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WHY? 
Firstly – He or She fills a Post Officer 

 Position that is more 
    permanent in nature than 

 the Cdr, Sr Vice, etc. 

4



 
 

Secondly- ALL Assets of the Post 
     physical and financial     

       are put in their charge. 
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WHAT ARE THE 
DUTIES OF THE 

POST QUARTERMASTER? 

6



Qualify and secure a bond in a sum 
equal to the amount of liquid 

assets for which he or she may be 
accountable in accordance with 

Section 703 of the National  
By-Laws. 
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Collect all monies due the Post and 
have charge of the funds, securities 
and other property of the Post, all 
of which shall be placed in his or 

her care. 
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He or She shall be the 
ACCOUNTABLE OFFICER of the Post 

and the Treasurer of ALL 
committees handling funds. 
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Disburse funds as properly authorized 

by the Post using accepted banking 
practices.  Unless otherwise provided 
in Post By-Laws, all disbursements of 

Post funds SHALL BEAR THE 
SIGNATURE OF THE QUARTERMASTER 
or other persons AUTHORIZED BY THE 

QUARTERMASTER. 
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Other persons authorized by the 

Quartermaster must be bonded in 
a sum at least equal to the amount 
of liquid assets for which he or she 
may be accountable. Assistant QM 

must be a VFW member. 
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Receive membership dues 
and forward the appropriate dues 
and fees to National immediately 

upon receipt as prescribed in 
Section 104 of the National  

By-Laws. 
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Provide the Post Trustees with all 
records, files and statements 
required as necessary for the 

preparation of the Post Trustee’s 
Report of Audit. 
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Must forward a copy of each 
Trustee’s Report of Audit to the 

Department at: 
VFW, Dept. of Florida 
543 N E Sanchez Ave 

Ocala  FL  34470 
or emailed to: 

statercp@vfwfl.org 
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Maintain a Relief Fund as prescribed in 

Section 704 of the National By-Laws. 
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Reconcile and verify all transactions 
listed on ALL bank statements. 

Trustee’s need to check transactions. 
 

Books and Records shall be maintained 
in a legible and uniform format. 

16



Record keeping may be by  
electronic means provided a backup is 

maintained. 

Books and Records shall be available for 
inspection by authorized Officers and 
Post Members at all reasonable times. 
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Unless specifically authorized by the Post to 
remove such books and records from its facilities, 

they will be kept at the Post facilities. 
Provide access and transfer to his or her successor 
or anyone designated by higher authority, without 

delay, all books, records, papers, monies, 
securities, passwords and other property in your 

possession or control. 
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Comply with and perform all duties 
required of him or her by the laws 

and usages of this organization, 
applicable By-Laws and orders 

from lawful authority and perform 
such other duties as are incident to 

such office. 

19



Report on transactions concerning 
receipts and expenditures, for any 
given period, at a regular or special 

meeting of the Post. 
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Lastly, 
File appropriate forms as required by 
Federal, State and Local Statutes or 

regulations. 
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QUARTERMASTER 

RESPONSIBLE FOR ALL FUNDS 
 
COLLECTS ALL MONIES 
 
SIGNS ALL CHECKS 
 
KEEPS THE FINANCIAL RECORDS 
 
QUALIFIES AND SECURES A BOND 
 
ALL FINANCIAL MATTERS 
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RESPONSIBLE 

ACCOUNTABLE 

TRACEABLE 
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The Post Trustee is an elected auditor –  
Examines accounts and accounting records.  
Compare the charges with the vouchers. 
Verify deposits and checks with appropriate backup paperwork.  
Verify balance sheets and income items.  

 
Trustees play a vital role in ensuring the funds of the Post are audited and 
accounted for accordingly. 
   
Post Trustees are primarily the watchdogs of the Post funds.  

They make certain no one has their fingers in the till and the assets of the 
Post are safeguarded and protected. 

  
Equally important should be the prevention of fraud.  

The Trustees’ audits must cover all activities, including the club rooms, the 
bar, bingo, or any other source of income or financial transactions. 
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Uniform System Ledger of Post Records and Accounts 

The Receipts, Expenditure and Distribution Ledger is the most important financial record of the 
Post. It provides a means of maintaining uniform records of the financial transactions of the Post. 

Provides: 
A record of the Post’s financial condition 
Accurate audits of the Post funds.  

The balance shown in the ledger at the end of the month must be in agreement with the bank 
statement(s), checkbook(s) and with the receipt book and vouchers or orders.  
Electronic based methods utilizing differing types of accounting software utilizes this Standard 
System of Accounting.   
Quartermasters utilizing these methods must ensure that the basic principles of the Uniform 
System of Post Records and Accounts are not lost and that all electronic records are routinely 
backed-up. 

The ledger contains various rows and columns for specific entry; each row represents a specific 
transaction and explains the when, who, why, how of each receipt and disbursement. It further 
explains, in detail, how each is distributed throughout the Post’s funds. 
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The First Four Column Headings Of Our Ledger Are: 

DATE: Represents the day and month of the transaction. 

FROM or TO: Represents the individual, group, or corporation to which the 
transaction is associated. 

REASON: Represents the transaction’s purpose such as donation, mortgage, or 
member dues. 

RECEIPT or CHECK NO.: Represents the method of transaction. This may be a 
check number, transaction  number, DBT, receipt number, etc. 

Following  Columns Heading Of The Ledger 
CASH and BANK - RECEIVED and EXPENDED:    
Represents the amount of the transaction.  
Total amount received is entered in the RECEIVED portion of the CASH AND BANK 
column. 
Total amount expended is entered in the EXPENDED portion of the CASH AND BANK 
column. 
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NATIONAL AND DEPARTMENT DUES: 
Annual and Life Member Dues Received from Member and Payments to National. 

POST GENERAL FUND: 
All transactions for the operation of the Post not accredited to other funds. 

POST RELIEF FUND: (Restricted - Section 704) 
Aid of veterans and families, Buddy Poppies, Patriotic Education, Perpetuate the 

Memory of Veterans, Armed Forces and Comfort of Survivors. 

Additional Blank Columns exist to allow for extra funds. 

These columns used to record the detailed transactions for funds designated by Post. 
Examples: 

Building / Post Home Fund 
Canteen Fund 
Honor / Color Guard Fund 
Others as designated by Post 
EVERY TRANSACTION WILL BE LOGGED INTO THE LEDGER 
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Ledgers  
Receipts  

Quartermaster Monthly Statement 
Audits 
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Each column is totaled at the bottom of the page: 
showing the amounts of all receipts and expenditures. 
Additionally, you will calculate the funds balance. 

Subtract the Expenditures from The Receipts to yield the Fund Balance  
This allows for the Quartermaster, at a regular Post meeting, to give a no frills financial report. 

The  Ledger should  be balanced at the end of each page and at the end of the month. This will assist 
the Post Trustees in auditing the books.  
1. Top line shows amount of cash in the bank brought over from the previous month and the
breakdown of the money into different funds. 
2. Annual Dues Receipts – Full amount into Cash and Bank.  ($29.50) of dues is entered under
National and Dept Dues. Remainder is split 50/50 to General Fund and Dues Fund. 

   Life Dues Receipts – Full amount into Cash and Bank.  Full amount into National and Dept. Dues.   
3. If the figure shown under CASH AND BANK is the same as shown in your checkbook stub and the
bank  statement, your books are in order. 

It is important that the Post Quartermaster’s records are neat and in order at all times, and that all 
bills and receipts are filed by month. It is also advisable if the Post uses a large checkbook, that the 
returned cashed checks be attached in the checkbook to the corresponding check stub.  All 
Quartermaster financial records are retained forever. 
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Authority to Disburse 
A  Quartermaster  may  NOT  disburse  the  funds  of  the  Post  without receiving proper 
authority from that Post by action on the floor at a regular or special meeting and the 
approval of the Post Commander. 
   

Vouchers or Orders 
All vouchers, orders and invoices must be self-explanatory and show clearly to whom the 
money is to be paid, how much is to be paid and for what, set forth in detail. If the payment 
is reimbursement for expenditures already made, the voucher or order must be supported 
by the receipted bills made in detail. If it is for a bill being presented for payment, the 
itemized bill must accompany the voucher, order or invoice and remain a part of that 
voucher or order in the permanent file. 
 
Always keep this in mind, you can never have too much proof for the proper receipt and 
disbursement of funds, because doubt can attach to any person, despite a record of probity 
and honesty.  A Quartermaster may, with or without cause, be called upon at any time to 
account for stewardship. Never honor a voucher marked “miscellaneous expense.” If such 
expense cannot be detailed and itemized for Post approval, you are not required to make 
that disbursement. 
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Monthly Financial Statement 
Quartermasters Details of Receipts and Disbursements 

It is not intended to replace the Receipts, Expenditure and 
Distribution Ledger.  It is a form designed to assist Post 
Quartermasters in the listing of Receipts and Disbursements 
between and during Post meetings for the purpose of providing Post 
Trustees and the Post Adjutant with a continuous record of the 
financial operation of the Post.  All receipts and disbursements must 
be itemized in detail. 
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Trustee’s Examination and Audit. 

Must ascertain if all receipts and disbursements have been properly listed and that properly approved 
vouchers or orders are in evidence to cover and authorize all disbursements. 

Ensure  all  checks  are  properly  signed  (countersigned  by  the  Post 
Commander if required by the Post By-Laws). 

Must be satisfied that the receipts of the previous meeting have been properly deposited in the bank 
by examining the bank receipted deposit slip. 

Upon examination and audit of the statement, if found to be correct, they should so certify by signing 
the audit. 

Distribution of this form is as follows: Original to Department Quartermaster and copy retained by 
Post Quartermaster.

Post Trustees make quarterly audits of certain records and submit proper reports thereof.  Any 
negligence on their part in complying may make them individually and collectively liable for any loss 
the Post may  suffer.  Although the Trustees may not actually misuse Post funds, they do become, in 
case of loss, accessory to the act by reason of not performing their duties as prescribed by law and in 
accordance with their obligation.  Keep in mind that bonding company liability is contingent with the 
compliance of VFW By-Laws by Post Officers. 

An honest, accountable officer never has to be forced to render a report and always welcomes an 
inspection of his or her records. 
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Post Trustees’ Report of Audit 
   
Preparation and Completion: 
At the end of each quarter is the duty and responsibility of the Post 
Trustees.  In those instances where, upon recommendation of the 
Post Trustees and authorization by the Post, qualified accountants 
are engaged to perform the quarterly audit, it continues to be the 
duty and responsibility of the Post Trustees to submit the Post 
Trustees’ Report of Audit as set forth in the By-Laws.  
As Quartermaster you must assist on its completion.  The following 
is an example of a properly completed Trustees’ Report of Audit, 
followed by definition of each blocks 1-18. 
 

39



40



41



42



43



 
 
 
HOUSE COMMITTEE CONTROLS THE CANTEEN 
Canteen Manager reports directly to the House Committee. 
House Committee is responsible for conducting inventory of Canteen.  
Canteen Manager Responsibilities 
 Enforce the Canteen Rules 
 Recommend new hires or firing --- To House Committee 
Schedule workers 
 Maintain supplies and inventory   Train workers if necessary 
 Assign tasks to be performed by workers  
 Maintain records of all transactions 
  Daily receipts  Other club activities 
  Credit Card reports Payroll reports 
  Turn over all monies or deposits at least weekly 
  Provide monthly report showing sales  
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Quartermaster Responsibilities: 
Secure bond for Canteen Manager 
Receive and record all income from Canteen Manager 
Pay all bills in a timely manner 
Secure all required licenses and permits 
File all taxes (sales, payroll, etc.) on time 
Report canteen status at House Committee or Membership meeting 

Trustee Responsibilities: 
Check and verify inventory reports 
Check that proper accounting is done by bar manager 
Check QM records concerning the canteen 
Report any concerns to the House Committee and Commander 
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ALL DEPARTMENT DONATIONS 
Make Checks Payable to: 

 Dept. of Florida VFW 
543 NE Sanchez Avenue 

Ocala, Florida 34470 
 

Veterans and Military Support or Unmet Needs Donations 
Make checks Payable to the appropriate donation 

VFW National Headquarters 
406 West 34th Street 

Kansas City, MO 64111 
 

VFW National Home for Children 
3573 S Waverly Road 

Eaton Rapids, MI 48827-9799 
Make sure you put in the memo block Florida Cottage  

 

Veterans Village Donations - Make Checks Payable to: 
Dept. of Florida VFW 

543 NE Sanchez Avenue 
Ocala, Florida 34470 

Make sure you put in the memo block – “Veterans Village” 
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TRICKS: 

Send checks to department for each of the 
following:  

August 1: Quartermaster bond out of General 
Fund. (must be greater than posts liquid assets) 

September 1: Post Obligations (will be invoiced) 

September 1: Post’s Buddy Poppy order form 
include a check for payment. 
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Florida Statue 561.701  
Responsible Vendor Act 

 
 

Training for bartenders and managers 
 
561.705: Requirements 
 
561.706: Exception of suspension or revoked 
license  
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Department Email 
Share
Check Often
Important Info
Notices
Invoices
Audits
Due Dates
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Create Your Account For 
National Website 

 
** Every Member SHOULD create an 

account for themselves !! 
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Membership 
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NO MORE 
AMNESTY 
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Important: 

 
 If at any time during the year you have an 

elected Officer change –  
YOU MUST SUBMIT AN ELECTION REPORT 

 
 If the Quartermaster changes, you must notify 

Dept. HQ with the member number of the new 
Quartermaster.  It may take HQ assistance to 
get the Quartermaster Tools up and running. 
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Post Quartermaster Services 

IMPORTANT: 
NEVER Decease a member if 
you do not know for sure that 
the member is deceased ! 
 
NEVER Reinstate a member 
unless you know for a fact the 
member is alive and agrees to 
be reinstated 
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Post Quartermaster Services 
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Reporting Menu 
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Subscription Dues provides 
annual members 365 days of 
membership regardless of when 
they join the VFW or when they 
renew.  
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 New Memberships will begin
on the date processed at
National Headquarters.

 For Early Renewals, the new
Expiration date will be 365
days from original expiration
date.

 For Late Renewals, the new
expiration date will be 365
days from renewal date.
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 Cards are imaged in bold with a
“Valid Through” date in an
increased font.  The “Valid
Through” date will vary
depending on the membership
processing date.
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Member in Good Standing: Any VFW member, Annual or Life, holding a valid 
membership card that has not yet expired.  
 
Paid Member: A VFW member who has paid their dues during the current 
membership year. 
 
Expiring Member: A Member in Good Standing who has not yet paid their dues 
during the current membership year. 
 
Expired Member: A VFW member whose expiration date has passed without 
their dues being paid. 
 

DEFINITIONS 
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All American & All State Membership Requirements For 2018-2019 
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