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Dear Post Trustee,

Thank you for taking on the role of Post Trustee. The importance of your role should not be
overlooked as your position ensures the Post maintains its fiduciary responsibility to its donors,
members, and the community it serves. Lack of Post Trustee oversight could result in a tarnished
reputation for your Post and the Veterans of Foreign Wars of the United States, so it is important
that you remain both knowledgeable and engaged.

Whether you are new to the job or have done it before, there is always something you can learn.
This guide was created to assist you — no matter what your current level of knowledge and
experience may be. This guide is a training tool to educate and assist you in your role.

The enclosed guide is periodically updated. You can find the latest version, as well as other
valuable resources, at www.vfw.org by logging in as a member (Login — top bar, right side), and
going to “Member/Post Resources — VFW Training & Support.”

Other important resources include the Bylaws, Manual of Procedure, and Ritual. In particular,
the Manual of Procedure, Sec 218 (a) (11) outlines the responsibilities of the Post Trustee. Learn
these well. Each Post is required to maintain a current copy of the Bylaws, Manual of Procedure,
and Ritual; current copies are available for purchase from the VFW Store at www.vfwstore.org.

We are here to support you. If you have questions and are unable to find answers with your
District or Department, call us at 833.VFW.VETS. Explain to the operator what you need, and
they will transfer you to the correct person to answer your questions.

Thank you for taking on this responsibility. It may be challenging at times, but it can also be very
rewarding. We wish you well!

Kevin C. Jones Debra L. Anderson
Adjutant General Quartermaster General

P.S. Have a suggestion to how we can improve the Trustee’s Guide? We want to hear from you!
Send an email to info@vfw.org, subject line “Feedback on Trustee’s Guide,” with your
comments. We are always looking to improve on what we do.

NATIONAL HEADQUARTERS WASHINGTON OFFICE

406 W. 34th Street Office 816.756.3390 200 Maryland Ave., N.E.  Office 202.543.2239 info@vfw.org
Kansas City, MO 64111 Fax  816.968.1157 Washington, D.C. 20002  Fax  202.543.6719 www.vfw.org
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Introduction

The Post Trustee is an elected auditor — a person tasked to routinely examine
accounts and accounting records, compare the charges with the vouchers, verify
balance sheets and income items, and state the result in order to ensure that all
disbursements are in line with the Bylaws and that all disbursements have been
made with prior approval of the Post. Trustees play a vital role in ensuring the
funds of the Post are audited and accounted for accordingly.

Post Trustees are primarily the watchdogs of the Post funds. They make certain no
one has their fingers in the till and the assets of the Post are safeguarded and
protected.

Equally important should be the prevention of fraud. Where funds are guarded
carelessly or poor record keeping is in place, the Trustee should call attention to
this and make every effort to correct it. The Trustees’ duties extend to all
operations of the Post: their audits must cover all activities, including the club
rooms, the bar, bingo, or any other source of income or financial transactions.

Post Trustees
e Serve a three-year term.
e Cannot serve on any committee that handles Post funds.
e Exist to hold all parties handling funds accountable.
¢ Report all audit findings to the Post membership.

Trustees Audits MUST

e Be completed every quarter.

e Extend to every operation of the Post.

¢ Highlight irregular banking practices.

e Be reported to the Post membership with any found discrepancies.



Trustees Scope

The Trustees do not have any authority over the management of the Post home, nor
Is property held in their name in an incorporated Post. They cannot serve on any
committee having to do with the handling of Post funds, and cannot therefore serve
as members of the House Committee, bingo committee, etc. There is nothing to
keep a Trustee from serving as a volunteer worker or in an appointive capacity
where Post funds are not handled.

They are elected to three-year terms to make certain that they do not all represent
one "clique"” which might happen to gain control for one year.

Use of Paid Accountants

Many Posts employ a private firm of accountants for the purpose of an audit. This
Is to be encouraged rather than discouraged as an audit by a certified public
accountant will usually pay for itself in the improvements which will result. In
these cases, the auditor reports to the Trustees and the Trustees make certain that the
audit is conducted correctly.

Regardless of the size of the Post, a quarterly audit is mandatory. Failure to
conduct one may result in the cancellation of the Post Quartermaster bond and will
take away all voting privileges at Conventions. If the Trustees do not function in a
proper manner, the Commander may deem it an emergency situation and appoint
an auditing committee on their own initiative.

If You See Something, Say Something!

The purpose of the audit is twofold. It will reveal a shortage before it gets too
large, and is the most successful preventative of fraud. Remember, when
conducting an audit, you are an independent reviewer and nobody's friend! Review
all transactions with suspicion and give no one the benefit of the doubt. You can be
friends again later, but right now you believe only what can be proven.



Report It!

If the books are not kept in an efficient manner; if they cannot be audited because
of lack of records; or if you find definite discrepancies, report it to the Post. Don't
just sit back and refuse to sign the audit. If the Post fails to act in order to correct
deficiencies, immediately inform the Department for further guidance.

Remember - the Trustees do not tell the Post or the Quartermaster how to run their
business, they just make certain that everything is on the up-and-up.

A number of dishonest Post Quartermasters tried these angles:
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Deposited only a portion of the proceeds of special events.

Made check stubs payable to someone else and the checks to himself/herself.
Secured a personal loan with a Post check.

Made up fake bank statements.

Staged a fake break-in.

Collected membership dues or cash for a raffle but did not turn them in.
Cashed Post bonds and pocketed the money.

Paid their personal credit cards with the Post’s funds.

Paid personal expenses with the Post checking account or credit card.

Some items that should be spot-checked in the audit include:

1.

ok w0

Balance the monthly books to check accuracy.

Reconcile the books with the bank statement(s).

Count the cash on hand.

Actually view and count bonds and other investments.

Compare the cancelled checks with:

a. Check stubs.

b. Cash book entries.

c. Bank statements.

d. Vouchers and bills.

Confirm the bank balance with the bank.

Check payments for unusual items against Adjutant minutes to determine
authority for payment.

Check official receipts against book entries.

Check stubs of membership receipts against total membership as shown by
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10.
11.
12,
13.
14,

15.

books and by Quartermaster's copy of dues transmittals.

Where committees have handled special events, determine just how much
money was turned in and check it against entries.

Watch very closely any bills paid by cash, or income not covered by receipts.
Review all disbursements a Quartermaster makes to himself/herself.

Identify general ledger accounts with substantial changes in value since the
last review was performed and investigate.

Review payroll to ensure employees are paid the appropriate salary for the
actual hours worked.

If applicable, review all expenses charged to Post debit/credit cards.

Watch for the following danger signals between audits:
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9.

10.

Stalling in getting books ready for audit.

Slowness in paying bills of the Post.

Delay in making deposits.

Large amounts carried as "cash on hand."

Checks made out to others than the person to whom indebted.

Checks made out to others than payee.

Complaints by members of non-receipt of the VFW magazine or other
publication.

Checks which have not cleared the bank at the time of the audit.
Lifestyle changes of the Post Quartermaster.

An honest person can slip if they need the money badly enough. A sudden air
of prosperity is sometimes an indication of dishonesty.

It is up to the Trustees and the Commander to check on the honesty of any person
handling Post funds. YOU do the checking and YOU form your conclusions and
act accordingly. Do not convey your suspicions to others until you are certain. Do
nothing which may hurt the reputation of an innocent person. Do not cover up for
anyone.



Club Funds

Clubs are specialized businesses and require more specific safeguards than Posts
which do not have clubs. Besides the mere question of honesty, problems of
management, governmental regulations, state law, etc., must be considered with
additional opportunity as club managers/workers have thought up new angles to
steal funds.

Some peculiars include:

1. Padded inventory of liquor on hand.

Bad or fictitious checks carried as “cash on hand.”
Leakage of petty cash.

Padded payrolls.

Bootlegging on the side.

Kickbacks from suppliers.

Gambling operations on the side.

NOo Ok wn

A complete audit of club operations and standard items listed under Post
audits must be accomplished with the aid of the following information:

=

A regular monthly inventory of stock (taken by the House Committee).

Dated cash register tapes for each day.

A day sheet on bar sales for each day.

Check stubs, cancelled checks and bank statements.

Receipts for all bills paid by cash.

Records of all stock purchases.

Accounting of income from all non-bar sources.

Completed federal and state payroll tax forms.

Payroll records.

. All licenses and permits required.

. All bills and vouchers.

. A list of unpaid bills.

. Any other records found to be necessary. In completing the audit:

a. Compute gross profit by comparing gross sales with cost of merchandise
sold. If this varies more than a few percent from month to month, find out
why.

b. Check all payments and income in the same manner as for Post audits.
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Check the accuracy of the inventory.

. Insist on seeing any bad checks, and then check them out.

Check cash register tape against recorded daily receipts. Don't expect
them to always be exactly the same.

Check that proper amounts of state, federal and Social Security
withholding taxes are deducted from employees' salaries and that it is
turned in on proper forms at the proper time. Don't permit employees to
be paid without proper deductions.

. Determine that all necessary licenses and permits are taken out.
. Check the income from cigarette machines, jukeboxes, etc., with similar

receipts from similar businesses. There's a lot of room for leakage here.
Make certain that the Post is adequately insured.

Check with liquor and beer distributors to determine that all current bills
are paid.

Remember that a club manager is in a bad spot. Everyone is suspicious of him/her
because he/she does handle quite a bit of cash that is not their own. The best favor
you can do them is CHECK EVERYTHING and do it regularly. His/her best
protection is the general knowledge that he/she is being watched.

On the other hand, there are again a few danger signals to watch for, both
from the standpoint of their honesty and the way they are running the club:

1.

An exceptionally large inventory may mean that it is padded to account for
missing funds. Make sure that what is carried as liquor is liquor.

An exceptionally large number of bad checks may mean that they are fakes to
cover a shortage of cash.

Cash register tapes that always equal the amount they are supposed to show
either means an impossibly accurate bartender or a little juggling to make
them come out equal.

Watch for large variations in the gross profit each month.

Talk to the local police officers to find if they have had complaints of being
open after hours, sale of liquor by the bottle, gambling on the premises, etc.
They will be the first persons to know of any irregularities.

For the protection of the Post, the club manager and other employees handling
funds should be bonded. Employee theft or dishonesty insurance may add
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additional protection; however, it is not a substitute for a Post Quartermaster bond
as required by VFW National Bylaws.

Trustees’ Report of Audit Form

It is the responsibility of the Trustees to ensure the Trustees’ Report of Audit form
Is properly completed. The top of the form identifies the Post, its location and the
quarter being audited. Below is an explanation of each block:

#1-8

#9

#10

#11

#12

#13

#14

FUNDS: Listed are those funds most likely to be carried by a VFW Post,
District or County Council. Any special funds may be added in the blank
spaces. A “fund” is an account which normally has both income and
expenditures. In most cases, just about all of your miscellaneous
expenditures (community service, youth activities, expenses, etc.) are
chargeable to your general fund and most miscellaneous income (proceeds
from fundraising activities, dues, etc.) are credited to your general fund.

NET CASH BALANCES AT BEGINNING OF QUARTER: The figures
In this column are obtained from different funds as listed in your ledger. The
individual items in this column as well as the total at the bottom of the
column should be the same as the ending balances of the previous quarter.

RECEIPTS DURING QUARTER: The figures in this column are
obtained by adding the amount shown in your ledger for the three months.
This should include items transferred into a fund from another fund during
the quarter.

EXPENDITURES DURING QUARTER: The figures in this column are
obtained by adding the expenditures for each month. Include items
transferred out of another fund during the quarter.

NET CASH BALANCE AT END OF QUARTER: The figures in this
column are obtained by adding items 9 & 10 and subtracting items 11.

TOTALS: The figures in this line are obtained by adding the totals of items
9 & 10 and subtracting item 11 — you should arrive at the same by adding
item 14.

TOTALS: Total should equal item 9 plus item 10 minus item 11.



#15 OPERATIONS: Answer questions as applicable.
#16 RECONCILIATION OF CASH & INVESTMENTS:

#17

Ending Balance Per Bank Statement

Less: Outstanding Checks

Plus: Deposits in Transit

Account Balance

Savings Account Balance

Cash on Hand

Total Cash

Bonds and Other Investments

Total Cash and Other Investments

Enter ending balance shown on bank
statement.

Total checks written on or before the date
of the bank statement that are not on the
bank statement.

Total deposits made on or before the date
of the bank statement that are not on the
bank statement.

Subtract outstanding checks and add
deposits in transit from the ending
balance per the bank statement.

This should agree with the balance in
your checkbook/ledger.

Enter balances of any savings accounts.

Amount of money on hand that has not
been included in “Outstanding Deposits
above.

Add all amounts in this column.

Enter cost value of bonds and other
investments.

Add Bonds & Other Investments line to
Total Cash line. This figure should be
the same as the amount in Box 14.

TRUSTEES’ AND COMMANDER’S CERTIFICATE OF AUDIT:

Enter the date the audit is prepared, the Post name and number and the

quarter for which the audit is prepared.

The Post Commander and Trustees must sign the audit prior to submittal to

the Department.

Enter the name of the Post Quartermaster, the name of the bonding
company, the amount of the bond and the expiration date of the bond.



Remember, it is the duty of the Post Trustees to conduct the quarterly audits. It is
the duty of the Commander to see that audits are made.

The completed form, with the signature of the Post Trustees to attest to its
accuracy, together with the signature of the Post Commander, should be forwarded
to the Department Quartermaster. The Post Trustees should also sign the General
Ledger at the ending point of the current audit period.

Trustees’ Report of Audit Example
Reviewing the training material titled “Quartermaster Guide to Financial
Reporting” located in the VFW'’s Training & Support section of vfw.org can
provide valuable insight to the “Uniform System of Post Records/Accounts.”
If you do not understand your duties as a Post Trustee, ask for assistance from
other Trustees or see if your District or Department offer specialized training or

schools of instruction.

The following is an example of a properly completed Trustees’ Report of Audit
form:
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TRUSTEES’ REPORT OF AUDIT of

The Books and Records of the Quartermaster and Adjutant of 14001
(District/County Council/Post No.)
Department of XX for the Fiscal Quarter ending June 30 ,20_XX
FISCAL QUARTERS: Jan 1 to March 31 April 1 to June 30 July 1 to Sept. 30 Oct. 1 to Dec. 31
Net Cash Balances Receipts Expenditures Net Cash Balances
FUNDS: at Beginning of During Quarter During Quarter |at End of Quarter
9. Quarter 10. 11. 12.
1. National and Department Dues (Per Capita Tax) $ 00 13 5581 001 $ 5581 00 | $ 00
2. Admission or Application Fees (Department) 00 00 00 00
3. Post General Fund 1341 | 32 38281 16 2416 | 42 2753 | 06
4. Post Relief Fund (Poppy Profits, Donations, etc.) 134 | 89 2424 | 54 546 | 00 2013 | 43
5. Post Home or Building Fund (Including Savings but Not Real Estate) 7101 00 5551 00 125 | 46 1139 | 54
6. Post Canteen or Club Fund 4900 | 00 2863 | 41 1314 | 89 6448 | 52
7. Other
Life Membership 00 265 | 00 2651 00 00
8. Bonds and Investments Not Credited to Funds 20000 | 00 16| 88 00 20016 | 88
14.
13. TOTALS: ¢ 27086 | 21 | 10510 | 99 $ 5225\ 77 5 32371 | 43

16. RECONCILIATION OF CASH & INVESTMENTS

General Fund Checking Account
15. OPERATIONS Ending Balance I;ger Bank Statement $ 12782.21
.66

Have required payroll deductions been made?__Y€s Less: Outstanding Checks

Plus: Deposits in Transit
Have payments been made to the proper State Account Balance 12354.55

and Federal agencies this quarter? Yes

- Y, Other Checking Accounts (if applicable)
Have sales taxes been collected and paid? _Y€S Ending Balance Per Bank Statement $ 0
Are club employees bonded? Yes Less: Outstanding Checks - 0

. ] Plus: Deposits in Transit 0
Amount of outstanding bills $ 0 Account Balance 0
Value of Real Estate $ 250,000 Savings Account Balance 0
e h on Hand 0
Amount of liability insurance $ 1,000,000 Cas T(())?al égsh 0
Owed on Mortgages and Loans $ 0 Bonds and Other Investments 20,016.88
Value of Personal Property $ 50,000 Total Cash and Investments $ 32371.43
Amount of Property Insurance $ 300,000
17. TRUSTEES” AND COMMANDER’S
CERTIFICATE OF AUDIT
Date July 15 20 _XX
This is to certify that we (or qualified accountants) have audited the books and records of the Adjutant and Quartermaster of 14001
(District/County Council/Post No.)
for the Fiscal Quarter ending /une 30 in accordance of the National Bylaws and that this Report is a true and correct statement thereof to the best of our

knowledge and belief. All Vouchers and Checks have been examined and found to be properly approved and checks properly countersigned:

Post Quartermaster Joe Honest Signed QDeottic @"“”f Trustee
(Name)
Signed 5“*”’”‘7 @uoan Trustee
Gordtown, USA Signed__Velam Furst Trustee
(Address)
This is to certify that the Office of the Quartermaster is bonded with ABC BONDING CO. in
the amount of $ 50,000 until September 30 ,20_ XX and that this Audit is correctly made out to the best of my knowledge
and belief.

%en /Ouloe

Signed: Commander

NOTE: Forward Original (Blue) Copy to your Department Quartermaster - See instructions on reverse side of both Yellow and Blue Copies.

No. 4214
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