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UNIT PROCEDURE FOR CHARTER CANCELLATION
Before these procedures are carried out by a Unit, everything should be done to try to save or reorganize the Unit whenever possible. If the Unit can be revitalized and needs assistance, contact the District President or the Department Office.


STEP 1: Notify the District President or Department Office

The Unit must notify the District President or the Department Office that they are considering surrendering the charter before any actions are taken.


STEP 2: Initial discussion of surrender of charter at a regular Unit Meeting

The possibility of surrender must be discussed at a regular Unit meeting. No one person or Group of officers can make this decision.


STEP 3: Notify members of possible surrender of charter [see sample A]

· 	Every Senior member MUST be notified by letter of the possibility of the surrender of the Unit Charter.
· The letter must state the reasons for the action and give the date, time and location of a meeting for action to take.
· It is suggested that a ballot be included with the letter to allow those who cannot attend the meeting to have the opportunity to voice their opinion and vote.
· 	A copy of the letter should be sent to the District President and the Department office. Members who attend this meeting will vote Yes or No to begin the procedure for surrender of the Unit Charter. (Note: A vote to surrender the charter cannot be taken at this meeting since that is the last step in the procedure.)


STEP 4: Decision made by vote of Unit to surrender charter [see sample B]

Once the Unit votes to begin the process to surrender, a second letter should be sent to all of the senior members notifying them of the decision. The contents of the letter should contain the following information:
· Date, time and location of future meeting(s) that will be held to conclude business and take the final vote to surrender the charter which will be the last action the unit will take.

(Note: Be sure to set a meeting date to take the vote to surrender far enough in advance to allow time for satisfying the required steps. Including a ballot to be returned by the member allows all members the choice to vote Yes or No.


STEP 5: All members notified of membership transfer process (see sample C) AII members (Seniors and Juniors) must be notified that the surrender of the Unit means they will either transfer to another Unit of their choice or be automatically transferred into the Department Unit 1982 (current 2025 dues are
$30.00 for Seniors and $6.00 for Juniors) once the National organization accepts the Unit charter. Every effort should be made to encourage members to transfer to an active Unit.

It is recommended that a Member Data Form be included with the final letter of notification advising of the members that the Unit officially voted to surrender their charter. The bottom section should be highlighted over the signature line for the member and a current Unit Officer to complete. The letter should explain that she may take the form to another Unit and request to be transferred into that Unit. The District President and/or District Membership Chairman can also suggest names and addresses of Units within the district that are nearby. This is very important for Junior members who do not receive renewal notices for the next year.


TRANSFERRING FROM ONE UNIT TO ANOTHER

Transferring from one Unit to another is a privilege granted to any paid-up Auxiliary member ONLY with the approval of the Unit to which the member wishes to transfer. Any paid-up member may to Unit 1982 without approval required.

1. 	No transfer shall be made unless the member requesting the transfer has a membership card showing that she is a member in good standing at the time transfer is requested. Members whose dues for the current calendar year are not paid by January 31st of that year are considered to be not in good standing.
2. 	No unit may charge a member for the privilege of transferring and no dues shall be transferred from one Unit to another.
3. 	Any member wishing to transfer must secure approval of the Unit to transfer. She may do this in person or by letter. The Officer of the new Unit will complete the balance of the form and submit it to the Department office for processing. The Unit will make the transferring member a new membership card with the information found on the previous membership card.
4. The Department office will process the member's record and transfer the member into the new Unit.


STEP 6: All Unit Property Distributed

All American Legion Auxiliary property must be distributed properly.
· The bell, if not given to a Past President or another Unit, should be sent to the Department.
· The American Flag and Unit banner, if not given to a Past President or a charter member, may be donated to a local non-profit such as scouts or a public building. Otherwise, they should be sent to the Department (without poles).
· The Unit Charter (unframed and rolled) must be returned to the Department.

· Since there is not enough room at the Department office to archive previous minutes, membership records, and banking records, the Unit should properly dispose of these items.
· o
o
o
Current membership dues paid for any delinquent members they want to continue
Fidelity Bond payment for the current Auxiliary year (if applicable).
District dues for membership.
It is important to realize that all funds of the unit are the property of the American Legion

Auxiliary. The Department and District should be first consideration when dispersing the funds.
All obligations to the District and Department must be met. These include:




membership in the American Legion Auxiliary.

 o
Consider paying for a PUFL membership (Paid Up For Life) for any members who have

significantly contributed to the Unit.


charter. Make sure that while deciding on how to distribute the remaining Unit funds,
that enough money is left in the account to cover the costs of postage, service charges,
etc.





STEP 7: Unit Incorporationo
o
Do not close the Unit bank account until after the final vote is taken to surrender the
Donations to the programs of The American Legion Post.


The Unit must determine if it is incorporated in the state of Minnesota. This can be done by checking online at the Secretary of State website. If the Unit is incorporated it must file documentation with the state of Minnesota to dissolve the corporation.

STEP 8: Notification of Internal Revenue Service (IRS)

Write a letter to the Internal Revenue Service advising of the impending surrender of the Unit's charter. Request that the Unit's unique Employer Identification Number (EIN) be retired.
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Unit Charter Cancellation Checklist


Complete	Document	Date	By Whom
	
	District President or Department Office Notification of possible charter
surrender
	
	

	
	Initial discussion to surrender charter at regular Unit meeting
	
	

	
	Senior members of Unit notified in writing of possible surrender and
upcoming meeting to vote on surrender
	
	

	
	Meeting held to discuss and vote on surrender of charter
	
	

	
	Senior members notified in writing of outcome of decision to surrender
the charter
	
	

	
	All members notified and offered to transfer to other units or Unit
1982
	
	

	
	Unit property properly distributed
	
	

	
	Funds properly distributed once all obligations to District and
Department have been met
	
	

	
	Minutes on discussions and meetings relating to surrender charter sent
to Department office
	
	

	
	Final bank statement showing zero balance and distribution of funds
	
	

	
	If Unit is incorporated - contact Secretary of State of MN to dissolve
corporation
	
	

	
	Notification to Internal Revenue Service (IRS) to retire Employer
Identification Number (EIN)
	
	





Comments:


Please return one completed copy of this form with the information required to the Deportment office.
American Legion Auxiliary Department of Minnesota 20 West 12th Street, Room 314 - St. Paul, MN 55155

Sample letter - Discussion of Possibility of Surrender

Name and Number of Unit Unit Address

SAMPLE A



Date

Member's Name Address



Dear Member's Name:

The officers of this Unit are having difficulties getting the work of the American Legion Auxiliary accomplished. There are only a few members attending meetings, there are not enough active members to accept the elected and appointed positions, the few members who attend meetings are no longer interested or able to be active.

We have been in contact with the District President. She advises us to call a special meeting to discuss the possibility of surrendering our Unit charter. She suggests that when we meet, we should try to decide if we want to work at reorganizing our Unit to strengthen it or begin the procedure to surrender.

The special meeting will be held at 	 on 	 at
	PM.

We hope that you will be able to attend this important meeting. If you are unable to attend, we want to know how you feel about actions we are considering. Please take a moment to indicate your choice using the ballot below. If you have comments, make them on the back of the ballot. Return the ballot to the address above to arrive before 	. Your vote and comments will be considered.

Thank you for your continued interest in the American Legion Auxiliary and its fine programs. Sincerely,


Mary Jones Unit President
Ballot to vote on possibility of surrendering Unit charter Member Name
Membership No.		

I vote to continue the Unit and will assist in reorganization

I vote to begin the procedure for surrender of the Unit charter

Sample letter - Final Charter Surrender	SAMPLE B

Name and Number of Unit Unit Address


Date

Member's Name Address



Dear Member's Name:

At a special meeting held on 	it was voted with regrets to surrender our Unit Charter.

A meeting is scheduled on 	 at 	 to discuss how our property and funds will be distributed. Once the Unit completes all business and distribution of property and funds the charter surrender will be complete.

We hope that you will be able to attend this meeting but in the event you can't, we want you to have the opportunity to contact me prior to the meeting with your input.

The American Legion Auxiliary values your membership and would like to give you an opportunity to transfer your membership to another local Unit so that you don't lose continuous membership. The preferred choice would be for you to transfer to a local active Unit, however there is the alternate of transferring to the Department unit at large #1982 which is an inactive unit. Enclosed is a Member Data Form for you to complete. If you have already paid your membership dues for the current year, you do not have to pay again unless the Unit you are transferring to has higher dues. Then you are only responsible for the difference in fees.

If you have any questions, please don't hesitate to contact me and I will do what I can to assist you.


Sincerely,



Mary Jones Unit President


Enclosure	Member Data Form







[image: ]	Sample C	20 W. 12th St. Room #314
St. Paul, MN 55155
Phone: (651) 224-7634 / Email: deptoffice@mnala.org

Member Data Form




** Does this person hold a Unit/District Officer/Chairmanship?**		YES		 NO

	Unit/Position		
	 and/or
	District/Position	

	Member ID #      
	Date:   
	Current	
Unit #	

	
	
	

	Member Name:      
	
	
				SR
	JR


Change Information (Select One)
	Deceased	Date:
	HLM (Honorary Life Member)
	Rejoin
	New application required after 3 years
expired membership

	Drop/Cancel Membership
	You must check one of the reasons listed below. If you check "OTHER" you must include an explanation because the National database requires it. A membership cannot be cancelled without a reason.


Cancelation Reasons
	
	Department Problem
	Health/Age
	No Contact from Department

	
	Distance to Unit	
	Unit Problems
	No Contact from Unit

	
	Dues Fee Unaffordable
	Meetings Inconvenient
	Post Problems

	
	Found other VSO
	Member Expelled
	Work/Other Commitments

	

	Other with Explanation
	
	

	
	Member's Old Information
	
	Member's New Information

	Name
	
	Name
	

	Address
	
	Address
	

	City
	
	City
	

	State & Zip
	
	State & Zip
	

	Phone #
	
	Phone #
	

	Email
	
	Email
	

	Continuous Years Correction 		Join Date Correction	



	Unit Transfers

	Previous Unit Information
	New Unit Information

	Unit #		
	Dept. (State)		
	Unit #		
	Dept. (State)	

	



Signature - Member (Required)
	



Signature - New Unit Membership Chairman (Required)


This form and others can be found at https://www.mnala.org/forms/

Signature of Person Submitting this Form
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