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As we grow as an organization both in size and accomplishments, there is often times transition that occurs at all levels. This means people come
and go, and leadership positions at all levels change. One of the most difficult position changes to make is the Adjutant. The Adjutant is responsible for all administrative actions at what ever level within the organization he serves. He is usually the smartest guy in the room. Just ask me. All
joking aside, the Adjutant is a pretty important guy especially when it comes to membership. Normally the Sr. Vice Commander is responsible for
membership and is usually the membership chairman. However when the membership comes in, it’s the Adjutant that has to verify everything to
making sure the membership application has been completed correctly, then the Post Adjutant has to verify eligibility, relying mostly on the
Squadron Adjutant have done his vetting correctly. The new membership card has to be completed correctly and submitted to the Detachment Adjutant in a timely manner along with renewal memberships. Any change in membership status, change or correction of addresses, transfers into
the squadron, name corrections, years of continuous service correction, transfers to the Post Everlasting, all have to be properly recorded and reported. So the Squadron may have selected the smartest guy in the room to be Adjutant, but one thing is always true, you don’t know what you
don’t know. The past year or two this Detachment and the Squadron that comprise it have experienced a lot of growth and transition and with that,
we have a lot of new Squadron Adjutants that do a great job but have not had enough opportunity to learn all the paperwork correctly. If the paperwork comes into me wrong, in most cases I have to send it back to the Squadron for rework. If I send it forward to National, it either comes
back to me or gets put off to side to get worked when they have time or not processed at all. That is why sometimes the National membership report is off from mine. So to help us all out a bit, the next couple pages are some helpful hints on the way things need to be and some tips to make
things easier.

Completing a Blank Membership Card

!!!!Do Not Make Address or Name changes on the Membership Card!!!!
When sending in your membership, order the cards sequentially by using
this block of numbers. They have to be
in sequential order when they get sent to
National.

Do not use the membership card of an existing member for change of address or name
correction. This will kick the card out of the automated scanning system and cause the card to
be manually recorded, delaying the process, and National will not update the address by this
method. A variety of issues can result to include not recording continuous years. Use the member data form or online process for change of address as illustrated in the following pages.

This bar coded is unique to the
membership number and is
scanned to record the renewal.
If the card is altered, it gets
kicked out and must be manually processed. This can
delay recording it by several
weeks.
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The member data form is to be used for any change in a members status; transfer to a new Squadron, change of continuous years membership,
name correction, deceased. For any change the 9 digit member number, Detachment, Squadron and name are mandatory.

Use the 2 letter State abbreviation
for Detachment. This applies to
the Squadron submitting the
form. In cases of a membership
transfer, this will be the gaining Detachment. We will always use CO

The 9 digit member number is available
from the Squadron roster or the membership card. It is always required

Be sure to date the form

This will always be the Squadron submitting the form. In the
event of a member transfer
from one Squadron to another,
this will be the gaining Squadron. Use the 4 digit identify, if you
Squadron number is less than 4
digits, use 0 for the preceding numbers, such as
0001, 0011, 0111

Always Use the
member’s name
as it appears on
the membership
card, even if it is
wrong

Use the “New Address” section only if there is a
change or correction to the
address Putting an address
here will cause the processing
center to go through the process of checking the address.
It may not sound like a big
deal, but keep in mind, the
processing center process all
paperwork for The American
Legion, Auxiliary and SAL.
They get thousands of these
every day, if there are 100
come in with an address but
no address change that is
hours of unproductive time.
The employees working there
are paid through membership
dues. To submit a change of
address, it is recommended to
use the online method shown
on the next page.

Check if applicable

If the member’s
name is wrong on
the card or record, put the correction here

Date of birth is
gathered at the
National level
for statistical
and actuarial
data for The
Legion Insurance Trust Program for group
life and health
insurance plans.
Also to help determine PUFL
dues schedules,
and helps TAL
set priorities for
focus on veterans programs

Phone number and email address are useful at all levels
to ensure a good dispersion of
information and in events of
emergency.

Only use these boxes if correcting years of continuous
membership

Used when
transferrin to a
new Squadron,
pretty selfexplanatory

Used for statistical data,
purely optional, but good
for TAL to have when forming arguments regarding
tax-exempt status, developing pamphlets and recruiting strategies.

Apply required signatures as indicated under the signature line. The Squadron submitting the form
always keeps the green copy, the rest get sent to the Detachment Adjutant.
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Manage Your Membership On Line
Follow These Simple Steps to Submit A Change of Address

1. Go to www.legion.org/sons
2. Hover over the toolbar tab that says ‘Members”

4. Click on either Domestic or
Foreign change of address

3. Click on the link that says “Manage Your Membership”

5.

Click on the radial button for Sons of The American Legion.

6.

Enter the 9 digit member number and last name and click continue.

7.

Enter the new address in the boxes provided and click the submit
button

Using the website to update change of address is Quick, easy and
saves time, paper and postage

