
Section 1                                                 

I am a new 

Squadron 

Commander 
 

WHAT DO I DO NOW? 



Detachment Website 

 

 Familiarize yourself with the Constitution and 

Bylaws of your Squadron and the Detachment 

and National websites. 

 www.saltexas.org 

 www.legion.org 

http://www.saltexas.org/


Home Page 

HOME PAGE . 



About Us 



Detachment Info 



Membership 



Downloads 

 This section may be 
the most useful part 
of our website.  As 
the title states, 
almost any form 
that you need can 
be found under one 
of the categories.  
The squadron 
handbook, 
constitution & 
bylaws and other 
reference material 
can also be found 
here. 



Forms 



Amendment recognizing SAL squadron 

 Verify that your 

sponsoring Post has this 

amendment in its’ 

constitution & bylaws. 



Links 



The Blue Book 

 Each squadron commander should have a “Blue 

Book.” 

 This is a directory of American Legion and Sons of 

The American Legion Posts/Squadrons 

 State-Division-District and Post/Squadron officers 

and contact information. 

 Committee chairmen-contact information 



Section 2 

  I know where to find information, what do I do 

now? 



Certification of Officers 

 Home page-downloads-

online forms-certification 

of officers 

 Fill out this form and mail 

or scan and email to 

Department H.Q. 



Why is this necessary? 

 Your squadron WILL NOT receive membership 

cards for the upcoming year if you do not submit 

a certification of officers form. 

 The information on this form goes in to the “Blue 

Book,” so be neat and as accurate as possible 

when filling it out. 



What happens next? 

 Once your or your Adjutant has submitted the 

certification form, you will receive a packet 

containing membership cards, a membership 

roster, applications, transmittal forms and other 

supplies. 



Meeting Goal 

 As Commander, you are charged with ALL things 

pertaining to your Squadron…this includes 

membership and meeting your predetermined 

goal. 

 A great way to start your membership drive is to 

have all officers pay their upcoming dues 
immediately after being elected.  This should get 

you at least 5 renewals right off the bat. 



The Transmittal 

 Home page-downloads-

online forms-transmittal 

 This form should be filled 

out at least once a 

month, and sent to 

Department.  

  Do not “sit” on 

renewals, send them in a 

timely manner. 



What goes in the 

transmittal? 

 Along with the transmittal sheet (2 copies) 

 The 2 white portions of the membership cards (1 

for National-1 for Department records) 

 A check made out to The American Legion 

Department of Texas for the number of members 

being transmitted  x $10.00 

 If you are sending in 13 members, the check will 

be in the amount of $130.00 



Duties 

 Ensuring that your Squadron has sent in a 

certification of officers form and is actively 

sending transmittals to Department are crucial 

elements of your position.   

 Check the membership goal dates to see if you 

are on track. 

 



Section 3 

 How do I run a meeting? 



Meetings 

 The manual for conducting a proper and 

successful meeting can be found in the Squadron 

Handbook (along with other ceremonies and 

procedures.) 

 If you do not have a hard copy of the 

handbook….USE THE WEBSITE!! 

 Home page-downloads-squadron handbook 



Talk Tracks 

 Discuss matters pertaining to your squadron-

charities/volunteering etc. 

 Log any donations of time or money that the 

squadron or members have contributed 

 Talk about membership, projects or upcoming 

events the squadron has planned 

 Remember that the only place to allocate/spend 

squadron funds is under new business. 

 



Keeping minutes 

 A simple guide to 

recording the minutes of 

your meetings can be 

downloaded from our 

website 

 Home page-downloads-

sample squadron 

minutes 



Why are minutes 

important 

 Keeping an accurate and complete set of 

minutes from each meeting will save you time 

and energy down the road. 

 If there is ever a question regarding motions or 

discussions from a previous meeting, refer back to 

your minutes. 

 Use your minutes to complete the Consolidated 

Report!!!???!!! 



Section 4 

 The Consolidated Report 

 What is it 

 Where does it come from 

 How do I complete it 

 Why is it important 

 Who do I send it to 

 When does it need to be completed 

 



What is it? 

 

 The Consolidated Squadron Report is a form that 

covers the activity of donations and volunteer 

hours accumulated by a squadron in a given 

year.  It is broken down into 4 sections: 

 Americanism 

 Children & Youth 

 Veterans Affairs & Rehabilitation 

 Other hours and donations not covered above 

 Each squadron should strive to contribute to these 
3 major pillars  



Americanism 

 

 Americanism is promoting the American way of 

life by donating to programs such as Boys State, 

Oratorical Contests, Flag Education, Scouting, 

Color Guards, National Emergency Fund, 

Community Service, Legion Baseball and other 

such activities. 



Children & Youth 

 C&Y or Child Welfare is our way of assisting the 

children of our great nation by donating to the 

Child Welfare Foundation, Special Olympics, 

Children’s Miracle Network, Josh Dogs, Operation 

Military Kids and other projects. 



Veterans Affairs & Rehab 

 As the name suggests, V A&R is our commitment 

to assist the veterans of our country.  We do this 

by supporting Veterans Homes, V.A. Medical 

Centers, Fisher House, Family Support Network 

and Support for the Troops along with National 

Veteran’s Assistance Day. 



Where does the form 

come from? 

 The Consolidated Report originates at the 

National level and is distributed to each 

Detachment Adjutant. The reporting forms are 

then sent “down the line” from Division to District 

to Squadrons.  



How do I complete the 

form? 

 The easiest way to complete the form is to 

reference the minutes of your squadron’s 

meetings.  If you kept an accurate and complete 

set of minutes, all donations and volunteer hours 

should be right at your fingertips.  Simply add up 

the donations and hours for each category and 

“fill in the blanks.” 



Why is the report 

important? 

 The answer to this question is two-fold.  First of all, 
as a program of The American Legion, the 
volunteer hours and donations from each S.A.L. 
Squadron should be reported to their sponsoring 
Post.  Our numbers are added to their report, 
which goes “up the line” to District, Division, 
Department and finally to National.  The only way 
Congress knows how much support The American 
Legion gives to these programs are through the 
Consolidated Reports.   

 Secondly, the Squadron report shows that we are 
supporting The American Legion and fulfilling our 
promise as Sons to carry out the directives of our 
preamble.   



Who do I send it to? 

 

 Once the form is completed, a copy should be 

immediately given to the Post Adjutant for 

reasons already covered. 

 The remaining copies should be mailed/emailed 

back to your District Commander. (Division 

Commander if there is no District Commander in 
place.) 



When does it need to be 

completed? 

 The exact date changes year to year, but it is 

based on the dates of the Detachment 

Convention.  Instructions as to when the form 

needs to be completed and returned should be 

included with the form.   



Section 5    Review 

Get to know the website 

 

Certification of Officers 

 

Meetings 

 

Consolidated Report 

 

 

 


