Adjutant will be responsible for administrative oversight and support for the
Veterans of Foreign Wars.
Major Duties and Responsibilities:
Be the official corresponding officer for the Department and shall attest to all
official communications and reports with the Adjutant’s signature.
Maintain a digital file for all forms and records.
Department Officers and Committees
Supervise Department Administrative Assistant.
Support all VFW National and Departmental Programs.
Coordinate communication between the Department and VFW National
Headquarters.
Maintain communication between the Department and Districts to ensure smooth
flow of information.
Manage all Departmental reports to ensure accurate information is getting out to
Districts including the District and Post Status Reports.

Minor Duties and Responsibilities:
Ability to cross-train with Administrative Assistant Duties
o Answer phone calls
o Utilize office equipment
o Filing and Typing of Reports and Correspondence
o Maintain a continuity file

Qualifications and Skills:
Management, Leadership and Communication skills
Typing ability
Microsoft Word and Excel knowledge including Mail Merge
***Must be available to travel to all
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parts of Indiana.
***All other duties that the State Commander might ask

JOB DESCRIPTION

STATE ADMINISTRATIVE ASSISTANT/MEDIA MANAGER/GRANT WRITER
Job Title: State Administration Assistant/Media Manager/Grant Writer
Department: Veterans of Foreign Wars, Department of Indiana

Headquarters, Indianapolis, IN
Supervisor: Department Adjutant, Department Quartermaster Veterans of Foreign
Wars, Department of Indiana

General Job Description:

Excellent communication skills both oral and written.
Social Media

e Using social media marketing tools to create and maintain the Department of
Indiana’s brand.

e Interacting with customers and other stakeholders via the Department’s social
media accounts.

e Setting key performance indicators (KPIs) for social media campaigns, such as
targets for certain number of shares or likes and measuring a campaign’s
performance against the KPlIs.

Assistant Grant Writer

e Research and evaluate grant opportunities for program and capacity alignment
and make recommendations for pursuit of grant funding.

e Collaborate with team members to gather pertinent program information and
goals for outcomes and outputs for submissions, and disseminate details for
awarded grants, including measurement plans.

e Compose and edit grand proposals, letters of intent, concept papers, and grant
report with strict adherence to deadlines.

e Assist with grant budget tracking and reporting.

e Execute annual fundraising efforts acquired through foundation and corporate
foundation grants.

¢ Maintain grants calendar.

e Attend grant information meetings and build relationships with foundation
partners.

VEFW DEPT OF INDIANA SOP
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Administrative Assistant

¢ Administrative Support at State Headquarters, Conferences, Conventions, and
Meetings.

e Making and confirming room reservations for National Convention and State
Conferences and Conventions.

¢ Maintain the VFW Department of Indiana website and social media accounts.

e Work with the State Quartermaster in writing grants.

Knowledge, Skills and Abilities Required:

e Position requires advanced leadership and management skills, human relations,
analytical, organizational and management skills to move the purposes and goals
of the organization to a successful conclusion.

e Requires knowledge gained through extensive study in either a business or
academic environment.

e The position further requires the ability to effectively communicate through written
correspondence and public speaking.

e Proficient in Microsoft Word, Excel, Outlook, and Microsoft Calendar.

e General office skills, operation of standard office machines, copiers, document
scanners, printers.

Current membership or eligibility for membership in the Veterans of Foreign Wars
or Auxiliary is required.

DEPARTMENT OF INDIANA QUARTERMASTER

Job Title: State Quartermaster, Veterans of Foreign Wars, Department of Indiana
Department: Veterans of Foreign Wars, Department of Indiana
Headquarters, Indianapolis, IN
Supervisor: Department Commander, Veterans of Foreign Wars,
Department of Indiana
General Job Description:
The Quartermaster is the custodian of all Department property and funds. The
Quartermaster is responsible for safeguarding Department funds and property. The
quartermaster is responsible to the Post, Department, and the National Organization for
all the monies, securities, vouchers, and property of the Department
Major Duties and Responsibilities:
Collect all monies due the Department and have charge of all the funds,
securities, and other property of the Department. The Quartermaster shall be the
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accountable officer of the Department and Treasurer of all committees handing
funds.

Disburse funds as properly authorized by the Department using accepted banking
practices.
Minor Duties and Responsibilities:
o Receive annual membership dues
o Provide the auditors with all records
Qualifications and Skills:
Quicken
Intern
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APPENDIX 3
COMMITTEE DESCRIPTIONS
(NOT ALL INCLUSIVE)

COMMUNITY ACTIVITES: The Chairman shall provide information and assistance as
deemed appropriate to subordinate units and the membership to assist them in carrying
our latest programs, on-going programs, and programs of a special nature related to
Americanism, Community Activities, Safety, and Youth Activities.

The Chairperson shall make written recommendations to the State Commander via the
Awards and Citations Committee relative to special recognition of deserving subordinate
units, members or other persons for their efforts related to Americanism, Community
Activities, Safety, and Youth Activities. It shall coordinate with and assist the State
Adjutant and State Convention Committee in those award presentations as needed.

FINANCE: SEE VFWIN BY-LAWS FOR DETAILS

FUNDRAISING: This committee shall consist of a minimum of three (3) members. This
committee shall consist of the Commander, Sr Vice CMDR and Quartermaster. The
committee shall assist in the initiation, execution, and monitoring of fundraising efforts to
help defray VFWIN expenses for administration and operations, support of normal
veterans and community related programs and special unplanned programs.

It shall function as the VFWIN liaison with other units of the Veterans of Foreign Wars in
these efforts, as well as fundraising activities involving outside commercial interests that
has been approved by the Commander and the Council of Administration.

LEGISLATIVE: This committee shall consist of a minimum of two (2) members. This
committee shall function as VFWIN liaison with National VFW Legislative Committee to
advise the State Commander and the membership in a timely manner of those national
legislative efforts considered to be of importance and/or general interest. It shall
recommend in writing to the State Commander and Council of Administration a
prioritized listing of state and local legislative measures it feels worthy of support by the
membership. To the extent of its ability, it shall assist with official VFW visits with elected
officials at the national, state, and local level.

MEMBERSHIP: This committee shall provide information and assistance throughout
the VFWIN about membership eligibility, dues, programs and incentives for the
recruitment, reinstatement and /or renewal of membership for all worthy comrades. The
committee shall conduct membership program classes at the VFWIN School of
Instruction and, shall conduct classes and assist at the District and Post level as
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deemed necessary by the State Commander. The committee shall report the level of
membership for each District and Post in the General Orders, at each VFWIN Council of
Administration meeting and to the State Commander as required.

PATRIOT’S PEN: This chairperson shall provide information and assistance throughout
the VFWIN to enable subordinate units to conduct the program. It shall publicize in a
timely manner the theme for the current year together with that information necessary to
ensure the proper submission of program entries. It shall provide for judging at the
VFWIN level of properly submitted program entries and shall make written
recommendations to the State Commander relative to awards and recognition. It shall
coordinate and assist in those award presentation, as necessary, with the State
Adjutant, State Convention Committee, and other others as appropriate.

POW/MIA: This committee shall make itself available to the membership to provide
information and assist on issues related to Prisoners of War and those listed as Missing
Action. It shall seek out, collect, and consolidate information from reliable sources
relative to Prisoners of Wars and those listed as Missing in Action and shall submit a
written report to the State Commander and the VFWIN Council of Administration and
membership at the Fall and Spring Conferences and State Convention at such other
times deemed necessary by proper authority. It shall submit appropriate time sensitive
information to the State Adjutant with a request to be included in the General Orders, as
necessary.

PUBLIC RELATIONS: This committee shall prepare and coordinate, as necessary, all
official media releases at the VFWIN level. It shall assist subordinate units and
members, as necessary, in providing timely and appropriate information on VFWIN
activities and programs to the media. Guidance provided shall be consistent with
standing VFWIN policy and shall not infringe on a member’s right to express his/her
individual opinions as an individual.

RESOLUTIONS/AMENDMENTS: This committee shall receive, consolidate, review,
present and make recommendations on all resolutions/amendments that have been
submitted for the membership’s consideration. It shall provide advice and assistance to
the State Commander and the membership on the proper format and procedures for the
submission of proposed resolutions/amendments in accordance with the By-Laws,
Manual of Procedure, and other official written requirements. It shall coordinate with the
State Adjutant and the State Convention Committee, as appropriate, for the
presentation of proposed resolutions/amendments to the membership.
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STATE CONVENTION: This committee shall meet as directed by the State
Commander. All requests for setting up and scheduling of conventions related events
(i.e., meetings, awards presentations etc.) should be submitted to the committee in a
timely manner. The committee shall prepare a proposed VFWIN Convention Program
for approval by the State Commander. The approved program will be published in the
VFWIN General Orders prior to the convention.

TIME and PLACE: The Chairperson shall, in a timely manner, solicit, evaluate, and
report on the availability of facilities required to carry out and conduct the VFWIN
Convention, Fall and Winter Council of Administration meetings and the VFWIN School
of Instruction.

VOICE OF DEMOCRACY: This Chairperson shall provide information and assistance
throughout the VFWIN to enable subordinate units to carry-out the program. It shall
publicize in a timely manner the theme for the current year together with that information
necessary to insure the proper submission of program entries. It shall provide for
judging at the VFWIN level of designated program entrants and shall make written
recommendations to the State Commander relative to awards and recognition. It shall
coordinate and assist in those awards presentations, as necessary, with the State
Adjutant, State Conference Committee and other as appropriate.

SCOUTING: This Chairperson shall provide information and assistance to the
subordinate units and the membership, relative to the National Scouting Program of the
VFWIN as it relates to the Department. It shall receive, evaluate, and make
recommendations to the State Commander on all Scouting Award applications
submitted to the Department. The Chairperson shall coordinate and assist in those
awards presentations and the promotion of all Scouting Programs.

TEACHER OF THE YEAR: This Chairperson shall provide information and assistance
to subordinate units and the membership relative to the VFW National Citizenship
Education Teachers Award Program as it relates to the Department. It shall receive,
evaluate, and make recommendations to the State Commander on all Teacher awards
applications submitted to the Department. The Chairperson shall coordinate and assist
in those award presentations.

VETERANS SERVICE OFFICE COMMITTEE: The Department Service Office
Committee shall consist of four (4) immediate Past Department Commanders. When a
Department Commander shall retire at the end of their term, they shall become a
member of said committee and the Senior Past Department Commander of the four (4)
members of the committee shall retire from the committee. If a member is removed or
resigns, they will be replaced by an appointment of the Department Commander.
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The Department Service Office Committee shall have full control of the Rehabilitation
and Service work of the Department, subject to the By-Laws and Manual of Procedure.
The committee shall elect its own chairperson. The chairperson will appoint a member
to be Committee Secretary. The Committee Secretary shall be responsible for
Committee minutes and providing a copy of the minutes of each meeting to the Council
of Administration, within seven (7) days of the meeting. The Committee Chairperson
shall make a written and oral report to each regular meeting of the Council of
Administration and Department Convention.

The Department Service Officer shall be appointed by the Department Commander

upon the recommendation and approval of the Department Service Office Committee,
after a thorough investigation of the applicant has been made by those concerned.

Approved by the Department Council of Administration on 4 March 2025.

BY ORDER OF: ATTEST:
CORY MAHAN REBECCA MURPHY
STATE COMMANDER STATE ADJUTANT

65
VEFW DEPT OF INDIANA SOP



	SECTION 1
	CONTROL AND ADMINISTRATION
	SECTION 2
	DEPARTMENT
	Section 3
	GENERAL GUIDELINES FOR EXPENSE REIMBURSEMENT
	SECTION 4
	RESOLUTIONS AND AMENDMENTS
	SECTION 5
	PUBLICATIONS
	SECTION 6
	COUNCIL OF ADMINISTRATION
	SECTION 7
	COMMITTEES
	SECTION 8
	Inspections
	SECTION 9
	REPORTING
	SECTION 10
	AWARDS
	SECTION 11
	ENDORSEMENT OF CANDIDATES FOR NATIONAL OFFICE
	SECTION 12
	DEPARTMENT HEADQUARTERS & SERVICE OFFICE
	SECTION 13
	RULES GOVERNING HOURS OF EMPLOYMENT, LEAVE AND OTHER CONDITIONS OF EMPLOYMENT FOR PERMANENT EMPLOYEES
	SECTION 14
	DEPARTMENT VEHICLES
	SECTION 15
	ADOPTION AND AMENDMENTS OF STANDARD OPERATION PROCEDURES
	SECTION 16
	ANTI-DISCRIMINATION POLICY
	SECTION 17
	CODE OF ETHICS
	SECTION 18
	SEXUAL HARASSMENT POLICY
	SECTION 19
	Whistleblower Policy
	SECTION 20
	DEPARTMENT TAX AND FINANCE
	SECTION 21
	SERVICE OFFICE COMMITTEE
	SECTION 22
	FINANCE COMMITTEE REPORT OF AUDIT
	APPENDIX 1
	AGREEMENT AND ACKNOWLEDGEMENT OF VFWIN STANDARD
	OPERATING PROCEDURES
	APPENDIX 2
	JOB DESCRIPTIONS
	DEPARTMENT OF INDIANA ADJUTANT
	APPENDIX 3
	COMMITTEE DESCRIPTIONS
	(NOT ALL INCLUSIVE)



