
POST ADJUTANT
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Adjutant 2 Session

• 11:00 am to 11:50 am

• PA255

• June 6, 2026



Course Objectives

Participants will learn about…

• The responsibilities of the position

• Obligations to National/Department/District/Post

• Calls to Convention

• Awards

• Reports

• Correspondence

• Department news



Conventions
• Call to Convention—District and Department. 

• National Convention is a separate process.  Names are submitted at District 

Convention for approval.

• Delegate count—based on Post membership as of a certain date.

• At-Large delegates do not count against your delegate count.

• Call gives registration instructions, lunch menu, memorial service 

instructions

• The more you pre-register the better.



Department Adjutant’s Letter

• Always read through.  Department mails this, but it may not get to you 

on time, so go to KansasLegion.org if you need this for your general 

membership meeting.

• Announce topics that pertain to general members.

• Boys State, Cadet Law

• Scholarships

• Legislative topics

• Upcoming conventions



District awards / Gold & Silver Star awards

• District Awards recognizes those who are of great service to the Post.

• Work with your officers to compile a list of names. 

• Gold/Silver star awards are based on new members your Post has recruited.  

• Recognizes members who recruit new members.

• Usually due mid-February.

• These are not national required reports.  



Gold Star and Silver Star

• Keep track of members that

recruit new members

• List recruiters on this form.

• Sign & date at bottom.

• Mail in before Feb. 15th.

• I have emailed this to departmentadjutant@kansaslegion.org

mailto:departmentadjutant@kansaslegion.org


Reports for National 
(starts February of each year)

• Gold Star Awards—due February 15th (not a National report)

• Children & Youth—due before District Convention.

• Service Officer’s Reports—due March 1st

• Annual Post Data Report—due March 15th

• Post Officer Certification—due July 1st, but send in ASAP

• Consolidated Post Report—due May 1st

• ALWAYS READ YOUR STATE ADJUTANTS LETTER FOR CHANGES



Americanism and C&Y Report

• Not available on MyLegion

• Comes by mail

• A lot of this info will go on CPR

• Due before your District Convention

• Part of 100% Reporting Award



Post Data Report, Children & Youth, Service 
Officer and Gold Star Report

• Cannot be downloaded from MyLegion.org

• Sent by Department, starting in January.

• Service Officer report

• Keep a copy



Consolidated Post Report-due May 1st.

• Blue rectangle: Submit CPR/CSR 

• You are NOT submitting when you 

select this button.

• Each year will be listed.  Click on 

Edit to fill out the form.

• Fill out throughout the year.



CPR Report

• Veterans Affairs

• National Security

• Media & Communications

• Veterans Employment & Education

• Americanism

• Children & Youth

• Internal Affairs

• Over 100 questions

• Lots of questions on $$ spent

• Advice: give these categories to other 

members to keep track and gather 

their reports in April.

• A lot of information should be in the 

minutes from the past year.

• Honor system—information used for 

lobbying policymakers.



Post Everlasting ceremonies

• Keep track of deceased members.

• Call to Convention should have contact 

information for memorial at District Convention

• Manual of Ceremonies details Post Everlasting, 

including script and diagrams.



Additional Duties

• Correspondence

• Cards, letters, emails to the Post

• Have some Legion cards for sending out.

• State Adjutant’s Letter

• Summarize correspondence or Adjutant’s Letter at meetings

• Support of Post Officers—long term Adjutants become the 

best source of information.  



Cloud storage

• Google Drive—15 GB free

• Microsoft One Drive—costs $$$ ?

• Dropbox—costs $$$ ?

• Flash drive—prone to malfunction

• Email—small amount of storage

• Have instructions for how to access the stored files in case of emergency.



Useful websites    

• Kansaslegion.org

• SALKansas.org

• MyLegion.org

• Social media

• Some sites have 

official Legion media

• Beware the 

personal sites



Survey

Scan with the 

camera on your 

phone.
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