PREPARING FOR INSPECTION




VETERANS OF FOREIGN WARS OF THE UNITED STATES
POST IH%PEETIGN FORM
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1] HAS THE POET ADDITIONAL ADDPTED BY-LAWS 1N ACCORDANCE WITH SECTION 202 OF THE NATIOHAL BY-LAWET. .. ........ vEs] wo
& DATE REVIEWED BY THE COMMANDERIN-CHEF
2 15 THE POST INCORPORATED 14 ACCORDANCE WiTH SECTION 708 OF THE SATKISAL BY-LAWST. ... ...
& DATE REVIEWED BY THE COMMANDERIN-CHER
b DATE FILED WiTH APPROPAIATE STATE OFFICIALS
£ NAME OF INCORPORATED LT,
3 ARE ALL OFFAICER POSITIONS FILLED A% PRESCRIGED 1N SECTICH 218 OF THE MATICRAL BV-LAWS?. ... —
4] ARE POST DELEGATES ELECTED M ACTORIMACE WATH SECTICN 320 0F THE MATIONAL BY-LAWS? ... .
&) DOES THE POST ADJUTANT
&) WAINTAN BOOKS SN0 RECORDS 1N A LEGIBLE AND LIMFORM FORMATY ... ... ...
b MAINTAN A FILE CONTAIMNG & COPY OF THE ORIGINAL APPLCATION OF EVERY MEMEER ADRITTED TO THE POSTS.
£ WAINTAN A FILE OF MEETING MINUTES AFTER CORRECTICN AND APPROVALY ...
) WAINTAN & FILE OF CURRENT ORDERS Of CROULARS ISSUED FROM HIgH AUTHORITYS .
T g I
fi WAINTAN A FILE CONTAIMNG PROOF OF ELINEILTY SUBMITTED BY OFACERS ... .
g MMM & CURRENT COPY OF DEPARTMENT ARD SATIONAL BY-LONES .
) ARE APPLICATIONS FOR NEW, REINSTATED, ASD TRANSFERAING MEMEERS READ AND VOTED OH FOR APPROVALT. .
7] DOES THE POST HOLD AT LEAST OHE MEETING PERBMIONTH. .. e -
] ARE ALL COMMTTEE REPORTS READ AT POST MEETIMEST. ...t ae e reeees s e .
U] ARE PROGAAM REPOATE SLEMITTED 1N ACCORDSHCE WITH DEPARTMENT BY-LAWS & QUDELMES? ...
& DATE OF LAST REPORT SLEMSSION
10 DOES THE POST OESERVE COMMEMORATIVE DATES, AS PRESCRIBED M THE MARLIAL OF PROCEDURED. ... VES
1) DOES THE POSET HAVE AN ALXLIARYT (MENS OR LADES). ..., . VES
8 |5 THERE PROPER CODPERATION BETWEEN THE POST AND T8 ALHLIARY UMTIE R 7=
12) DOES THE POST DOSTRIEUTE BUDDY POPFEST. e
& DATE OF LAST DISTRIBUTION:
1%) DOES THE POET HAVE & MEWBERSHIP COMMTTEE? ... ... YES

E\_

14) 43 THE TRUSTEES REVIEW THE MONTHLY REPORT OF RECEIFTS AKND EXPENDITUREST. ..o JHES
15) 43 THE TRUSTEES ALDIT QUARTERLY ALL BOOKS AND RECORDE OF THE POST QUARTERMASTER, POET ADJLUTANT AMND ANY
ACTIVITY, CLUBROCK, ROLDMG COMPANY OR UNIT SPONSORED, COMDUCTED OR OPERATED BY, FOR OR ON BERALF OF THE
T ettt s st g e € e et e e £t 8 e et e £t et e -
&) DATE OF LAST CUARTERLY ALIDIT

18} POST FUSDS

) BALAMNCE OF ALL CHECHSD AZCOLINTE § B [0 AL ACCOIUNT LEDGER BALAMCES RATOH
b BALANCE OF ALL SAVINGS ACCOUNTE & THE BALANCE OF RECONCILED Btk [ a2 ]
£ BALAMCE OF ALL OO & BOND ACCOUNTS § STATEMENT S
d) ALL OTHER ACTOUNT TYPES 8 hy 18 THE QUARTERMASTER BOND () GREATER
&) TOTAL OF ALL ACTOUNTS § TrsAM TOTAL OF ALL ACCOUNTS fui?
0| AMOUNT OF GUSRTERMASTER BOMD &
17) HAME OF BONDING COMPANY ESPIRATION DATE OF BONID:
18] ARE ADDITIONAL OFFICERS ACCOUNTABLE FOR FUNDS BONDED? (SECTION 703 OF THE MATIOMAL BYLAWS) .. ... [ a2 ]
10} DOES THE POST QUARTERMASTER
&) MAINTAN BOOKS AND RECORDS W A LEGIBLE AND UMFORM FORMATY ... ... ... ... .. = =
b RECEIVE AMD PROPERLY TRANSMIT MEMEERSHIP DUES ASRECURED? . . . ... ... .. .. S T T
£ MAINTAN & DUES RESERVE FUMD M ACOORDSHOE WITH SECTICN TH7 OF THE NATIGNAL BvLaws?_ . |vEsl w0
d] DOES THIS DUES RESERVE FUND REFLECT PRYMENT OF ANNUAL AND UFE MEMBERST ... = =
) DATE DUES RESERVE FUND LAST TRAMSFERRED TO GENERAL FUND
0 WAINTAN & RELIEF FUND I8 ACCORDANCE WITH SECTION 704 OF THE MATIONAL BY-LARET. ... ... = =
&) HAVE CARE AND CUSTODNY OF ALL COMMITTEE PUMDET ..ottt vEs) o
H) REPORT Gt TRANSACTIONS CONCERMMNG RECERTS AND EXPENDITURES AT POST MEETINGET. ... vEs) o
i FILE APPROPRIATE FORMS AS REQUIRED BY FEDERAL. STATE AMD LOCAL STATUBS. ... .. = =
[ DATE OF LAST IFS FORM 200 FILING _ 15 THE 900 FILING AVAILAELE FOR PUEL i mePECTIONT. | YEB] Ho
i) ARE ALL EXPENDITURES VOTED OH BY THE POST MEMBERSHIP AxD APPROVED BY THE POST COMMANDERT. ... — T
1) ARE EXPENDITURES FROM RELIEF FLIND IM ACCORDWNCE WITH SECTION 704 OF THE NATIONAL BXLAWS? ... | vES] B |
) ARE SIGNATURES AUTHORZING THE DRSEURSEMENT OF FUNDS DONE 1N ACCORDANCE WITH POST Bv-LAWS? ... = E
) ARE CHECHS PRE-SISMED B MY AUTHORIZED OFFICERT ... S T
24 DOES THE POST W REAL PROPERTYT ... vEs] 1
& APPRAISED VALUE § WAOHTHLY PRYMENT. § ARICUNT CANED: §
b TITLE HOLDER
25) DOES THE POST CARRY AL PROPER TYPES OF INSURMMCET ... ... = =
&) AREE NATIONAL A0 CEPARTMENT HEADCURRTERS ADCITIONAL INSUREDS E=EE
) DOES THE POST RETAM DOCUMENT S 1N ACCORDANCE WITH THE DEPARTMENT'S DO CLUMENT RETENTION POLICY:. ... TES) o
27) POST FEDERAL EMPLOYEE IDENTIFICATION HUMEER (E1M4): oo

) OES THE POST OPERATE A CANTEEN OR OTHER STATE LICEMAED ENTITY? (DEPARTMENT INSPECTION FORM RECURED)
= [ ST o T R o Ty | STy



PREPARING FOR INSPECTION

Create an inspection binder containing the following:

Post By-Laws — with approval stamp from National

Incorporation papers — with approval stamp from National

Post Election Report & Officer’s Proof of Eligibility

Post Meeting Minutes for the previous 12 months

Evidence of report filing — obtainable from the Department website
Last four audit reports

Proof of Quartermaster Bond

Evidence of Form 990 filing

Evidence of Insurance
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PREPARING FOR INSPECTION

Have Available:

Ledger Book or printout from the past 12 months
Checkbooks for all checking accounts

Paperwork that substantiates expenditures
Employee Identification Number (EIN)

Current copy of National & Department By-Laws
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PREPARING FOR INSPECTION

Among the things the inspector will check are:

1.
2.
3.
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That all expenditures are documented and substantiated
That checks are not pre-signed

Funds are established and maintained in accordance with
National By-Laws

The Quartermaster maintains proper accounting methods
The Quartermaster & all persons that handle funds are
adequately bonded

Adequate records are maintained by the Post Adjutant
Reports are filed in a timely manner

Meetings are conducted in accordance with National By-Laws
. The Post is participating in VFW programs at the local level

10 The Post is properly insured and both Department and National

are named as additional insureds



