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SPM FORM 4.2-2 
KWVA Welcome Packet Letter 

 

 

THE KOREAN WAR VETERANS 
ASSOCIATION 

 

PO Box 407, Charleston, IL  61920-0407 
Tel: 217-345-4414 

Email: membership@kwva.org 
 
 
 

<MailingDate> 
 
<MemberName> 
<MemberAddress> 
<MemberCityStateZip> 
 
Dear New Member: 
 
Welcome to the Korean War Veterans Association, thank you for joining. 
 
Your KWVA member number is: _<MemberNumber>_.  Please make sure you include your member number on any 
correspondence you may have with us. 
 
We will be mailing your new membership card by the middle of next month.  In the meantime, please find enclosed the 
latest Edition of The Graybeards magazine.  You will be receiving your personalized copy starting with the next issue. 
 
Some important facts about the KWVA you might not be aware of: 

1. KWVA has the best Veterans Service Organization (VSO) magazine in the country dedicated exclusively to 
Korean War Veterans… The Graybeards 

2. KWVA did almost $1 million VA Voluntary Service work in each of the past two years. 
3. KWVA donates thousands of dollars to the Korean War Veterans Memorial every year. 
4. KWVA is bringing in more and more post-1955 Korean War veterans to carry on the ongoing legacy of the 

Korean War. 
5. KWVA sponsors events for our soldiers stationed in the Republic of Korea (ROK). 
6. KWVA supports our troops in Korea TODAY 
7. KWVA operates the RETURN VISITS program. 
8. KWVA operates in Congress and in the Capitol for all Korean War Veterans. 
9. http://www.kwva.org is THE PRIME Korean War Veterans’ website. 
10. If you are not aware of a KWVA Chapter near you and have access to a computer with connection to the 

internet, you may locate one by going to this website page: http://www.kwva.org/info_dept_chapter.asp. 
 
 
 
Again, thank you so much for joining the KWVA and for your continued support. 
 
 
 
 
[MAA’s Name] 
Membership Administrative Assistant 
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SPM FORM 4.3-1 
 

Reminder Card - Annual Dues - Due in 30 Days 
 
 

 

 

Membership Office 
PO Box 407 -- Charleston, IL  61920-0407 

217-345-4414   Email: Membership@kwva.org 
 

This is a “Reminder Card” that your Annual KWVA 
Membership Dues are coming due on «RenewDate». 
 

Your Association Dues amount for the coming year is: $«AR 
SALE Balance Due».  If you pay your KWVA dues through 
your Chapter, take or mail this card to your Chapter Treasurer 
along with your Dues for the Treasurer to send on to the 
Association. Otherwise, please mail your check for $«AR 
SALE Balance Due» to the KWVA Office address listed 
above. 
 

Please include this Reminder Notice with your remittance, 
marking any spelling or address corrections we need to make.  
Also please write your Member Number on your remittance. 
 

In order to remain an Active KWVA member in Good 
Standing your dues payment must be received no later than 2 
weeks after your “Dues Due Date.” 
 

     Frank Cohee, KWVA National Secretary 

 Member#     Dues Due Date 
«MBRNO»   «RenewDate» 
«AddressBlock» 

FIRST CLASS MAIL 
U.S. POSTAGE PAID 

CHARLESTON, IL 
61920 

PERMIT NO. 10 



 

KOREAN WAR VETERANS ASSOCIATION, INC. 
STANDARD PROCEDURE MANUAL  (SPM-005 R008a) 

Bylaw Committee Revisions Approved October 10, 2016 
 

Page - 60 - of 97 
 

SPM FORM 4.3-2 
 

Reminder Card - Annual Dues – Past Due 
 
 

 
 

Membership Office 
PO Box 407 -- Charleston, IL  61920-0407 

217-345-4414   Email: Membership@kwva.org 
 

Dues Past Due Reminder Notice 
 

If you received this post card, it means that as of «Updated» 
we have not received your $«AR SALE Balance Due» 
Membership Dues renewal payment for the next year. 
 

If you have already mailed your Dues payment and it has 
crossed in the mail with this reminder, please disregard this 
notice.  We thank you for your continued support. 
 

In order to remain an Active KWVA member in Good 
Standing your dues payment must be received no later than 2 
weeks after your “Dues Due Date”. 
 

If you pay your KWVA dues through your Chapter, take or 
mail this card to your Chapter Treasurer along with your Dues 
for the Treasurer to send on to the Association. Otherwise, 
please mail your check for $«AR SALE Balance Due» to the 
KWVA Office address listed above. 
 

     Frank Cohee, KWVA National Secretary 

 Member#     Dues Due Date 
«MBRNO»   «RenewDate» 
«AddressBlock» 

FIRST CLASS MAIL 
U.S. POSTAGE PAID 

CHARLESTON, IL 
61920 

PERMIT NO. 10 
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SPM FORM 4.3-3 
 

Reminder Card - Annual Dues – Balance Due 
 
 

 

 

Membership Office 
PO Box 407 -- Charleston, IL  61920-0407 

217-345-4414   Email: Membership@kwva.org 
 

$«AR SALE Balance Due».00 Balance Due Notice 
 

Thank you for your recent $«AR SALE Amount Paid».00 
payment towards your annual Membership Dues renewal, and 
your continued support of the KWVA. 
 

Thus you need to remit an additional $«AR SALE Balance 
Due».00 for your Dues to be "Paid In Full".  In order to remain 
an Active KWVA member in Good Standing your dues 
payment must be received no later than 2 weeks after your 
“Dues Due Date”. 
 

If you pay your KWVA dues through your Chapter, take or 
mail this card to your Chapter Treasurer along with your Dues 
for the Treasurer to send on to the Association. Otherwise, 
please mail your check for $«AR SALE Balance Due».00 to 
the KWVA Office address listed above. 
 

     Frank Cohee, KWVA Secretary 

 Member#     Dues Due Date 
«MBRNO»   «RenewDate» 
«AddressBlock» 

FIRST CLASS MAIL 
U.S. POSTAGE PAID 

CHARLESTON, IL 
61920 

PERMIT NO. 10 



 

KOREAN WAR VETERANS ASSOCIATION, INC. 
STANDARD PROCEDURE MANUAL  (SPM-005 R008a) 

Bylaw Committee Revisions Approved October 10, 2016 
 

Page - 62 - of 97 
 

SPM FORM 4.3-4 
 

Reminder Card – Life Member – Payment Due 
 
 

 

 

Membership Office 
PO Box 407 -- Charleston, IL  61920-0407 

217-345-4414   Email: Membership@kwva.org 
 

Life Membership Payment Due Reminder... 
 

According to our records, you made your first “Installment 
Payment” for Life Membership in the KWVA on «SALE Date». 
 

To date we show you have paid $«Amount Paid».00 and have 
a current balance due of $«Balance Due».00. 
 

This card is being sent as a reminder that the KWVA Bylaws 
require the balance to be paid within one year, which in your 
case, final payment is (was) due by «AR SALE Due Date». 
 

Please make out a check for your next payment when due 
and mail to the KWVA Membership Office address listed 
above.  Your membership will be changed to “Life Status” 
when final payment is received. 
 

Please remember to include your Member Number on your 
remittance.  Thank you for your continued support. 
 
     Frank Cohee, KWVA Secretary 

 Member#     Dues Due Date 
«MBRNO»   «RenewDate» 
«AddressBlock» 

FIRST CLASS MAIL 
U.S. POSTAGE PAID 

CHARLESTON, IL 
61920 

PERMIT NO. 10 



 

KOREAN WAR VETERANS ASSOCIATION, INC. 
STANDARD PROCEDURE MANUAL  (SPM-005 R008a) 

Bylaw Committee Revisions Approved October 10, 2016 
 

Page - 63 - of 97 
 

SPM FORM 4.3-5 
 

Reminder Card - We Miss You! 
 
 

 

 

Membership Office 
PO Box 407 -- Charleston, IL  61920-0407 

217-345-4414   Email: Membership@kwva.org 
 

We Miss You, and WE WANT YOU BACK! 
 

1) KWVA has the best VSO magazine in the country 
dedicated exclusively to Korea Veterans... The Graybeards 

2) KWVA did almost $1 million VA Voluntary Service work in 
each of the past two years. 

3) KWVA is now a Federally Chartered VSO. 
4) KWVA is bringing in more and more Korea post war 

veterans to carry on the legacy of the Korean War. 
5) KWVA sponsors events for our soldiers stationed in ROK. 
6) KWVA supports our troops in Korea TODAY. 
7) KWVA operates the RETURN VISITS program. 
8) KWVA operates in Congress and in the Capitol for Korea 

veterans. 
9) www.kwva.org is THE PRIME Korea veterans' website. 
 

Mail your $«RenewDues» Renewal Dues and this card to the 
KWVA office address above to be reinstated.  You’ll be glad 
you did! 

 Member#     Dues Due Date 
«MBRNO»   «RenewDate» 
«AddressBlock» 

FIRST CLASS MAIL 
U.S. POSTAGE PAID 

CHARLESTON, IL 
61920 

PERMIT NO. 10 
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SPM FORM 4.4-1 
Annual Association Dues Payment List - Chapter Members 

 

MEMBER 
NUMBER 

MEMBER NAME TELEPHONE NO. 
AMOUNT 

PAID 

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    

 
Chapter Name: _________________________  Chapter CID: ______Check(s) No(s): _______________ 
 
_____________________________________  Check(s) Total Payment Amount: ___________ 
 
Chapter Secretary: ____________________  Member No. ___________  Report Date: __________ 
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SPM FORM 4.5-1 
KWVA Travel Expense Reimbursement 

 
 
AIRLINE/TRAIN/BUS TRAVEL:  Travel expense, via these methods, shall be listed and receipts 
attached to the reimbursement form.  All travel shall be by coach accommodations. 
 
BAGGAGE EXPENSE:  Baggage expense, be it regular baggage or carry-on, must have receipts attached 
to the expense report 
 
MILEAGE:  Payment per mile traveled in a personal automobile is 50 cents per mile, anywhere.  Total 
payment will not exceed round trip coach airfare as determined by the Treasurer. 
 
PER DIEM: Per diem allowance shall be $20 for each travel day, and $30 for each meeting day. 
 
HOTEL/MOTEL:  Lodging expenses are based on single room cost during overnight stays while actual 
meeting nights are based on prearranged contracted costs.  Hotel/Motel cost and receipts must be 
attached to the reimbursement request form. 
 
EXTRAORDINARY EXPENSES:  Any extraordinary expenses must be listed and receipts attached to allow 
determination of approval by the proper authorities. 
 
OTHER THAN BOARD OF DIRECTORS EXPENSES: The Board will approve all other individuals 
authorized to attend meetings on KWVA business and set a maximum expense authorization for their 
attendance.  NOTE: Approval is to be obtained before these “Others” travel. 
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SPM FORM 4.5-2 
KWVA Board of Directors Travel Expense Report 

 

KWVA TRAVEL EXPENSE REPORT 
 
NAME:  _____________________________________________   DATE: __/___/_____ 
 
SIGNATURE:  _____________________________________________SSN:___________ 
 
ADDRESS:  ______________________________________________ 
 
CITY____________________________________STATE___________ZIP________ 
 
PERIOD COVERED: ___/___/_____    TO ___/___/_____ 
 
PURPOSE OF TRIP:_________________________________________ 
 

 
DATES  

 
___/___ ___/___ ___/___ ___/___ ___/___ ___/___ ___/___ TOTAL 

AIRLINE/TRAIN/BUS 
TRAVEL 

        

BAGGAGE EXPENSE         

MILEAGE         

PER DIEM         

HOTEL/MOTEL         

EXTRAORDINARY 
 EXPENSES 

        

OTHER:___________         

OTHER:___________         

OTHER:___________         

 GRAND TOTAL:  

 
All requests must be accompanied with all receipts or other documents to verify claims. 
 
Submit Expenses Reimbursement claims to: 
 
_________________________________________, KWVA Treasurer 
 
_________________________________________ 
    (Address) 
___________________  _____  _______________  
(City)   (State)  (Zip) 
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SPM FORM 4.5-3 
KWVA Expenses - Reimbursement Request Form 

 
 

             CHECK NUMBER: ____________ 
 
             CHECK DATE: ____/____/_____ 
 
Name (Print)_________________________________________ Date _________________ 
 
Name (Sign)_________________________________________ SSN__________________ 
 
Address __________________________________________________________________ 
 
City ________________________________________________ State ____ ZIP ________ 
 
Purpose of Expense _________________________________________________________ 
 
Name and Date of Meeting ___________________________________________________ 
 

               Requested    Approved 
 
Telephone________(Copy of Phone Bill attached) _________________    ________    ________ 
 

AIRLINE/TRAIN/BUS TRAVEL ____________________________    ________    ________ 
 

BAGGAGE EXPENSES ___________________________________    ________    ________ 
 

MILEAGE ______________________________________________    ________    ________ 
  

PER DIEM _____________________________________________    ________    ________ 
 

HOTEL/MOTEL _________________________________________    ________    ________ 
 

EXTRAORDINARY 
 EXPENSES ____________________________________________    ________    ________ 
 
OTHER ________________________________________________    ________    ________ 
 
              INVOICE TOTAL:    ________    ________ 

 
Approved by Treasurer: ___________________________________ Date______________ 

(Signature) 
 
Approved by President: ___________________________________ Date______________ 

(Signature) 
 

All requests must be accompanied with all receipts or other documents to verify claims. 
 

Submit Expenses Reimbursement claims to: 
 
_________________________________________, KWVA Treasurer 
 
_________________________________________ 
    (Address) 
 
____________________  _____  _______________ 
  (City)    (State)  (Zip) 
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SPM FORM 4.6-1 
Board Of Directors Meeting Agenda Items 

 
KWVA BOARD OF DIRECTORS 

MEETING AGENDA ITEMS 
 

 
Please use the following format: 
 
 
TO:   KWVA BOARD OF DIRECTORS 
 
FROM:  KWVA/COMMITTEE/BOARD MEMBER - Committee Title, may also include names of 
committee members. 
 
DATE:  Meeting date(s).  Example: October 25, 26 
 
SUMMARY: Very brief summary of report or action item 
 
BODY:  Content of report or action item - May be more than one (1) page, whatever is necessary. 
 
ACTION   The specific action that is requested of the Board.  A specific motion; refer to 
another committee; a question for guidance; a change to the Standard Procedure Manual or in the 
operation of the Board; a new committee required; a change in dues, a request to any Standing 
Committee for action, etc. 
 
 
PLEASE NOTE:   
 
 1.  Bylaw changes and resolutions must go through the Bylaws Committee to obtain recommendations 

to the Board for change approval, prior to submittal to the Membership.  Please refer to Procedure 
3.1.1 of this Manual. 

 
 2.  Resolutions must go to the Membership, no matter if the Board approves or disapproves.  Please 

refer to Procedure 3.1.2 of this Manual. 
 
 3.  All agenda items must be received by the KWVA Secretary at least 35 days prior to the Travel Day 

for the Board meeting concerned. 
 
In the case of an extreme emergency, the President shall have the authority to shorten the 35-day 
period. 
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SPM FORM 4.7-1 
Chapter Formation Letter 

 

 

FORM LETTER 
 

          
 
Date 
 
 
Dear KWVA Member: 
 
You are being contacted because you are an active member of the 
Korean War Veterans Association, Inc. to determine your interest in 
forming a chapter in (City)______ _____________,(State)______. 
 
We need a minimum of ten (10) Korean War Veterans Association, 
Inc. Regular members in Good Standing to petition for a Chapter 
Charter.  If you are interested in helping in this effort, please contact 
me as soon as possible. 
 
Thank you in advance for your consideration in this matter. 
 
Sincerely, 
 
 
 
 
Recruiter Bob B Doer, 
Membership Committee 
Phone Number (xxx) xxx-xxxx 
Email:  Doit@weneedyou.net 
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SPM FORM 4.7-2 
Chapter Charter Petition (Page 1 of 2) 

 
Pursuant to Article V, II. Chapters, Section 1. Organization of the KWVA Association By-laws, a request is 
made and a proposal submitted herein to form a new chapter with goals, programs and bylaws consistent 
with and compliant to the Korean War Veterans Association Bylaws and Standard Procedure Manual (SPM). 

__________________________________  _______________________  _________  ___  ________ 
 Legal Name of new chapter   Street Address    City  State Zip 

 

Reason and proposal for new chapter development 
 

 

Chapter officer’s member number, name and other requested information 

President                                       Member No.  Secretary                                        Member No. 

Street  Street 

City                                                State       ZIP  City                                                State       ZIP 

Home/Work Phone           Mobile Phone  Home/Work Phone           Mobile Phone 

Email  Email 

Signature  Signature 

   
First Vice President                      Member No.   Treasurer                                   Member No. 

Street  Street 

City                                                State       ZIP  City                                                State       ZIP 

Home/Work Phone           Mobile Phone  Home/Work Phone           Mobile Phone 

Email  Email 

Signature  Signature 

   
Second Vice President                  Member No.  

FOR ASSOCIATION MEMBERSHIP COMMITTEE USE 

Street  
Assigned Chapter Number (CID): 

City                                                State       ZIP  Other changes or contact information: 

Home/Work Phone           Mobile Phone  COMMENTS: 

Email   

Signature   

  APPROVED BY/DATE: 

CONTINUED ON NEXT PAGE
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SPM FORM 4.7-2 
Chapter Charter Petition (Page 2 of 2) 

 
An application for a charter to form a new chapter must consist of ten (10) or more Regular Members in Good 
Standing of the Korean War Veterans Association who agree to uphold the Charter and Bylaws of the KWVA, Inc. and 

further agree to advance its principles and projects.  It is understood that this new chapter is required to: 
 

1. Incorporate in the state in which it is being established; 
2. Conform to U.S. Internal Revenue Service rules by establishing an Employer Identification Number (EIN), and 

3. Keep the new chapter protected with ample liability insurance. 
 

Non-compliance to requirements may result in annulment of the chapter charter by the Korean War Veterans 
Association, Inc. 
 

MEMBER NAME MEMBER NUMBER NAME MEMBER NUMBER 

1.  11.  

2.  12.  

3.  13.  

4.  14.  

5.  15.  

6.  16.  

7.  17.  

8.  18.  

9.  19.  

10.  20.  

 
Notes/Comments: 
 

 
Name and Signature of Chapter President:  

 
Name_____________________________(Please Print) 
 
Signature______________________________  Date:_____________________ 
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 SPM FORM 4.7-3 
Chapter Election Report to KWVA Membership Office 

 
(A) Chapter election results 
(B) Other officer status changes 
(C)  If a department exists, notify the department with a copy of this Election Report. 

 
 

Position 
 

Member No. 
 

Name 
Telephone 

Number 
 

Email Address 

President or 
Commander 

    

First Vice President 
or 
Commander 

    

Second Vice 
President or 
Commander 

    

Secretary 
 

    

Treasurer 
 

    

Director     

Director     

Director     

Director     

Director     

Director     

Director     

Director     

Director     

Director     

Other     

 
Chapter Number (CID): ____________   Election Term: _____1 yr ____2 yr 
 
Time, day, location and address of chapter meetings: 
______________________________________________________________________________________ 
 
 
Chapter Mailing Address: ___________________________________ Email: ________________________ 
 
“I hereby certify that the above elected Officers are Regular Members in Good Standing of the KWVA, Inc., as 
well as their chapter.” 
 
Chapter Secretary ____________________________ Date Submitted: __________ Date of Election: __________ 
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SPM FORM 4.7-4 
Chapter Website Petition 

 
TO OBTAIN AND OPERATE A KWVA CHAPTER WEBSITE 

 

Pursuant to the authority given in Article V, Departments and Chapters, of the KWVA Bylaws, and 
Procedure 3.4.6 of this KWVA Standard Procedure Manual, a request is made, and a proposal submitted 
herein to obtain and operate a KWVA chapter website. 
It is understood that compliance to current KWVA Bylaws and procedures apply, including the requirement 
for the chapter to be bylaws-compliant and that appropriate liability insurance has been obtained and is 
current. 
 

FOR CHAPTER WEBSITE 

State  Webmaster  

Commonwealth      Address  

Chapter (CID)      Email  

President      FAX  

Commander      Phone (Home)  

Address      Phone (Mobile)  

    Email    

    FAX    

    Phone (Home)    

    Phone (Mobile)    

Signed (President)    

Membership 
Management 

Approved 
   

    

NOTES/COMMENTS: 

 

A copy of this form, when approved and implemented, shall be forwarded to the KWVA 
Webmaster, for reference and file, and shall be on file at the applicable departments. 
 

(Form N-6B R0 12/8/2008) 
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SPM FORM 4.7-5  (Page 1 of 2)  (For Chapters) 

Phone numbers for Nonprofit Incorporation - By State 
STATE OR TERRITORY PHONE NUMBER NOTES 

Alabama 334-242-5324   

Alaska 907-465-2530 
Scroll to section on Non Profit 

Corporations 

Arizona 602-542-3026   

Arkansas 
888-233-0325 (toll free) 

501-682-8032 
  

California 916-657-5448   

Colorado 303-894-2200 (press 2) See links under File a document 

Connecticut 860-509-6000   

Delaware 302-739-3073   

District of Columbia 202-442-4400   

Florida 850-245-6052  

Georgia 404-656-2817   

Hawaii 808-586-2727   

Idaho 208-334-2301   

Illinois 
800-252-8980 (toll free in IL) 

217-782-6961 
  

Indiana 317-232-6576   

Iowa 515-281-5204   

Kansas 785-296-4564 
See links under Corporations Not 

for Profit 

Kentucky 502-564-2848 (press 2)   

Louisiana 225-925-4704   

Maine 207-624-7736   

Maryland 
888-246-5941 (toll free in MD) 

410-767-1340 
  

Massachusetts 617-727-9640   

Michigan 517-241-6470   

Minnesota 
877-551-6767 (toll free in MN) 

651-296-2803 
  

Mississippi 800-256-3494 (toll free)   

Missouri 
 866-223-6535 (toll free) 

573-751-4153 
Scroll to section under Not for Profit 

Corporations 
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SPM FORM 4.7-5  (Page 2 of 2)  (For Chapters) 
Phone numbers for Nonprofit Incorporation - By State 

STATE OR TERRITORY PHONE NUMBER NOTES 

Montana  406-444-3665   

Nebraska  402-471-4079   

Nevada  775-684-5708   

 New Hampshire  603-271-3246   

 New Jersey  609-292-9292   

 New Mexico  505-827-4511   

 New York  518-473-2492   

 North Carolina  919-807-2225 
Scroll to section under Print 

Corporation Forms 

 North Dakota 
 800-352-0867 ext. 8-4284 (toll free) 

701-328-4284 
  

Ohio 
 877-767-3453 (toll free) 

614-466-3910 
  

Oklahoma 405-521-3912 
See links under Oklahoma 

Corporations 

Oregon  503-986-2200 
 Scroll to Domestic Nonprofit 
Corporation under Domestic 

Business Entity 

Pennsylvania  717-787-1057 
See links under Domestic Nonprofit 

Corporation  

Puerto Rico 787-722- 2122 Spanish language only 

 Rhode Island  401-222-3040   

 South Carolina  803-734-2158   

 South Dakota  605-773-4845 
See links under Nonprofit 

Corporations 

Tennessee  615-741-2286   

Texas  512-463-5583   

Utah 
 877-526-3994 (toll free in UT) 

801-530-4849 
  

Vermont  802-828-2386   

Virgin Islands 340-776-8515 or 340-773-6449   

Virginia 
 866-722-2551 (toll free in VA) 

804 371-9733 
  

Washington  360-753-7115   

West Virginia  304-558-8000   

Wisconsin  608-261-7577   

Wyoming  307-777-7311   
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SPM FORM 4.7-6 
 

Why Chapters and Departments Should Incorporate 
 
Incorporating is a legal device through which KWVA chapters and departments can conduct business as 
recognized legal citizens in the community.  As an invisible, intangible entity, a corporation cannot vote or 
be issued a drivers license.  But the corporation can make contracts, conduct business, sue and be sued 
like any other citizen.  Incorporating, then, is the easiest and most logical business form for KWVA 
chapters and departments.  The process of incorporating entails the preparation of certain documents, 
including a document referred to as the "Articles of Incorporation," and filing the documents with the 
Secretary of State. 
 
The list below shows the primary advantages of incorporation and the risks involved in operating an 
unincorporated business. 

• Shield chapter and department officers from liability 
The most important reason to incorporate a chapter or department is to protect its officers from 
business liabilities. If a chapter or department operates as an unincorporated business, its 
creditors may be able to reach the personal assets of its officers and members. Assets such as an 
officer’s personal residence and personal bank account can be used to pay business debts or to 
satisfy a lawsuit against the chapter or department. By incorporating, business creditors cannot 
reach an officer’s personal assets. 

• Establish perpetual existence and transfer of ownership 
Perpetual existence is an advantageous aspect of an incorporated business. Perpetual existence 
means that the life and continuation of the business will not be affected by the withdrawal or 
death of one of the owners. An unincorporated business’s existence, as well as its operation, is 
generally disrupted by the withdrawal or death of one of the owners. Subtract this risk from your 
business by incorporating. 

• Enhance the image of the chapter or department 
Another essential reason to incorporate a chapter or department is that it adds credibility to its 
operation. The perception of a business is improved by its incorporation and use of "Inc.," 
following the name of the organization. Other organizations are more likely to trust and deal with 
a chapter or department that has this positive image. More importantly, the chapter or 
department will be more attractive to banks if and when the chapter or department seeks outside 
financing. 

• Improve the ability to manage 
The decision-making authority of an incorporated chapter or department is centralized, which 
usually means that the members have vested the authority in a Board of Directors.  The Board of 
Directors can delegate this authority to the company's officers. In an unincorporated chapter or 
department, the power structure and decision-making authority may not be defined and may be 
subject to manipulation by certain members. This lack of structure will substantially affect the 
ability of the chapter or department to operate.  Subtract this risk from chapters and 
departments by incorporating and thereby centralizing the management structure. 
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SPM FORM 4.8-1 
Department Formation Letter 

 
 

FORM LETTER 
 

          
 
Date 
 
 
Dear Chapter President: 
 
You are being contacted because you are an active chapter of the 
National Korean War Veterans Association, Inc. to determine your 
interest in forming a Department of ______________. 
 
We need a minimum of three (3) chartered chapters in Good Standing 
to petition for a department charter.  If your chapter is interested in 
helping in this effort, please contact me as soon as possible. 
 
Thank you in advance for your consideration in this matter. 
 
Sincerely, 
 
 
 
 
Recruiter Bob B Doer, 
Membership Committee 
Phone Number (xxx) xxx-xxxx 
Email:  Doit@weneedyou.net 
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SPM FORM 4.8-2 
Department Charter Petition 

 
PETITION FORM TO CHARTER A DEPARTMENT 

 
It is the intention of the chapters within the State of ______________________________ to form the 
Department of ___________________________________, as required by Article V, 1. Departments, 
Sections 1 through 8 of the National Korean War Veterans Association, Inc. Bylaws.  We, the chapter 
presidents (one from each chapter within the State of ___________________________) set our hands to 
this document in accordance with the National Korean War Veterans Association, Inc. Bylaws and pledge 
our allegiance to it and the Department of the State of:  ____________________.   We understand it 
takes three (3) chapters to form a department, all officers of the department must be KWVA Regular 
Members, in compliance to the current KWVA Bylaws. 

 
 

CID 
President's 
Signature 

Member 
Number 

 
CID 

President's 
Signature 

Member 
Number 

      

      

      

      

      

      

      

      

      

   

 

   

 
Name:___________________________ 
 
Signature:________________________  Date_________________ 
      √ 
 President  (  ) 
 Commander (  ) 
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SPM FORM 4.8-3 
Department Election Report To KWVA Membership Office 

 
•••• Department Election results 
•••• Other officer status changes 
•••• Notify all department chapters with a copy of this Election Report 

 
Position KWVA Member # Name Telephone 

Number 
Email Address 

President/ 
Commander 

    

First Vice President 
or 
Commander 

    

Second Vice 
President or 
Commander 

    

Secretary 
 

    

Treasurer 
 

    

Director     

Director     

Director     

Director     

Director     

Director     

Director     

Director     

Director     

Director     

Other     

     

 
Department of: ____________________________  Election Term: _____1 yr ____2 yr 
 
Department Mailing Address: _______________________________ Email: __________________________ 
 
“I hereby certify that the above elected Officers are Regular Members in Good Standing of the KWVA, Inc. 
 
 
Department Secretary ___________________________ Date Submitted: __________ Date of Election: _________ 
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SPM FORM 4.8-4 
Department Website Petition 

 
PETITION TO OBTAIN AND OPERATE A KWVA DEPARTMENT WEBSITE 

 
Pursuant to the authority given in Article V, Departments and Chapters, of the KWVA Bylaws, and 
Procedure 3.5.6 of this KWVA Standard Procedure Manual, a request is made, and a proposal submitted 
herein to obtain and operate a KWVA department website. 
It is understood that compliance to current KWVA Bylaws and procedures apply, including the requirement 
for the department to be bylaws-compliant, and that appropriate liability insurance has been obtained and 
is current. 
 

FOR DEPARTMENT WEBSITE 

State  Webmaster  

Commonwealth      Address  

Department DID      Email  

President      FAX  

Commander      Phone (Home)  

Address      Phone (Mobile)  

    Email    

    FAX    

    Phone (Home)    

    Phone (Mobile)    

    Signed (President)    

Membership 
Management 

Approved 
   

    

NOTES/COMMENTS: 

 

A copy of this form, when approved and implemented, shall be forwarded to the KWVA 
Secretary, for reference and file, and shall be on file at the applicable departments. 
 

(Form N-6B R0 12/8/2008) 
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SPM FORM 4.8-5  (Page 1 of 2)  (For Departments) 
Phone numbers for Nonprofit Incorporation - By State 

STATE OR TERRITORY PHONE NUMBER NOTES 

Alabama 334-242-5324   

Alaska 907-465-2530 
Scroll to section on Non Profit 

Corporations 

Arizona 602-542-3026   

Arkansas 
888-233-0325 (toll free) 

501-682-8032 
  

California 916-657-5448   

Colorado 303-894-2200 (press 2) See links under File a document 

Connecticut 860-509-6000   

Delaware 302-739-3073   

District of Columbia 202-442-4400   

Florida 850-245-6052  

Georgia 404-656-2817   

Hawaii 808-586-2727   

Idaho 208-334-2301   

Illinois 
800-252-8980 (toll free in IL) 

217-782-6961 
  

Indiana 317-232-6576   

Iowa 515-281-5204   

Kansas 785-296-4564 
See links under Corporations Not 

for Profit 

Kentucky 502-564-2848 (press 2)   

Louisiana 225-925-4704   

Maine 207-624-7736   

Maryland 
888-246-5941 (toll free in MD) 

410-767-1340 
  

Massachusetts 617-727-9640   

Michigan 517-241-6470   

Minnesota 
877-551-6767 (toll free in MN) 

651-296-2803 
  

Mississippi 800-256-3494 (toll free)   

Missouri 
 866-223-6535 (toll free) 

573-751-4153 
Scroll to section under Not for Profit 

Corporations 
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SPM FORM 4.8-5  (Page 2 of 2)  (For Departments) 
Phone numbers for Nonprofit Incorporation - By State 

STATE OR TERRITORY PHONE NUMBER NOTES 

Montana  406-444-3665   

Nebraska  402-471-4079   

Nevada  775-684-5708   

 New Hampshire  603-271-3246   

 New Jersey  609-292-9292   

 New Mexico  505-827-4511   

 New York  518-473-2492   

 North Carolina  919-807-2225 
Scroll to section under Print 

Corporation Forms 

 North Dakota 
 800-352-0867 ext. 8-4284 (toll free) 

701-328-4284 
  

Ohio 
 877-767-3453 (toll free) 

614-466-3910 
  

Oklahoma 405-521-3912 
See links under Oklahoma 

Corporations 

Oregon  503-986-2200 
 Scroll to Domestic Nonprofit 
Corporation under Domestic 

Business Entity 

Pennsylvania  717-787-1057 
See links under Domestic Nonprofit 

Corporation  

Puerto Rico 787-722- 2122 Spanish language only 

 Rhode Island  401-222-3040   

 South Carolina  803-734-2158   

 South Dakota  605-773-4845 
See links under Nonprofit 

Corporations 

Tennessee  615-741-2286   

Texas  512-463-5583   

Utah 
 877-526-3994 (toll free in UT) 

801-530-4849 
  

Vermont  802-828-2386   

Virgin Islands 340-776-8515 or 340-773-6449   

Virginia 
 866-722-2551 (toll free in VA) 

804 371-9733 
  

Washington  360-753-7115   

West Virginia  304-558-8000   

Wisconsin  608-261-7577   

Wyoming  307-777-7311   
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SPM FORM 4.9-1 
Election - Official Election Candidate Form 

 
 No later than December 15 of the year immediately prior to upcoming elections when such offices are 

to be filled, any Regular Member in Good Standing of the Korean War Veterans Association, Inc., 
seeking to run for President, First Vice President, Second Vice President or Director shall make their 
intentions known to the Chairman of the Elections Committee, in writing, using the following format: 

 
 1.  Requirements: 
  a.  Must present proof of service by submitting a separate signed current Official KWVA 

Membership Application Form [found on KWVA website or in The Graybeards Magazine] showing 
eligible service years.  The applicant must also submit a copy of their FORM DD214 for verification 
by the Election Committee.  The copy of the Form DD214 may be redacted selectively by 
blackout/whiteout to remove information not related to the information required by the KWVA. 
To apply for a Form DD214, go to the National Archives website at  
http://www.archives.gov/veterans/military-service-records/. 

 
  b.  Must present a current photograph suitable for publication in The Graybeards, where the 

candidate is clearly the focus of the picture. 
 
  c.  Must submit a letter with the following: 
   1)  Their intent to run for an office and the office sought. 
   2)  A summary of their qualifications for this office stating any experience that will be of 

benefit to the Association. 
   3)  Their current mailing address, telephone number, KWVA membership number and email 

address if available. 
   4)  This letter will be limited to approximately one typed page. 
   5)  A statement that they will attend all called meetings of the Board of Directors and that 

they understand that two (2) unexcused absences could be used for their removal from office. 
   6)  A statement releasing the Application Form for verification by the Election Committee. 
 
  d.  They must sign a statement that their dues are current through the whole of the term of the 

office they are seeking.  Payment of delinquent dues shall not be retroactive for the purpose of 
establishing eligibility to run for office within the Association. 

 
  e.  Send the above items by “USPS Certified Mail, Return Receipt Requested”, or “USPS Express 

Mail, Return Receipt Requested”, to the Elections Committee Chairman to arrive no later than 
December 15 of the year immediately prior to upcoming elections.  Scanned documents sent via 
Email are not an acceptable alternative and will be automatically deleted. 

 
  f.  Please verify the contents of your submittal.  Common errors made in the past by candidates 

have been: 
• Failure to submit early, eliminating time for corrections to be submitted. 
• Failure to release Application information to the Elections Committee. 
• Failure to include required information. 

 
  Send to:  Elections Committee Chairman 
    Attn: [Committee Chairman’s Name] 
    [Committee Chairman’s Address] 
    [Committee Chairman’s City/State/Zip] 
 
Should a candidate have an email address, please include it so that any problem with a submittal may be 
rapidly noted to the candidate.  A phone call may also be made by any Elections Committee member to 
inform the candidate of any problem with the submittal. 
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SPM FORM 4.9-2 
Election - Ballot Tally Sheet Overall Votes 

 
KWVA SPM FORM 4.9-2   (KWVA SPM Procedure 3.6.6, Counting of Ballots) 

 
Official Election Ballot Tally sheet - Overall Votes Form 

The Korean War Veterans Association, Inc. 
PO Box 407, Charleston, IL  61920-0407   (Telephone: 217-345-4414)  

 
             VOTES   WINNER 
 PRESIDENT:            FOR   (___x___) 
 
      JOHN GANDOLPH   __1,301__   _______ 
 
      LEONARD HART   __1,656__   ___x___ 
 
      JASON HOWARD   __1,236__   _______ 
 
 
 FIRST VICE PRESIDENT: 
 
      DAVE BOND    __2,276__   ___x___ 
 
      BILL JACKSON    __1.916__   _______ 
 
 
 SECOND VICE PRESIDENT: 
 
      BOBBY KINNEDY   __2,416__   ___x___ 
 
      MAHLON OZMAN   __2,274__   _______ 
 
 
 DIRECTORS:              RANK 
                  (_1 - ?_) 
                  x = Winner 
 
      HARVEY COOPER   ___875__   ___6___ 
 
      KYLE CRABEK    ___856__   ___7___ 
 
      EDDY DUTLER    ___952__   __x 4__ 
 
      LESLIE FOWLER   __1,190__   __x 1__ 
 
      JOHN GRAYSON   ___900__   ___5___ 
 
      JAMES HALLBECK   ___984__   __x 3___ 
 
      DARREN JOHNSON   __1,008__   __x 2___ 
 
      BOBBY ORTEGA   ___800__   ___8___ 
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SPM FORM 4.9-3 
Election - Ballot Tally Sheet Summary 

 
 

Official Election Ballot Tally sheet - Overall Summary Form 
 
 
 

The Korean War Veterans Association, Inc. 
PO Box 407, Charleston, IL  61920-0407   (Telephone: 217-345-4414)  

 
ELECTION - BALLOT TALLY SHEET OVERALL SUMMARY 

 
   A. BALLOT COUNT: 
 
      TOTAL BALLOTS RECEIVED     _______ 
 
      TOTAL BALLOTS RULED INVALID   _______ 
 
      TOTAL VALID BALLOTS CAST    _______ 
 
 
   B. ELECTED OFFICERS WITH MAJORITY OF VOTES: 
 
    PRESIDENT              
 
    FIRST VICE PRESIDENT           
 
    SECOND VICE PRESIDENT           
 
    DIRECTOR #1              
 
    DIRECTOR #2              
 
    DIRECTOR #3              
 
    DIRECTOR #4              
 
 “I certify that no one, other than the Membership Office and employees of this Company, 

have had access to the Ballots, information on the number of ballots cast as valid or invalid, 
or number of votes cast for any Candidate except the Board of Directors and Candidates 
authorized to be mailed Certified Copies of the results, after the vote count was completed.” 

 
 Designated Third Party Firm: ___________________________________ 
 
 SIGNED: _______________________________ 
    REPRESENTATIVE      Notary Stamp 
              Other Notary Information 
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SPM FORM 4.10-1 
Resolution Request 

 
PREPARATION PROCESS 

 
 1. Some of the many purposes which a resolution to the Board might address are as follows:   

���� To demand the enforcement of an existing policy (Bylaw);  
���� To acknowledge or reward activities of members  
���� To promote the change of operational procedures (SPM) of the Association. 

 

 2. Cover just one (1) subject per resolution. 
 

 3. Research the purpose by gathering documentation to support the proposed Resolution. 
 

 4. Draft the Resolution with a Preamble, so called because it precedes the Resolving Clause(s).  Each 
preamble paragraph will state a separate reason and will be preceded by the word “WHEREAS.” 

 

 5. The Resolving Clause, so called because it begins with the words “RESOLVED THAT;” states who 
will do what. 

 

 6. The number of “WHEREAS” and “RESOLVED THAT” do not determine how good a Resolution is.  
The perceived purpose and action to be taken are what is important.  Too much information or 
hearsay will clutter a well-meaning Resolution presentation. 

 

SAMPLE RESOLUTION REQUEST 
 
Note: Use Bold and Capital Letters for Title, WHEREAS: and BE IT RESOLVED: 
 
DATE 
 
KOREAN WAR VETERANS ASSOCIATION, INC. 
To:  Resolutions Committee 
Subject:  Non-Payment of Annual Association Dues 
 
WHEREAS: Association Officers have allowed individuals, both inactive Regular Members and those who 
have never applied for membership, to participate in chapter and department activities and business, 
some of these officers collect dues, but only for the chapter or department. 
 
 
WHEREAS: This is a breach of ethics and a violation of the officers' sworn oath to protect and support the 
KWVA and its Bylaws. 
 
BE IT RESOLVED: That the KWVA Board inform the offending chapters or departments in writing that 
their charter is at risk, and that their bylaws, procedures and practices should reflect the Association 
Bylaws requirement that all must pay the required annual dues. 
 
Signed  ________________________ KWVA Member Number  _______ 
 
Signed  ________________________ KWVA Member Number  _______ 
 
Signed  ________________________ KWVA Member Number  _______ 
 
Signed  ________________________ KWVA Member Number  _______ 
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SPM FORM 4.10-2 
Resolution Request  

Sample Response Letters 
 

KOREAN WAR VETERANS ASSOCIATION, INC 
RESOLUTIONS COMMITTEE CHAIRMAN 

JOHN WRITER 
123 NORTH POPULAR ST 

JESSIEVILLE, AL 72243-6704 
 
June 1, 2010 
 
[Leonard Jones, 
[Member or Officer Position] 
[Chapter or Department] 
[Address] 
[Anywhere, US 77777 
 
[Paul or President's Name] 
 
*This letter has been sent to tell you that your Resolution request has been received. 
 
“Thank You” for your submittal and interest in the Korean War Veterans Association, Inc.  The Resolution 
change number for your submittal is R6/12/04-00 Change, Date and Number.  The Resolutions Committee 
has your resolution under study and will present it to the Board with our recommendation, to either 
approve or disapprove and the reason.  The Board has final approval on all changes presented no matter 
what the Resolutions Committee recommends.  You will be notified of the approval or rejection, and in the 
case of rejection, the reason for the committee or Board rejection. 
 
Again, thank you for your interest in the Association! 
 
 
John Writer, 
KWVA Resolutions Committee Chairman 

 
 
*INSERT IN PLACE OF THE ABOVE TWO PARAGRAPHS FOR FOLLOW UP LETTER. 
 
This letter has been sent to tell you the Board has [approved/rejected] your Resolution. 
 
The Resolutions Committee recommended that the Board [approve/reject] your Resolution.  In the case of 
the Board approving the requested change there is no need of an explanation of why, but a ‘THANKS’ for 
their request is given again.  
 
NOTE TO COMMITTEE CHAIRMAN: If the Resolution was rejected and the committee recommended 
rejection, the reason should be added to the letter as to why it recommended rejection or why the Board  
rejected the requested change over the recommendation to approve by the committee. 
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SPM FORM 4.11-1 
Bylaws Change Request 

 
PREPARATION PROCESS 

 
 1. Bylaws are the Board approved policies, governing the Korean War Veterans Association.  A 

proposed change to them shall be:   
 

���� To delete an existing policy (Bylaw);  
���� To revise an existing policy (bylaw); or 
���� To add a new policy (Bylaw). 

 
 2. Please limit the change just one subject. Be specific to what the change should be, and the 

specific part of the Bylaws that is affected. 
 
 3. Research the purpose by gathering documentation to support the proposed Bylaws change. 
 
 4. Draft the Resolution with a Preamble, so called because it precedes the Resolving Clause(s).  Each 

preamble paragraph will state a separate reason and will be preceded by the word “WHEREAS.” 
 
 5. The Resolving Clause, so called because it begins with the words “RESOLVED THAT;” states who 

will do what. 
 
 6. The number of “WHEREAS” and “RESOLVED THAT” do not determine how good a Resolution is.  

The perceived purpose and action to be taken are what is important.  Too much information or 
hearsay will clutter a well-meaning Resolution presentation. 

 

SAMPLE BYLAWS CHANGE REQUEST 
 
Note: Use Bold and Capital Letters for Title, WHEREAS: and BE IT RESOLVED: 
 
 
KOREAN WAR VETERANS ASSOCIATION, INC. 
Annual Association Dues, Amount of 
 
WHEREAS:  (To be determined by the requesting Regular Member) 
 
WHEREAS:  (To be determined by the requesting Regular Member) 
 
WHEREAS:  (To be determined by the requesting Regular Member) 
 
BE IT RESOLVED: (To be determined by the requesting Regular Member) 
 
Signed  ________________________ KWVA Number  _______ 
 
Signed  ________________________ KWVA Number  _______ 
 
Signed  ________________________ KWVA Number  _______ 
 
Signed  ________________________ KWVA Number  _______ 
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SPM FORM 4.11-2 
Bylaws Committee Sample Response Letters 

 
KOREAN WAR VETERANS ASSOCIATION, INC 

BYLAWS COMMITTEE CHAIRMAN 
JAMES WRITER 

456 NORTH POPULAR ST 
JESSIEVILLE, AL 72243-6704 

 
1 June 2010 
 
[Leonard Jones, 
[Member or Officer Position] 
[Chapter or Department] 
[Address] 
[Anywhere, US 77777 
 
[Paul or President's Name] 
 
*This letter has been sent to tell you that your Bylaws Change Request has been received. 
 
“Thank You” for your submittal and interest in the Korean War Veterans Association, Inc.  The Bylaws 
Change number for your submittal is B6/12/04-00 Change, Date and Number.  The Bylaws Committee has 
your resolution under study and will present it to the Board with our recommendation, to either approve or 
disapprove and the reason.  The Board has final approval on all changes presented no matter what the 
Bylaws Committee recommends.  You will be notified of the approval or rejection, and in the case of 
rejection, the reason for the committee or Board rejection. 
 
Again, thank you for your interest in the Association! 
 
 
James Writer, 
KWVA Bylaws Committee Chairman 

 
 
*INSERT IN PLACE OF THE ABOVE TWO PARAGRAPHS FOR FOLLOW UP LETTER. 
 
This letter has been sent to tell you the Board has [approved/rejected] your Bylaws Change. 
 
The Bylaws Committee recommended that the Board [approve/reject] your Bylaws Change.  In the case of 
the Board approving the requested change there is no need of an explanation of why, but a ‘THANKS’ for 
their request is given again.  
 
NOTE TO COMMITTEE CHAIRMAN: If the Bylaws change was rejected and the Bylaws Committee 
recommended rejection, the reason should be added to the letter as to why it recommended rejection or 
why the Board rejected the requested change over the recommendation to approve by the committee. 
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SPM FORM 4.12-1 
Annual Membership Meeting Checklist - Hotel/Motel 

Reference: KWVA SPM Procedure 3.9, Meetings 
 

MEETING HOTEL/MOTEL CHECK LIST 
 

 1. During the planning stage, contact the Convention and Visitors Bureau (CBA) in the city in 
question.  Have them send you one of their brochures of Attractions, Hotels, Rail, Bus and Airline 
information. 

 
 2. Once a city or area is decided on, send the CBA a request for proposal (RFP) stating the month, 

number of possible attendees and ask for information on the following: 
 
  a. When is the off-season and off-peak period for the Hotel/Motel? 
 
  b. What number of rooms must be blocked to receive free welcome party, free newspapers, free 

parking, free hospitality room, free upgrades of rooms, early check-in and late check-out 
privileges or other complimentary perks. 

 
  c. What Banquet Facilities are available?  Are menus available to choose from?  Are prices 

available per plate, when must the selection be firmed up.  Who is the contact? 
 
  d. Is a Hospitality Room available?  Can the KWVA provide its own refreshments at no charge?  

Are tables and chairs available in the room as well as serving tables?  Is ice furnished and 
how often and when?  Can Liquors, Wine and/or Beer be served without a Hotel/Motel 
bartender?  What other restrictions are there? 

 
  e. What meeting facilities are available for a Board meeting, a Memorial Service and also a 

Membership meeting area?  What sound equipment is furnished?  Does the Hotel/Motel have 
its own audio-visual equipment or is it contracted from an outside source? 

  
  f. Be sure the room charges are "all-inclusive" except for taxes and know the tax rate.  Have all 

furnished items listed in b. above mentioned in the contract and a contact person designated 
from the Hotel/Motel for questions and answers during the meeting time. 

 
  g. Be sure there is a cancellation clause that covers the Hotel and the KWVA that is specific.  If a 

free breakfast is included, be sure to state so in the contract.  Be sure the room for meetings, 
hospitality, memorial service and banquet are named. 

 
  h. Make sure that a registration area is located in a conspicuous spot and a table and some 

chairs are available.  Again remember anything not mentioned in the signed contract can be 
changed, charged for or not furnished. 

 
  i. Locate an area to order those items needed for refreshments, and a business office for copies 

and printing.  If the Hotel/Motel has no audio-visual equipment, locate a supplier and find the 
prices and setup fees for various items. 

 
  j. Arrange for a visit to the site selected to make sure it is proper for the meeting.  Ask what the 

CVB will provide in the way of give away gifts such as pencils, name tags, bags, brochures 
and/or discount tickets to attractions.  Is there shuttle service to and from the airport, train or 
bus stations and at what cost? 
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SPM FORM 4.12-2 
Annual Membership Meeting Checklist - Hospitality Room 

Reference: KWVA SPM Procedure 3.9, Meetings 
 

ANNUAL ASSOCIATION MEMBERSHIP MEETING HOSPITALITY ROOM 
 
 

This Form explains the considerations for the setup of the Hospitality Room, and the Tables of 
Usage as shown in Form 4.12-3, Pages 1 and 2. 
 
The Tables were established by the Host of the 2003 Annual Membership Meeting, Hospitality Room. 
 
Purchases of the items were not done at one time, but were inventoried and replaced each morning.  The 
last column to the right shows how much was consumed per registered guest.  It is based on a total of 776 
registered guests.  By simple math and knowing the consumption per registration one can figure the total 
amount needed.  It is expected that the individual or committee in charge will have an estimated head 
count on the number of people who will attend a couple of weeks before the event. 
 
It has been recommended that all future Annual Membership Meetings host a hospitality room.  The cost for 
this room should be added to the registration fee.  A cost of $5 - $6 per registered guest, should be 
adequate. 
 
It did not matter what kind of beer was served as long as there was both light and regular.  The light went 
better.  Non-alcoholic beer was the least preferred, but some should be made available for those who wish 
it. 
 
It has been recommended that 1.75 liter bottles be used in the Hospitality Room, but for Banquets use 750 
ml bottles on the tables.  It was recommended that Cabernet (red), Sauvignon (white) and White Zinfandel 
(pink) be available. 
 
Soft drinks should be purchased in either 2 or 3 liter bottles.  Since they come in plastic bottles it takes 
more ice to cool in a cup. 
 
Meat and other refrigerated food is a problem which must be set out on trays.  It must be refrigerated or 
used to keep down spoilage.  It is better to have to purchase just before trays become empty than to have 
any spoil waiting to be served or between times the room is open. 
 
Wal-Mart or Sams have popcorn; chips, pretzels and paper goods.  It is recommended that 9 or 10 inch 
rigid plates be used.  Large plastic tubs may be necessary to use for ice.  Ice may be arranged for through 
the hotel to be placed in the tubs or they may furnish their own tubs.  This should be coordinated early with 
the hotel when a Hospitality Room site is asked for.  
 
Most important of all, the Hotel should be asked in advance if it will be OK for a Hospitality Room to be 
operated by the KWVA and what cost, if any, will it be.  Further arrangements for ice, refrigeration storage, 
tables, chairs and setup tables must be decided upon.  This may be done by the host chapter, department 
or individual located in the Annual Membership Meeting Area.  
 
No information is yet available for mixed drink usage; however this must also be settled with the hotel for 
in some cases a bartender is required because of liability problems.  Once done this data will be added to 
the Usage Tables. 
 
Caution must be used to assure that everything is in writing as to what can or cannot be done. 
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SPM FORM 4.12-3 
Annual Membership Meeting Checklist - Tables of Usage (Page 1 of 2) 

Reference: KWVA SPM Procedure 3.9, Meetings 
 

  
DESCRIPTION 

Total 
QTY 

Total 
Cost 

Used 
Wed 

Used 
Thu 

Used 
Fri 

Used 
Sat 

Used 
Sun 

Total 
Used 

Left 
Over 

Used 
Per 

Person 

BEER   (all cans)           

 Budweiser - Regular 240 $129.90 20 40 48 78 46 232 8 0.3 

 Budweiser - Light 336 181.86 50 75 75 90 46 336 0 0.4 

 Coors - Regular 240 151.00 30 40 50 84 30 234 6 0.5 

 Coors - Light 336 207.90 90 60 68 70 4 336 0 0.4 

 Busch - non-alcoholic 96 48.80 20 20 20 10 6 76 20 0.1 

 O'Douls - non-alcoholic 96 68.00 22 22 22 15 5 86 10 0.1 

 TOTAL 
1,34

4 
$787.46 232 257 283 347 181 1300 44 1.7 

            

WINE for Hospitality Room  
              (all 1.75 liter bottles) 

          

 Cabernet Sauvignon (red) 22 $126.69 4 4 4 3 1 16 6 0.02 

 Sauvignon Blanc (white) 36 192.78 4 6 6 6 9 31 5 0.04 

 White Zinfandel (pink) 36 192.78 6 8 8 3 11 36 0 0.05 

 TOTAL 94 $512.25 14 18 18 12 21 83 11 0.11 

            

WINE for Banquet  
              (all 1.75 liter bottles) 

          

 Cabernet Sauvignon (red) 64 $368.55 0 0 0 0 50 50 14 0.08 

 Sauvignon Blanc (white) 32 171.36 0 0 0 0 23 23 9 0.04 

 White Zinfandel (pink) 32 171.36 0 0 0 0 29 29 3 0.05 

 TOTAL 128 $711.27 0 0 0 0 102 102 26 0.16 

            

SOFT DRINKS  
              (all 2-liter bottles) 

          

 Pepsi-Cola - Regular 32 $36.16 4 7 9 10 2 32 0 0.04 

 Pepsi-Cola - Diet 36 40.92 3 8 12 9 4 36 0 0.05 

 7-Up - Regular 32 28.16 3 6 5 11 7 32 0 0.04 

 7-Up - Diet 32 28.16 3 6 8 15 0 32 0 0.04 

 Orange Slice 32 28.48 3 6 5 10 7 31 1 0.04 

 TOTAL 164 $161.88 16 33 39 55 20 163 1 0.21 
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SPM FORM 4.12-3 
Annual Membership Meeting Checklist, - Tables of Usage (Page 2 of 2) 

Reference: KWVA SPM Procedure 3.9, Meetings 
 

  

DESCRIPTION 
Total 
QTY 

Total Cost 

Us
ed 
W
ed 

Used 
Thu 

Used 
Fri 

Used 
Sat 

Used 
Sun 

Total 
Used 

Left 
Over 

Used  
Per 

Person 

DELI TRAYS-Orders placed 7 July           

            

 Pickup Thursday 9:00AM:           

       Large meat platters 3 $304.50 0 3.5 1.5 0 0 5 0  

       Large cheese platters 2 90.30 0 1 1 0 0 2 0  

            

 Pickup Saturday 10:00AM:           

       Large meat platters 6 365.40 0 0 0 6 0 6 0  

       Large cheese platters 2 90.30 0 0 0 2 0 2 0  

            

 Pickup Sunday 11:00AM:           

       Large meat platters 3 173.25 0 0 0 0 3 3 0  

       Large cheese platters 2 90.30 0 0 0 0 2 2 0  

       Bulk deli meat (Costco) 5 213.89 0 0 1 3 1 5 0  

 TOTALS 25 $1,327.94 0 4.5 3.5 11 6 25 0  

            

RECAP OF ABOVE DELI TRAYS           

 Meat platters  
(Serves 55-55) 

19 $1,057.04 0 3.5 2.5 9 4 19 0 0.02 

      Cubed cheese platters 
(Serves 55-55) 

6 270.90 0 1 1 2 2 6 0 0.01 

 TOTALS 25 $1,327.94 0 4.5 3.5 11 6 25 0 0.03 

            

OTHER ITEMS           

 Large bags of popcorn 35 $37.62 5 9 10 8 3 35 0 0.05 

 Large bags of pretzels  
(15 oz) 

40 $63.20 6 7 8 9 6 35 5 0.05 

 Ruffles Potato Chips (20 
oz) 

40 $114.20 4 8 9 11 7 37 3 0.05 

 Mini Kaiser rolls 900 $188.74 0 175 175 300 170 820 80 1.06 

 Deli crackers for cheese 
(boxes) 

5 $10.80 0 0 0 0 5 5 0 0.01 

1 Deluxe mixed nuts (24 oz) 10 $43.40 
1
0 

0 0 0 0 10 0 0.01 

 Blanched peanuts (24 oz) 45 $67.95 
1
0 

10 10 15 0 45 0 0.01 

 Mayonnaise (48 oz jar) 5 $19.96 0 0.5 0.5 1 1 3 2 0.06 

           nil 
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SPM FORM 4.13-1 
KWVA Complaint Log - Judge Advocate 

 
(Reference Bylaws Article IX, and SPM Procedure 3.8) 

 
 

Date 
Returned 
to Sender 

Case 

Number* 
To 

E&G 
From 
E&G 

To 
President 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 
NOTE: At no time should any names be entered in the Complaint Log. 

 
(Example - Complaint Log Number: “5-17-10/1” would be “Complaint #1 on 5/17/2010) 
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SPM FORM 4.13-2 
KWVA Quarterly Report - Judge Advocate 

 
(Reference Bylaws Article IX, and SPM Procedure 3.8) 

 

DATE: # 

1.  Complaints received:  

2.  Complaints dismissed by Judge Advocate initially:  

3.  Letters sent to Originator:  

4.  Complaints referred to Ethics and Grievance Committee:  

5.  Investigations in progress:  

6.  Investigations completed:  

7.  Complaint referred to President for the Board of Directors:  

8.  Complaint dismissed by the investigation:  

9.  Letter(s) sent to the Originator(s):  

 
NOTE  AT NO TIME SHALL ANY NAME(S) BE ENTERED INTO THIS REPORT. 
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SPM FORM 4.14-1 
Board Of Directors Rules Of Decorum and Debate 

 
(KWVA SPM Procedure 3.9, Meetings) 

KWVA BOARD OF DIRECTORS 

 
RULE 

1. A Board member must obtain the floor and be recognized by the presiding officer, using his 
position and name before addressing the Board. 

 

2. The Board member, unless physically unable to do so, is to stand when addressing the Board, and 
if the Board member makes a motion, that Board member has the first right to speak to the 
motion. 

 

3. Board must be courteous, and never attack or question the motives of other Board members. 
 

4. Discussion shall be focused on the matter or idea in question, and not on personalities. 
 

5. Board members are limited to ten (10) minutes on each subject under discussion, and may speak 
a second time only if all other Board members who wish to speak have spoken on the pending 
motion. 

 

6. A Board member may speak more than twice if the Board grants additional time by a majority 
vote of the members present. 

 

7. The presiding officer may recognize members attending the meeting only after Board members 
have completed their discussion on the pending motion. 

 

8. The presiding officer may call for voting by a show of hands, or a voice vote yea or nay.  A secret 
ballot or roll call vote may be called for a request of one-fifth (1/5) of the voting Board members 
present. 

 

9. The above rules may be amended, suspended, or rescinded by a two-thirds (2/3) vote of the 
voting Board members present. 

 

PLEASE NOTE:  These rules and procedures are based on Robert's Rules of Order, 
Newly Revised, 10th Edition. 
 
 

END OF KWVA SPM FORMS 
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SECTION 5.0  INDEX 
 

(TO BE ADDED AT A FUTURE DATE) 
 
 
 
 
 
 
 
 
 

END OF KWVA STANDARD PROCEDURE MANUAL 


