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Overview of Course Objectives for Post Adjutant

▪ Purpose & Role  

▪ Tools

▪ Responsibilities & 
Compliancy 

▪ Record Keeping

▪ Building a POST TEAM! 

▪ Developing Leaders



Purpose & Role of Post Adjutant

▪ What is my why?

▪ First Sergeant or CSM

▪ How Long?

▪ Administrative

▪ “The Commander navigates the ship, but the Adjutant is the 
engineer who runs the ship’s machinery and keeps the vessel on 
an even keel.  He or she is the personnel officer and personal 
point of contact for individual members of the Post.  The Adjutant 
keeps records and minutes of meetings, assists the work of other 
officers and committees, and publishes official orders, 
announcements, and instructions.”



Purpose & Role of Post Adjutant – Cont’d

▪ “My comrade, you have chosen to assist your Commander in the 
wise and effective administration of that office and to serve not 
only your fellow Legionnaires, but also those whose relationship 
to the organization has led them to look for us for guidance and 
relief.  You will find the duties many, varied, and at times taxing 
of your crowded hours and resources.  The successful 
accomplishment of our programs depends, to a great extent, 
upon you and your performance of the duties of your office.”

▪ --Charge from the installation ceremony



Purpose & Role of Post Adjutant – Cont’d

What necessary traits, attributes, or skills do you believe the ideal 

Adjutant should possess? 

?
The only indispensable qualifications are honesty and willingness!



Tools for a Post Adjutant

NATIONAL/DEPARTMENT  
PUBLICATIONS 

▪ Post Adjutant Manual

▪ Department Adjutant Administrative Manual

▪ Officers Guide and Manual of Ceremonies

▪ Public Relations Toolkit

▪ District and County Commanders Guide

▪ Four Pillars Booklet 

▪ MyLegion.org 

▪ Membership Manual

▪ Department Service Officer Locations

FEDERAL/STATE & REGULATORY 
OFFICES/LOCATIONS

▪ Secretary of State Website

▪ State Attorney General Website

▪ Ohio Department of Veteran Services

▪ County Veteran Service Office 

▪ County Tax Assessor

▪ Ohio Liquor Control

▪ Local Member of Congress

▪ Ohio Legislator 

▪ IRS/990 Filing



Responsibilities & Compliancy of a Post Adjutant

National/Department Reports 

▪ Consolidated Post Report 

▪ Consolidates activities of every Post 

▪ Filed electronically each year!

▪ Annual Post Data Report 

▪ Ensures that Post Data is correct in 
MyLegion.org

▪ Post Officer Certification 

▪ Department &  National MUST know who the 
officers are for vital information and 
administration of MyLegion.org! 

▪ Post Charter and Post/Department 
Constitution & By-Laws

▪ Know where they are and when they were last 
updated! 

Local/State/Federal Reporting 

▪ Secretary of State Business Filing

▪ Ohio Attorney General 

▪ Bingo/Charitable Gaming 

▪ Charities, Inc., Department of Ohio

▪ IRS/990 Requirements 

▪ 501(c)-19 Status

▪ 501(c)-3 Status



State of Ohio 
Secretary of State  
Certificate 
Example 



OHIO ATTORNEY 
GENERAL - Charities

https://www.ohioattorne
ygeneral.gov/Business/S
ervices-for-Charities

• OAG charitable registration 
requests the information that is 
from the Post 990 that was filed 
with the IRS

• There is a fee for filing which is  
dependent upon the amount of 
fundraised monies taken in through 
the Post charitable gaming

• Usually the Post Finance Officer 
and/or the Post Adjutant fulfill this 
requirement

https://www.ohioattorneygeneral.gov/Business/Services-for-Charities


IRS

https://www.irs.gov/chari
ties-non-profits/other-
non-profits/veterans-
organizations

• Understand the difference between 
a 501c-19 and a 501c-3

• Understand what the IRS says 
about our membership 

• Know your EIN Number

• Know whether or not your post is 
Sales Tax Exempt

https://www.irs.gov/charities-non-profits/other-non-profits/veterans-organizations


CHARITIES AND 
NONPROFITS

https://www.irs.gov/chari
ties-and-nonprofits

• If the federal Government is 
allowing you not to pay tax, they 
want to know what you are doing 
with the business monies and 
because of, have every right to see 
where all expenditures are going. 

• TAX EXEMPT:  EXCLUSION 
FROM ALL OR SOME INCOME 
FROM TAXATION BY FEDERAL 
AND STATE GOVERNMENTS. 

https://www.irs.gov/charities-and-nonprofits


The American Legion 
IRS Determination 
Letter of 1946

• We must be on National Post 
Roster for Department, District, 
and County Councils

• Must still file annual information on 
IRS FORM 990

• Must still obtain an Individual EIN



IRS/EIN Application 

• Must be legally formed before filing 
for an EIN 



IRS/990 
IRS/990-N
IRS/990-EZ 

https://www.irs.gov/pub/i
rs-pdf/i990.pdf

• Because Post is Federal Tax-
Exempt, Federal Government 
requires this filing

• Dependent on Gross Receipts 
determines which form

• 990: Assets > $200K 

• 990-N:  Assets < $50K

• 990-EZ:  Assets < $200K and > 
$50K

• When do forms need to be filed?

• What happens if the 990 isn’t filed?

https://www.irs.gov/pub/irs-pdf/i990.pdf


Record Keeping for a Post Adjutant 

▪ Post Charter 

▪ Post Constitution & By-Laws/Articles of 
Incorporation

▪ Meeting Minutes 

▪ Secretary of State Business Filing

▪ Ohio Attorney General

▪ Department/National Forms

▪ CPR/CPO/Member Data

▪ IRS/990’s History

▪ Bulletins & Periodicals 

▪ Membership Records

▪ Member Data Forms

▪ Membership Cards

▪ PUFL/OLM

▪ Post Rifles & Ammo

▪ Post Insurance 

▪ MyLegion.org   User/Password

▪ ANYTHING WE MISSED?



Building a Post Team & Developing Leaders
▪ Get to know the other Officers and learn their strengths to know how to work together!

▪ Mentor other members of the Post! 

▪ TRUST those serving in office to do the job they said they are going to do - Every person is unique 
with unique skills.

▪ BE ACCOUNTABLE! 

▪ A Post Adjutant does not know how to do it all but must be able to know who to turn to, to get the job 
done!

▪ Successful Post Adjutants become successful/knowledgeable County Adjutants

▪ Successful County Adjutants become successful/enthusiastic District Adjutants

▪ Successful District Adjutants become key leaders at Department level or beyond

▪ We need great leaders at all levels of our organization and it all starts at the Post level! 



Take Away about Post Adjutants

In many ways, the Post Adjutant is often the most important 
position to ensure the success of a Post in implementing Legion 

programs. 

Be the leader that every Post needs – You CAN make 
a difference!



Stay Connected

▪ Facebook: https://www.facebook.com/buckeyealc

▪ E-Mail: BuckeyeALC@ohiolegion.com

▪ www.OhioLegion.com

▪ Suzette M. Heller

740-513-1550

Adjutant@OhioLegion.com

mailto:BuckeyeALC@ohiolegion.com
http://www.ohiolegion.com/

