
National Executive Committeewoman (NECwoman) 
Refresher 


�� NECwoman Master Checklist 

AMVETS National Ladies Auxiliary 

This checklist is designed as a practical, ready-to-use tool to help you stay organized, compliant, and on 
deadline throughout your two-year term. 

 


�� ANNUAL REQUIREMENTS CHECKLIST 

Attendance Requirements 


�� Attend Spring National Executive Committee (NEC) Meeting 

�� Attend National Convention 

�� Arrange for Alternate NECwoman if unable to attend 

 

Written Reports Deadlines 


�� Submit NEC Report by January 15 

�� Submit Convention Report by June 30 

�� Ensure report contains: 

• 
�� Special projects 
• 
�� Promotion of programs & Aims and Purposes 
• 
�� Accomplishments 
• 
�� Concerns 
• 
�� NO statistics included 
• 
�� Page number clearly noted 


�� Copy National President 

�� Copy National Parliamentarian 

 

Service Report Deadlines 


�� Collect all Department Service Chair reports 

�� Review for accuracy 

�� Forward to National Program Chairmen by: 



• 
�� December 1 (Mid-Year) 
• 
�� June 1 (Annual) 

Submission method: 

�� Postmarked mail OR 

�� Email attachment (NO text messages) 

 


�� SERVICE REPORT REVIEW CHECKLIST 
Before forwarding reports: 


�� Correct service form used 

�� All math double-checked 

�� Values rounded up (no decimals) 

�� Department Chair signature included 

�� Synopsis includes: 

• 
�� Who 
• 
�� What 
• 
�� Where 
• 
�� Why (who benefited) 

Mid-Year: 

�� If no activity, includes statement: 
“Nothing to report at this time.” 

End-of-Year: 

�� Includes entire year (not last six months only) 

 


�� 45-DAY POST-NEC CHECKLIST 
Within 45 days of close of NEC meeting: 


�� File written report with Department 

�� Copy National Parliamentarian 

�� Share all materials received from National 

�� Share toolkits and updates with: 

• 
�� Department Officers 
• 
�� Local Auxiliaries

 




�� COMMUNICATION CHECKLIST 

�� Ensure all Department → National correspondence copies: 

• 
�� NECwoman 
• 
�� Department President 


�� Ensure all National → Department correspondence copies: 

• 
�� NECwoman 
• 
�� Department President 


�� When submitting reports: 

• 
�� Copy National President 
• 
�� Copy National Parliamentarian


�� POLL VOTE CHECKLIST 

If National President requires a poll vote: 


�� Contact all Auxiliaries within Department 

�� Collect responses 

�� Determine majority position 

�� Cast vote reflecting Department majority

 


�� NATIONAL AWARDS CHECKLIST 

�� Review Convention Digest award specifications 

�� Prepare Department entries 

�� Confirm proper format and requirements 

�� Submit by stated deadline 

 


�� NATIONAL PRESIDENT VISIT CHECKLIST 

�� Complete official application (Convention Digest) 

�� Include: 

• 
�� Department name 
• 
�� Requesting officer name 
• 
�� Office held 



• 
�� Mailing address 
• 
�� Email 
• 
�� Phone number 


�� List at least two possible dates 

�� Submit at post-Convention NEC meeting or ASAP 


�� Assist with coordination and hosting arrangements 

 


�� CONVENTION REPORT DELIVERY CHECKLIST 
Before approaching microphone: 


�� Confirm page number of report 

�� Be aware of lineup 

�� Get in line before recognition 

At microphone: 


�� Introduce yourself 

�� Introduce Department representative (if present) 

�� State page number 

�� Highlight special projects 

�� Mention successes 

�� Note concerns (if applicable) 

�� Keep remarks concise 

�� Introduce Department President (if present) 

At National Convention: 


�� Announce any Department member running for National Office 

• 
�� State name 
• 
�� State office 

 


�� ELECTION YEAR CHECKLIST 

�� Outgoing NECwoman prepares Convention report 

�� If accepting National Office: 

• 
�� Resign as NECwoman 


�� Ensure Alternate is prepared to assume duties 



 


�� BUDGET CHECKLIST 

�� Confirm NECwoman expenses are included in Department budget 

 


�� QUICK COMPLIANCE SUMMARY 
You are fully compliant when you: 


�� Attend required meetings 

�� Meet all deadlines 

�� Forward service reports on time 

�� File 45-day summary 

�� Copy required officers 

�� Ensure accurate reporting 

�� Promote programs & Aims and Purposes 

�� Communicate consistently 
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