Polish Legion of American Veterans, U.SA.

Internal Operations
Section 2

Officers Duties and Responsibilities

OBJECTIVES
» ltis the Objective of the Polish Legion of Amenmcdeterans, U.S.A., National Department, to cladfities
and responsibilities of the Officers, Directors &wmmittees members.

Organizational Chart S2-2
Officers

* National Commander S2-3

* National First Vice-Commander S2-3

* National Second Vice-Commander S2-4

* National Membership & Database Director S2-5
* National Treasurer S2-6

« National Judge Advocate S2-7

* National Chaplain S2-7

* Sergeant at Arms S2-7

» Legislative Director S2-8

* National Service Director S2-8

* National News Editor S2-8

* Immediate Past National Commander S2-9
« National Public Relations Officer S2-9

* National Adjutant S2-10
 VAVS Director S2-11

* Deputy VAVS Director S2-12

e Achieves Director S2-13

e National Quartermaster S2-13

e Past National Commanders S2-13

» State Department Commanders S2-13
e Board of Directors S2-13

» National Convention Corporation S2-14
* Regional Database Coordinators S2-14
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NATIONAL COMMANDER

(Refer to the Constitutions and By-laws, ParAtjcle 1l Sec. 1)
*  Executive Head of Organization
* Chairman of National Convention and National Exeeu€ommittee meetings

* Oversees the National Department’s finances
*  Appoints Constitutionally required National Offiseeind Committees

* In possession of Organization’s Charter and aktyubonds of National Officers who are requiregost
such bonds

* Represents Organization at functions that are dedraeeficial to the Organization and issues coricgrn
Veterans

* Represents Organization at the Memorial Day an@éndets Day ceremonies in Washington, D.C.
* Calls to order special meetings
*  Attends 2% and 50" anniversaries and State Department Conventions imvitation

*  Attends all National Executive Committee meetingthuravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form

NATIONAL FIRST VICE-COMMANDER

(Refer to the Constitutions and By-laws, ParAttjcle 1l Sec. 2)
* Inthe absence of the National Commander, represkatOrganization at various functions
* Inthe absence of the National Commander, presidesthe National Executive Committee meetings
®* Co-Chairman of National Membership Committee andrifdership Awards Programs
* Co-signs all National Department checks

* Attends all National Executive Committee meetingthuravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form
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NATIONAL SECOND VICE-COMMANDER

(Refer to the Constitutions and By-laws, ParAtjcle 1l Sec. 3)
* Inthe absence of the National Commander, represikatOrganization at various functions
* Aid to National First Vice-Commander when callecbnop
* In charge of Americanism and Youth programs
* In charge of General Fund and Service Officer eaffl

* Attends all National Executive Committee meetingthwravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form

®* DUTIESPRIOR TO A NATIONAL CONVENTION

®* Must have all items assembled to conduct the NaliRaffle (Ticket Stubs and necessary equipment)
® DUTIESAT THE NATIONAL CONVENTION AND THE NEC MEETINGS

*  Be available to conduct meetings should the NatiGeamander or*lVice Commander require it.

®* To conduct the National Raffle
®* DUTIESAFTER NATIONAL CONVENTION

*  To give the incoming"? Vice-Commander the information and materials neassto conduct the
National fundraiser for the nest two years.

*  To advise the incoming2Vice-Commander in his duties and position enwiiter than what is
mentioned in the constitution.
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NATIONAL MEMBERSHIP & DATA BASE DIRECTOR

(Refer to the Constitutions and By-laws, ParAltjcle 1l Sec. 5 and Article II, Sec. 19)
®* Maintain records of all annual dues payments fraateSDepartments, Posts and Members-at-large
membership
* Forward all funds received to the National Treastoeproper deposit

* Keep official records of the membership and furrdghembership report at the National Conventionahd
National Executive Committee meetings

* Issue all computer generated membership cardsntgfmbership certificates and Honorary membership
certificates and cards

* Solely responsible for the issuance of New Postharmand upon receipt of the New Post Applicatioth a
dues forward processed Application to National Aaljt for issuance of a National Charter after Nalo
Executive Committee approval.

®* Co-Chairman of National Membership Committee wtshhll be responsible for the National Awards
Programs and issuing of all membership Award Gedti€s, maintain a stock of all required membership
forms as mandated by the National Membership Cotaeit

* In charge of the National Data Base for the Nati@epartment and the Ladies Auxiliary

*  Chairman of Membership sub-committee known as thia Base Committee which include the regional
Data Base Coordinators

* Appoints and supervises Regional Data Base Codaima

*  Submit expense vouchers to the National Departiawethi_adies Auxiliary, Treasurer’s for the Fiscalt®a
Base Membership assessments and disburse sangeRedional Data Base Coordinators

*  Furnishes as required by the National News EddaoNational Newspaper mailings and the Nationab&dc
Vice-Commander for National Raffle mailings eitimeanufactured labels or data transmitted to a ntailin
service for production of the required labels.

* Maintain back-up copy of the most recent data tratted by the Regional Data Base Coordinators for
required mailings.
*  Furnishes surety bond as specified

* Attends all National Executive Committee meetingthuravel, room, per-diem and other expensesed|td
the performance of duties paid by the National Depant. Expenses are to be paid only if within the
specifications as stated on the National Departmeepense form
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NATIONAL TREASURER

(Refer to the Constitutions and By-laws, ParAttjcle 1l Sec. 6)
* Custodian of National Department funds and property

* Signs all vouchers disbursing funds of the Natiddapartment and co-signs all checks with the Nafion
First Vice-Commander

* Prepares financial reports for the National Coneenand all National Executive Committee meetings
* Designates an accredited accounting firm to perfanmual audit as required by National Charter

* Forwards copy annual audit to National Adjutantifmiusion in annual report to Congress

* Serves the Quartermaster of the Organization

* [ssues updated National Constitution when necessary

*  Advisor to the Budget and Audit Committee

*  Furnishes surety bond as specified

* Attends all National Executive Committee meetingthuravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form

® DUTIESAT THE NATIONAL CONVENTION AND THE NEC MEETINGS
* Prepares financial reports for all the NEC Meetings
* Prepares two year financial report for the NaticDahvention
*  Advisor to the Audit and Budget Committee
® DUTIESONA MONTHLY BASIS
* Reconcile checking and savings accounts monthly
* Make entries into Ledger book monthly
® GENERAL DUTIES
®  Signs all vouchers disbursing funds of the Natiddgpartment
* Co-signs all checks with the National CommandédXational first Vice-Commander
* Designates an accredited accounting firm to perfanmual audit as required by National Charter

* Request written inventory report from the Natio@alartermaster. This inventory is to be included in
the Audit Report.

* Forward copy of annual audit to National Adjutamt ihclusion in annual report to Congress.
* [ssues updated National Constitution when necessary

* Furnishes surety bond as specified for the Natibfexhbership Director, National Treasurer, National
Quartermaster and National Convention Treasurer.
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NATIONAL JUDGE ADVOCATE

(Refer to the Constitutions and By-laws, ParAtjcle 1l Sec. 7)
* Advisor on all legal matters for the organization
* Serves on the Veterans Affairs and Legislative Cdttem
* Serves as Parliamentarian at National Conventidrna#iNational Executive Committee meetings

* Attends all National Executive Committee meetingthuravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form

CHAPLAIN

(Refer to the Constitutions and By-laws, ParAtjcle 1l Sec. 9)
*  Spiritual Advisor to National Department
* Hold services at National Convention and all Nagidixecutive Committee meetings
* Serves on the Public Relations Committee

* Attends all National Executive Committee meetingthwravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form

®* DUTIESDURING NATIONAL CONVENTION AND NEC MEETINGS
* Hold religious services as requested by the NakiGoanmander.
®*  Open the National Convention and NEC Meetings waithnvocation
* Close the National Convention and NEC Meetings wittenediction
* Provide for the celebration of Mass for the papicits
® Serve as liaison to the Ladies Auxiliary
®* GENERAL DUTIES
* Attend and participate in local Veteran’'s events eeremonies by invitation. As schedule permits

®* Send letters of “get well” and “sympathy” upon tearing of illness or death of a National Exeaaitiv
Committee member and/or their family members

* Make visits and appearances as requested by thendb€Commander

SERGEANT AT ARMS

(Refer to the Constitutions and By-laws, Parfltjcle Il Sec. 10)
* Custodian of Colors
* In charge of the Color detail during presentatind eetirement of Colors
* In charge of the Color detail at the Memorial Day & eterans Day ceremonies in Washington, D.C.
®*  Maintain order during meetings

* Signs in, introduces and escorts guests that aetidnal Convention and all National Executive Quittee
meetings

* Assist National Commander and Americanism and Y @fficer
. Serves on the Public Relations Committee

* Attends all National Executive Committee meetingthwravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form
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LEGISLATIVE OFFICER

(Refer to the Constitutions and By-laws, ParAltcle 1l Sec.11)
*  Advisor to the organization on all legislative acis

* Serves as Chairman of the Legislative CommittebeaiNational Convention and all National Executive
Committee meetings

* Insures that all approved organizational resoltiare transposed into legislative proposals anslaiat
them to the House and Senate Veterans Affairs Ctiewsi

* May appear in Washington in support of organizatioasolutions upon National Commander's
approval

* Attends all National Executive Committee meetingthwravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form

NATIONAL SERVICE DIRECTOR

(Refer to the Constitutions and By-laws, ParAljcle Il Sec. 12)
* Directs and supervises all Veterans service aigs/fbor the organization
* Advise and inform all Posts and State Departmeihéxisting Veteran's benefits and rights
* Assist disabled and physically handicapped vetesigpsy and qualify for compensations and/or perssion

* Assist widows and Veteran’s dependents in obtaioomgpensation, educational assistance or pensiath d
and benefits

* Prepare report as to the service activities andrpras of the Organization and forward to the Nation
Adjutant for inclusion in the annual report to Coegp

* Attends all National Executive Committee meetingthwravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form

NATIONAL NEWS EDITOR

(Refer to the Constitutions and By-laws, ParAltjcle Il Sec. 13)
* Manage and supervise all facets of the National®\. News
* Publish and distribute the number of issues agdideby the National Convention
®* Manage the finances of the publication under threega supervision of the National Executive Comesitt
* Serves on the Public Relations Committee at thev&ution and all National Executive Committee megin

*  Attends all National Executive Committee meetingthuravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form
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IMMEDIATE PAST NATIONAL COMMANDER.

(Refer to the Constitutions and By-laws, ParAljcle 1l Sec.)
* Advisor to the newly elected Commander and Nati@epartment

* Assist in the transition of office of the Natior@mmander and informs all interested parties of the
Organization's change in leadership

* Serves as Chairman of the Past National Commardktisory Committee

* May attend all National Executive Committee meetihgwever only at the first National Executive
Committee meeting after his retirement from offéce travel and room expenses paid by the National
Department. At all other National Executive Comegtimeetings, only the per-diem expense is paid

NATIONAL PUBLIC RELATIONS OFFICER

(Refer to the Constitutions and By-laws, ParHjcle Il Sec. 14)
®* Responsible for preparation and dissemination afsneleases to all media
*  Submits all news releases to the National Commamdiational Executive Committee for approval ptior
sending the release to the news media

* Serves as Chairman of the Public Relations Comenittdhe National Convention and all National Exeeu
Committee meetings

* Attends all National Executive Committee meetingthuravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form
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NATIONAL ADJUTANT

(Refer to the Constitutions and By-laws, ParAlttjcle 1l, Sec. 4)
* Conducts all official correspondence of the Natlddepartment
e  Keeps official records of all meetings

* Issues National Convention and National Executi@m@ittee minutes to all Posts, State Departments,
National Officers, and Past National Commanders

* State Department Commander are sent the Nationatédtion and National Executive Committee minutes
for all the Posts within their State Department

®* Prepares New Post and State Department Chartersdoance by the National Commander and issues
replacement Charter upon direction of the Nati@adcutive Committee

* Insures that Post and State Department OfficerseRage submitted on a annual basis

* Maintains and issues a mailing list of all actives®® and State Departments to all Posts, Statermegats,
National Officers, and Past National Commandera annual basis

* Issues informational bulletins upon direction af thational Commander

* Insures that all manuals and forms of the orgainizaire updated

* Publishes annual report to Congress and forwaeta th the House and Senate Veterans Affairs Comesitt
* Reviews annual IRS sub-ordinate unit report anchtgxlas necessary

* Serves as the Secretary at the National Conveatidrall National Executive Committee meetings

* Attends all National Executive Committee meetingthwravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form

®* DUTIESPRIOR TO A NATIONAL CONVENTION
* Mail National Commanders Proclamations.
®*  Gather and publish all resolutions and 2-year efftreports.
* Mail instructions and procedures about conventioarganization.
*  Gather all veterans' mandates (used for Nationair@anders Committee assignments).
®  Order all official ballots for elections.

* Make sure copies of committee assignments, ruldgpeocedures, and resolutions are in delegate’s
packets.

®* DUTIESDURING NATIONAL CONVENTION
e Read ' and last paragraphs of last convention, corresproceland committee assignments.
* Record all proceedings that have transpired duhegonvention.
* Collect all committee reports.
® DUTIESAFTER NATIONAL CONVENTION
e Extract all information from tapes and reports amke a master copy.

* From the master copy, collate and have printed gimaopies for all delegates and National Officers
plus fifteen (15) extra copies.

* Mail out convention minutes to organization plughti(8) copies to National Judge Advocate.
* All of the above are to be completed within foriyef (45) days from the end of the convention.
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®* DUTIESREGUARDING NEC MEETINGS (4)

* Make arrangements for meeting sights
(can use assistance from State Commanders or N@&Ctbyis)

* Mail meeting notices and agendas

®* Record and mail NEC minutes following same procesdas outlined for the National Convention
® GENERAL DUTIES

¢ Handles all National correspondence received.

* Assists National Commander, when requested, witlttiirespondence.

* File all State and Post officers’ roster reports.

* |ssue all new State Department or Post charters

* Compiles State Department and Post status remoriR.1S.

*  Writes confirmation letter for Posts requestindesf

* Issues all Special Bulletins.

* Answer all phone inquiries to the National Departine

VAVS DIRECTOR

(Refer to the Constitutions and By-laws, ParAltcle 1l Sec. 16, Par. 1)
* Certifies all representatives and deputies to VAUSpitals

*  Formulate and coordinate all National VAVS policséesd programs of the Organization subject to the
instructions of the National Convention and instrared assist VAVS Officers of the State Departnzemt
Post in their implementation

®  Gather information concerning the VAVS programshef State Department and Posts
* [ssue annual report to Congress concerning VAV@nairas of the Organization
*  Appoint Deputy VAVS Director with the advice andnsent of the National Commander

*  Attends all National Executive Committee meetingthuravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form

® DUTIESPRIOR TO NATIONAL CONVENTION

®* To obtain Volunteers Hours from the State VAVS Gimain or Posts for PLAV National VAVS Awards
program.

* To make up Certificates and Plaques for outstansi@mgice awards.
* To make a list of all the Volunteers and their lsowho will receive the PLAV National VAVS Awards.

* Prepare atwo (2) Year National VAVS report ofvadlits, hours, travel, material and monetary
donations.

*  DUTIESDURING NATIONAL CONVENTION
e At the Joint Session, of the National Conventitwe, National VAVS Awards are given to the
recipients that are present and to the State Comhensuto those that are not present. Awards
are presented to persons having over 100 voluhtaes to their credit and up to 25,000 or
more volunteer hours.

* Present atwo (2) Year National VAVS report ofvadlits, hours, travel, material and monetary
donations.
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DUTIESAFTER NATIONAL CONVENTION

Appoint a National VAVS Director Deputy with the@pval of the National Commander.

The National PLAV VAVS Director or the National Comander writes to the National VAVS Director
in Washington, DC to confirm any changes or addgito the persons that are appointed to either
remain or are replaced as representative’s to Himhal VAVS Advisory Committee. Both the PLAV
National VAVS Director and the PLAV National PLAVdputy Director will be placed on the address
list and all material concerning the VAVS and th&MWC’s committee reports will be mailed to them,
guarterly.

DUTIESREGUARDING NEC MEETINGS (4)

To notify the State VAVS Chairman regarding the @xMonth reports they received from the VAVS
Representatives on all Visits, hours, travel andadions they make to the VAMC, VA Hospitals or
clinics they service.

Sent the Six (6) Month Report to the National VAMBector (Rep), in compliance with the National
VAVS Advisory Board. (Fiscal Year (FY) is Octoberthru September 30. The Six Month reports are
for September 1, to March 31, and April 1, to Seyiter 30.

Compiles an annual VAVS report which will be semthe National Adjutant before December 1. Of
every year for the PLAV National report mailed e tVeterans Affairs Committee in Washington. DC
by December 8 as directed by our Charter.

Prepares the report for the NEC meeting
Serve as Veterans Affairs & Legislation Committee
Make arrangements for National Officers to visitwbcal VAMC that is near the NEC Sites.

GENERAL DUTIES

If appointed to serve on the National VAVS Advisd&yecutive Committee by the National VAVS
Director in Washington, DC, The PLAV Nationals VA\IBrector shall be authorized to attend all
meetings as directed by the National VAVS DireatoWashington and approved by the National
Commander

Answer all Annual Joint Reviews that he receivesnfall of the VAMC’s VA Hospitals and Clinics.

Is the only authorized person that can certify @qe (Female or male, not a veteran or membereof th
PLAV) to be a VAVS Representative or Deputy.

DEPUTY VAVS DIRECTOR

(Refer to the Constitutions and By-laws, ParAltcle 1l Sec. 16, Par. 2)

Assists the VAVS Director and performs any othetietuas directed by the National Convention, Nation
Commander or National Executive Committee

Not considered to be an officer position so no esps are paid by the National Department
May attend any or all National Executive Committeeetings but no expenses are paid
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ARCHIVES DIRECTOR

(Refer to the Constitutions and By-laws, ParAljcle Il Sec. 18)
* Maintains and supervises the Archive Room of thga@ization

* Manages the storage and display of files, minutissoric papers, photographs, paraphernalia aratade®f
the Organization

* Receives no salary
* May attend any or all National Executive Committeeetings but no expenses are paid

NATIONAL QUARTERMASTER

PAST NATIONAL COMMANDERS

(Refer to the Constitutions and By-laws, ParAjcle 1l Sec. 1)
* Advisers to the National Department with the rightote

* Serve on the Past National Commanders Advisory Gtteerand entitled to vote for the consideration of
bestowing the WHITE EAGLE AWARD

* May attend any or all National Executive Committeeetings but the only expense paid by the National
Department is for per-diem. Entitled to elevatedgiem expense if not currently hold another eléaie
appointed National Office

STATE DEPARTMENT COMMANDERS

(Refer to the Constitutions and By-laws, ParAttjcle 1l Sec. 1)
*  Cfficial representative of Posts within their resppBtate Department to the National Department

®* Presents at the National Executive Committee mgetall business emanating from their respectivéeSta

Departments that requires action by the Nationgldbenent

e Serve on the Budget & Audit Committee at the NaloConvention and all National Executive Committee

meetings

* Responsible to their Posts for reporting all adlidiy the National Department at National Executive

Committee meetings

* Forwards the National Convention and National ExgeuCommittee meeting minutes to the Posts within

their State Department when received by the Natiddputant

* Attends all National Executive Committee meetingthuravel, room and per-diem expenses paid by the
National Department. Expenses are paid only if withe specifications as stated on the National
Department expense form

BOARD OF DIRECTORS

(Refer to the Constitutions and By-laws, ParAltjcle 1l Sec. 1)
* Consist of the three National Convention Corporafirectors and National Commander
* Elect the President, Secretary and Treasurer diittiimnal Convention Corporation for two year terms
* Hold annual meetings in conjunction with the NaibBxecutive Committee
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NATIONAL CONVENTION CORPORATION

(Refer to the Constitutions and By-laws, ParAtjcle 1l Sec. 1)

* Composed of three Directors and consist of a Peasi&ecretary and Treasurer which are electetidoy t
Board of Directors for two year terms

* President is Chairman of the National ConventionpGration

*  Provide necessary funds to cover all expensed\attisnal Convention

*  Provide suitable location for the National Conventi

* Abide by all instructions outlined in the Constitut and By-laws

*  One Director attends National Executive Committexetimg upon call of the National Commander

* Chairman responsible for submitting written progresports to all National Executive Committee nregi
* Has a voice but no vote at National Executive Cottemimeeting

*  Furnishes surety bond as specified

* Isresponsible to the National Commander and th@nha Executive Committee

REGIONAL DATABASE COORDIANTORS

* Maintain an up-to-date membership address listxdata with the state, area or region he or shesjoresible
for.

* Provide an up-to-date address database table téati@enal Membership Director for mailing of the tidmal
newsletters and raffles.

* Provide mailing labels to the Post, Chapters oreSieepartments when required and properly approyed
the State or Post Commanders. (see section 8 page 2

* To maintain the integrity of the database by givimdy the properly authorized persons information.
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