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SECTION IV – MEMBERSHIP 
• Eligibility
• DMS
• Renewals
• Cards
• Rosters

Eligibility
As provided in the Constitution, Article IV, Section 1: Any person shall be eligible for membership in The 
American Legion who was a member of the Armed Forces of the United States and assigned to active duty 
at some time during any of the following periods: April 6, 1917, to November 11, 1918, and December 
7, 1941, to the date of cessation of hostilities as determined by the government of the United States; all 
dates inclusive, or who, being a citizen of the United States at the time of his entry therein, served on 
active duty in the armed forces of any of the governments associated with the United States during any of 
said periods; provided, however, that such service shall have been terminated by honorable discharge or 
honorable separation, or continued honorably during or after any of said periods; provided, further, that no 
person shall be entitled to membership who, being in such service during any of said periods, refused on 
conscientious, political or other grounds to subject himself to military discipline or unqualified service. 

Section 2. There shall be no form or class of membership except an active membership, and dues shall be 
paid annually or for life. 

Section 3. No person may be a member at any one time of more than one post. 

Section 4. No person, who has been expelled by a Post, shall be admitted to membership in another Post 
without the consent of the expelling Post, except that where such consent has been asked for and denied 
by such Post, he may then appeal to the Executive Committee of the Department of the expelling Post for 
permission to be admitted to membership in another Post, and shall be ineligible for membership until 
such permission is granted. 

National Guard, reserve eligibility
Members of the National Guard and reserves are required to meet the same eligibility requirements as 
federal active-duty veterans.

To be eligible, the National Guard member or reservist must have served at least one day on federal active 
duty (including basic training) during any of the delimiting periods as set forth in Article IV, Section 1 of the 
American Legion Constitution. The person must either have an honorable discharge or currently be serving 
either in the Guard, reserve or on federal active duty. 

Note: A DD 214 is issued for the time on federal active duty only if the reserve component member has 
been on Title 10 status for 180 days. A DA-1059 is issued for completion of a school with a character type 
of discharge. All reserve components send their members to basic training using Title 10, Subsection 
672/12301 orders. 

National Guard (example)
If a traditional National Guard soldier or airman (i.e., one never stationed with an active-duty unit) 
performed basic training during The American Legion’s eligibility period, he or she would qualify for 
membership because that time on active duty was federal Title 10 duty. 
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Two-week annual training (AT) does not usually qualify one for membership, but if AT was under federal 
control, going out of country for two weeks to drill, those orders were federal orders. The soldier/airman 
would not have a DD 214 (see note above), but would have a copy of the orders qualifying the reservist as 
for membership. 

Reserve (example)
If a traditional reservist (i.e., one never stationed with an active-duty unit) performed basic training during 
one of The American Legion’s eligibility period, that servicemember would qualify for membership because 
that time on active duty was federal Title 10 duty. 

This reservist would not have a DD 214, but would have a copy of the orders qualifying that person for 
membership. All reservists are under federal control, so all their orders are Title 10, Subsection 270. These do 
not qualify a reservist for American Legion membership, but if the reservist receives Title 10, Subsection 672 
or 12301 orders that would be active-duty service qualifying him or her for membership. 

As with all membership eligibility, if further clarification is needed, contact the department headquarters. 
Reserve component servicemembers are a large and growing pool of eligible members.

Direct Membership Solicitation (DMS)
The Direct Membership Solicitation (DMS) program is a form of direct marketing used to solicit 
membership in The American Legion. Mailing lists are rented from commercial list brokers and compared to 
our membership files to remove the names of members from the rented lists.

Contacted prospects wishing to join complete an application form, certifying dates of service in the U.S. 
Armed Forces, character of discharge, branch of service and birth date, then submit the form with payment. 
National Headquarters sends a membership card signed electronically with the signature of the national 
adjutant, a welcome letter, and other information. These new members are placed into the department 
headquarters post of their state in accordance with the current policies of the National Executive 
Committee. 

Lists of the DMS or headquarters post members in the area are available from department headquarters 
or through MyLegion.org. Utilizing these lists is an excellent way to increase post membership, boosting 
American Legion engagement in the community and giving veterans a louder voice in Congress. 

For the DMS program to truly be effective, it is imperative these new members are personally contacted 
and invited to transfer into a local post. Ultimately, it is the responsibility of every post receiving a transfer 
to verify the member’s eligibility, using a DD 214 or other official proof of honorable military service. 

Direct renewal dues notices 
Every year, National Headquarters mails to almost all Legionnaires one or more notices that their annual 
dues for the coming year are payable. This is made possible by printing on every renewal notice the 
amount of each post’s dues and the address to which dues are to be mailed. In early spring, the department 
headquarters will ask posts to provide this information on the Annual Post Data Report (see page 10). 
When the post’s annual dues or remittance address change, immediately inform the department.

Post mailing address
The post should use a permanent mailing address – either a post office box or the physical location of 
the post. Do not use the address of the adjutant or other individual unless no other address is available. 
Difficulties arise when post officers change, move or become incapacitated. 
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Dues amount
Only one dues amount can be shown for each post. For example, National Headquarters cannot print  
“$30 until November 1, $35 after November 1.” Any change to the dues must be updated using the Annual 
Post Data Report (see page 10). 

Participation and schedule
Participation in the renewal program for notices mailed in the summer through the end of the year is 
voluntary (unless the department mandates participation). Posts must notify their department prior to 
May 1 if they want to be deleted or added to the summer renewal mailings. 

Renewals mailed after January through the spring will be sent to all delinquent members in all posts. Also, 
information on the mailing(s) will be described in various publications going to posts. 

Omitting members from renewal mailings
Some posts have members whose dues are paid by the post are noted as honorary life members, 50-year 
members, past commanders, etc. If the post has members to whom renewals should not be sent, notify the 
department in writing using the following format: 

Please notify National Headquarters that renewal notices should not be printed for the following 
member(s) of this post: 

Member ID #  Honorary Life Member Name Member Address
123654789 John Sample 4321 Main St., Anytown, IN 46204 (example)

Note: When sending the name, address and 9-digit ID number, check the membership register and submit 
the name and ID number exactly as they appear on the register. The address should be submitted in the 
same way, unless the address on the register is incorrect. 

Code “C” (no renewal)
The membership register (see page 19) will detail members who have previously been coded so they will 
not receive a renewal notice. Check the “EX Flag” column on the right side of the register between “CER 
Flag” and “Era.”  The letter “C” means the member will not receive a renewal from National Headquarters. 
Do not send a second request to remove a member from the renewal list if a “C” is printed on the register 
for the member. All Paid Up For Life (PUFL), honorary life and department life members are automatically 
excluded from renewal mailings.

Renewal schedule
During each membership year, National Headquarters sends renewal notices in July, October, January, 
March and May. Sometimes, at a department’s request, a special notice may be mailed in February to boost 
a department’s renewals. 

The accompanying list is the 2022 membership year renewal schedule for transmitting dues to arrive at 
National Headquarters by the established dates. This schedule will be followed to remove the names of 
paid members prior to a specific mailing. Using the renewal schedule, National Headquarters extracts 
unpaid member records, then prints and mails the renewal notices. 

10



 THE AMERICAN LEGION | POST ADJUTANT’S MANUAL | 2022

2023 RENEWAL NOTICE SCHEDULE

CUTOFF DATES RENEWAL DATES

MAY 13, 2022 JULY 1, 2022

SEPTEMBER 10, 2022 OCTOBER 7, 2022

OCTOBER 15, 2022 NOVEMBER 11, 2022

DECEMBER 9, 2022 JANUARY 6, 2023

FEBRUARY 10, 2023 FEBRUARY 24, 2023

APRIL 14, 2023 APRIL 30, 2023

Department transmittals received by National Headquarters after the cutoff date will not prevent a 
subsequent dues renewal notice from being generated and sent to the member on the renewal date. 
To ensure members do not receive additional renewal notices, mail transmittals to the department two 
to three weeks prior to the cutoff date, or pay members’ dues directly to National Headquarters through 
MyLegion.org. Step-by-step instructions, frequently asked questions and training videos are available at 
MyLegion.org, under the Resources tab, to assist with online membership processing. After reviewing 
online help, call the MyLegion Support Team at (833) 253-9995 or email mylegion@legion.org with 
further questions.

Continuous membership certificates

Although the post is responsible for maintaining continuous membership records for each member, 
National Headquarters offers its facilities to help compile and maintain accurate records. Years of 
continuous membership are printed on the individual’s membership card each year. If a member’s 
continuous years are not listed on the card, or if the number of years is wrong, a correction should be made 
by the adjutant by completing the Member Data Form (see below). 

50-, 60- or 70-year certificates 
In February, certificates are issued by National Headquarters for every member credited on the national 
records with a minimum of 50 years of continuous membership, and those who have not previously 
received an award. A member receives only one of these awards for each specified year. The certificates are 
sent to each post with qualifying members. Each post should receive the certificates in mid-to-late February 
in time to be presented in connection with The American Legion’s birthday, March 15-17. 

The membership register will list all post members for whom certificates have been issued. If the post has 
members who will reach 50 years of continuous membership this year, be sure their dues reach National 
Headquarters by January 1 so their records will be updated and they receive certificates. If the post has 
members with 50 or more years of membership who have never received a certificate, correct their records 
using a Member Data Form. 

Member Data Form (MDF)
The Member Data Form (MDF) is a multipurpose form for tracking and providing accurate information on 
post members. There are separate forms for American Legion (Stock No. 30-001) and Sons of The American 
Legion members (Stock No. 00-007). Both forms are available from department headquarters. With the 
exception of transferring members from one post to another, most MDF changes can be made through 
MyLegion.org. 

Note: Members can be transferred online through MyLegion.org if the member is paying at the time of 
the transfer.

Instructions for the use of the MDF can be found on the reverse side of the form. 
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The MDF can be used to report: 

Deceased member Continuous years Name correction

Address change First war era served Branch of service

Telephone number Date of birth Honorary life member

Email address Gender* Post transfer**

*Not available on Sons of The American Legion MDF (Stock No. 00-007)

**Function only available using MDF

Always include the 9-digit member ID number, post number and department name. The signature of the 
authorized post officer is required at the bottom of the form. Route the parts of the MDF as follows: 

Parts 1-3: Mail to department headquarters 
Part 4: Retain in post files 

The information reported on the MDF should also be changed in post membership records. 

Transfer of membership
Membership transfer from one post to another is handled by completing the Member Data Form. The right 
to transfer does not include the right to be accepted by any post. Members still must vote upon acceptance 
of the applicant. Being the member of more than one post at one time is a violation of the American Legion 
Constitution. Formal transfer is the only method of transferring from one post to another so continuity of 
American Legion membership is not broken, and it is available to members in good standing. 

IMPORTANT! Always ask prospective members if they currently are or have been members. If the veteran 
has a current or previous 9-digit member ID number, it should be reported on the transfer request and dues 
card forwarded to the department.

Many members who change posts simply start paying dues in the new post without the formality of an 
official transfer. This can result in a duplicate membership record entered in the database. Such transfers 
risk the member losing his or her continuous membership record. The member will also likely receive 
renewal notices from National Headquarters asking for dues to be paid to both the former and current 
posts. 

When a member transfers from one post to another after payment of the current year’s dues, the 
transferring post shall retain said dues, but the transferred member shall be entitled to all of the benefits 
and assume all of the responsibilities of membership in the post to which transfer is made, after such 
transfer is complete. No additional payment is required, even if the annual dues amount is higher in the 
post receiving the transferred member.

NOTE: Members can be transferred online through MyLegion.org if the member is paying at the time of 
the transfer. 
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Membership card
• ID number
• Post name
• Scan line
• Guide to the pre-printed card

Membership cards are pre-printed at National Headquarters with the names and addresses of the previous 
year’s members and with the number and location of the post. The card has three parts.

At the far right of the pre-printed 3-part card is the official membership card, to be given to the member 
after dues have been paid. The left and middle portions of the pre-printed 3-part card are identified as the 
national card and the department card, respectively. These should at no time be separated from each other. 
General instructions for the processing of the 3-part card, also called the record card, are printed on the 
reverse side of the 3-part card. 

The record card has several boxes used for collecting and correcting members’ information. Procedures on 
making these changes are described as follows:

Membership ID number
Every member who gets a pre-printed card is assigned a 9-digit ID number, which will stay with the person 
as long as dues are paid continuously without a disruption in membership – even if a person transfers from 
one post to another and proper transfer procedures are followed. For this reason, it is important to use the 
Member Data Form when transferring members (see page 14). 

The official membership ID number is printed in four places on the pre-printed 3-part record card. It is 
printed twice on the left section, and once each on the other two sections (see page 17). The identifier 
is used to keep each member unique from other members and should be used whenever you contact to 
department headquarters or National Headquarters concerning a member. Use the 9-digit identification 
number to ensure the correct member’s issues are addressed quickly and accurately. 

Post name
For technical reasons, it is not feasible for National Headquarters to print the name of the post on the 
member card (right portion of the 3-part preprinted record card). A line is provided so the name may be 
stamped, typed or printed on the card by the post adjutant or authorized post officer. The line below the 
member’s name will have printing on it when received from National Headquarters; this is the space where 
the post name may be added. 

Scan line 
When the left section of the record card (National Headquarters’ portion) is processed, the primary line 
scanned is noted on the sample card; these are the series of numbers and characters A–F. Do not mark in 
this area. Marks cause processing errors. 
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Guide to the pre-printed card information 

A/B/C/D/E/F – The characters that appear here make up the scan line. Do not change any of the 
information on this line. Do not mark in this area for any reason. 

A The permanent 9-digit member ID number, which remains the same as long as the member continues 
to pay dues annually or for life

B The membership year 

C The department and post (and country when applicable) 

D These numbers serve as a counter – for example, if the post has 195 pre-printed cards for members from 
last year and you get an extra 25 blank cards (use for new members), the first card will have a 6-digit 
sequence number of 000001 and the last card will have 000220. 

E This variable number is important only to National Headquarters.

F All American Legion cards have an “L,” and Sons of The American Legion cards have an “S.” 

G Only the first war era and one branch of service in which a member served is indicated. Update if blank 
on pre-printed card. 

H Current phone number, date of birth and member’s email address. Update if blank on pre-printed card. 

I Member gender identifier. Update if blank on pre-existing card. 

J Update as appropriate.

K City in which the post is located

Membership register
• Post membership roster
• Blank cards
• Renewal
• New and replacement card processing
• Correcting information

When the post receives the cards, it will also receive a membership register. The membership register 
is double-spaced between each record and has one or more printed sheets. The register will list, in 
alphabetical order, all the previous year’s members whose cards were received at National Headquarters 
before April 1. The register may also include the names of members who paid dues in previous years but 
did not pay for the most recent year at the time of printing the register. Their expired records are still in 
National Headquarters’ data system. The post can easily identify these records by reviewing the column 
headed “Last Paid Year” on the left side of the register. 

Special attention is called to the last five columns. Data in these columns is explained in the membership 
roster graphic on the next page: 

AA

A
A

AA

BB CC DD

H H
H

GG
GG

KKII
JJ

EE FF
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Guide to the post membership roster 

Act/Dec This is the code that shows if the member is “A” (active) or “D” (deceased).

Paid This shows the last year of paid membership.

War era This identifies the member’s war era on file. A member may have served in more than one era.

#Yrs This identifies the member’s number of continuous years.

BOS This identifies the member’s branch of service.

Type This indicates the type of membership. Examples are 1Yr (annual paying member), PUFL_Renewal 
(PUFL member renewed for the current year), PUFL (member who became a PUFL during the current year), 
PUFL_PP (member on the PUFL payment plan).

Blank cards  Every post receives a pre-determined percentage of blank cards in addition to pre-printed 
ones. If you run out, request additional ones from department headquarters. The blank cards are to be used 
for new members and providing duplicate or replacement cards. 

Handling a renewal membership
After a member pays dues, locate the 3-part membership card and:

• Fill in the date paid on the center section.
• Update blank and/or incorrect member information field.
• Initial the center section next to “date paid” line.
• Sign the member’s official card on the line reserved for the authorized officer.
• Place an X in the renewal box in the upper right of the center section of the department card.
• Separate the member’s card from the left and center sections (keep together). These go to the

department. Give or mail the card to the member promptly.
• Find the member’s name on the membership register, which is in alphabetical order, and mark the date

paid in the column set aside for this purpose – the far left column.
Member processing through MyLegion.org does not require submission of the Member Data Form (see 
page 15). Once the post submits the member in a batch (online processing), the post needs only to send 
the member the new card.  No other documentation needs to be submitted to the department or National 
Headquarters. 

Handling new members
Instructions on the processing of new members also apply to: 

• Transfers for whom there is no pre-printed membership card (Do not send the card’s left and center
sections to the department if the transfer has paid for the current membership year as a member of the
previous post.)

• Any renewal without a pre-printed card

When a new member pays dues for the current year, take the first blank card from those supplied from the 
department. The serial number printed on the card will be the 6-digit sequence number. Once the card is 
processed at National Headquarters, the member will be assigned a permanent 9-digit number that will 
appear on all future cards, mailings and documents. 
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• Print on the center (department) section the
following information:  Member ID number (use
6-digit sequential number)

• Post number
• Years of continuous membership

(one year for a new member)
• First name, middle initial, last name of new

member
• Mailing address: street, city, state, ZIP code
• Complete payment date
• Post adjutant initials
• Check the “new” box

Print on the left (national) section the following 
information: 

• Member ID number (leave blank)
• Post number
• Years of continuous membership

(one year for a new member)
• First name, middle initial, last name of new

member
• Mailing address: street, city, state, ZIP code
• Phone number
• Date of birth
• Email address
• Conflict
• Branch of service
• Gender (check appropriate option)

Transfers should use their permanent 9-digit ID number. Put an X in the proper box in the center section to 
show renewal, new or transfer. 

Date and initial the line in the center section to validate the card. If membership records are handled by 
someone other than the adjutant, the initials of that designated official are acceptable. 

Print the member’s name on the first line of the official membership card (right side), just above the words 
“The above member has paid dues for (year) in the post indicated.” If the number of the post has not been 
pre-printed, enter the post number. On the second line of the official membership card, print or stamp the 
post name. 

A new member paying dues for the first time should be credited with one year of membership. Also, be 
sure to enter the number of years in the appropriate boxes on the left and center sections. Be sure to fill out 
all sections of the 3-part card. Do not change, strike over or mark out any of the numbers printed on the 
cards. Follow this rule when making cards for new and renewal members. 

When transferring a current-year paid member, transmit the Member Data Form to the department and 
issue the transferring member a current-year card (right section). Discard the department and national 
portions of the 3-part card. It’s recommended you make a notation on the membership records so you and 
anyone else who handles membership cards has a written record of the post’s actions (see Member Data 
Form, page 14). 

If you do not receive a pre-printed card for one or more members, fill out a blank card for the member. 
Submit the member’s information and ID number as they appear in the national database. To view this 
information, access the member’s information online through MyLegion.org or contact the department 
headquarters.

Replacement membership card
If it is necessary to provide a replacement card, the post can use one of the blank stocks provided. 

Department record replica 
If the left and center section of the 3-part card is lost or destroyed, the post will provide a replica of the card 
by using a blank card. This should be reported to department headquarters, in the event it requires the 
post to account for how, when and why every card is used. In preparing a replica card, take the first blank 
available from the supply provided, and type it to show, as much as possible, the same information as it 
appears on the original card. On the membership register, make a notation as a written record.
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If the post runs out of membership cards
Every post is provided extra cards, but if more are needed, request additional cards from the department. 
However, they will not have the post’s number pre-printed on them. The post will have to print the post 
number on all three sections of the card when it is issued. The post should also receive new membership 
register sheets listing the sequential number of the cards. In all instances, write each member’s name and 
address on the membership register to have an accurate record of membership. 

If duplicate cards are received
The post might receive more than one pre-printed card for the same member. If this happens, process one 
of the cards as usual. On the other card, put an X in the box next to “Duplicate” in the lower right of the 
department record and note the number of the duplicated member ID. Return all three parts of the card to 
the department. Strike the duplicate name off the membership register and note in the allotted space that 
the card was returned. 

If a member has died
If the post receives a pre-printed card for a member who has died, put an X in the box opposite the word 
“Deceased” in the lower right corner of the left section. Return the entire card to the department. Note on 
the membership register that the member is deceased and the card was returned. 

If a member dies after dues have already been transmitted, notice of the fact should be reported on a 
Member Data Form (see page 14) or directly online through MyLegion.org. Don’t assume the department 
and National Headquarters are aware the member is deceased. National Headquarters mails dues renewals 
periodically to unpaid members. Report deaths as soon as possible so deceased members can be removed 
from the mailing list to avoid causing discomfort for the family. 

If a member’s information is incorrect
If a member’s information is incorrect, put an X in the “update record changes as noted” box on the 
left section of the 3-part card. Put a line through the misspelled information and print the corrected 
information below the pre-printed information on the left and middle sections of the 3-part card.

Transmitting per capita membership dues payments
The department headquarters has specific guidelines on how dues are to be transmitted. Although there 
is a perforation between the left and center sections of the card, do not separate these two sections. Both 
sections are sent intact to the department. 

On a regular basis (at least weekly), send to the department all completed cards for which dues have been 
received, including renewals, new and transferred members. Send the payment along with the cards to the 
department. If cards for deceased, unknown or duplicate members are being sent (all three parts) to the 
department with member per capita payments, keep these cards separate from those including payment. 

Write or stamp the date the dues were transmitted in the column headed “Date Transmitted” on the 
membership register. If returning cards for deceased, unknown or duplicate members, note the date 
returned on the membership records. 

Posts in all departments are able to transmit per capita membership dues payments directly to National 
Headquarters online through MyLegion.org using electronic checks. Using this option will reduce the 
process from three to four weeks to a few days, essentially eliminating the possibility of members receiving 
dues renewal notices once the post submits the renewal.

Submitting a transmittal through the online processing system takes nine calendar days to process. Once it 
is accepted, it has advantages to the member, the post, the department and National Headquarters. 
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1. The member is added to the National Target Date membership reports.

2. The member is immediately available for departments to add to their membership reports.

3. The members are immediately excluded from from any renewal notices (direct mail and email).

4. It prevents members from renewing online (duplicate payments).

5. The average turnaround time for paper transmittals sent to the department (up to National
Headquarters) is four or more weeks.

6. The post saves money by not having to pay shipping costs for a paper transmittal to the department.

7. The department does not have to process the post transmittal (open package, out sort and count
documents, deposit checks, etc.).

Maintain the membership register for future reference
It is a good practice to keep the membership register in order and to protect it. 

The average post keeps membership registers for several years. They are the post’s historical record of past 
membership and history. 

Supplemental cards/rosters
Membership cards for the next year are printed in early April by National Headquarters, and sent to 
departments for distribution. For the balance of the year, until the April cycle rolls back around, activity 
changes for members continue to happen. 

Some members join in the spring (between April and June). National Headquarters provides supplemental 
post cards and rosters for this period. These are printed in July and sent to departments for distribution. By 
the end of August, if the post has not received these cards, it is suggested the post contact the department. 
Any cards included would be for those who joined since pre-printed cards/rosters were produced in April. 

Honorary membership
Honorary, associate, social or guest memberships in The American Legion are NOT permitted. The 
American Legion Constitution, Article IV, Section 2, states, “There shall be no form or class of membership 
except an active membership.” All members must be eligible through the nature and timing of their U.S. 
military service, or in the case of Sons of The American Legion members, through the nature and timing of 
the U.S. military service of their predecessors.

Honorary life membership
Many posts recognize their outstanding members for exceptional service or accomplishment by awarding 
what is known as an honorary life membership. In this option for active membership, the post pays the 
honored members’ dues for the remainder of their lives. Various life membership cards and other items can 
be purchased from Emblem Sales. Be aware that when a member transfers to a new post, the new post is 
not required to honor the honorary life membership. As a result, the member may have to begin paying 
their own membership.

Note: New and even experienced officers sometimes overlook transmitting honorary life members per 
capita payments. To avoid this happening, consider including the honorary life membership per capita 
payments with the first transmittal of the membership year (July). 
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Paid Up For Life (PUFL) membership

Members pay a one-time fee or can utilize a payment plan option to gain lifetime membership in The 
American Legion. Rates and forms are available at legion.org/join/pufl for either electronic submission or 
printing for mailing. There is a quick link to the application at MyLegion.org for posts and departments. 
The post can contact National Headquarters customer service at (800) 433-3318 with any questions.
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SECTION V – MYLEGION.ORG
National Headquarters has a free secure website to assist post officers in their day-to-day membership 
processing duties. As of April 1, 2021, all MyLegion accounts are member accounts registered with the 
email address on your membership record. Adjutants and commanders have an area called My Groups, 
which is the administrative side of MyLegion. It provides access to post and squadron membership 
management, rosters, reports and online membership processing. County and district adjutants and 
commanders, through their MyLegion accounts, have access to membership information for members 
assigned to their groups, including rosters and reports. District and county have read-only access.

Membership tools
• View and update membership information for both American Legion and

Sons of The American Legion (SAL) members.

• Track member renewal online.

• Renew members, add new members and transfer paying members.

• Generate and print rosters for current, expired and deceased members, and those marked
“undeliverable.”

• Submit a Consolidated Post Report (CPR) electronically. Restricted to adjutants.

• Search for headquarters post and expired members near you to help grow the post.

• Monitor all roster updates to members, including members transferring in and out.

• View leadership on file for the post and squadron.

Manuals and brochures
• Download the Officer’s Guide and Manual of Ceremonies, Post Adjutant’s Manual and other publications

essential to day-to-day operations at legion.org/publications.

• Promote The American Legion in the community with brochures about Temporary Financial Assistance
(TFA), Family Support Network (FSN), National Family Week and other programs.

• Take advantage of suggested speeches prepared by National Headquarters for Memorial Day, Veterans
Day, Flag Day, Pearl Harbor Day, 9/11 and The American Legion’s birthday.

Site security
MyLegion is a member account registered with an email address. Administrative officers (adjutants and 
commanders) can assign permission to those needing access to online rosters, reports or membership 
processing without sharing login credentials. For more information regarding assigning permissions, go to 
Resources > How to use MyLegion > My Groups.

Online help
Online help is available in the Resources area of MyLegion. Step-by-step instructions, training videos and 
frequently asked questions are provided to assist with day-to-day membership responsibilities.

Online membership processing

To process membership and transmittals, American Legion post and SAL squadron adjutants and 
commanders must be signed in to MyLegion.org and access My Groups. 

The following is a brief overview of how to process membership and transmittals:
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Renew members
• Click “Process Membership” in the lefthand menu.

• Click “Add/Modify Transmittal” to open the post transmittal window.

• Search the member’s name and check the box to the left of the name to renew. If no results are found,
the member is already paid or is in a pending batch. Results in this search provide only the names of
members eligible for renewal. The member is added to the transmittal batch and summary recalculates.
Click “Save.”

• Repeat this process for each member to renew. Select “Save” with each member added.

• Review the post transmittal summary, which will also update the amount due. If the dues are not
correct in the summary, contact department headquarters.

Add a new member

• Click “Process Membership” in the lefthand menu.

• Click “Add/Modify Transmittal” to open the post transmittal window.

• Click “Add/Transfer Member” to view add/transfer scenario. A member information window will appear
where you can add as much information as possible and save. Saving will add the member to the batch.

Transfer a member

• Click “Process Membership” in the lefthand menu.

• Click “Add/Modify Transmittal” to open the post transmittal window.

• Click “Add/Transfer Member.”

• Enter Member ID number and last name (required). Then click “Continue.”

• Verify member information, make any updates and save.

Finalize the transmittal 

• The “Save” button allows the transmittal to be saved and finalized on a later date. Transmittals are to be
finalized within 14 days from the date opened.

• Selecting “Finalize” displays the members in the batch for a final review. Click “Finalize” a second time
to reach the payment information window.  To view members in the transmittal batch at any time, click
“List Selected.” 

• Add payment information or select “Saved Bank Account” and “Pay Now.” Check the “Authorization” 
checkboxes, then click “Pay Now.” A transmittal receipt will appear for you to print or save.

• Bank information can be updated when finalizing a batch. On the transmittal payment window, select
“Update Account Information.”

Transmittal review

Review transmittal history from Group profile. Go to “Transmittal History” on the lefthand menu. A table will 
display a summary of transmittals. Select the transmittal number to view members in the batch. 
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Important information about online membership processing

• Online processing is paid with e-check. Foreign departments have the option of using a U.S. credit card
for payment. Posts in the United States are required to use E-check.

• After finalizing the first transmittal, a hold will prevent a second submission until the first transmittal
is completed. This hold is to ensure payment information is stored correctly and to prevent multiple
declines in the event the first transmittal is declined. Finalizing a transmittal prior to the first’s
completion will result in an error message.

• Current processing time can take up to seven business days. MyLegion will update transmittals once
approved by the financial institution.

• There is a $10,000 batch limit per transmittal. Amounts higher than that should be broken down to
separate transmittals that meet the limit.

• Transmittals are to be finalized within 14 days. Members pay their dues with the expectation that they
will be removed from future renewal notices, and that they will receive their membership cards in a
timely manner along with their monthly American Legion Magazine.  When posts do not transmit in the
allotted time frame, they run the risk of upsetting their members and making them not want to belong.
Open transmittals not submitted in 14 days will receive a reminder to submit and are deleted if no
action is taken. All members in the transmittal will have to be re-entered.

• Finalized batches cannot be changed. Review your transmittal carefully prior to selecting “Pay Now.” To
remove members from the transmittal, prior to finalizing, uncheck the box next to the name and “Save.” 
To delete the whole transmittal, select “Delete Transmittal.”

• Renewing a member for the wrong membership year or any other incorrect transmissions are to
be reported to the department. Once a transmittal is in process, it must be completed before any
adjustments can be made.

• Declined transmittal will require new bank information to be entered prior to submitting the next
batch. This results in a new hold from submitting other batches until it completes.

• Transmittals declined are removed from “Transmittal History.” Contact your MyLegion Support Staff
with questions regarding missing transmittals.

• Online help is available in MyLegion.org > Resources.
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Signature – Post Adjutant
(Required for Transfers, Deceased, Honorary Life and Cont. Years changes)

Signature – Member
(Required for Transfers)

SEE INSTRUCTIONS ON REVERSE SIDE

The American Legion MEMBER DATA FORM Date ______________________

Member ID # (9-digit) Dept. Post #

First Name MI Last Name Suffix

(Please use ink and print clearly using UPPERCASE letters)

MEMBERSHIP RECORD CHANGE

NAME CORRECTION
First Name MI Last Name Suffix

BRANCH OF SERVICE

 Air Force            Army            Coast Guard            Marines            Merchant Marines (WWII only)            Navy            Space Force

NEW ADDRESS
Line 1

Line 2

City State ZIP Code

Home Phone Cell Phone

EMAIL ADDRESS

 Deceased Honorary Life Membership Code:   Add      Delete

 Member above holds an elected office or appointment within the Department or District

WAR ERA (Mark all that apply)

 Global War on Terrorism  Panama  Vietnam  WWII

 Gulf War  Grenada/Lebanon  Korea  Other Conflicts

DATE OF BIRTH
MM/DD/YYYY

CONTINUOUS YEARS OF MEMBERSHIP
# Years Last Paid Membership Year

Member Transferring FROM:
Department  (Alpha Code)  Former Post #

Member Transferring TO:
Department  (Alpha Code)  New Post #

GENDER

 Male  Female

Stock# 30-001 (Rev. 10/2020) Artwork# 62IA1020 National Headquarters Copy



Please clearly print or type the information when filling out the form.
Information that is illegible or incomplete is subject to error. Your help in ensuring the accuracy of the information 
reported is appreciated and will assist National Headquarters in maintaining a more accurate database for members 
of The American Legion.
The Member Data Form should be used to report:

§	Name/Address Changes
§	Date of Birth
§	Email Additions or Changes
§	Continuous Years Changes
§	Post Transfers
§	Deceased Members

The Member ID Number, Post Number and the name of the Department is required for a Member Data Form to be 
processed by National Headquarters.

The following pertains to transfers only:
The transfer from one post to another is a privilege granted to any paid-up Legionnaire with the approval of the post to 
which the member desires to transfer.

A TRANSFER MAY BE MADE UNDER THE FOLLOWING RULES:
1. No transfer shall be made unless the member requesting transfer has a membership card showing the member is 

in good standing at the time the transfer is requested.
2. No charge shall be made to the member for the privilege of transfer and no dues shall be transferred from one 

post to another.  The accepting post may require payment of the difference in dues on a pro-rated basis if dues 
are higher than the transferring member’s former post.

3. A Legionnaire desiring transfer of membership must first secure approval from the post to which transfer is 
desired.  This may be done orally or in writing.  The Adjutant of the new post will complete and route the parts of 
the form as instructed.

4. Department or National Headquarters will transfer the member’s record to the new post, provided that member’s 
current record is on file and provided the information on the transfer is complete.

5. No member may transfer to another post if the member has disciplinary actions within their post and this post 
has notified National Headquarters of the situation.

ROUTE THE PARTS OF THE MEMBER DATA FORM AS FOLLOWS:
Parts 1-3: Send to department headquarters.  The department will either process the transfer or forward part 1 to 
National, retain part 2, and mail part 3 to the transferring post.
Part 4: Post should keep for their files.
Note:  The signature of the Post Adjutant is required in reporting an Honorary Life Member, a deceased member, a transfer or a continuous 
years change.

The American Legion
Member Data Form

INSTRUCTIONS

Stock# 30-001 (Rev. 10/2020) Artwork# 62IA1020
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