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INSTRUCTIONS
As soon as possible after your election, set up either a virtual or physical meeting with each Post in
your District. If you conduct a virtual meeting, you can cover the same material with multiple
posts at the same time.
The following is some of the information you should endeavor to obtain while visiting each Post:
1. Have the Post Officers been elected and certified to Department Headquarters five days
prior to the scheduled Department Convention?
2. Determine if the officers have the necessary material to function properly.
a. Officers Guide and Manual of Ceremonies.
b. Post Adjutant’s Manual
c. Department Constitution and Bylaws
d. Post Constitution and Bylaws
e. Membership Applications?
3. Urge the officers to use the National publication, Dispatch, which will be received monthly
by the last certified Post Adjutant as soon as National Headquarters receives the names and
addresses of the newly elected Post Commander. Urge the Post to subscribe to the National
Legislative Bulletin, available for 12 months for only a small charge. Contact: The American
Legion, National Legislative Director of The American Legion, 1608 “K” Street, NW,
Washington, D.C. 20006.
4. Check to see that the proper post officer has the new membership cards. We mail new
cards to the last certified Post Adjutant. If the Post has not recently certified a Post Adjutant,
they may not have their cards.
5. Make certain the Post Officers have access to myLegion.org and a quantity of the Member
Data Forms (MDF).
6. Ensure your Posts have their “current” Constitution and By-Laws on file. Every Post
should review their Constitution and Bylaws annually and update as required.
7. Urge the Post Commander to appoint his/her various Committee Chairmen as outlined in
the Officer’s Guide and Manual of Ceremonies.
a. We place the responsibility on each District Commander to see that the following
American Legion Chairperson is actually appointed and functioning in each Post:
1) American Legion Boys State –
2) American Legion Baseball
3) American Legion Oratorical
4) American Legion Junior Shooting Sports
5) Boy/Eagle Scouts
6) JROTC
b. We also encourage District and Department Vice Commanders to become
knowledgeable concerning the fundamentals of this organization, so they can convey
information and guidance to their Post Officers. District and Division will enroll and complete
Basic Training (www.legion.org/alei) if they haven’t already.
8. We urge each Post to have an active SERVICE OFFICER. The Veteran Service Officer
plays an important role in veteran relationships and at the same time encourages membership
in The American Legion.
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DISTRICT MEETINGS
1.
We request that each District Commander set all their District Meetings and Conventions
for the year at the beginning of their term of office and give the dates to Department
Headquarters as soon as possible. This includes virtual meetings. The Department
Headquarters will not schedule two District Meetings or Conventions for the same day/night.
This can be prevented if you call Department Headquarters and verify the dates of other
District Meetings prior to sending in your request.
2.
Ensure the Post hosting the District Meeting has agreed to the date and time, please do
not schedule physical District Meetings or Conventions prior to 12:00 pm (noon) or virtual
District meetings prior to 11:00 am Central.
3.
Leave no stones unturned in prior planning. Remember the six (6) P’s of Planning: Prior
Planning Prevents Painfully Poor Performances. Email as an attachment to
Adjutant@TNLegion.org your signed District
4.
Meeting/Convention schedule form to Department Headquarters at least six (6) weeks
in advance. Provide the Department Headquarters with at least the following
a. Host Post, Place of Meeting (such as Post Home, school, restaurant, etc.)
b. Date
c. Time
d. Additional Information. If known, whether joint with Auxiliary, menu, price of meal,
and any other information such as details on social hour, speaker, election, or special program,
dance to follow, etc.
e. An accurate address is immensely helpful since many attendees now own and use a
GPS device.
5.
Keep in mind that the District Meeting/Convention is just that – “A District Activity.” It
is not a mini Department Meeting/Convention, or a Post Meeting. The protocol for
Department, District, and Post meetings is different. Department Officers and Department
Chairpersons may attend District Meetings/Conventions; however, they do so as guests.
Recognize Department Officers and Department Chairpersons and give them an opportunity to
speak, however centralize the program around the respective District. District
Meetings/Conventions should be both INFORMATIVE and ENTERTAINING.
a. An informative District Meeting/Convention addresses current and future events as
well as deadline dates for reports pertaining to The American Legion (good source is the
Monthly Bulletin published and mailed to the last “certified” Post Adjutant). Digital copies are
sent to Post Commanders and Service Officers. Additionally, you can find the Department
Monthly Bulletin published on our website at www.tennesseelegion.org.
b. Address District Membership during your Meeting/Convention, focusing on future
recruiting plans and/or retaining current members; do not forget to talk about reconnect.
c. District Meetings may have a guest speaker from the local District that can speak on a
subject of interest to The American Legion or veterans in general. Please refrain from having a
Guest Speaker during District Conventions. DO NOT build your District Meeting/Convention
on the concept Department Officers will be your sole program…THIS IS A COMMON
MISTAKE.
6.
Quality vs. Quantity. District Meetings that are both informative and entertaining are
better than having meetings just to have meetings. Too many meetings tend to reduce
attendance. Give serious consideration to meeting dates when scheduling; with alternative
entertainment and social media at an all-time high, the Legion family desires to keep their 3day weekends free. It is better to have three well-planned, informative, and entertaining
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District Meetings than to have more that are less appealing and/or interesting. If you cannot
supply what the Legionnaire needs or wants, then there will not be a demand.
DISTRICT CONVENTION
In accordance with the amended Department Constitution and Bylaws June 1, 2020, the last
District Meeting of the year, prior to the Department Convention, will be titled the “District
Convention.” Therefore, the Department will not allow more than one District Convention
scheduled for the same day.
MEMBERSHIP TRANSFERS
Process all transfers via myLegion using the Post Online Membership Transmittal (only if the
member is paying at the post) or by using a Member Data Form (MDF). You will find complete
explanation for this in the current “Post Adjutant’s Manual” and on the back of the form itself.
INCORPORATION OF POSTS
There are Posts in the Department of Tennessee that have not incorporated under State Law. The
National and Department Headquarters both urge each Post to incorporate for many reasons.
Foremost, it places the responsibility, in case of litigation, against the corporate body instead of
the individual member (Legionnaire) of the Post. After the charter of incorporation is received
the Post should:
1. Apply for Incorporation, for details, visit http://sos.tn.gov/business-services/non-profitcorporations.
2.
Record the Charter in the County Register’s Office.
3.
Request a supplemental charter from National Headquarters with “Inc.” after the Post
name.
4.
Make sure the Post knows it must renew the incorporation status each year.
NEW POSTS
1.
In most metropolitan areas of Tennessee, we are getting less than 5% of the eligible
veterans into The American Legion. The primary reason is we do not ask veterans to join and
we do not have enough Posts in the suburban areas to accommodate these veterans.
2.
It is the responsibility of each District and Vice Commander to endeavor to charter as many
new Posts as possible during their tenure. The basic criterion for application for Temporary
Charter is a minimum of 15 veterans who served honorable during the eligibility dates of the
Organization - and yes, most National Guard/Reserve Veterans are eligible. The group must be
interested to the extent some of them are willing to accept leadership roles in the capacity of Post
Officers. Every District Commander should have a goal of chartering at least one new American
Legion Post a year.
3.
If there is a community that does not have a Post, or if you have a community where the
Post is slowly dying, take these initial steps. Make a courtesy call to the Mayor, President of the
Chamber of Commerce, and Superintendent of Schools to discuss the need of an American
Legion Post in the community. Be sure you are qualified to discuss the Legion programs to be
implemented and the potential of clubhouse issues of the new or struggling Post. American
Legion National Headquarters charters new posts. You can obtain a Temporary American
Legion Charter Application form from Department Headquarters, along with concise details
concerning these applications. Make sure you discuss your intention of chartering a new Post
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with the Department Commander, Department Adjutant and Department Membership
Chairman before you go into the community.
4.
Regardless of the number of transferring Legionnaires to the new Post, it is still mandatory
that the Application for Temporary have at least 15 new members. All members may be
considered charter members until the Permanent Charter is issued, providing their permanent
Charter is issued within one year of receiving their Temporary charter.
Note: After one year of satisfactory performance as an American Legion Post, the Post should
request a Permanent Charter through Department to National Headquarters.
POST HOMES
1.
Many of The American Legion Post Homes across the State need renovation. They have
become community eyesore. We realize it takes money in many instances to improve such
buildings, however, if the membership really has the desire, it can find the means. It can raise the
money from various fund-raising projects, turkey shoots, print a tabloid, road block donations
(if legal), have a carnival, bar-b-que, talent show, ham breakfast, fish fry, horse show, car wash,
golf tournament, etc. In some cases, grants are available through Big Box improvement stores.
Bring the SAL into the fund-raising project. Keep in step with the times and modernize.
Remember to apply for a gaming permit from Tennessee’s Secretary of State’s office.
2.
The Department Constitution mandates that all Post Homes be appropriately identified with
a sign, preferably with Legion emblem. How many Post Homes have you noticed in your District
where there is no sign identifying the building as an American Legion Post with the Post
Number?
MEDIA AND COMMUNICATIONS
1. Webster describes Public Relations as “The activities of an organization in building and
maintaining sound relations with the public at large.” Media and communication in synonymous
with Public Relations. Actually, each Post Officer and each member should be working toward
better communications relationship with the media in their community all the time. The Post
should have a Media and Communications Chairperson who works to acquaint the citizenry with
constructive programs in which the local Post participates. Good media and communications
should be endeavoring to publicize through the media in their location, newspaper, radio, TV, the
constructive programs conducted by their Posts.
2. Some basic news-writing rules are: Newspaper stories are built in pyramid style. The top
of this pyramid is the opening or “lead” paragraph. It must contain the most important facts.
The elements of a news story are “WHO” said or did something; “WHAT” the news was;
“WHEN” it broke; “HOW” it broke and “WHERE” it broke; and “WHY” it broke.
DISTRICT OFFICERS
Each District must have an Adjutant and Membership Chairperson to comply with Department
Constitution Article VII, Section 5. They may appoint a District Sergeant-at-Arms and District
Chaplain. It is also highly recommended they have a Chairperson for American Legion Boys
State, Baseball, Junior Shooting Sports, and Oratorical programs along with. The District
Commander must work with the Post Commander to see that each Post has an ACTIVE Post
Membership, Veterans Affairs and Rehabilitation, Americanism, National Security, and
Children & Youth programs.
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INSURANCE
The American Legion, Department of Tennessee provides (pays for) each voting member of the
DEC and each Department Chairman with $25,000.00 accidental life and dismemberment
(AD&D) insurance. The Legionnaire Insurance Trust (LIT) provides a variety of medical, home
and vehicle insurance programs and which are a particularly important part of the total Legion
Benefits Program. In addition to the $25,000.00 AD&D Insurance that Department pays for you,
LIT also provides the free $5,000.00 AD&D Insurance for all paid Legionnaires. In addition,
several other hospital, cancer, and supplemental policies are offered Legionnaires at reduced
premium. Information on these insurance programs is mailed to the Legionnaire periodically. LIT
has a link to Department’s website www.tennesseelegion.org and tab on Internet Links or go
directly to their website using https://www.thelit.com/no-cost-legioncare. You can also activate
the no-cost $5000.00 AD&D Insurance by phone, 1-800-235-6943 (speak to a representative).
If you have any specific questions, call the Department, and ask to speak to Adjutant Tuttle.
PUBLICATIONS
You may receive a complaint that a member is not receiving their “Legion” magazine. A
member is entitled to 12 issues of the “Legion” magazine, for each year’s paid membership.
There WILL NOT be a subscription lapse if the Legionnaire pays their membership dues about
the same time annually, or if their change of address is updated timely using a Member Data
Form or Post-level myLegion, as needed. We urge each member to report his/her address change
to the Post Adjutant in turn the Post Adjutant should either send in an MDF to Department
Headquarters or affect the change using myLegion immediately.
REPORTS
Each year, less than 80% of the Posts in Tennessee send in the Consolidated Post Report (CPR)
Form. National Headquarters makes digital edition available in late September annually. The
hard copy edition available in early February annually; the Department mails the form to the last
certified Post Adjutant. You, as District Commander, should keep in constant communication
with every Post in your District to insist they complete the report online via myLegion or mail
the report to Department on time. We present post awards, at the Department Convention, based
on these reports.
RESOLUTIONS
1. Only a few years ago, resolutions blossomed forth in the spring like flowers in May.
2. Inasmuch as American Legion official policies are set by resolutions, Tennessee is not
fulfilling its duty in helping set official policy in The American Legion.
3. In accordance with ARTICLE V, Section 6 of the amended Department Constitution and
Bylaws; resolutions affecting the Department Constitution and Bylaws must be submitted to the
Department Adjutant at least forty (40) days in advance of the Mid-Winter Department
Executive Committee meeting. All other resolutions to go before the Department Executive
Committee must be submitted to the Department Adjutant at least twenty (20) days prior to the
Mid-Winter Conference or the Department Convention.
4. It is important that resolutions be in proper form. No one wants their brainchild to be
thrown aside because of a technicality.
CONSTITUTION AND BYLAWS
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The National and Department Constitution and Bylaws are our Regulators. We must abide by
them. Post Constitution and By-Laws cannot vary from the National’s and the Department’s.
Read the Department’s Constitution and By-Laws and abide by its verbiage. It is a costly
endeavor to publish a new Constitution and By-Laws every time someone wants to make a
change. Changing the Constitution is time consuming and is a set procedure. The Constitution
and By-Laws of the Department may be amended or revised, if the following steps are taken in
submitting the proposed amendment:
1. Must have the formal endorsement of a submitting Post.
2. Must be submitted to the Department Adjutant no-later-than forty (40) days prior to the
Mid-Winter Conference.
3. The Department Constitution and By-Laws Committee will review the proposed change
at the Mid-Winter Conference.
4. The Constitution and By-Laws Chairman will present the proposed change to the
Department Executive Committee (during their Mid-Winter Called Meeting) with a
recommendation to accept or reject.
5. The Department Executive Committee will vote to accept or reject the amendment.
6. The Constitution and By-Laws Chairman will report the vote of the Department Executive
Committee to the Mid-Winter Conferences attendees.
7. The proposed approved amendment must appear one (1) time in The Tennessee
Legionnaire prior to the next Department Convention.
8. The Chairman must read the proposed approved amendment to the Delegates of the next
Department Convention.
9. If two-thirds of the Convention Delegates vote in favor of the proposed amendment, it
becomes law.
10. The Department Adjutant will have the Constitution and Bylaws reprinted and published.
UNIFORMS, ACCESSORIES AND THE EMBLEM SALES CATALOG
A limited number of free printed Emblem Sales Catalogs are available each year. We try to give
a current copy to each Post…this is not always possible. If current editions are available, we
offer a copy of the Emblem Sales Catalog at the Orientation Session. An electronic version is
always available at www.emblem.legion.org. You will find the information concise and
simplified as to ordering instructions, along with order blanks. Note the availability of ROTC
Medals, School Award Medal Program Medals, Legion Award Certificates, jewelry, uniforms,
etc. You, as a District or Vice Commander may wish to award a special person in your area of
responsibility with a medal, certificate or plaque shown in this catalog. Emblem Sales phone
number is 1-888- 4LEGION.
MEMBERSHIP, REVITALIZATION, AND POST DEVELOPMENT TEAMS
National Headquarters suggests that every Department have a Membership Team, Revitalization
Team, and Post Development Team. Remember the 3-R’s of Legion Membership, Renew,
Recruit and Reconnect. In Tennessee, the Membership Team and Revitalization Team consist of
the following:
1.
POST MEMBERSHIP AND “REVITALIZATION” TEAMS (aka Renewing Team)
a. Department Membership Chairman (responsible for training and monitoring).
b. Vice Commander of the respective Division.
c. District Commander of the respective District (active supervision).
d. Post Commander (they may appoint a Post membership chairman).
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e. Post Membership Team consisting of Post Chairman and 5% of the Post membership.

If a Post is being revitalized, initially Post members may not be available.
(Just because an individual is the First Vice Commander does not mean he/she is the
right Legionnaire for the job as Post Membership Chairman).
POST DEVELOPMENT TEAM (Recruiting Team & Reconnect Team)
a. Department Membership Chairman
b. Respective Department Vice Commander
c. Respective District Commander
d. Prospects from Headquarters Post 2000
e. Civic leaders
f. National Guard/reserve component military unit personnel (Reconnect Activities)
DEPARTMENT REVIEW TEAM
a. Department Commander
b. Department Judge Advocate
c. Department Adjutant
THE PURPOSE OF THE REVITALIZATION TEAM IS TWO-FOLD:
a. Revitalize American Legion Posts…get them going again.
b. Justify why a charter must be cancelled.
f.

2.

3.

4.

EXPENSE ALLOWANCES
1.
Each District Commander’s expense allowance is different, as it is based on membership in
your District. We provide a chart showing your expense allowance. In addition, each of you was
provided a free District/Vice Commander Legion Cap upon being elected and installed. Each
Vice/District Commander received personal business cards, at no charge to you. Also, you will
receive the following additional allowances that DO NOT count against your expense allowance:
a. Leadership/Orientation Session you may claim two-way mileage from your home to
Department Headquarters and return to home of record (one claim per vehicle).
b. At the CALLED MEETING OF THE Department Executive Committee (DEC) you
will receive an allowance for one-night lodging plus round-trip mileage. You will be notified of
any Department “Called” meetings.
c. If there is a special “Called” meeting, you will be given an allowance for one night
lodging plus mileage if you live more than 100 miles from Department, or you will be given a
mileage allowance if you live less than 100 miles from Department. We anticipate Special
Meeting will be conducted via “Zoom.”
2.
All expense vouchers for District expenses must be completed signed and have receipts
attached. This is inspected by our auditors and reported to the IRS. You are requested to turn in
your expense vouchers by the 5th of each month. Your last expense voucher “of the year” must
be turned into Department no-later-than Monday following the Department Convention.
DISTRICT DOOR PRIZES FOR DEPARTMENT CONVENTION
Each District Commander is challenged to raise a minimum of $100.00 to be given away at the
Department Convention. Gifts other than cash are certainly appropriate, but make them equal to
$100.00 or more. This has proven to be well-received by the Delegates at the Convention and it
requires little effort of the part of a District Commander if you do not wait too late to raise the
$100.00. There are several ways the $100.00 can be raised: collect donations each District
Meetings and contributions from each Post based on their membership, etc.
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CERTIFICATION OF POST OFFICERS
1.
Department Constitution Article IX, Section 10 states that “All Post Officers for the ensuing
year shall be elected and certified to the Department Adjutant not later than five days prior to the
announced dates of the Department Convention.
2.
When a Post fails to elect and certify officers to Department on time, delegates to the
Department Convention cannot vote for National Convention Delegates, four (4) Department Vice
Commanders, a National Executive Committeeman, Alternate National Executive Committeeman,
or the Department Commander.
3.
When a Post fails to elect and certify its officers, the Department will not mail post
membership cards the monthly bulletin until the post officers are certified.
4.
The Department monthly bulletin remains the primary way of communicating with each
Post. In turn, we expect Post Officers to pass the info on to the members of their respective Post.
Failure to certify Post officers breaks the communication chain.
5.
In addition to the monthly Department bulletin, the Department sends all correspondence,
including membership cards, to the respective “certified” Post Officers. The District Commander
has the responsibility to ensure each Post certifies at least its Post Commander, Adjutant and
Service Officer as outlined in the Department Constitution.
DISTRICT COMMANDER OF THE YEAR
Each District Commander has the opportunity to win the title “District Commander of The Year.”
The selection will be based on the annual score criterion.

Dean A. Tuttle

DEAN A. TUTTLE
Department Adjutant
Adjutant@TNLegion.org
615-391-5088
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