Your Guide to Auxiliary Dues Processing

A major part of your responsibility as
Auxiliary Treasurer is to process Auxiliary
dues in a timely manner. This entails
knowing what forms to fill out and when.
The information contained in the
following pages will serve as your guide to
Auxiliary Member Dues Processing.

Dues Processing phone inquiries
can be made toll-free by calling:
1-800-963-3180

Dues Processing Fax:
816-968-1115

Dues Processing E-mail Inquiries:
memberduesprocessing@viw.org

CONTACT INFORMATION

Annual dues sent by package
delivery or express mail, address
to:

Dues Processing Department
VFW National Headquarters
406 W. 34th Street, Suite 300
Kansas City, MO 64111

Men’s Auxiliary
Member Dues
Processmg

Everything you need to know is right at your
fingertips, including examples of forms you
will be using throughout the year. The
instructions for forms are included on the
same page as the example, or adjacent page.

It’s all designed to make your job as
Treasurer a little easier.

Name and address corrections
should be sent to:

Data Entry

VFW National Headquarters
406 W. 34th Street, Suite 300
Kansas City, MO 64111

Data Entry E-mail Inquiries:
dataentry@vfw.org



Pertinent Information to

Help Us Help You

Did you know that VFW’s Member Dues Processing
Department receives 5,000 letters a day? About 75% of
those are membership renewals. That’s a lot of mail.
When procedure isn’t followed in the field, 23%
of the mail has to be opened by hand, costing
VFW time and money.

Furthermore, a dues check for the
incorrect amount actually costs the
organization money. It costs $15 to process a
$10 refund. Additionally, this
increases the turn-around time
in updating membership rosters.

So before you mail an
envelope to the Dues Processing
Department at VFW National
Headquarters, find out how you can do your part and help
save your organization money.

Follow these time-saving measures:

+ Don’t use staples or paperclips because they can’t be sent

through the optical-scanning machine.

* Never fold checks.

+ Do not include extra paperwork in the envelope.

* Write the check for the correct amount, not for multiple
items. For example, do not include a payment to VFW’s
Supply Department with a dues renewal.

*+ Double-check Social Security numbers and names.

Reports and Payments to the Auxiliary

Monthly reconciliation reports are sent by e-mail to the
Auxiliary Treasurer. As these reports are only available
electronically, it is imperative the Auxiliary Treasurer provide
National Headquarters with a valid e-mail address.

ACH payments are made monthly to the account on

PROCESSING ENROLLMENT AND OTHER ISSUES record. If the Electronic Deposit (ACH/EFT) form has not
Below are the answers to questions you are sure to be asked been completed, no payments to the Auxiliary will be made.
during your tenure as Treasurer: The Electronic Deposit Form is on page six.
- Processing time begins the day the mail is received at The treasurer is responsible for remitting the appropriate
National Headquarters, and is based on a normal five- payment to the Post Quartermaster.

day work week.
+ After a payment is processed, a membership card will be  Expediting Dues Payments
mailed to the member the following Monday.
New, reinstated or transfer members, address changes or ~ For more information on Dues Processing, call toll-free

exceptions may take up to 10 days to process. 1-800-963-3180, fax 816-968-1115 or e-mail

*Additional Member Dues Processing forms can be memberduesprocessing@vfw.org. Data entry questions should
obtained from this disc or by contacting the Member be directed to dataentry@vyfw.org.
Dues Processing Department. By mail, the address is: Men’s Auxiliary Dues Processing

Department, VFW National Headquarters, 406 W. 34th St.,
Ste. 300, Kansas City, MO 64111. If writing in regard to other
matters, please replace “Men’s Auxiliary Dues Processing” in
the address line with the department to which you are
writing.
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Summary of Auxiliary
MEMBER DUES PROCESSING DEFINITIONS . ..
Continuous: A member who was in good standing the Membership Listing

previous year.

New Member: A member who has never belonged to the
Auxiliary.

Reinstated: A member who once belonged to the Auxiliary,
but was not in good standing the previous year.

Continuous Transfer: A member who was in good standing at
another Auxiliary the previous year, but pays dues to a
transferee Auxiliary for the present dues year.

CODES

MS = Mail Status
U = Undeliverable

PY = Prior Year

CY = Current Year
N = New Member
R = Reinstated Member
U = Unpaid Member
C = Current Paid Member

This important list displays the names and current mailing
addresses for members of your Auxiliary. The membership
status for the current dues year as well as the prior dues year
also is provided for each member.

Please note:

* When a member pays in advance for the upcoming year,
it is illustrated by a “C” (continuous paid member)
under the “CY” (current year) column.

* Keep in mind that the Auxiliary Membership Listing has
only those mailing addresses currently in use. If a
member’s “MS” (mail status) is marked with a “U,” it has
been deemed undeliverable by the U.S. Postal Service.

* As Auxiliary Treasurer, it is your responsibility to
provide a correct mailing address on the Member
Change Request form (see page 5) and return it to VFW
National Headquarters. Remember, an undeliverable
mark means the member does not receive a dues notice.

+ Change of a member’s address to the Treasurer or
Auxiliary address is not an acceptable practice.
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Membership Application Form
+ Complete the form by providing full and accurate
information. Retain the membership application for
your Auxiliary records.
+ Issue temporary receipt to new member.
MEMBERSHIP
RECEIPT e
MAUX—P2 Form il PEREEF BT
PoOT A,
This form is used to transmit to National Headquarters s
membership dues which have been paid directly to the S
Auxiliary. N
Here’s what you do:
+ Complete Section I and give it to the member as a - w2 Bin P o e o oo
temporary membership receipt. -
+ Complete Section II and retain for your Auxiliary
records. : B o a1
* Submit Section III and an MCR form, if necessary (see i
page 5) to report name and address changes or (S . p—
notification of a member’s death. — B T d
* Forward Section IV to National Headquarters along - - ik
with the dues payment. e
* Dues payments forwarded by the Auxiliary should only am - -
be for the Department’s share of dues. The Auxiliary e .
should retain its portion of the dues payment. s e —

* Once a dues payment is processed at National
Headquarters, a permanent membership card is mailed
direct to the member.

—_——————te—




VFW MEN'S AUXILIARY TREASURER TRANSMITTAL SUMMARY FORM
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Auxiliary Treasurer Transmittal
(ATMT-01) Summary Form

When transmitting dues, this is the form you need to use.
It also is referred to as the ATMT-o01 form.
Here’s what you need to do:

+ Record the number of continuous, new or reinstated
members and multiply by the Department dues
amount for the total.

* Auxiliaries should forward to VFW National
Headquarters. Be sure to include all renewal forms
and/or National copies of all membership application
forms and payments.

Dues Notices
Each Department schedules three dues notice mailings.
These mailings will take place in July, October and
January.

Departments and Auxiliaries that increase dues should
coordinate the increase with the dues notice schedule. All

increases should coincide with a schedule notice mail date.

All dues payments received after an increase will be
disbursed to the Department and the Auxiliary based on
the dues notice returned by the member with their
payment.

Membership Cards

After dues payments are fully processed, a membership
card is mailed to the member the following Monday.
If a member’s address is listed at VFW National
Headquarters as undeliverable, no membership card is
created.

If a membership card is returned by the Post Office as
undeliverable, it will be forwarded to the Auxiliary
Treasurer for distribution and the member will be marked
as “U” on the roster.

To replace a lost or damaged current year membership
card, call 1-800-963-3180.
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Member Change Request (MCR) Form

This form, also called the MCR form, should be used to:

* Report name and address changes.

+ Report a member’s death.

* Report a member’s transfer into your Auxiliary.

This form is self-explanatory. Provide accurate
information and be sure to sign the form when reporting
transfers. Attach Part III of renewal form, if applicable, and
mail to VFW National Headquarters.
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ELECTRONIC DEPOSIT (ACH/EFT) FORM

Each Auxiliary and Department will receive remittance payments For information regarding your current automatic deposit

by electronic deposit to their bank. To sign up for electronic fund  account information or to make changes to the account, please
transfers, please photo-copy and complete the Authorization contact the Accounting Department at VFW National

Agreement for Automatic Deposit Form below. Send the Headquarters at (816) 756-3390.

completed form, along with a voided check, to VFW National
Headquarters. Allow approximately three weeks for processing.

AUTHORIZATION AGREEMENT FOR AUTOMATIC DEPOSITS
AUTOMATIC CLEARING HOUSE/ELECTRONIC FUND TRANSFER

Attention Treasurers:

If your Auxiliary would like to receive an e-mail message when an ACH deposit has been made, please provide your e-mail
address below. Once processed, your Auxiliary will be forwarded an e-mail notification providing the date and amount of
the direct deposit being made by National Headquarters.

VFW AUXILIARY/NAME SS No./FEDERAL ID

E-MAIL ADDRESS

I (we) hereby authorize Veterans of Foreign Wars of the United States, hereinafter called VFW of US, to initiate credit
entries and to initiate, if necessary, debit* entries and adjustments for any credit entries in error to our () Checking or
() Savings account (select one) indicated below and the depository named below, hereinafter called DEPOSITORY, to
credit and/or debit* the same to such account.

DEPOSITORY NAME BRANCH
CITY STATE ZIP
TRANSIT/ABA NO. ACCOUNT NO.

This authority is to remain in full force and effect until VFW of US has received written notification from me (or either of
us) of its termination in such time and in such manner as to afford VFW of US and Depository a reasonable opportunity to
act on it.

NAME(s)
DAYTIME PHONE NUMBER
DATE SIGNED

Be advised, it takes approximately 3 weeks to process, therefore, it is important to return this form as soon as possible.
FOR DIRECT DEPOSIT, PLEASE RETURN THIS COMPLETED FORM TO:

VFW NATIONAL HEADQUARTERS
ACCOUNTING DEPARTMENT

406 W. 34TH ST., 11th FL

KANSAS CITY, MO 64111

PLEASE ATTACH VOIDED CHECK HERE
*Debits will only be initiated to correct an error. Under no circumstances will the debit exceed error amount.
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eMEMBERSHIP

eMembership is a quick and easy way for you, as the Men’s
Auxiliary Treasurer, to handle all reporting of membership
dues to National Headquarters as well as maintain
information on members of your Auxiliary. We encourage
you to log on and start using this function today. Listed
below are instructions on how to take advantage of this new
program.

Men’s Auxiliary Treasurer

+ Log on to VFW’s website at www.vfw.org.

+ Click on Quartermaster Tools (operative for Men’s
Auxiliary Treasurer).

+ Set up your Treasurer account by entering your email
address and password.

Here is a list of processes you may now do online. Please
note these transactions are the quickest way to keep your
membership up to date.

1. Report membership dues to National Headquarters.

2. Maintain current mailing addresses for your

membership.

3. Request replacement membership cards for your

members.

4. Transfer members into your Men’s Auxiliary.

5. Report members as deceased.

By using this tool your information is updated within one
business day. This not only saves time but money, no more
postage. As Treasurer you will have access to “Manage Your
Account” where you can see every transaction that you have
submitted through eMembership.

You should also encourage your members to log on and
start maintaining their personal membership account.

Members can go to the VFW website: www.vfw.org.

Click on Membership and eMembership Tools.

Create a new account by completing the information
requested.

The member may now maintain their mailing addresses,
as well as pay their membership dues.

Of course if you have any questions or concerns, National
Headquarters Dues Processing Department is only a phone
call away at 1-800-963-3180.



Online Tools

Go to http://auxpost.vfw.org for assistance with your
Treasurer duties. You'll be able to access daily updated
information on your Men’s Auxiliary membership. Below are
examples of what you'll see when you visit the site.

Men's
Auxihary Query
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First time login screen

Men's Auxiliary
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Query screen



