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1. PURPOSE:

A.

The procedures outlined in this manual have been derived from experience with previous methods
used by Officials in the performance of their duties as staff members of the Korean War Veterans
Association. These procedures have been developed to assist new Officials, as well as the incumbents,
to more efficiently perform their duties when adhering to the Bylaws.

They are designed to communicate to Officers, Directors, Standing Committee Chairpersons, Special
Committee Chairpersons and members of the Korean War Veterans Association, Inc., proper and
ethical procedures to use in conducting the Association’s business.

They are to provide clarification and fill in the detail of areas prescribed in the Bylaws that require
action and the use of forms that are not covered specifically in the Bylaws.

2. PROCEDURE CHANGE METHOD:

A.

These procedures may be modified by presenting recommended written additions/deletions or
changes through appropriate channels to the Board of Directors for approval.

3. INTENT AND INTERPRETATION:

A. These procedures do not change the original intent of the Bylaws and may not be used to circumvent
the Bylaws.

B. When in doubt as to the proper course of action to take, the Judge Advocate of the Association
should be consulted.

4. RATIONALE:

A. There is an additional index of these procedures which is superimposed on the Bylaws Index to make
for ease of cross-referencing easier [See pages 4 & 5 above.]

B. When more detailed instructions are deemed necessary to clarify or to give direction to a particular

Bylaw, references are made to Addenda noted on Addenda Pages of this Manual.
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ELECTED OFFICERS:

1. All vacant positions for Elected Officers and Directors shall be filled using first the individual who ran for a
particular Office or Director position and received the highest number of votes. The President shall
confirm that this individual will accept the office before the selection and approval by the Board of
Directors.

2. Should there be no one running for a position, to be used as a recommended Officer or Director, the Board
of Directors may recommend an individual to serve on the Board of Directors for approval, or may hold
open the office until the next election by the membership, to complete the term.

3. Officers and/or Directors shall be installed, at the first opportunity available, after the election results are
announced. The elected Officers and/or Directors will take office on June 25™ .Any Board of Directors
meeting scheduled thereafter will be conducted with the new Officers and/or Directors. Upon approval by
the Board of Directors, the Secretary and Treasurer shall also be installed.

4. The Oath may be administered by using a document to be signed by the member assuming office as a part
of the agenda when “Business Without a Meeting” is called.

INSTALLATION CEREMONY AND OATH OF OFFICE:

Installing officer requests the officers to be installed to come to the front, line up, facing the audience and says
[words to the effect of]
“It is my honor to install the officers of the Korean War Veterans Association for the Administration Year 20**-
20** They are:
President
1st Vice President
2nd Vice President
Secretary
Treasurer
Others

Please raise your right hand and repeat after me

["l, stateyour name ], [ dosolemnly swear to uphold the constitution of the United States of America, ]
[ the Bylaws and Procedures in the Standard Procedure Manual of the National Korean War Veterans
Association, ] [ and I further promise that | will administer ] [ the duties of the office that | am about to
assume to the best of my ability. ] [ Upon completion of my term of office, | further promise ] [ that I will turn
over all records, equipment and monies ] [ that I have in my possession to my successor ] [ So help me God! ]

You may now lower your hands.
Ladies and gentlemen, with the power invested in me by the Korean War Veterans Association, | hereby declare

the officers of the Korean War Veterans Association to be installed."

Shake hands with the officers installed, congratulating them, starting with the President and working down the
line.

Note: Punctuation symbols in the oath above with brackets ] [ indicate phrasing breaks during the delivery
of the oath by the installing officer (these may be modified to the installing officer’s individual liking).
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OFFICERS’ AND COMMITTEES’ DUTIES AND RESPONSIBILITIES

A. ELECTED OFFICERS

1.

PRESIDENT:
a. RESPONSIBILITIES

As the chief executive officer of the Association, provide the leadership essential to the day-to-day
operations of the Association and in developing its future plans.

Insure compliance with the Bylaws and Standard Procedure Manual.

Protect the rights and interests of all members of the Association.

Initiate such actions as may be necessary to insure the financial viability of the Association.
b. DUTIES

The President shall notify the Board of Directors of all meetings including the date, time and place. This
notification will be made by mail, with additional distribution by email and/or KWVA website. A
proposed meeting agenda shall accompany the letter with instructions for each Board Member to respond
if they will/will not attend and state if they have any business to conduct that should be placed on the
agenda. A response time should also be given.

The President will preside at all meetings of the general membership and Board of Directors, following
Robert’s Rules of Order, when the Bylaws or Articles of Incorporation do not have preference.

Meeting agenda and purpose of meeting shall be the responsibility of the President. Those Board of
Directors members who have motions to present shall send a request (see Addendum D-2 for a request
form) for every action item they want to place on the agenda, to the Secretary for inclusion on the agenda.
A combined packet of all motions is to be sent to the Board of Directors by the Secretary to arrive at least
a week before the meeting for study.

Should a crisis arise or a vote on an important item be required before the next scheduled meeting of the
Board of Directors, a special meeting may be called or the crisis or question may be submitted to the
Board of Directors, for approval, by a certified mail ballot, per the Bylaws, with a deadline for submittal
and also a time period and person to contact for phone call questions that may arise from the Board of
Directors.

Should mail be used for an approval, notification of the results shall be conveyed to the Board of
Directors and then the vote affirmed at the next Board of Directors Meeting.

Serve as ex-officio member of all committees, except the Nominating Committee.
Appoint, with the advice of the Vice Presidents and approval of the Board of Directors, both Standing
and Special Committee Chairpersons. Before submittal to the Board of Directors, be sure those who are

suggested for appointments will accept the position.

After consultation with the two Vice Presidents, the President should divide the responsibility to
coordinate and oversee the functions of the Standing and Special Committees among them.
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FIRST VICE PRESIDENT:

a. RESPONSIBILITIES

Assume and perform the responsibilities and duties of President when absent. “Absent” is defined as the
President being incapacitated to the point of being unable, physically or mentally, to perform his/her
duties or not being physically present at a legally called meeting.

Serve as liaison between the committees assigned by the President and Board of Directors.

Coordinate the activities of all assigned committees.

b. DUTIES

Be prepared to assume the duties of President of the Association upon death, resignation, or termination
of the President.

Assist the President in carrying out the responsibilities and duties of that office.

Volunteer to coordinate and be responsible for any Standing or Special Committee which he might have
interest or in which he has qualifications, to effectively coordinate and oversee.

Perform such other duties as the President or Board of Directors may assign.

SECOND VICE PRESIDENT:

a. RESPONSIBILITIES

Assume and perform the responsibilities of the First Vice President when absent. “Absent” is defined as
the First Vice President being incapacitated to the point of being unable, physically or mentally, to
perform his/her duties or not being physically present at a legally called meeting.

Serve as liaison between the committees assigned by the President and the Board of Directors.
Coordinate the activities of all assigned committees.

b. DUTIES

Be prepared to assume the duties of the First Vice President of the Association.

Volunteer to coordinate and be responsible for any Standing or Special Committee which he might have
an interest or in which he has qualifications to effectively coordinate and oversee.

Perform such other duties as the President or Board of Directors may assign.

DIRECTORS:

a. RESPONSIBILITIES

The Director, along with the other officers of the Board of Directors, shall be responsible for establishing
the policy within which the association shall function. The Directors, collectively, shall control the

Association’s property, be responsible for its finances and direct its affairs.

b. DUTIES
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Attend all meetings on the dates called by the President. If unable to attend, notify the Secretary, stating
why attendance is not possible. The Board of Directors will vote if the Director should be excused,
according to the “defined reasons” decided upon by the Board of Directors, included in this Standard
Procedure Manual as Addendum D-1.

Obtain a copy of the Association Bylaws and Standard Procedure Manual from the Association Secretary
before the first scheduled Board of Directors meeting.

Review the various Standing and other Committees of the Association. If there is a personal preference
for service, so advise the President.

Require an audit of the Association’s financial records.
Adopt an annual budget each year for the Association.

Review and consider all committee recommendations prior to voting upon these issues. It is
recommended that Bylaws, Resolutions and motions for changes be obtained a week before the meeting
for study where approval is required.

Motions to be presented to the Board of Directors shall be presented to the Secretary, using the Form
shown in Addendum D-2, Board of Directors Agenda Items, in time for mail out in a packet to the Board
of Directors.

The Board of Directors shall receive all Judge Advocate’s opinions given to Chapters, Departments,
Directors, Committees and at-large members (except those given to the E & G Committee) and consider
them as presented for action.

B. APPOINTED OFFICERS:

1.

SECRETARY:
a. RESPONSIBILITIES
Keep an accurate record of proceedings of the Board of Directors and General Membership Meetings.

Maintain records of all approved minutes and changes of Board of Directors and General Membership
Meetings.

Maintain a master file of the Association Articles of Incorporation, Bylaws, Standard Procedure Manual
and Budgets.

Maintain file copies of Charters, Bylaws, Standard Procedure Manual, Reports of Elections and other
correspondence concerning Departments and Chapters.

Submit the Call for Election in the November/December “The Graybeards” using Addendum E-1, a copy
of the Bylaw requirements of the “Call,” as a guide.

b. DUTIES
Keep the minutes in accordance with the general guidelines established in the Association Bylaws and

Robert’s Rules of Order.
Note any approved changes or corrections to the minutes of the previous meetings.
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Conduct the general correspondence of the Association, that is, correspondence which is not the assigned
responsibility of other officers, directors, or committees.

Attest to official documents of the Association as the Board of Directors may direct.

Place a proposed agenda for the Annual Association Membership Meeting in The Graybeards for the
membership to be notified of business to be conducted.

Submit to each officer and member of the Board of Directors an agenda for the Association Membership
Business meeting and an agenda for any Board of Directors meeting.

Call the roll when required at the Board of Directors meetings and announce that a quorum is or is not
available to begin the meeting.

TREASURER:
a. RESPONSIBILITIES

Serve as the technical custodian of all the Association Funds and to provide the Certified Public
Accountant all monthly transactions.

Function as the disbursing agent with other properly prescribed signatures. See “Procedure For Check
Writing And Control” [Addendum F-1].

Keep and maintain, or cause to be maintained, the Association Financial Records.

Prepare or have prepared and submit Financial Reports at least quarterly to the Board of Directors for
their review and information, before filing with the Secretary.

Make available all financial records for any Board of Directors approved audit, and supply the Finance
Committee any information requested.

Insure that tax returns for the preceding fiscal year are completed, signed, and filed as required by law.
b. DUTIES

Keep, or cause to be kept, safely all monies of the Association and be responsible for the deposit of same
in the name of the Association in such banks, trust companies, or other depositories that are approved by
the Board of Directors.

Disburse, or cause to be disbursed, any obligation of the Association approved for payment by the
approved current budget, or approved by Board of Directors when not a budgeted item or when the
budget item has been exceeded.

Prepare, and present, financial reports in a format which facilitates comparison to the approved budget.

Serve on the Finance Committee as advisor.

Insure that the books are kept in accordance with generally accepted accounting procedures, principles
and practice.

Coordinate with the Finance Committee and advise and follow their recommendations when approved by
the Board of Directors.

-11 -



KOREAN WAR VETERANS ASSOCIATION, INC.
STANDARD PROCEDURE MANUAL

Prepare, or cause to be prepared, tax returns for each fiscal year.

Make available all financial records of the Association to those persons specifically authorized by the
Board of Directors or as required by the Incorporation and Exempt Status laws. Provide to the Finance
Committee and the CPA, monthly records of checks issued, money transfers, income deposits and
investments made.

JUDGE ADVOCATE:

a. RESPONSIBILITIES

As the legal advisor for the Association who is appointed by the President and approved by the Board of
Directors, the Judge Advocate’s advice should be sought for those questions which are not covered by the

Bylaws or this Standard Procedure Manual.

The Judge Advocate’s opinion should be unbiased and promote courtesy, justice, impartiality and
equality on the raised issue.

The Board of Directors should receive all Judge Advocate’s opinions given, except in the case of a
complaint issued for Ethic & Grievance Committee, and consider them as presented for action.

The Judge Advocate receives and acts on official complaints by KWVA members against KWVA
members/officers as described in the Ethics and Grievance Committee section of this manual.

b. DUTIES
Insure that the Bylaws or Standard Procedure Manual do not cover the question at hand.

Present in writing all opinions rendered to Members, Chapters and Departments to the Secretary for
distribution to the Board of Directors.

The Judge Advocate shall accept any complaint by a Korean War Veterans Association Member, sent in
writing and signed. This is to be sent by certified mail, return receipt requested.

The Judge Advocate shall determine if the complaint is appropriate for referral to the Chairman of the
Ethics and Grievance Committee (E & G Committee). The sent complaint is recognized as being accepted
by the Judge Advocate by the return receipt returned to the complainant. Any further correspondence
thereafter between the Judge Advocate and the complainant shall also be by certified mail, return receipt
requested.

The Judge Advocate shall advise the E & G Committee Chairman on any question posed by the E & G
Committee.

CHAPLAIN:
a. RESPONSIBILITIES

The Chaplain shall conduct Memorial Services to honor those KIA/MIA and/or memorialize Association
members who are now deceased.

Lead the invocation and adjournment prayer at all meetings.

Work with the Reunion Chairman and Secretary and Treasurer to perform other functions requested by
the President.
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b. DUTIES
The Chaplain duties are those listed above.
HISTORIAN:
a. RESPONSIBILITIES

The Historian shall be responsible for keeping records of special events conducted by the Association and
having pictures taken at Association events.

He shall maintain a file of all meeting places where meetings are held and visits made by Association
Representatives to events in and out of the country, as well as by officers who have served the Association
over the years since being formed.

b. DUTIES

The Historians duties are those outlined under “Responsibilities” and any other responsibilities the
Historian believes should be chronicled.

NATIONAL VAVS DIRECTOR:
a. RESPONSIBILITIES
National contact for Chapters and Departments for Veterans Affairs Volunteer Service.

Provide a VHA 1620 Handbook to those Chapters and Departments who form VAVS programs in their
local areas.

Keep Chapter and Department VAVS Representatives informed of any new requirements for successful
operations of their services.

Maintain a list of the various Chapter and Department Representatives and Individual KWVA
Volunteers.

Provide for VA Certification for Chapter Representatives by working with Chapter and Department
Officers to solve any problems encountered.

Document any problems and inform the Board of Directors members of any action and reasons for such
action for their approval before the action is put into effect.

b. DUTIES
Follow the guidelines and requirements of VHA 1620 Handbook for VAVS at all times.

Make a year-end report to the Board of Directors and the Department of Veterans Affairs, of Volunteer
Service time accumulated for the Korean War Veterans Association, Inc.

THE GRAYBEARDS EDITOR:
a. RESPONSIBILITIES

Prepare, edit and have published the news magazine, The Graybeards, for the Association.
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Insure that all Board of Directors and General Membership meeting minutes, financial reports and other
important Association news takes precedence over other items to be placed in the publication.

Place the Association’s minutes and financial reports under a heading that is located consistently in the
same area of every issue of the magazine. When possible, this material should be included in the edition

that immediately follows the meeting(s) from which the minutes and reports are produced.

Reserve a section in which members can make comments on items of interest. Since The Graybeards is the
members’ newsletter, it must contain such a section.

Identify and refrain from printing politically oriented material that might violate the provisions of the
Association’s IRS status and lead to legal and/or regulatory consequences as a result.

b. DUTIES
Arrange for a publisher to print and mail The Graybeards.
Reach a contract cost with the Financial Committee for services as editor and for payment of the
publisher for printing, assembly and mailing from a invoice and present it to the Finance Committee for

presentation to the Board of Directors for approval.

Coordinate with the Nominations/Election Committee Chairperson to assure that the election ballot
contained in the March/April Issue has been proof-read and is accurate.

WEBSITE/DATABASE TECHNICIAN
a. RESPONSIBILITIES
Maintain a professional website for the Association with timely updates.

Keep members electronically informed of the services available to them through the KWVA National
Office and various Committees.

Develop ideas for additional website programs and/or services for the benefit of all members and
prospective members.

Provide veterans or other interested individuals information about the locations and websites of KWVA
Chapters and Departments.

Place information on the website only if it has been authorized by the President or his Designee.

Maintain the highest level of Confidentiality for Confidential items placed in a secure password protected
area of the website.

b. DUTIES
Provide the following minimum resources on the website:

Current National Bylaws and Standard Procedure Manual

Contact information on all Chapters and Departments

Minutes of Board of Directors and Annual Association Membership Meetings

Future National Annual Association Membership Meeting sites and proposed dates

Website links for all Chapter and Departments furnished and other websites of interest to Veterans.
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¢ Provide Membership Database Displays and Queries as required by Officers and Directors, pulling
data from the Master Membership Database maintained by the Membership Administrative
Assistant. Some data is to be available via the website to all members, and other data is to be available
only in a password protected area of the website, with security providing differing levels of
information retrieval, based on authorized Board members, Department and Chapter Presidents,
Appointees; etc.

MEMBERSHIP ADMINISTRATIVE ASSISTANT:
a. RESPONSIBILITIES

The Membership Committee has a contracted individual (or individuals), the Membership
Administrative Assistant, who is the focal point for all applications, dues and other duties as listed below.
The Membership Committee Chairman should be aware of the duties that are taken care of by the
Membership Administrative Assistant and insure that those duties are being fulfilled. The Committee
should present to the Board of Directors recommended changes requested by the Membership
Administrative Assistant and also any changes the committee recommends. The Membership Committee
will also present to the Membership Administrative Assistant any changes the Board of Directors may
require.

b. DUTIES

Addendum A-1 contains a list of Membership Administrative Assistant duties.

C. STANDING COMMITTEES

1.

NOMINATIONS/ELECTION COMMITTEE:

a. RESPONSIBILITIES

Assist the National Secretary to insure that the “Call for Election” is issued for publication in the
November/December edition of The Graybeards magazine so that candidates for open offices have ample

time to respond before the February 15 deadline.

Certify that candidates have met the requirements to be placed on the ballot for the offices to be voted on,
by the Regular Members of the Association, per the Bylaws.

Present certified candidate information to The Graybeards Magazine Editor for publication in the
March/April edition for those Officers and/or Directors nominated to run for election.

Establish a CPA to receive ballots, determine the ones that are proper and authorized and determine the
correct number of votes for each candidate.

Responsible for setting up the procedure for the Membership Committee to mail the CPA a list or
computer files of eligible voters and assisting with inquires from the CPA about ballots received that are
not on the list or file that need to be updated to the June 10 cutoff date.

No committee member may remain on the committee if they are a candidate for any office.

b. DUTIES

The committee shall check and certify that all information submitted by those candidates for office, have

met the “Call for Election” requirements per the National Bylaws. See “Addendum E-1” for a copy of
those Bylaw requirements.
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Select a CPA to receive ballots, check for eligibility of the ballot, record number of ballots, vote count for
each individual on ballot and number of votes not counted because the individual was not eligible to vote.
See “Addendum E-2” for a guide to help in the CPA selection process. See “Addendum E-3” for an
example Ballot Counting Procedure and “Addendum E-4” for a Tally Sheet Form example.

Vote results shall have a statement by the CPA listing the votes for each candidate in the same order as
they were listed on the ballot for each Officer and/or Director Candidate [See “Addendum E-4]. The
Summary Tally Sheet Form example is a signed statement showing the total votes cast and the elected
officers. [See Addendum E-5].

FINANCE COMMITTEE:

a. RESPONSIBILITIES

Establish an Annual Operating Budget with advice from the Treasurer who will be a committee member.

This Annual Budget shall be presented first to the Board of Directors and if approved, presented to the
membership at the Annual Association Membership Meeting for their approval.

The financial condition of the Association is of paramount importance and any significant trend which
indicates future fiscal problems are to be brought to the attention of the Board of Directors with
recommendations for action.

Written standards shall be maintained concerning reimbursement for Board of Directors Meeting
attendance [See Addenda F-2 thru F-4].

b. DUTIES

Establish an annual budget for approval by the Board of Directors by obtaining input from the
Committees requiring expenditures.

Establish a separate budget for the Annual Association Membership Meeting, for approval by the Board
of Directors, with input from the Reunion Committee when a Budget Expenditure is required.

Maintain disbursement procedures for the Treasurer, including the number of signatures on checks.
These procedures are shown in Addenda F-1 thru F-3.

Provide a “KWVA Travel Expense Report” Form [See Addendum F-4].
Report audit results quarterly to the Board of Directors from the monthly supplied data for the checks
issued, money transfers, income deposits and investments, received from the Treasurer. This information

is to be mailed to each regular Board of Directors member as an ongoing audit.

Act in a “consultant and recommendation capacity,” along with the Treasurer’s input for new planned
expenses, contributions, investments and budgets brought to the Board of Directors for approval.

BYLAWS COMMITTEE:
a. RESPONSIBILITIES

Review and amend the Charter and Bylaws for necessary changes to keep them viable throughout the
years by recommendations to the Board of Directors.
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Process proposed amendments to the Association Bylaws and Charter from the membership received
forty-five days before the next Board of Directors meeting, for presentation to the Board of Directors for
approval.

Present Bylaw changes, which have been approved by the Board of Directors, to a quorum of the voting
membership for ratification.

Insure that the exact wording of any Bylaw change approved by the Board of Directors is given to The
Graybeards Editor for appropriate publication prior to the next Annual Membership Meeting.

Insure that the Secretary has correct copies or computer files of the current approved Charter and
Bylaws and maintains a file of all prior Bylaws and changes made over the years.

b. DUTIES

Upon request, have copies of the Bylaws sent from the Secretary to Members, Chapters and Departments
and answer any inquiries regarding the Bylaws.

Review the Bylaws for additional recommended changes which will strengthen or clarify the procedure to
follow, or which need to be changed to allow better voting methods.

Originate and process amendments to the Bylaws for approval by the Board of Directors.

Committee members’ review of any changes requested must show that a majority of the committee
recommend the change wording. No wording is to be condensed for approval and then changed.

Review the Bylaws to insure that accuracy and conformity in typographical, terminology and spelling or
printing have not changed the Bylaws.

Attention shall also be given to those practices which through repeated use have become routine even
though the current Bylaws may prescribe a different practice or method.

Maintain a log of Bylaw amendments or Resolutions for Bylaw amendment that have been received and
respond with a form letter of receipt. See Addenda R-1 thru R-3 for suggested guides.

STANDARD PROCEDURE MANUAL TASK FORCE
a. RESPONSIBILITIES

Maintain the Standard Procedure Manual by continual review of the everyday functions of the Officers
and Board of Directors operations.

Present suggested changes from the Board of Directors and/or the Standard Procedure Manual Task
Force, or others in writing, for inclusion, deletion or additional modification in the Manual for Board of
Directors approval.

b. DUTIES

Same as Responsibilities

MEMBERSHIP COMMITTEE:

a. RESPONSIBILITIES
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To increase the membership of the Association.

Welcome new members and insure that they receive all membership benefits to which they are entitled.
Insure that each new member is sent a letter of welcome and a membership card within 21 days of receipt
of application. Individuals who are enrolled at large should be advised of the Department or Chapter
contact and phone number nearest their location.

Insure that records are kept on an on-going basis that provide a complete and updated record of
Individual Members, Chapter Members and Department Chapters. Work in close coordination with the

Secretary and Treasurer to insure that these records are kept current.

Insure that a record of dues date and dues reminders to the membership are sent and insure that a record
of dues sent to the Treasurer is kept current.

A database showing the locations of Chapters and Departments should be maintained, indicating a
contact name, address, email address, chapter website and telephone number and made available to all
staff, members and prospective members.

Selected Committee Members should be recruiters from Departments, where possible, and should be
instructed to use the recruiting material developed by the Membership Committee.

b. DUTIES
Provide membership database restricted access to certified Chapter and Department Presidents so that
they may maintain accurate data concerning their members, as well as to recruit members for their

chapters from the KWVA members “at large.”

Provide updated Membership Application Forms for The Graybeards and the National Website [See
Addenda M-1 thru M-3].

Provide prospective Chapters/Departments with a Formation Packet with information on what steps
must be taken. A packet example is included as Addendum N-1. The Petition Form for the formation of a
new chapter is Addendum N-2 and for a new department is Addendum N-3. The Charter Process is
described in Addendum N-4.

Provide Membership Recruiters with appropriate membership lists in order to form new Chapters and
the procedure for Membership Recruiting Functions and Activities. See Addendum N-5.

Develop forms for Chapters and Departments to report their elections and changes of officers for the
National Secretary’s records as new addenda for this manual.

RESOLUTIONS COMMITTEE:
a. RESPONSIBILITIES
Receive all resolutions from Regular Members, Chapters and Departments and check for proper format.

Inform submittal agency of receipt of their resolution and notify them of any changes needed to make it in
proper format.

Deliver any resolutions that are for Bylaw changes to the Bylaws Committee Chairman.

Forward properly prepared Resolutions for Board action.
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b. DUTIES

Maintain a Definition Sheet and Standard Resolution Form. See Addenda R-1 and R-2 for suggested
examples.

Maintain a form letter for an Individual, Chapter, and Department stating the resolution received is in
proper form or return it with a Standard Resolution Definition Sheet and Resolution Form, for
resubmittal. See Addendum R-3 for suggested Form Letters.

Maintain a form letter as above, stating the Resolution has been approved or disapproved by the Board of
Directors. See Addendum R-3 for a suggested example.

REUNION COMMITTEE:
a. RESPONSIBILITIES

The Reunion Committee is responsible for soliciting possible areas for the Annual Association
Membership Meetings from the membership.

The Annual Association Membership Meeting place and dates should be set three years in advance, with
approval by the Board of Directors and the Membership. After the initial setup, only one new Annual
Association Membership Meeting needs to be added to the list each year.

Establish a check sheet outlining the procedure for arranging an Annual Association Membership
Meeting and lists of contacts to help in the arrangements for the meeting.

Establish data for estimating the budget required for the Annual Association Membership Meeting.

Establish a three year plan and add to it each year as an area is used for the Annual Association
Membership Meeting.

Establish data and all other plans for sign-in of Members, Hospitality Room, Entertainment, Banquet and
Speakers with the required business meeting area for both the Board of Directors and Annual Association
Membership Meeting.

b. DUTIES

Present a budget for the Annual Association Membership Meeting to the Finance Committee for Board of
Directors approval if required to cover expenses not covered by registration charges.

Maintain a three year list of areas with the third-year being established by inviting Chapters and/or State
Departments, in any city wishing to host the third-year, making a presentation to the Board of Directors
for approval and then to the Membership at the Annual Association Membership Meeting for
ratification.

Maintain a check-list of questions to ask during negotiations, similar to addendum H-1.

Maintain a Hospitality check-list for use in determining beverages and snacks required. See Addenda
H-2 and H-3 for samples of past experience and usage lists.

TELL AMERICA COMMITTEE:

a. RESPONSIBILITIES

-19 -



KOREAN WAR VETERANS ASSOCIATION, INC.
STANDARD PROCEDURE MANUAL

To carry out the objective of providing the communities in which we live, especially the school children,
an understanding of the Korean War and its consequences and to promote the understanding that
FREEDOM IS NOT FREE and that many have made tremendous sacrifices to protect the freedoms we
enjoy in this country.

The Committee is to serve as a focal point for the development of KWVA TELL AMERICA programs
and dissemination of material and information for assistance to KWVA chapters in the formation and
continuation of these programs in their communities.

Utilize various media such as The Graybeards magazine and KWVA Website to publicize TELL
AMERICA activities of local chapters. This is to provide recognition for established programs and to
encourage other chapters to start their own programs.

Accumulate program material such as scripts, posters, maps, videos and booklets that will be useful to
chapters in making presentations.

b. DUTIES

Provide reports to the Executive Board and General Membership on progress and effectiveness of the
KWVA TELL AMERICA Program.

Prepare Budget requirements for Action by the Board of Directors at the Annual Membership Meeting.

Submit periodic articles for publication in The Graybeards magazine and on the KWVA Website to
inform the membership and promote activity in the TELL AMERICA program.

Respond to requests for information and material when contacted by chapters or others, such as school
teachers who are interested in conducting programs on the Korean War.

D. SPECIAL COMMITTEES:
a. RESPONSIBILITIES

Created by the President to perform a specific task of either “investigate” or “to carry out” what the
Board of Directors or Association has adopted.

Task and committee is approved by the Board of Directors.
Is dissolved when the task is complete or no longer needed.
b. DUTIES

To complete task assigned and report results to the Board of Directors or Association Membership,
depending on the group that initiated action.

1. ETHICS & GRIEVANCE COMMITTEE
a. PURPOSE

The Ethics and Grievance Committee (E & G Committee) is a special committee appointed by the
President to investigate complaints filed against Officers, Directors, or Members.

b. COMPLAINT
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Any member may submit a justified substantive complaint to the Judge Advocate, Korean War Veterans
Association. The complaint must be in written form, signed by the complainant, and sent via Certified
Return Receipt Requested US Mail to the Judge Advocate. Complaints and/or grievances should not be
sent directly to the members of the E&G Committee.

c. JUDGE ADVOCATE RESPONSIBILITIES

The Judge Advocate shall acknowledge receipt of the complaint and determine if the nature of the
complaint is appropriate for referral to the Chairman of the Ethics and Grievance Committee. Should he
find the complaint in order, and appropriate for referral, he shall send it directly to the Chairman, E&G
Committee. Should he find the complaint to be beneath the threshold for E&G Committee referral, the
Judge Advocate will return the complaint to the originator as a dismissal and the matter ends.

A complaint received via means other than “Certified Mail, Return Receipt Requested”, will not be
accepted.

Any correspondence with the complainant by the Judge Advocate shall be in writing via “certified mail,
return receipt requested”

d. COMMITTEE RESPONSIBILITIES

The Committee is an investigative body; it is NOT a disciplinary body. The power to discipline members
resides with the Board of Directors as required by the Bylaws.

The Committee shall investigate only those complaints assigned by the Judge Advocate.

The Committee shall not initiate actions or investigate matters without such an assignment. In the event
that an E & G Committee Member receives an ethics or grievance complaint directly, the Chairman shall
return it, along with a letter to the complainant, to inform him or her that the complaint must be
resubmitted in letter form, and mailed to the Judge Advocate for review and possible assignment to the
Chairman of the E & G Committee as noted in paragraph b. above.

The Committee shall conduct its work in a fair, impartial, ethical, timely and confidential manner.

The Committee shall make no Bylaws judgments.

e. CONDUCT OF INVESTIGATION

In the case of complaint cases forwarded by the Judge Advocate to the Chairman, E&G Committee, the
Committee shall assume unfettered jurisdiction and apply its procedures and processes.

The Board of Directors shall strictly adhere to the rule, established previously by the Board, that a refusal
by an individual to respond, within 15 days, to a written request by the E & G Committee for information
pertaining to an alleged charge, shall result in a presumption of validity in favor of the charge.

A bad faith refusal to cooperate with an E & G Committee request for information serves to thwart the
system at the threshold, undermining the credibility of the process. Therefore, any such refusal will not
be tolerated, and may, in itself, constitute an independent ground for disciplinary action or expulsion.
The Committee should use the U. S. Mail to elicit responses from a complainant.

The use of electronic mail, E-mail or FAX to elicit third party responses should be avoided, or used
sparingly, with discretion, and only when confidentiality can be assured by both the complainant and the
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E & G Committee.

All letters and electronic mail should be labeled CONFIDENTIAL FOR ADDRESSEE ONLY.

f. CONFIDENTIAL REPORT

Upon completion of the investigation, a Report of Investigation, including findings and recommendations,
as appropriate, shall be prepared by the Chairman, E&G Committee, and forwarded to the Judge

Advocate.

Each finding in the report shall be recommended as: Sustained, Not Sustained, Unfounded, or
Exonerated.

Should further action be recommended/necessary/indicated, in the opinion of the Judge Advocate, he
shall forward the Report of Investigation to the President for scheduling at the next Board meeting. If
circumstances indicate urgency, the President shall provide for immediate Board action by one of the
means available under the Bylaws.

If the Report of Investigation received by the Judge Advocate from the Chairman, E&G Committee
indicates no further action is required, the Judge Advocate shall complete the case by reference and in
correspondence with the originator.

All deliberations and votes of the Committee shall be sealed, and remain so, unless called for by other
actions authorized by the Bylaws and a two-thirds (2/3) vote of a quorum of the Board of Directors.
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ADDENDA

ADDENDUM A-1
MEMBERSHIP ADMINISTRATIVE ASSISTANT OPERATIONS
COMMUNICATIONS:
The Membership Administrative Assistant must pick up, open and sort mail received DAILY as schedule of post

office and Assistant permits. All mail generated must be taken to the post office with the same frequency. Mail
received for other officials must be forwarded as soon as possible.

MEMBERSHIP APPLICATION, DUES AND MISCELLANEOQOUS:

For Renewing Members:

1. Check information provided and update existing computer files.

2. Contact member for clarification of any problem with the information provided.
3. Post the amount paid.

4. Mark member record to receive membership renewal card.

For New Members:

1. Review and determine if the application is complete and that the applicant meets the eligibility
requirements set forth for the membership category requested. See Addendum M-2.

Contact prospective member for clarification of any problem with the application.

Enter the membership data into the database.

Post the amount paid.

Record new membership number on the application.
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For Life Members:

1. Check the member’s record to see that information contained therein corresponds with the information
received, if member is changing from “Regular Member”.

Enter changed prefix membership number into the database if applicable.

Post the amount paid.

Note those making installment payments and send dues reminder if late.

Contact the member for clarification of any problem with application.

Mark member’s record to receive a life membership card when full payment is received.
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Credit Card Payments:

1. Credit card payment is not acceptable for those making installment payments for Life Membership.
2. Transmit credit card information to credit card firm by computer.
3.
4.

Contact member for clarification of any problem with the credit card information.
Enter payment authorized by the member on the member’s record and indicate status for purposes of
sending life, new or re