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BY-LAWS 

MEMORIAL POST NO.325, THE AMERICAN LEGION, INC. 

REVISED July 2012 

 

ARTICLE I -NAME 

Section I. The name of this post shall be Memorial Post No.325, The American Legion, Inc.  

Section 2. The objects of this post are those set forth in the Constitution.  

ARTICLE II - MANAGEMENT 

Section I. The government and management of the post is to be vested in the Board of Directors and the 

Executive Committee as provided in the Constitution.  

Section 2. The Board of Directors is charged with such duties as are imposed upon it by the Certificate 
of Incorporation of this post and the laws of Virginia pertaining to corporations.  
'-""  

Section 3. The Executive Committee is charged with the duty of the general management of the affairs 

of the post insofar as they do not violate the duties imposed by law on the Board of Directors. It shall 

recommend and carry out the policies of the post and perform such other duties as may be provided by 

the Constitution and these By-  

-Laws. All Executive Committee action is subject to membership approval except when in conflict with 
the Constitution or these By -Laws.  

 Section 3. (a). The rules and regulations promulgated and prescribed by the House Committee shall 

have all the force and effect of the By-Laws of this post, after their approval by the Executive 

Committee, and shall remain in full force and effect from their promulgation until amended, altered, or 

repealed. The rules and regulations promulgated and prescribed by the House Committee may be 

amended, altered, or repealed by the -House Committee, subject to approval of the Executive Committee 

or by a majority vote of  the membership at two successive meetings of the post, provided that notice of 

such pending action to alter, amend, or repeal the said rules and regulations be given to the membership 

prior to the second meeting at which such changes are to be voted upon.  

Section 4. The Executive Committee shall employ such full time employees as may be necessary and 

such other employees as may be needed; shall require adequate bonds of all persons having custody of 
Post funds; shall require an audit of all funds of the post by the Audit Committee as directed by the 

Executive Committee; and shall authorize and  
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approve all expenditures other than the normal operating expenses of the Business Account or the Bingo 

Fund. An Annual Audit is required by the Audit Committee in conjunction with the Post bookkeeping 

service, the results of which to be reported and posted within thirty (30) days of receipt.  

Section 5. The Board of Directors and Executive Committee shall meet for the purpose of organization 

and such other business as may come before it at the call of the Post Commander within ten (10) days 

after the installation of new officers. Thereafter, they shall meet at the call of the Post Commander, 
provided that there shall be at least one meeting every month prior to the regular Monday night monthly 

meeting of the post. The Post Commander shall call a meeting of the Board of Directors and/or the 

Executive Committee upon the written request of three (3) members, respectively, of either the Board of 

Directors or Executive Committee.  

 

Section 6. Seven members shall comprise a quorum for either the Board of Directors or the Executive 
Committee.  

ARTICLE III -ELECTIONS 

Section I. With the exception of the Adjutant, Assistant Adjutant, and Chaplain, all officers, members of 
the Board of Directors and the four Executive Committeemen at large shall be elected, by secret ballot, 
annually at the designated election date meeting of the post and shall be installed and take office on a 
date, time; and place set by the Executive Committee, no later than forty-five (45) days following their 
election, except if,  there is only one candidate for any office, that candidate may be elected by a voice 
or show of hands vote, after the chair has asked for and received no other nominations for that office 
from the floor  

Section I. (a) The Adjutant, Assistant Adjutant, and the Chaplain, duly appointed by the commander, 
with the consent and approval of the Executive Committee, shall be installed at a special called 
Executive Committee meeting, or within 45 days of approval of their appointment.  

Section 2. There shall be a separate vote for each office except that the four Executive Committeemen 
may be voted upon at one time with the four candidates receiving the highest number of votes being 

elected, and when there is only one candidate for any office, after the Chair has asked for and received 

no nominations from the floor for said offices, they may be voted upon together. 

Section 3. Any vacancy existing in the Board of Directors shall be filled by election by a majority vote 
of the remaining members of the Board of  Directors and the person so elected shall hold office for the 

unexpired term of the member he succeeds and shall also hold the office in the post of the person he 

succeeds.  
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Section 4. Any vacancy existing in any other office of the post, with the exception of the Adjutant, 
Assistant Adjutant, and the Chaplain shall be filled by a majority vote of the Executive Committee and 

the person so elected shall hold office for the unexpired term of the person he succeeds.  

 

Section 4. (a) Any  vacancy existing in the office of Adjutant, Assistant Adjutant, or Chaplain, shall be 
filled by appointment by the Commander with the consent and approval of the Executive Committee and 

the person so appointed shall hold office for the unexpired term of the person he succeeds.  

Section 5. A vacancy shall exist by reason of promotion, death, resignation, expulsion from the post or 

for continuous absence, without cause, for a period considered detrimental to the interest of the post by 

the Board of Directors or the Executive Committee.  

ARTICLE IV -DUTIES OF OFFICERS 

Section I. The Commander, First Vice-Commander, Second Vice-Commander , Adjutant, Assistant 
Adjutant, and Finance Officer shall perform the duties of President, First Vice-President, Second 
Vice-President, Secretary, Assistant Secretary, and Treasurer, respectively, pertaining to usual business 
corporations and shall sign their names as such to required corporate papers and forms.  

 Section 2. COMMANDER -The Commander shall be the Chief executive officer of the post, presiding 

over all meetings of the post and having general supervision of the business and affairs of the post. He 

shall execute all contracts on behalf of the post by and with the consent and approval of the Board of  

Directors and/or Executive Committee. He shall approve all orders for the disbursement of funds subject 

to executive committee approval and countersign all drafts, notes and other evidence of debt on behalf 

of the post. He shall make an annual report at the Installation of Officers Meeting, covering the activities 

of the post for the year, and recommendations for the ensuing year, which shall be read and incorporated 

in the minutes at the annual Installation Meeting and a copy thereof immediately forwarded to the 

Department Adjutant. The Commander shall appoint one Vice-Commander as Chairman of the standing 

committee on projects and shall appoint the other Vice-Commander as Chairman of the Membership 

Committee, the said commander having full discretion and choice as to which Vice-Commander shall 

serve in the respective posts during his tenure. The Commander shall serve as an ex- officio member to 

all committees and shall perform such duties as directed by the post and imposed by the Constitution 

and these By-Laws.  

Section 3. FIRST VICE-COMMANDER -He shall act in the place of the Commander during the 

absence of the Commander or whenever he shall be disqualified from acting, and shall perform such 
other duties as may be delegated to him by the Commander and imposed upon him by the Constitution 

and these By-Laws.  
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Section 4. SECOND VICE-COMMANDER -He shall act when the Commander and the First 
Vice-Commander are both absent or whenever they shall be disqualified to act, and shall perform such 
other duties as may be delegated to him by the Commander and imposed on him by the Constitution and 
these By-Laws.  

Section 5. ADJUTANT -He shall have charge of and keep a full and correct record of all proceedings of 

all meetings; keep such records as the department and national organizations may require; and, under the 

direction of the Commander, handle all the correspondence of the post. The amount of the Adjutant's 

expense allowance to be approved annually by the Executive Committee.  

 

Section 6. ASSISTANT ADJUTANT - ,He shall perform such duties as may be assigned to him by the 
Adjutant or the Commander.  

Section 7. FINANCE OFFICER -He shall be custodian of the general funds of the post and deposit them 

in a local bank or banks as directed by the Board of Directors and/or Executive Committee; he shall sign 

all checks or drafts for the disbursement of general funds; he shall, with the Commander, negotiate for 

any loans and sign the notes or other evidence of debt therefore; and he shall report on all finances and 

accounts of the post at all Executive meetings and make such recommendations in regard thereto as he 

deems advisable. He shall be the custodian and Disbursement Officer of such other funds of the post as 

may be entrusted to his charge from time to time by the membership or Executive Committee. He shall 

furnish surety bond, to be approved by the Board of Directors and/or Executive Committee may direct, 

the premium to be paid out of the post funds.  

Section 8. JUDGE ADVOCATE -He shall be chairman of the Legal Committee; advise the Board of 

Directors and Executive Committee on Legal matters; serve as parliamentarian at all post or Executive 

Committee meetings; and perform such other duties as the Board of Directors and/or Executive 

Committee may direct, including interpretation of Constitution and By-Laws.  

Section 9 .HISTORIAN -He shall be charged with the duty of keeping individual records and incidents 

of the post and members and shall perform such other duties as may properly pertain to the office.  

Section 10. CHAPLAIN -He shall be charged with the spiritual welfare of the post members and will 

offer divine but non-sectarian services in the event of dedications, funerals, public functions, etc., and 

adhere to such ceremonial rituals as are recommended  

.by the national and department headquarters. He shall serve as Ex-Officio chairman of ~ the Visitation 

Committee.  

Section 11. SERGEANT-AT-ARMS -He shall preserve order at all meetings, keep a ~ roster of the Post 

Officers and a record of their attendance, and shall perform such other   
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duties as may be in keeping with the usual duties of the office as may be assigned by the Executive 

Committee.  

Section 12. SERVICE OFFICER -He shall disseminate to post members, such information and 

instructions as may be helpful in dealing with the affairs of disabled veterans, claims of ex-service men 

against the United States Government; render assistance to all veterans and/or dependents in matters 

pertaining to claims for pensions, medical service, etc. Co-ordinate appointments and travel to and from 

V A hospitals and general assistance to needy veterans or dependents; and such other duties as may be 

referred to him by the Executive Committee.  

 

ARTICLE V DELEGATES  

 

Section 1. Delegates and alternates to a Department or District Convention or Conference shall be 

elected by a voice or show of hands vote by the post at a meeting to be held at least ten (10) days prior to 

the date of such convention or conference. Delegate expenses, if any, to be recommended by Executive 

Committee, and approved by the post membership, shall remain in effect until a change is recommended 

by the Executive Committee and approved by membership Special considerations may be extended by 
the membership for special or unusual events, conventions, or conferences if in the best interest of the 

post.  

ARTICLE VI - COMMITTEES 

Section 1. The Commander, immediately upon taking office each year, shall appoint the following 

standing committees as needed, whose duties shall be as set forth:  

A. MEMBERSHIP COMMITTEE -Shall have charge of all matters pertaining to the membership of the 

post including the procurement and investigation of new members and the reinstatement or renewal of 

old members by means of an annually appointed Screening Committee.  

B. HOUSE COMMITTEE -Members of this committee to be appointed by the Post Commander and 
approved by the Executive Committee to serve a term of one ( 1 ) year; shall have general supervision 
and management of all operations of Post home, buildings, and grounds; shall employ such persons for 
casual employment as may be needed, other than full-time employees, for the maintenance and upkeep 
of the post home and grounds; shall make recommendations to the Executive Committee and 
membership from time to time of needed changes and improvements. The Chairman and/or 
Co-Chairman of said committee shall attend all meetings of the Executive Committee.  

The committee shall consist of a chairman and vice-chairman (or co-chairman) and sub-committee 

chairmen for BAR COMMITTEE, BUILDING MAINTENANCE 
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 COMMITTEE, RENT COMMITTEE, GROUNDS COMMITTEE and others as may be ~ deemed 

necessary. The House Committee chairman and vice-chairman (or co-chairman) along with the 

chairmen of all sub-committees and two (2) duly appointed financial agents shalt comprise a 

MANAGEMENT COMMITTEE (chaired by the House Committee chairman) to co-ordinate alt 

sub-committees and to serve as arbitrator between alt House Sub-committees; if unable to reach a 

suitable decision all grievances to be referred to Executive Committee for final decisions. 

Five (5) members will constitute a quorum for the Management Committee meetings and decisions. The 
Management Committee meeting along with Post Commander's appointment of at least three (3) but not 
more than five (5) additional members of the Executive Committee shalt make, amend, alter, and repeal 
from time to time the rules and regulations governing the use of the buildings and grounds, prescribing 
the hours post home shalt be open other than on regular meeting nights and shalt promulgate and enforce 
all rules governing the conduct of members and visitors in the post home other than on regular meeting 
nights but including Bingo nights. The House Committee may and shall suspend, for such period as they 
may deem appropriate, any member of the post from the enjoyment of the social privileges of the post 
home for a serious violation or repeated violations of the rules and regulations covering the conduct of 
members and visitors in the use of the post home. Any member so suspended may appeal the action of 
the House Committee to the full Executive Committee, which may uphold, increase or decrease the 
period of suspension or over-rule the action of the House Committee in whole or in part.  

A SPECIAL EVENTS COMMITTEE shall be assigned to the RENT COMMITTEE for the 

entertainment of members and invited guest.  

Separate rules and regulations pertaining to each sub-committee shall be attached to these By-Laws and 

shall be posted on Post Home bulletin board available to all members in good standing. The Executive 

Committee may override the HOUSE COMMITTEE by a majority vote.  

C. BINGO-RAFFLE COMMITTEE -Shall have general supervision of all BINGO games held in Post 

Home and games are to be operated in a business-like manner. The committee is empowered to purchase 

and maintain equipment and supplies as deemed necessary; maintain a separate bank account requiring 

two (2) authorized signatures; keep detailed books and records of alt receipts and disbursements; to 

comply with alt provisions of local, state, and federal laws.  

The committee of five (5) shall be appointed by the Post Commander and approved by the Executive 

Committee and shalt serve for a term of one (1) year, and the appointed Bingo Committee shall elect its 

own chairman (and/or co-chairman or vice- chairman) and as many sub-committees as necessary to 

operate properly.  
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All funds and records of all Post Raffles conducted by Projects Committee or other committees will be 

transferred to this committee at the conclusion of such raffles.  

In voting the Bingo Committee will abide by the majority rule. The committee shall be required to meet 

at least once every three (3) months and three (3) members shall constitute a quorum. At least three (3) 

members of the committee can require the chairman to call a special meeting.  

The committee shall make a detailed report to the Executive Committee on a quarterly basis -(Jan. 

-April -July -Oct.), and account balances to the finance officer prior to each Executive Meeting.  

The Executive Committee may override the Bingo Committee by a majority vote.  

D. FINANCE COMMITTEE -Shall be charged with the administration of the financial policy, 

preparation of any budget and recommendations for expenditures and loans.  

E. LEGAL COMMITTEE -Shall be charged with the legal supervision of post affairs, shall supervise all 

matters pertaining to service to veterans ,in the prosecution of all just claims against the United States or 

states, employment, relief, etc. The Judge Advocate shall be ex-officio chairman of this committee.  

 

F. PUBLICITY COMMITTEE ~ Shall be charged with the promotion of public support of the Legion's 

program by the establishment of proper contact with The American Legion Magazine, department, 

national, and local news services.  

G. AUDIT COMMITTEE -Shall make periodic audit of all post funds as prescribed by these By-Laws 

and at such other times as they may be directed by the Executive Committee.  

H. VISITING COMMITTEE -Shall be charged with the visiting and comforting of the members and 

their families when sick or bereaved and with visiting ex-service men in hospitals. The post Chaplain 

shall be ex-officio chairman of this committee.  

I. AMERICANISM COMMITTEE -Shall be charged with the inspiration of patriotism and good 

citizenship by arrangements for proper observance of patriotic occasions; encouragement of patriotic 

and civic phases of instruction in schools; Americanization of aliens; combating anti-American 

propaganda by education of the general public in American ideals through public forums, etc; and 

activities for community and civic betterment.  

J. CIVIL DEFENSE AND DISASTER COMMITTEE Shall be charged with the duty of cooperating 

with local defense council on matters pertaining to national, civilian, and home defense and with local 

committees for disaster relief, if such committees are organized. The Commander and the two 

Vice-Commanders shall be members of this  

 



8 
 

committee and the Commander may appoint such additional members, as he may deem advisable.  

K. CHILDREN AND YOU ACTIVITIES AND REHABILITATION COMMITTEE 

Shall be charged with aid and service to children of veterans and cooperation with other established 

agencies in the community; shall assist the Service Officer in all matters pertaining to the rehabilitation 

of veterans; shall promote and assist on Children and Youth American Legion programs.  

Section 2. The Commander may appoint such other committees as may, from time to time, be needful 
and necessary.  

ARTICLE VII -MEETINGS 

Section 1. The regular meetings of the post shall be held in the Post Home on the third Monday of each 
month at 7:30 p.m.  

Section 2. The Post Commander shall have authority to call a special meeting of the post at any time 

provided that notice of such meeting shall be mailed at least forty-eight (48) hours prior to such meeting 
or that notice of meeting be given by a bonafide effort thru local news media.  

Section 3. Upon the written request of four (4) members of either the Board of Directors or Executive 
Committee or fifteen (15) members of the post, the Post Commander shall call a special meeting of the 
post upon the same notice as required in the preceding section.  

Section 4. Ten (10%) percent of the membership or fifteen (15) members, whichever is less, shall 
constitute a quorum for any meeting.  

ARTICLE VIII -DUES 

Section 1. The annual membership dues shall be payable in advance on August 1st of -each year. The 

fiscal year of the post shall be from June I st to May 31 st. The post will participate in "Direct Mailing" 
of dues notices so long as this service available from National Headquarters.  

Section 1. (a) -The amount of annual membership dues shall remain fixed until such -time as the 

Executive Committee recommends a change, increase or decrease, and that the recommendation be 

accepted or rejected, without amendments, by membership vote -after written notice shall have been 

given to all members that such recommendation is to be voted on. All changes to be approved by 

membership at regular Monday meeting in -March, preceding effective date of June 1st beginning fiscal 

year.   
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Section 2. A member whose dues for the current year have not been paid by February 1st shall be 
classed as delinquent. If his dues are paid on or before April 1st, he shall be automatically reinstated. If 
he is still delinquent after April 1st, he shall be suspended from all privileges. If he is still under such 
suspension on December 31 st of such year, his membership in THE AMERICAN LEGION shall be 
forfeited. A member so suspended or whose membership has been so forfeited may be reinstated to 
active membership in good standing by vote of the post and payment of current dues for the year in 
which the reinstatement occurs.  

ARTICLE IX -NOTICES 

Section 1. Every member shall furnish the Adjutant with his address, resident, and business, for m.ailing 
purposes.  

Section 2. The Adjutant shall cause notice of the annual Election Date Meeting for the election of 

officers, members of the Board of Directors, and Executive Committeemen- at-large, to be given at least 

ten (10) days in advance of such meeting.  

ARTICLE X -RULES OF ORDER 

Section I. All proceedings of this Post shall be conducted under and pursuant to Robert's Rules of Order, 
except as herein otherwise provided.  

  
Section 2. A copy of Robert's Rules of Order shall be purchased and brought to each meeting by the 
Adjutant.  

ARTICLE XI -LIMITATIONS OF LIABILITY 

Section I. This post shall incur, or cause to be incurred, no liability nor obligations whatever which shall 
subject to liability any other post, subdivision, group of men, members of The American Legion, or 
other individuals, corporations, or organizations.  

ARTICLE XII –ADMENDMENTS 

Section 1. These By-Laws may be amended any regular meeting by a vote of two-thirds of the members 
present at such meeting, provided that the proposed amendment shall have been introduced at the next 
preceding meeting and provided further that notice be given to all members of the post that a proposed 
amendment to the By-Laws will be voted upon.  
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ADMENDMENTS TO BY -LA WS 
 

REVISED       August 5, 1959  

Article III Sec. I        November 1964 

 Article III Sec. 4       November 1964 

 Article III Sec. I       October 1973 

Article III Sec. 4        October 1973  
--.  

REVISED Januarv 17.1983 as follows: 

Article II Sec. 3-B  

      Article III Sec. I 

                     Article III Sec. 4 
Article IV Sec. 5 

         Article IV Sec. 12 (added New) 

       Article V Sec. I 

Article VI Sec. 1-A 

      Article VI Sec. B 

Article VI Sec. C (added New) 

Article VII Sec. I 
Article VII Sec. 2 

 Article VIII Sec. I 

Article VIII Sec. 1-A 

 Article IX Sec. 2 - 

REVISED Mav 16. 1988 as follows: 
Article II Sec. 2 
Article II Sec. 4 
Article IV Sec. 2 
 

~ REVISED Julv 1. 2001 as follows: 

~ Article II Sec. 3 Article III Sec. I 
~ Article III Sec. 1-A Butch Francis -Chairman Article III Sec. 2 Gene Henderson 

~ Article V Sec. I Steve Walker 

Article VI Sec. I Tommy Lynch -Commander ~ Article VI Sec. 1-C 

Article VII Sec. I 
Article VIII Sec. 1-A 

 

REVISED 2012 as follows: 

Article VI Sec. 1-B 
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 MANAGEMENT COMMITTEE  

Duties and Responsibilities  

A. Responsible for all Sub-committees and to see that they carry out their duties.  

B. Responsible for paying all financial obligations incurred by normal operations of  
   sub- committees of The House Committee.  

C. This committee shall abide by House Committee rules as may be amended from time to time.  

D. To serve as arbitrator between all House Committees. If unable to reach a -suitable decision 
grievances to, be referred to the Executive Committee for final decisions.  

MANAGEMENT SUB-COMMITTEE  

  
RULES  

1 -Coordinate all adjustments of inventories and money between different fund accounts and 
committees..  

2 -Management Committee responsible for distribution and records of all keys to Post facilities.  

3 -To consolidate all monthly committee reports and submit to general  
    membership meeting on 3rd Monday of each month.  

4 -All contracts or agreements for services and supplies to be approved by ~ Management Committee.  

5 -All committee chairmen to be responsible to identify all bills and mark as to  
    committee responsible for expenditures. All bills to then be submitted to Post Financial  
    Officer, on proper form, for payment.  
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BAR COMMI1TEE  

Duties and Responsibilities  

A. Bar Committee will be responsible for opening house on regular meeting nights and on house nights.  

B. Responsible for all bar supplies and pricing of items for resale.  
C. Have complete and total control of activities in post game rooms. 
D. To select qualified managers to work bar on nights house is open.  
E. This committee shall abide by House Committee rules as may be amended, from time to time.  
 
BAR COMMI1TEE  
RULES   
I -Strictly enforce all Game and House Rules as posted.  
 
2 -Responsible for janitorial supplies and service in bar area, game rooms, and meeting rooms 
. 
3 -To handle and keep proper records of locker rentals. 
 
4 Only authorized managers to be allowed behind bar at any time. 
 
5 -Monthly report of receipts and expenditures to be submitted at each -Executive Committee meeting 
on approved form. 
 
6 -Bar will not be required to be open if suitable managers cannot be obtained on each Wednesday or 
Friday house nights.  

NOTE****It is suggested monthly reports include names of member volunteer workers.  
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BUILDING MAINTENANCE COMMITTEE   

Duties and Responsibilities  

A. Check and maintain building inside and outside  

B. Check and maintain all fixtures and appliances (including light  

   fixtures).  

C. Maintain plumbing and electrical system on entire Post  

D. All repairs that can be competently handled by voluntary members of  
Post at no cost for labor, should be considered by this committee.  

E. Perform and/or arrange for any minor modifications as directed by 
   House Committee.  

F. For any major modifications, directions to come from the Executive 
   Committee.  

G. Building Maintenance and Grounds Committee to be jointly  
   responsible for maintaining proper drainage away from Post  

   Buildings.  

H. This committee shall abide by House Committee rules as may be amended 
from time to time.  

BUILDING MAINTENANCE COMMITTEE RULES  

1- Monthly report to be submitted at each Executive meeting on all  
   expenditures.  

2- All expenditures of a large amount, that are not of an emergency 
   nature, and at the discretion of the committee chairman, are to be  
   brought to the attention of the Management Committee for action.  
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RENTAL PROPERTY COMMITTEE  

Duties and Responsibilities  

A. Promote Post facilities for rentals (to desirable parties). 

B. To execute rental contracts, with Property Management Company.  

C. In conjunction with Property Management Company collect and deposit 
rentals to Post Finance Officer. 

D. Initiate claims of damage and non-payment of rent.  

E. Abide by House Management Rules as may be amended. 

 

RENTAL PROPERTY COMMITTEE RULES  
1- Maintain expenditures on approved form.  

2- Summary report on approved form at each Executive Committee meeting  
Monthly.  

3- All rental House Funds to be deposited to General Fund.  
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GROUNDS COMMITTEE  

Duties and Responsibilities  

A. To maintain and provide perpetual care of all post grounds and 
   Equipment necessary to achieve desired appearance and safety.  

B. Maintenance of picnic area and shelter to be the responsibility of 
   The Grounds Committee.  

C. Grounds and Building Maintenance Committee to be jointly  

   responsible for maintaining proper drainage away from Post 

   Buildings.  

D. All removal of trees for safety purposes will be the responsibility 
   of this committee.  

E. This committee shall abide by House Committee rules as may be 
   amended from time to time.  

 

GROUNDS COMMITTEE RULES  

1- Monthly report to be submitted at each Executive Committee meeting 
on all expenditures.  

2- All expenditures of a large amount, that are not of an emergency 
nature, and at the discretion of the committee chairman, are to be 
brought to the attention of the Management Committee for action.  
 


