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Introduction

The purpose of the handbook is to provide assistance on a variety of 

issues pertaining to the proper procedures, operation and the management

of a Vietnam Veterans of America Chapter. Commencing with the

administering of the oath, the handbook will systematically walk the new

President through each sequence of events from the conducting of New

Business during the Annual Meeting and concluding with the transition

once their term is completed. For leadership to be productive you must

provide a foundation of information for which to draw from and the

handbook will cover numerous key functions such as administration,

meetings, disciplinary issues, required forms and reports. The number of

meetings or the Chapter bylaws will vary from chapter to chapter, but the

techniques discussed in the handbook are necessary to keep the Chapter

in compliance with The Constitution of Vietnam Veterans of America and

assist the new Chapter President in becoming an effective leader.

“These handbooks have been developed for your use by the VVA Conference of State Council Presidents.  They are based on many years of VVA leadership and management experience at the chapter and state council level.  Please send any recommendations for changes or improvement to the VVA National Office, Attn: Membership Affairs.”
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Chapter 1: Transition To/From Office

Transition To Office – Day of Election

 Every Chapter will hold their Annual Meeting in April of each year for the purpose of electing officers. The officers shall serve for a term of one (1) or two (2) years as per The Constitution of Vietnam Veterans of America, Article III: Chapter Provisions, Section 6-Officers, paragraph B. The Chapter Board of Directors will determine the date and location of the meeting. After verification of the prescribed credentials for each candidate, the Chapter Nominating Committee will conduct the elections in accordance with the National Constitution, the Chapter bylaws and any chapter membership approved election procedures.

  1. Administering the Oath of Office: the Oath of Office may be administered by 

a member of the Board of Directors of Vietnam Veterans of America (excluding AVVA President), State Council President or the previous Chapter President.

  2. Immediate Actions: the new Chapter President will assume the position of Chairperson and reconvene the meeting under New Business.

  3. Appointment or Reaffirmation of Committee Chair: the first order of business for the newly elected President is to appoint subject to membership approval a new chair of all Standing Committees which are defined in Appendix II to the 

Constitution of Vietnam Veterans of America, Inc. and any membership approved special or ad hoc Committees. The President will administer the Oath of Office to the chairs as per Appendix III to the Constitution of Vietnam Veterans of America, Inc. The meeting would resume at the New Business portion of the agenda.

Transfer of Records and Equipment – To and From Office 

 The transfer of Chapter records and equipment (verbal or written agreement) should be mentioned during the New Business session, thus it will be a matter of record in the meeting minutes. The outgoing officers of the Chapter shall make appropriate arrangements for the transfer and/or delivery of all Chapter records and equipment within a thirty (30) day period from the date of the election. For those officers who are not seeking reelection, the transfer and delivery should occur as soon as possible after the annual meeting and at the expense of the Chapter. The incoming administration can proceed with their duties and responsibilities only when they have possession all of the records and equipment. The Chapter could have a committee to assist with the transition or establish a policy on the transfer of said items.

Certain records and equipment should be transferred at the biannual meeting. These include, but are not limited to, pager(s), cellular phone(s), credit card(s), and the checkbook(s). Other records and equipment that should be transferred and delivered within the thirty (30) day period, but are not limited to, computer(s), printer(s), scanner(s), fax machine(s), file cabinet(s), flags, banners, and archival as well as current records, and any inventory of items for sale by the Chapter. 
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The delivery of the above items should be in person or by means of the
appropriate postal or delivery service.

Executive Committee and/or Board of Directors Meeting

 Because the number of meetings held each month will vary from chapter to chapter, an Executive Committee and/or Board of Directors meeting may be held prior to or after adjourning the regular Chapter meeting. The dates and locations of such meetings can be addressed by the Chapter by-laws or by board action. Depending on the state’s corporate statutes and/or the individual chapter bylaws, the chapter may or may not have an executive committee. An executive committee is composed of the corporate officers elected by the members at the annual meeting. Chapter bylaws may permit the addition of other elected chapter officials to the executive committee.

1. Meeting Purpose: the meeting(s) can be used to keep a Chapter in compliance with the Chapter bylaws (if meeting(s) are specified) or to

implement, assign or follow-up on any business approved.                                    

2. Immediate Actions: address any business approved/terminated, schedule future meeting(s) and complete any bookkeeping matters such as expense reimbursements, signature card(s) for bank account(s), donation(s), scholarship check(s) and any other item(s) that require immediate action.

Example:  Executive Committee and/or Board of Directors

                  President

                  Vice – President(s) (Some chapters have more than one)
                  Secretary

                  Treasurer

                         Or

                  Secretary/Treasurer

                         &

                  any other elected chapter officials such as

                  Sergeant-At-Arms

          (subject to state’s corporate statutes and/or chapter bylaws)
Summary of Pending Disciplinary Actions

 Should there be pending disciplinary actions by the State Council or the

Chapter, the outgoing administration should provide to the incoming officers a summary report of the pending cases as well as all files and records associated with those cases. The outgoing administration should also make itself available to answer questions from the newly elected officers about any particular case in order to prevent confusion and any reciprocal action by an accused.

The outgoing administration in the person of the Secretary with the assistance of the President should provide a list of names of the current members of the
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State Disciplinary Review Panel and the State Disciplinary Committee and who is the chair of each. If the outgoing administration knows who the members and chairs are of the Regional Disciplinary Review Panel and the Regional Disciplinary Committee, that also should be provided.

Summary of Current Suspensions in Effect

 The outgoing administration should provide from their records a summary of all currently in effect suspensions. As part of the transfer detailed above, any files and records associated with a suspension should be delivered. In the case of the failure to submit an election report or an financial report on a timely basis, the outgoing administration should update the new officers of all actions taken
to resolve the suspension of a particular chapter. Future actions by the Chapter can be guided by actions of the outgoing administration.
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Chapter 2: Administration

Duties of Office

 An exposition of the Chapter President’s duties is stated in The Constitution of Vietnam Veterans of America, Article III: Chapter Provisions, Section 6- Officers, paragraph C.  As the principal executive officer of a Chapter, the President shall preside at all meetings of the Chapter and will be the formal representative of the Chapter to the Corporation. Each Chapter President shall insure that the chapter is in compliance with all governmental statutes, rules and regulations. Another exposition of the Chapter President’s duties may also be defined in the individual Chapter bylaws, which may provide further requirements pertaining to the duties of the office, but these additional requirements can not be in conflict with The Constitution of Vietnam Veterans of America. The Chapter President will appoint from the members, the chairperson of the standing committees defined in the Constitution of Vietnam Veterans of America, Article III: Chapter Provisions, Section 7- Committees, paragraph C & D. 

Chapter Bylaws

 During the process to incorporate as a Vietnam Veterans of America Chapter, each chapter drafted a set of bylaws. These bylaws provide additional guidance at the chapter level for their officers, delegates, meetings, procedures and affairs, but these bylaws can not be in conflict with The Constitution of Vietnam Veterans of America. The Chapter bylaws will elaborate on issues such as term of the fiscal year, mailing address, membership in the chapter, number of meetings, attendance by members, reporting, correspondence, credentials of candidates and further requirements of the duties of office for the officers.

Filing of Required Forms and Reports

 As an incorporated subsidiary of a non-for-profit Veterans Service Organization (Vietnam Veterans of America, Inc.), your Chapter will be subject to the rules/regulations of the IRS, plus their respective State and the submitting of proper reports as required by law. The Chapter is also responsible for timely reporting to Vietnam Veterans of America, Inc. pertaining to elections, financial, chapter, membership, disciplinary issues and any national program involvement such as Household Goods or Vietnam Veterans Assistance Fund.

1. IRS: As a Vietnam Veterans of America Chapter your tax-exempt status is a 501(c)(19) organization. For Chapters whose revenue is LESS than $25,000 in any fiscal year (March 1 – February 28), you are not required to file a tax return. For Chapters whose revenue is GREATER than $25,000 in any fiscal year (March 1 – February 28/29), you are required to file a Form 990 Return (6-8 pages) or a Form 990EZ Return (2 pages) or a Form 990T Return (Chapters with Bingo). The filing deadline is July 15th in the year in which the fiscal year ended and you may file for an extension if you are unable to meet    
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      the July 15th deadline except in a National Convention year.

2. State Income Tax and Registration: as a Vietnam Veterans of America Chapter the IRS Group Tax Exemption Ruling is in effect, you will be issued
      upon applying using an I-4 form, a Federal Employee ID number and then

      you must register with the Comptroller of Public Accounts or Attorney   

      Generals’ office in your state. Any income earned by the Chapter other than

      unrelated business income is exempt from taxation. In addition, this status 

      may qualify your Chapter for state and local benefits, such as exemption from

      state sales tax and the like. Consult with an attorney familiar with your local 

      law to determine if additional benefits are available and the procedure for

      application. The IRS Group Tax Exemption Ruling does not relieve your

      Chapter from its federal, state and local charity registration and reporting

      requirements. Your exemption is in lieu of the sales tax on taxable items

      purchased if the items relate to the purpose of the exempt organization and

      are not used for the personal benefit of a private stockholder or individual.                                                                                                        

3. Household Goods Solicitation Program: If your State has A Household Goods Solicitation Program it is important to note, this program is a single point of Contact Program. Any and all questions or concerns are to be directed to the VVA’s HGSP, Manager, at this toll free number: 800-882-1316, ext. 123. All financial reporting requirements are to be directed to CFO or the Finance Department, at the same toll free number.
4. Annual Financial Report: Annual Financial Reports are due in the National Office no later than July 15th of the year in which the fiscal year ended, unless an extension is granted by the IRS and you must notify the National Office no later than July 15th of the extension. There are two (2) Annual Report formats that may be used. For Chapters who’s gross revenue for the year is LESS than $25,000, use the three (3) page form indicating LESS, which has consolidated the reporting requirements and this form is self-explanatory. For Chapters who’s gross revenue for the year is GREATER than $25,000, use the three (3) page form indicating GREATER, which has consolidated the reporting requirements and the form is self-explanatory. Submit a copy of your IRS Form 990 or 990EZ or 990T along with your Financial Report. Please note that if you respond to questions (Other Information) on page 2 of either format, then documentation is required, to be submitted along with the form. The form requires the dated signatures of the Chapter President and the Chapter Treasurer. Always send the Financial Report to National by certified mail with return card included and a copy to the State Council, plus keep a copy of the report for your records. VVA could grant a waiver if a problem were to happen that legitimately prevented the chapter from filing by the deadline.

5. Election Report: Election of Officers by vote at a meeting of the Chapter shall 

be held in April of each year and the Officers shall serve for a term of one (1)              
     or two (2) years as explained in the Constitution of Vietnam Veterans of 

     America, Article III: Chapter Provisions, Section 4- Meetings of Chapters,

     paragraph B. After the election is concluded please complete an Election
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     Report form listing officers, committee chairs, contact information, Chapter

     mailing address, then mail to the National Office and your State Council as 

     explained in the Constitution of Vietnam Veterans of America, Article III:

     Chapter Provisions, Section 9-Election Results; The Chapter shall

     submit the election results and a report of committee chairpersons to

     the state council not later than sixty (60) days after the chapter

     elections.
Maintenance of Fidelity Bonding

 Vietnam Veterans of America Inc. will secure and maintain fidelity bonding for Chapters up to the amount of $10,000 and any additional bonding over that amount will be secured by the Chapters. Such bonding is for the purpose of restitution or reimbursement of Chapter funds due to dishonesty, fraud, deceit, forgery, embezzlement, theft and any other act of moral turpitude, which could result in a monetary loss to the Chapter. For further detail you can consult The Constitution of Vietnam Veterans of America, Article III: Chapter Provisions, Section 6- Officers, paragraph G.

Establishing Lines of Communications

 In the New Millennium we have numerous means of communication available to insure that contact with every level of Vietnam Veterans of America and the general membership is continuous. The Internet and the use of E-mail, CD or cell-phone has advanced everyday communication to a fine art, but mail correspondence, telephone and fax are still used to a great extent.

1. National: The principle reasons for maintaining lines of communication with   

    National are membership, reporting (election & financial), disciplinary issues, 

    Veterans’ benefits, legislative matters, national programs (fund raising, 

    assistance & scholarship), training, committee work and of course distribution 

    pertaining to all these issues. The Veteran and the web page are also 

    essential tools of communication for chapters. Each Chapter, should insure

    that information on contact sources at National are available to their

    membership.

2. Regional: The reasons for lines of communication with Regional are

    disciplinary issues, advocacy at the National Board meetings, continual                         

    updates on policy or procedural changes and the transmitting of information 

    between the chapters within the region.

3. State: The reasons for lines of communication with the State Council are for

    reporting (election & financial), disciplinary issues, advocacy at the Conference 

    of State Council Presidents/National Board meetings and updates on State

    Council business will help keep chapters current on issues between meetings.

4. Chapter: Keeping the lines of communication current is your major problem 

    and providing updates on chapter business will help keep the members active

    with the chapter’s calendar of events.
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5. Membership: Use of the Chapter Newsletter as a communication tool will help  

    to keep your membership updated. Your availability by e-mail, phone and fax
    will keep you in tune with the members you represent.

Restricted Activities

 A few of the restricted activities pertaining to Chapters are; compensation by
gifts or otherwise, fund raising activities (telephone solicitation, direct mail, work 

place donations, regular and continuous sale of alcoholic beverages and the solicitation of household goods) and the sale of products. A detailed 
interpretation of restricted activities is in The Constitution of Vietnam Veterans of America, Article IV: General Provisions, Section 3-Restricted Activities, paragraph A-G.
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Chapter 3: Meetings

Scheduled Chapter Meetings

 The Chapter will conduct regular meetings as determined by the Board of Directors of the Chapter and as further required by The Constitution of Vietnam Veterans of America in Article III: Chapter Provisions, Section 4-Meetings of Chapters, paragraph A-G. A Chapter may have as many meetings as they deem necessary.

1. Establishing Dates and Location(s): The Board of Directors will establish a

schedule of dates with location(s) for the chapter meetings, this schedule will be announced at a Chapter meeting or as required by The Vietnam Veterans of America Article III: Chapter Provisions, Section 4-Meetings of Chapters, paragraph A.         

2. Agendas: first each Chapter President or Executive Committee and/or 

Board of Directors will establish a tentative agenda, which will most likely include set items such as, Call to Order, Opening Ceremony (Presentation of Colors-Pledge of Allegiance-Invocation- POW/MIA Ceremony), Roll Call/Quorum, Approval of Meeting Agenda/Minutes, Treasurer’s Report, Committee Reports, Old Business and New Business. Establish a timeline for the items on your agenda, keep the meeting flowing with the agenda to avoid excessively long meeting and the members will appreciate the meeting more.

Example of Tentative Agenda

   Chapter General Session

   Opening Ceremony-Presentation of Colors/Pledge of 

   Allegiance/Invocation/POW/MIA Ceremony

   Roll Call/Quorum

   Approval of Meeting Agenda (President)

   Acceptance of Minutes (Secretary)

   Treasurer’s Report (Treasurer)

   Acceptance of Budget (Treasurer & Finance Chair)

   Committee Reports (5 min. - w/written report)

   Scholarship (Chair)

   Old Business

   New Business
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VVA Standing Committees:

Membership Affairs

Public Affairs

Government Affairs

Veterans Affairs

Employment, Training and Business Opportunities

Minority Affairs

Constitution

Veterans Benefits

Finance

Women Veterans

POW/MIA

3. Conducting a Meeting: each meeting shall be conducted in accordance with 

The Constitution of Vietnam Veterans of America, plus the rules, conduct-of-business and parliamentary procedure are addressed by Robert’s Rules of Order (the new edition). The agenda is your guideline for keeping the meeting in sequence, the timeline is your schedule to keep the meeting progressing and small breaks will keep the delegates awake. As the chairperson, you control the tempo of the meeting and it is your responsibility to maintain order

during the meeting. Distribution of written committee reports and setting a time limit on up-dates will keep the meeting moving also. Adding seminars or guest speakers on veteran related issues could be valuable as a training tool and informative also. Acknowledge your guests, also have membership information or any other distribution available for the public and that includes the meeting agenda.

State Council Meetings

 The State Council shall produce a schedule with designated site(s) for the Council to meet not less than twice per year. Besides the mandatory two meetings required by The Constitution of Vietnam Veterans of America in Article II: State Provisions, Section 6-Meetings, paragraph A, State Councils may have as many meetings as they deem necessary. The chapter shall be represented on the State Council as required by The Constitution of Vietnam Veterans of America Article II: State Provisions, Section 3-Membership, paragraph A and chapter representation may also be defined in the individual State Council bylaws.

National Leadership Conference

 In the even numbered year, Vietnam Veterans of America conducts the National Leadership Conference at a predetermined site. This Conference is a conglomerate of instructional seminars to educate Vietnam Veterans of America’s leadership ranks and the general membership on conducting the daily
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operations of a State Council or Chapter. Additional seminars will pertain to National Standing Committee work, which usually includes the very latest information and this is intended to assist the membership with their Standing Committee work at State Council or Chapter level.
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Chapter 4: National Convention

Preamble

 The purpose of this chapter is to assist the Chapter President on what he or she can or cannot do during a National VVA Convention. What are the Chapter President’s limitations? What the Chapter President’s responsibilities are on the Convention floor and off the Convention floor? How to work with your delegates and how the Chapter President rightfully can use their delegate strength for the Convention.
National Convention

 The National Convention is the highest authority of the Corporation. It should be treated with full respect and taken very seriously. This is when the membership has the opportunity for input on what direction they would like the organization to proceed and follow for the next two (2) years. This is the time when all the changes to the Constitution and Resolutions are made and our new leaders are voted into office. The Chapter Presidents have a big responsibility during this time. The National Conventions have been held since 1983 and every two (2) years thereafter. Refer to Article I, Section 7 – National Convention of the National Constitution for a full understanding and entitlements of the National Convention.

Limitations

 The Chapter President may suggest and inform the members to things that pertain to the convention business. The Chapter President may suggest who might be the best candidate or candidates that are running for office. The Chapter delegates are elected by the Chapter’s membership and the Chapter President should never pressure any one member or to do what he or she may think is right. A Chapter President may fill a vacant delegate seat, along with the concurrence of the other Chapter Officers, with the alternate delegates elected by the Chapter’s membership. No one has the power to deny, remove, transfer or appoint any member as a delegate anywhere he or she wishes within his or her Chapter, State or Region. VVA’s National Credential Policy addresses these issues and the Chapter President needs to be in accordance with them. Remember, the Chapter President is there for guidance and to help give direction to their delegation at convention time.

Credentials Committee and Guidelines

 Purpose: To ensure the proper credentialing for all VVA delegates to the National Conventions. 

 Membership: The Credentials Committee shall consist of the nine (9) VVA
Regional Directors and a chairperson. The VVA National President will appoint the Credentials Committee Chair.
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Rules

1. The VVA member strength as of February 28 determines both state and chapter delegate count for that year’s convention.

2. No transfers of VVA members between chapters within ninety (90) days of the convention start will be allowed for convention purposes. Transfers for the purpose of starting new VVA Chapters or transfers into a different chapter when the member changes their residence may continue.

3. New delegates who are attending their first VVA Convention must attach a copy of their DD Form 214 to their application. Delegates who attended the last two (2) previous VVA Conventions do not need to attach a copy of their DD Form 214. Life members do not have to attach a copy of a DD Form 214. However, all delegates are encouraged to have a copy of their DD Form 214 with them at the convention to assist in answering any potential credentialing questions.

4. When a chapter elects not to send a delegate, they may transfer the delegate vote(s) to another eligible VVA member within their state or to their state council president. Transfer authority must be in writing and signed by two (2) of the chapter officers.

5. All challenges are to be brought to the attention of the Credentials Committee Chairperson. The chairperson will then seek the applicable regional director, state council president, and VVA membership staff for clarification of any delegate credentials. If unknown, the committee will hold a meeting to arbitrate.

Credentialing guidelines are set by the VVA  BOD

Regional Meetings/Caucus

 At a regional meeting your Regional Director will call his or her State Presidents and their delegates together to go over the issues of the Convention. At this time discussion will be held to review the proposed Constitutional Amendments, Resolutions and the Candidates that are running for office. This would be an informative session to help delegates understand what is going on throughout the convention. This would give the delegates the opportunity to discuss their concerns and answer any questions they may have. This meeting could be considered the annual meeting of the said region or even held at the convention at any given time.

At the Regional caucus, which is held during the Convention, delegates would have the opportunity to question all of the candidates that are running for office on different topics and their goals for what they wish to accomplish for the next two (2) years. The delegates get to meet the candidates and talk to them in person. This gives the delegates a better view and understanding before the election process starts.
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State Council Caucus

 State Council caucuses may be held where the State delegates meet and
debate along with their State President and other delegates within their state.
The State President may call the State delegates together and discuss issues that have arisen and to discuss the candidates that are running for office. This could be done at any given time during the Convention and as many times as one sees fit. Remember that you, as a Chapter President, are there for guidance and to help your Chapter delegates in any way you can.
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Chapter 5: Disciplinary Issues

Preamble

 One of the duties of a Chapter President is the handling of disciplinary issues, whether the filing of charges or trying to resolve possible disciplinary matters, it is an unpleasant task and each President will have to deal with it sooner or later. Every President is encouraged to use every resource available to resolve these issues and the Code of Disciplinary Policy is meant to be the Final option available after all other means have been exhausted. All charges brought against the accused must be brought in accordance as stated in Vietnam Veterans of America, Inc. Code of Disciplinary Policy, Article V: Charges.
Disciplinary Review Panels

1. Establishment at State and Regional: the composition of the Disciplinary 

Review Panel at State level is made up of three (3) members in good standing who reside in the State and the Disciplinary Review Panel at Regional level is made up of three (3) members in good standing who are a mixture from the states in the region. Although holding a leadership position within the organization is not a requirement, usually the majority of the panel members have prior leadership roles at some level (National, State, Chapter) of Vietnam Veterans of America. Standard practice is to contact the members to see if they are receptive to the panel nomination, then submit the names to the National Secretary and the Regional Director for approval by the National Board of Directors. The term of office is two (2) years beginning January 1, of the even numbered years and shall be automatically extended if engaged in a proceeding and all appeals. The State Council President shall appoint a panel chairperson and members with the consent of the State Council Officers for the State Disciplinary Review Panel.

2. Function: the function of the Disciplinary Review Panel is stated in Vietnam Veterans of America, Inc. Code of Disciplinary Policy, Article IV: Jurisdiction of Disciplinary Review Panels, paragraph 2,3,4 and 5.
Disciplinary Committees

1. Establishment at State and Regional:  the composition of the Disciplinary 

Committee at State level is made up of three (3) members in good standing who reside in the State and the Disciplinary Committee at Regional level is made up of ten (10) members in good standing who are a mixture from the states in the region. Once again, holding a leadership position within the organization is not a requirement, but the amount of experience can be a deciding factor and the Regional Director will determine the number of members submitted from your State for the Regional Disciplinary Committee. Standard practice is to contact the members to see if they are receptive to the committee nomination, then submit the names to the National Secretary and 
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the Regional Director for approval by the National Board of Directors. The term of office is two (2) years beginning January 1, of the even numbered years and shall be automatically extended if engaged in a proceeding and all appeals. The State Council President shall appoint a committee chairperson and members with the consent of the State Council Officers for the State Disciplinary Committee.

2. Function and Powers: the function of the Disciplinary Committee is stated in

Vietnam Veterans of America, Inc. Code of Disciplinary Policy, Article III: Jurisdiction of Disciplinary Committees, paragraph 2 and 3. The powers is stated in Article VI: Conduct of Hearings, paragraph 1,2,3 and 4, also in Article VII: Sanctions and Costs, paragraph A,B and C.
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Appendix

The Constitution of Vietnam Veterans of America, Inc. (14 pages)

The Code of Disciplinary Policy (8 pages)

Financial Reporting Forms (6 pages)

Election Reporting Form (2 pages)
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