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of  

Council and Chapter
Policies and Procedures Guide

This guide and its online appendix at www.moaa.org (in 

the chapter management section) provide information and 

suggestions to assist in the organization and management of 

affiliates of the Military Officers Association of America (MOAA).

Article II, Section 1 of MOAA’s bylaws stipulates that neither 

the national organization nor an affiliate can participate in the 

organizational or managerial concerns of the other. MOAA, 

therefore, has no direct authority to tell any affiliate how to 

organize, what to do, or how to do it. This guide offers advice 

on handling council and chapter affairs — advice based on the 

practical experiences of innumerable council and chapter leaders 

in all parts of the country. The ideas advanced herein constitute 

sound guidance for the organization and management of a typical 

council or chapter.
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TO INCULCATE AND STIMULATE LOVE OF OUR COUNTRY  
AND THE FLAG;

TO DEFEND THE HONOR, INTEGRITY, AND 
SUPREMACY OF OUR NATIONAL GOVERNMENT 
AND CONSTITUTION OF THE UNITED STATES;

TO ADVOCATE MILITARY FORCES  
ADEQUATE TO THE DEFENSE  

OF OUR COUNTRY;

TO FOSTER THE INTEGRITY AND 
PRESTIGE OF UNIFORMED SERVICE;

TO FOSTER FRATERNAL RELATIONS 
BETWEEN ALL BRANCHES OF THE VARIOUS SERVICES  

FROM WHICH OUR MEMBERS ARE DRAWN;

TO FURTHER THE EDUCATION OF CHILDREN 
OF SERVICE PERSONNEL;

TO AID PERSONNEL OF THE SERVICES FROM WHICH OUR 
MEMBERS ARE DRAWN, AND THEIR FAMILY MEMBERS AND 

SURVIVORS, IN EVERY PROPER AND LEGITIMATE MANNER; AND

TO PRESENT THEIR RIGHTS AND INTERESTS WHEN SERVICE 
MATTERS ARE UNDER CONSIDERATION.

WE UNITE TO FORM 
THE MILITARY OFFICERS ASSOCIATION OF AMERICA

Preamble
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MOAA originally was founded Feb. 23, 1929 as The Retired Officers Association by a 
group of retired officers in Los Angeles. In 1944, its headquarters relocated to Wash-
ington, D.C., and the association was reorganized. In 1978, the headquarters moved 
to its present location in Alexandria, Va. The name of the association officially was 
changed to the Military Officers Association of America in January 2003 to reflect its 
growing membership of active duty and Guard and Reserve officers and former offi-
cers and their families and survivors.

MOAA is both a nonprofit organization and a corporation currently incorporated 
under the laws of the state of Virginia. It is a national organization of individual com-
missioned servicemembers drawn from the seven U.S. uniformed services and their 
surviving spouses. Overall direction and control of the association’s affairs are vested in 
a board of 36 directors elected by the membership. A paid professional staff headed by 
the president acts for the board in conducting routine business of the organization.

The association also is a tax-exempt organization under Section 501(c)(19) of the 
Internal Revenue Code. This tax exemption does not, however, extend to affiliates. (See 
the discussion in the Chapter Guidance section on income tax exemption, page 21.)

AFFILIATES
Local organizations of retired officers have existed in various communities since the 
early 1940s, but it was not until 1953 that the national board of directors approved 
the formal affiliation of such organizations with national MOAA. Although these 
organizations call themselves by a variety of names (chapter, association, club, group, 
council, etcetera), there basically are two different types of affiliates: chapters, which 
are local organizations, and councils, which are coalitions of chapters within a state.

Councils and chapters are independent, self-governing, and self-supporting or-
ganizations that voluntarily choose to affiliate with national MOAA for the purpose 
of cooperation and mutual support in attaining common goals. Due to the affiliate 

Introduction

SINCE THE EARLY 1940S, MOAA-AFFILIATED GROUPS OF 
RETIRED OFFICERS HAVE ORGANIZED AT THE LOCAL LEVEL 
TO SUPPORT THEIR COMMON GOALS AND INTERESTS.

Contact MOAA about 
Council and Chapter 
information.

• Email chapters@moaa.org.
• Visit the chapters section of  the 

MOAA Web Base at www.moaa.org.
• Call the MOAA Member Service 

Center at (800) 234-MOAA (6622).
• Send mail to: MOAA
 Chapter & Council Affairs
 201 N. Washington St.
 Alexandria, VA 22314.

relationship, national MOAA and chapter 
membership are two separate and distinct 
memberships. However, all chapter mem-
bers should be national MOAA members in 
good standing.

By late 1982, more than 420 local and state 
organizations had been chartered as affiliates 
of the association. Today, there are more than 
450 councils, chapters, and satellites.
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Council Guidance
This section of the Council and Chapter Policies and 
Procedures Guide is provided to assist with council 
organization and management. Each council is a 
unique organization, and its structure and operation 
should be in accordance with the desires of its 
member chapters.

This section of the guide 
should be used in conjunction 
with Section II as well as other 
materials produced by national 
MOAA to assist council leaders.

Article II, Section 1 of the 
association’s bylaws stipulates  
that neither national MOAA nor any affiliate may 
participate in the organizational or managerial 
concerns of the other. Honoring that stipulation must 
always be foremost in the organization and operation 
of a council. It would be a mistake to regard a council 
as a type of state office of national MOAA. However, 
the council is the best and only organized unit for 
coordinated effort at the state level and must work 
in close cooperation with national MOAA.

In the appendices for this 
guide at www.moaa.org (in the 
chapter management section), 
you’ll find helpful council and 
chapter documents, links to 

resources, and more.
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GENERAL GUIDANCE
A council of chapters is essentially a creation of its 
member chapters. A council, however, may not par-
ticipate in the organizational or managerial affairs of 
a chapter unless specifically requested by a chapter. 
In short, a council may lead but not direct its mem-
ber chapters. Member chapters, as part of the coun-
cil’s voting body, are obligated to support the council 
and its collective decisions.

The impetus for the formation of a council of 
chapters should come from within the state, with as-
sistance from the national organization as required. A 
single council of chapters for a state is recommended. 
The name selected for a council of chapters should be 
short and indicate the council’s geographical area, for 
example: the Alabama Council of Chapters. When the 
number of chapters or geographic distribution war-
rants, regional sub-elements of the council might be 
desirable. Typically, it would be unwise for a chapter 
to join a neighboring council in another state because 
of the difference in state legislative objectives.

A council of chapters can serve many useful pur-
poses beyond those of promoting the aims of MOAA, 
as stated in the preamble to the bylaws of that organi-
zation. A council of chapters represents a consensus of 
the member chapters’ beliefs; thus it can speak for the 
consensus. While a council might be called upon to 
perform any or all of the following functions, only the 
member chapters’ collective imagination or desires 
limit the scope of its activities:
• Lead and coordinate efforts in state legislative 

matters to protect and enhance the rights and 
interests of the uniformed-service community, 
surviving spouses, and military families (e.g., 
exemption of active duty and military retired  
pay from state income tax).

• Provide support for the achievement of the 
legislative objectives of national MOAA.

• Identify or negotiate chapter geographical 
boundaries.

• Aid in the formation of new chapters and 
satellites.

• Help ensure established chapters become  
stronger and more effective.

• Provide a forum for the exchange of ideas  
among chapters.

• Disseminate to chapters information of interest  
to all of their members.

Chapter 1
The Council

• Promulgate publicity that encourages a favorable 
image of active duty and retired servicemembers; 
guardmembers and reservists; chapters; and  
the association.

• Sponsor periodic state or regional conventions. 
• Aid in the revitalization of ailing chapters.
• Become a source of consolidated field opinion  

to national MOAA.

A council will strengthen a legislative effort, be 
it national or state, by coordinating the activities of 
various chapters. A council can develop the timing 
of grassroots support, giving added emphasis to the 
importance of a given legislative action. Broad con-
stituent support, on a state level, lies within chapters 
and must be mobilized if council goals are to be 
achieved. Publicity prepared by a council can pres-
ent the case and its benefits in a manner that assures 
a common understanding of its goals.

A council can play a most important role in the 
development of new chapters and in the revitaliza-
tion of faltering chapters.

There are localities where clusters of association 
members reside, but, because of distance or other 
reasons, no chapter currently exists. The council, 
with the assistance of national MOAA, can identify 
these localities and start the process of creating a 
new chapter or satellite. An informative visit by a 
council member and a member from a nearby chap-
ter can serve as the catalyst for a local development 
effort. National MOAA also is available to assist in 
new affiliate development. Often, only a small stimu-
lus is needed to start a new chapter. Chapter Guid-
ance, Chapter 9 provides guidance for organizing a 
new chapter or satellite.

A council can be extremely effective in the early 
identification and support of a faltering chapter. It 
can channel ideas, chapter projects, guest speakers, 
and suggested activities to help rekindle enthusiasm 
in the chapter. If these activities prove futile, it also 
can solicit the assistance of national MOAA’s Coun-
cil and Chapter Affairs Department.

COUNCIL PRESIDENTS’ SEMINAR
Each spring, MOAA hosts a conference in Alex-
andria, Va., for council presidents to help energize 
support for the association’s primary legislative ef-
forts for the year and to foster an exchange of ideas 
between these leaders and members of national 
MOAA’s board of directors and staff. One day of 
the seminar is devoted to Storming the Hill, during 
which council representatives (or chapter represen-
tatives from states without a council) spend time 
on Capitol Hill visiting their state’s congressional 
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representatives. Another day is devoted to a cross 
talk about issues related to council and chapter man-
agement. The conference’s ultimate goal is to provide 
representatives with information they need to better 
accomplish their leadership functions and to pass 
to their states’ chapter presidents ideas that will en-
hance leadership and management activities.

VISITS BY NATIONAL REPRESENTATIVES
National MOAA considers it essential that members 
of its board of directors, the association president, 
and key members of national MOAA staff regularly 
visit councils. Councils will be visited annually, 
when possible, and MOAA also will support state 
conventions on request. It is important that councils 
provide MOAA’s Council and Chapter Affairs De-
partment with six to nine months’ advance notice 
via chapters@moaa.org of a scheduled council meet-
ing or state convention so appropriate visit arrange-
ments can be made. 

There are two basic requirements to consider when 
establishing a council:
• There must be three or more established chapters 

within the state formally affiliated with national 
MOAA. Obviously, the greater the number of 
chapters, the greater the need and ability to sup-
port a council. 

• An organizing committee of three or more mem-
bers generally is sufficient to handle the organizing 
responsibility. In those states with only three chap-
ters, one of the chapters might want to consider 
taking the lead in forming and performing council 
roles once the council has been established.
The task of organizing a council is simpler than 

forming a new chapter. 

PHASE I: INITIAL ORGANIZATIONAL 
MEETING
The project leader should inform national MOAA’s 
director of Council and Chapter Affairs and re-
quest assistance if needed. For the first meeting, a 
time and location most convenient for a majority 
of chapter delegates, preferably chapter presidents, 
should be chosen.

The first organizational meeting, with the initiator 
of the project presiding, should explore the reasons 
for and against establishing a council. At the end of 
the discussion, there should be a firm decision either 
to proceed with the project or drop it. If the decision 
is to go ahead, the organizing committee should be 
authorized to draft a proposed set of bylaws. (See 
page 16 for sample council bylaws.)

A separate nominating committee should be 
formed to prepare a proposed slate of candidates for 
the elective offices for the first term.

Following the first organizational meeting, chap-
ter delegates should inform members of their re-
spective chapters about the project and the rationale 
behind it. However, it is not necessary at this stage to 
ask chapter members to reach a decision on affiliat-
ing with the council.

The association will reimburse a newly estab-
lished council for necessary and reasonable or-
ganizational expenses up to $750. The organizing 
committee should contact national MOAA’s direc-
tor of Council and Chapter Affairs at the outset 
of the project to determine allowable expenses 
and limitations. Typical expenses for which reim-
bursement may be claimed are costs for stationery, 
secretarial services, printing and mailing, photos, 
etcetera. No reimbursement for travel by the or-
ganizing committee or chapter delegates is autho-
rized. After the council officially is chartered, the 
organizing committee should submit a reimburse-
ment claim with receipts for authorized expenses to 
the director of Council and Chapter Affairs.

PHASE II: CREATING THE COUNCIL
After the bylaws have been drafted and nominees 
for council officers have been selected, the organiz-
ing committee should send copies of the proposed 
bylaws and the names of the council officers and 
nominees to each interested chapter, giving chapter 
leaders and members sufficient time to carefully 
examine them. Following this mailing (hard copy 
or electronic), set a convenient time and place for a 
second organizational meeting. At this meeting, the 
organizing committee should be fully prepared to 
discuss the proposed bylaws and slate of candidates 

Chapter 2
Establishing 
a Council

In the appendices at www 
.moaa.org (in the chapter 

management section), you’ll 
find helpful council and chapter 
documents, links, and more.
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with delegates from all MOAA chapters in the state. 
The chair of the organizing committee should pre-
side at the second organizational meeting. The fol-
lowing items of business should be accomplished:
• Following a full discussion, the council’s pro-

posed bylaws should be amended as necessary 
and approved and adopted by the delegates.

• An initial set of officers should be elected.

Following the second organizational meeting, 
chapter delegates should inform their chapter’s 
members about the actions taken to form the 
council. Each chapter then should decide whether 
or not to affiliate. The decision of each chapter 
should be reported to the organizing committee. 
The chair of the organizing committee should 
submit a written application to national MOAA, 
and include a copy of the council’s bylaws; a list of 
officers and their addresses, email addresses, and 
telephone numbers; and a list of member chapters.

PHASE III: THE CHARTER PRESENTATION
Because of the significance attached to receiving a 
charter, a large, centrally located chapter should host 
a meeting for the charter presentation. The members 
of all member chapters, together with spouses and 
other guests, should be invited to attend. Suitable 
statewide publicity describing the council’s forma-
tion is encouraged.

The Council and Chapter Affairs Department 
should be notified of the proposed date for the 
chartering event. The department then will identify 
a member of MOAA’s board of directors or staff to 
present the charter.

Once a council is established, all chapters within 
the state should affiliate with and actively support it. 

NOTE: Those chapters that opt for independent 
status may have their charter status with national 
MOAA revoked.

The organization of a council of chapters should be 
as simple as circumstances will permit and tailored 
to the needs of the state. For instance, additional 
vice presidents might be required for regional sub-
elements or for councils with large membership.

Although the term “member chapters” is used 
to refer to local chapters affiliated with a council, it 

would be erroneous to regard the council as being 
composed of all members of all member chapters. 
Actually, as the suggested bylaws state, the voting 
membership of the council generally is limited to the 
elected officers of the council and two representa-
tives from each member chapter. However, at the 
discretion of the elected council officers, appointed 
directors and past council presidents also may be 
given voting rights. Others may be called to serve on 
special committees or in appointed positions as the 
business of the council might dictate.

Elected officers of the council generally will come 
from the ranks of former chapter officers and dele-
gates such as past presidents. These members will be 
familiar with council operation. It would be unwise 
to expect an individual to serve both as a chapter of-
ficer delegate and as an elected official of the council.

In the final analysis, the organization and compo-
sition of a council is a matter of choice and personal 
preference on the part of the elected council officers. 
It is they who must determine what organization is 
best for their state.

TERMS OF OFFICE
The terms of office of elected officers should be es-
tablished to provide a continuity of management 
while simultaneously providing for proper and 
effective succession. National MOAA strongly sug-
gests the term of office for key leadership positions 
be at least two years. In addition, election provi-
sions should establish that half the council officers 
be elected in even years and half in odd years. This 
allows for greater continuity and simplicity in con-
ducting council business while easing the task of the 
nominating committee in obtaining nominees.

OFFICERS AND THEIR DUTIES
President
• serves as the chief executive officer and official 

representative of the council;
• presides at all council and executive committee 

meetings;
• appoints standing and special committees, subject 

to the approval of the council, as required in the 
bylaws or otherwise authorized by the council;

• acts as an ex-officio member of all committees 
with voting rights on all except the nominating 
committee;

• confers with the secretary regarding contents of 
notices of meetings, each meeting agenda, and 
distribution of the minutes;

• confers with other officers and chairs regarding 
their scheduled duties and reports; and

• coordinates dissemination of information or 

Chapter 3
Organization
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proposals with other council members that could 
increase the effectiveness of the council.

First Vice President
• serves as parliamentarian;
• performs the duties of the president in the event of 

temporary disability or absence of the president;
• succeeds to the office of president in the event of 

a vacancy during a given term; and
• assists the president when called upon.

Second Vice President
• performs the duties of the first vice president in 

the event of the temporary disability of that office;
• assists the president and first vice president as 

needed; and
• chairs the chapter and satellite development 

committee.

Membership Chair
• oversees the committee’s efforts to retain existing 

members and recruit new ones; 
• oversees the committee’s efforts to establish 

goals and plans, carries out membership-solici-
tation drives, and follows up on leads concern-
ing potential members; 

• recruits committee members who will work to-
gether smoothly and productively; 

• ensures all council and chapter officers are na-
tional MOAA members; 

• coordinates with chapters to ensure they have 
submitted their annual chapter membership ros-
ter to national MOAA. 

Legislative Chair
• executes advocacy-related tasks as directed by 

the council; 
• ensures a designated chapter legislative chair or 

liaison is assigned to each congressional district;
• recommends a council legislative plan for the next 

calendar year and coordinates that plan to ensure 
timely integration of chapter grassroots efforts; and

• chairs the legislative committee.

Treasurer
• collects dues (or assessments);
• maintains an accurate record of all sums the 

council receives and expends;
• deposits all sums received in a council-ap-

proved federally insured bank and arranges 
withdrawal of funds only upon the treasurer’s 
authorized signature or, in the event of the trea-
surer’s disability or absence, the signature of the 
president;

• makes disbursements only as authorized by the 
council;

• files copies of itemized quarterly reports as well 
as copies of the required annual reports;

• makes funds, books, and vouchers available at 
all times for inspection and verification by the 
council or finance committee; 

• establishes an electronic funds transfer account 
with national MOAA; and 

• chairs the finance committee.

Secretary
• records the minutes of all council and execu-

tive committee meetings, including the names 

Secretary

OFFICERS NEEDED FOR A COUNCIL

Immediate Past President

President

1st Vice
President

Treasurer2nd Vice
President

Surviving  
Spouse Liaison

The terms of office of 
elected officers ... for key 

leadership positions [should] be at 
least two years.

Legislative  
Chair

Membership
Chair
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of those present, has the council minutes repro-
duced, and sends a copy to each council officer, 
director, the immediate past president, and each 
member chapter;

• confers with the president in advance of each 
meeting regarding its agenda;

• emails or posts the agenda on the council web-
site at least 30 days in advance of all council 
meetings to officers, chairs, the immediate past 
president, and all member chapters;

• makes available at each meeting copies of the 
approved minutes of each meeting for at least 
the past year, a copy of the current bylaws and 
standing rules, and council rosters;

• notifies national MOAA’s Council and Chapter 
Affairs Department of changes in the council offi-
cers or committee chairs and their addresses; and 

• maintains and stores all council records. (The 
Council and Chapter Affairs Department can 
archive important legal documents.)

Immediate Past President
• The immediate past president should be an active 

officer of the council, subject to the needs of the 
president for counsel and advice, and shall serve on 
such committees as the president might request; and

• assists the second vice president on the chapter 
and satellite development committee.

Surviving Spouse Liaison 
• functions as a point of contact for surviving-

spouse issues with chapter counterparts;
• coordinates directly with national MOAA’s Sur-

viving Spouse Advisory Committee (SSAC); and
• provides information for dealing with questions or 

problems concerning surviving-spouse issues, to 
include legislation and benefits information. To as-
sist the council’s surviving spouse liaison, MOAA’s 
SSAC will provide regular email correspondence 
and, upon request, a copy of MOAA’s publica-
tions and fact sheets relevant to surviving spouses. 
(See the appendix.) Additional information and 

resources (i.e., articles, stories, testimonials, use-
ful publications, etcetera) are available on MOAA’s 
Web Base at www.moaa.org/survivors.

STANDING COMMITTEES
The president is the appointing official of standing 
committees and serves as an ex-officio member of all 
committees. In appointing committees, the president 
should explain clearly the goals and duties of each 
committee. Here are some common committees and 
their suggested duties.

Nominating Committee
A nominating committee has a brief but exceedingly 
important role. The caliber of a slate of candidates will 
have a significant impact on the council’s effectiveness 
for the next term. At an appropriate time prior to an 
election of officers, the committee should submit its 
proposed slate in writing to the council secretary.

Finance Committee
A finance committee is vital to the financial sta-
bility of a council. The committee, chaired by the 
council treasurer, is responsible for inaugurating 
financial management procedures to keep the 
council on sound fiscal footing. A finance commit-
tee should:
• recommend to the council new or revised finan-

cial policies, when appropriate;
• recommend to the council for approval (nor-

mally at the fourth quarterly meeting) a budget 
for the next calendar year;

• recommend to the council, when appropriate, 
changes to the approved budget; and

• exercise general oversight of the council’s finan-
cial affairs and make such reports or recommen-
dations as appropriate.

Legislative Committee
A major objective of a council of chapters should be 
to focus on legislative matters affecting the rights 
and interests of service retirees and active duty mili-

New Chapter 
and Satellite 
Development 
Committee

Public 
Relations 

Committee

STANDING COMMITTEES NEEDED FOR A COUNCIL

President

Nominating 
Committee

Legislative 
Committee

Finance 
Committee
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tary personnel at the federal level and in the state. At 
the federal level, the goal is to have chapter influence 
in each congressional district by assigning a chapter 
legislative chair or liaison for coverage. 

A legislative committee should comprise indi-
viduals who have a keen interest in the legislative 
process at the national and state levels. The commit-
tee has a key role in planning and coordinating the 
council’s legislative affairs. The committee may be 
subdivided into a national affairs subcommittee and 
a state legislative affairs subcommittee, as the situ-
ation dictates. The tasks facing a committee can be 
vast and time-consuming. Chapter 7 of this section 
and Chapter Guidance, Chapter 7 provide more in-
depth information. A legislative committee should:
• monitor national and state legislative develop-

ments that might affect service retirees;
• inform the council and member chapters of 

legislative developments of interest to the 
membership;

• select an email activist to receive weekly legisla-
tive reports or other legislative alerts from na-
tional MOAA and mobilize grassroots efforts, as 
necessary;

• develop a council legislative alert procedure 
capable of responding to requests from national 
MOAA for assistance and of meeting emergency 
needs in the state; and

• provide representation to statewide coordinating 
councils of military-oriented organizations whose 
goals are compatible with the council’s goals.

New Chapter and Satellite Development 
Committee
A viable council of chapters depends on the 
strength and support of member chapters. Growth 
comes from council leadership assisting in:
• forming new chapters or satellites;
• helping chapters effectively use chapter recruit-

ment lists;
• provide training for council and chapter officers; 
• monitoring the health of member chapters; and
• providing assistance to chapters in need of revi-

talization or in possible jeopardy of dissolution.

Chaired by the second vice president (or immedi-
ate past president), the chapter committee should:
• identify areas with real potential for new chapter 

or satellite establishment using demographic 
data from national MOAA;

• review the distribution of assigned ZIP codes 
and distribute new ZIP codes as the post office 
adds them to the state’s inventory;

• assign unassigned ZIP codes to chapters;

• provide guidance and assistance to individuals 
or groups interested in forming a chapter or sat-
ellite; and

• provide assistance to struggling chapters when 
requested. This assistance might be in the form 
of making suggestions on programs and activi-
ties to enhance chapter recruiting or retention 
efforts or sounding an alert to national MOAA.

Public Relations Committee
A public relations or communications committee 
can be of considerable value in handling those func-
tions of the council. This committee’s responsibilities 
are largely dependent upon the aggressiveness of the 
council and the need to keep chapter and commu-
nity members aware of MOAA’s activities.

At a minimum, a council should host a website 
and publish a newsletter and designate an editor 
for such a publication. Publication of a council 
newsletter fulfills a vital council responsibility of 
alerting member chapters to items of interest to 
their membership. Good communication can keep 
a council together and enhance its growth. 

The most common way to enhance commu-
nication among a state’s chapters is to establish a 
council website and social media presence (e.g., 
Facebook, Twitter, and LinkedIn. For more infor-
mation, call the Council and Chapter Affairs De-
partment at (800) 234-MOAA (6622), ext. 168, or 
email chapters@moaa.org.

PERSONAL AFFAIRS OFFICER
In addition to the suggested committees, councils 
are highly encouraged to have a personal affairs of-
ficer position. This individual should:
• function as a point of contact regarding chapter 

counterparts;
• coordinate directly with the benefit and financial 

experts in MOAA’s Transition Center (beninfo@
moaa.org);

• be a source of solutions to questions or prob-
lems about issues, including military rights and 
privileges, survivor benefits and entitlements, 
etcetera; and

• attend the Personal Affairs Webinar or view the 
current archived edition and resource list on 
MOAA’s Web Base.
To assist a council’s personal affairs officer, 

MOAA’s Member Service Center will provide as a 
resource library, upon request, a copy of each of its 
booklets, publications, fact sheets, and other appro-
priate materials. (See the appendix.) The following 
sources of information are available:
• the News Exchange email newsletter (available 
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at www.moaa.org/email) provides information 
on everything from second-career and personal 
finance advice to legislative issues affecting you 
and your family;

• online assistance for personal affairs issues (at 
www.moaa.org, click on Pay and Benefits under 
Access Member Benefits); and

• other personal affairs resources and information 
in the chapters section at www.moaa.org.

For more details or to order publications, call (800) 
234-MOAA (6622) or email msc@moaa.org.

MEETINGS
A council meeting differs from a chapter meeting 
in that a council meeting normally is limited to a 
discussion of purely business matters. A published 
agenda generally is sent to each member chapter 
30 days in advance to permit chapter delegates to 
prepare for the meeting. It might be necessary for 
chapter delegates to get a consensus from their 
membership before attending a council meeting. The 
council secretary should provide member chapters 
with background material available on items requir-
ing a council decision.

The time and place for a council meeting is deter-
mined by the geographic distribution of the member 
chapters. From the standpoint of efficiency and to 
save time and travel expenses incurred by member 
chapter representatives, it might be desirable for 
a centrally located chapter to frequently host the 
meeting. It is important, however, that on occasion 
meetings are hosted by other chapters within the 
state to enhance their sense of participation in coun-
cil affairs. Councils usually meet quarterly, but there 
is no rule about how frequently a council must meet. 
To optimize effectiveness and minimize travel costs, 
some councils have found it beneficial to use tele-
conferences and other virtual meeting options. 

INCORPORATION AND TAX 
EXEMPTION
Generally, councils are encouraged to be incorpo-
rated. Chapter Guidance, Chapter 1 examines the 
subject further. If a council intends to incorporate 
and apply for tax-exempt status, a corporate charter 
must explain clearly the council’s tax-exempt pur-
pose. The requirement that the articles of organiza-
tion limit the organization’s purposes and powers to 

exempt purposes is not satisfied if the limitation is 
contained only in the bylaws or other rules or regu-
lations. Moreover, statements by an organization’s 
officers that it intends to operate only for exempt 
purposes do not satisfy the organizational test. Also, 
the test is not satisfied by fact that the council’s 
actual operations are for exempt purposes. For ad-
ditional information, refer to IRS Publication 557, 
Tax-Exempt Status for Your Organization, which 
provides instructions for completion of Form 1024. 
You can access it at www.irs.gov/pub/irs-pub/p557.
pdf. If a council elects to obtain tax-exempt status, it 
could apply under Section 501(c)(19) of the Internal 
Revenue Code as a veterans’ organization.

NOTE: The tax-exempt status of national MOAA 
does not extend to its independent affiliates. Each 
affiliate must apply for its own exemption.

FINANCES
As with chapters, a council cannot be effective 
without suitable financial support. Accordingly, 
council leaders need to analyze and develop appro-
priate sources of funds such as assessing chapters, 
establishing income from advertising in council 
publications, selling MOAA items to a particular 
council area, and, if appropriate, obtaining interest 
or dividends from investments of funds received by 
bequests, etcetera.

ADMINISTRATION
Standing rules and procedures should be drafted to 
ensure continuity of council administration for such 
things as meeting dates and locations and reim-
bursement of council elected officials for travel, tele-
phone, postage, and other expenses appropriate to 
council operations. Files and lists of personnel and 
their addresses, phone numbers, and other pertinent 
information should be readily available.

It is prudent for council leadership to take the 
appropriate steps to ensure the security and safe-
guarding of all members’ sensitive personal infor-
mation. Any files containing personal information, 
including MOAA-provided email addresses, should 

Chapter 4
Operations

National MOAA may 
provide a representative 

to conduct an officer installation 
ceremony, if requested in 
conjunction with a regular visit.
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be maintained in a secure manner, password-pro-
tected, and accessible only by authorized council 
and chapter officers. 

The installation of new council officers calls for a 
simple but dignified installation ceremony. Under 
normal circumstances, it is suggested this be con-
ducted at the first regular council meeting in the 
year following an election. It is possible to hold the 
installation in conjunction with a member chapter 
meeting, which allows that chapter’s membership 
to feel a closer relationship with the council. If a 
special installation ceremony is held in conjunc-
tion with a luncheon or dinner meeting sponsored 
by a member chapter with chapter members and 
their spouses and guests present, a confirmation of 
the installation may take place at the first regular 
council meeting of the year. Such a confirmation 
might be as simple as the passing of a gavel and re-
linquishing of the chair.

Generally, the most appropriate person to con-
duct an officer installation ceremony is the council’s 
outgoing president. However, national MOAA may 
provide a representative to conduct the ceremony, if 
requested in conjunction with the annual national 
MOAA representative visit outlined in Chapter 1. A 
suggested installation ceremony is provided in the 
appendix.

It is customary for incoming and outgoing coun-
cil presidents to exchange council past-president and 
president pins. See the appendix for more informa-
tion about requesting the pins.

An outgoing secretary should inform MOAA’s 
Council and Chapter Affairs Department of the 
name and pertinent contact information of each 
newly installed officer as soon as possible after the 
election by updating the Council/Chapter Officer 
Form (see the appendix). Even if you didn’t elect 
new officers, we encourage affiliate leaders to review 
the officer listing for their chapter or council to en-
sure national MOAA has accurate information. This 
information is used to send timely and important 
updates to designated individuals in your affiliate. 
(To enter new officers, go to the Council and Chap-
ter Management Web page, and link to the MOAA 
Council/Chapter Officer Form.)

State conventions offer an excellent opportunity for 
chapter members and potential chapter members 
to gather in a relaxed setting to exchange ideas. The 
camaraderie generated at a state convention will 
help spark fresh enthusiasm in chapter membership 
and bring in new members. Ideally, because of the 
planning involved, state conventions should be held 
every two years and should not conflict with the na-
tional association’s annual meeting.

Planning, promotion, and participation are key to 
a successful council-sponsored state convention. The 
first — and most important — phase in convention 
planning is establishing, clearly and concisely, a con-
vention’s objectives. Why is the council sponsoring 
the convention, and what specifically does the coun-
cil hope to achieve?

A convention should blend camaraderie with 
the opportunity to inform, educate, stimulate, and 
rally support for a council’s key priorities such as 
advocacy efforts, chapter recruiting efforts, and 
community-service projects. Guest speakers from 
national MOAA, prominent national figures, and 
local community leaders can assist in meeting these 
objectives. Another technique frequently employed 
to make a state convention interesting is the use 
of break-out sessions to discuss effective chapter 
recruiting or seminars to review benefits and entitle-
ments of military retirees and their families. To be 
successful, a council must establish a definite set 
of convention objectives of interest to the military 
community and general membership, to include 
surviving spouses and spouses. Most of all, it should 
be a fun event participants look forward to.

A council should solicit a member chapter to 
host the convention. In most instances, a council 
simply does not have the manpower to handle ar-
rangements for a state convention, so it must rely 
on the willingness and cooperation of a member 
chapter to do so.

The selection of a host chapter should be made 
at least two years in advance of a planned conven-
tion date to allow adequate time to plan and orga-
nize. Ideally, the host chapter president will be an 
enthusiastic volunteer. A council should give full 
authority to the host chapter to arrange a conven-
tion. At this point, convention objectives become 
important, because they are the goals for a host 
chapter. A council should provide assistance when 
requested, but there should only be one director for 

Chapter 5
Installation 
of Officers

Chapter 6
State Conventions
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convention arrangements. Other member chapters 
should respond quickly to any calls for assistance 
from the host chapter. In addition to participation, 
member chapters play a significant role in promot-
ing a convention.

A host chapter should establish a separate special 
committee for planning and conducting the conven-
tion. In selecting a chair, secretary, and treasurer, the 
host chapter must recognize that convention plan-
ning probably will span two years. Subcommittees 
should be appointed to handle:
• logistics (hotel, convention meeting facilities, 

equipment, meals, transportation, and maps of 
the area);

• entertainment (sports, tours, shows, etcetera);
• finances (establishing a budget);
• hospitality (a local chamber of commerce might 

assist);
• printing;
• programming (agenda, speakers, and workshops);
• publicity (promotion); and
• registration.

FINANCIAL PLANNING
Generally, state conventions are self-supporting. 
Ideally, early in the planning process, a convention 
committee will establish a budget that will result in a 
slight profit. The finance subcommittee should mon-
itor closely all arrangements to ensure they remain 
within budget allocations. 

Frequent adjustments to the initial budget can be 
expected and should be handled with care to main-
tain the delicate balance between profit and loss. The 
convention treasurer should establish a separate ac-
count, apart from the chapter account, for all monies. 
When possible, the council may want to consider 
providing an interest-free loan or grant to the host 
chapter to cover initial expenses. As part of their rela-
tionships with national MOAA, some partners might 
be interested in offering financial support for various 
community-focused projects and programs, including 
state conventions.

An interesting program that is reasonably priced, 
with extensive promotion, will result in good par-
ticipation in the convention. Promotion should 
attract not only all state chapter members but also 
non-chapter national MOAA members in the state 
and nearby states. To assist our councils and chap-
ters in their efforts to promote events and recruit 
new chapter members, national MOAA will email 
council/chapter electronic support messages. (See 
the appendix.)

The earlier the promotion phase starts, the better 
participation will be.

Chapter 7
Legislative Support

(Many more factors must be taken into account 
when planning and conducting a state convention; 
see appendix.) We encourage those involved in plan-
ning a state convention to review the specialized 
training webinar to learn more about organizing 
large functions and the art of event planning. 

FUNDAMENTAL PURPOSE
Strong grassroots advocacy is essential to preserving 
the promises and commitments made to service-
members. Two fundamental purposes of a council of 
chapters are
• furthering MOAA’s legislative objectives and
• protecting the rights and interests of active duty, 

reserve component, veteran, and retired service-
members and their families.

The legislative committee represents the uni-
formed-services community and, therefore, is one 
of the most important committees within a council. 
Service on this committee requires dedication, intel-
ligence, and trustworthiness.
Members should:
• know and respect the basic legislative process;
• be prepared to work and maintain a positive 

attitude;
• know the facts about the issues MOAA supports 

as well as the opposing arguments;
• present MOAA issues factually and unemotion-

ally, with clarity and brevity;
• work with legislators and their staffs to seek sup-

port and understanding of various issues; and
• track legislation during sessions and identify is-

sues that could affect the uniformed services 
community.
In addition to the personal attributes enumerated, 

a legislative committee chair should be a good listener 
who is persuasive, patient, tolerant of opposing views, 
and, most important, familiar with the legislative pro-
cess. He or she should be willing to serve a minimum 
of two years. Legislative committee members likewise 
should be willing to serve a term with staggered de-
partures to provide maximum continuity.

A legislative committee cannot and should not 
be expected to do all the work. The committee can 
formulate the legislative agenda, contact legislators 
and their staffs, testify before legislative committees, 
track legislation during congressional sessions, and 
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report results and voting records. Affiliates, and their 
members, will make or break the program — they 
are the grass roots of MOAA’s legislative network.

Contact and communication with state and na-
tional legislators by voter constituents at the district 
level ensures a successful program. Each member 
chapter and its legislative committee are, in effect, a 
subcommittee of a council’s legislative committee. 
A council, member chapters, and chapter member-
ship form a network of legislative activity. To feed 
that network, an effective flow of factual information 
should be established. A council legislative commit-
tee, in coordination with its chapters, periodically 
should publish notices, fact sheets, and position 
papers. It is imperative that everyone involved in 
the process clearly understand the issue, objectives, 
facts, and plan of attack. Nothing is more devastat-
ing to a program than having conflicting facts pre-
sented by an uninformed membership.

Legislative committee members should bear in 
mind that chapters, councils, and national MOAA 
are, as a matter of necessity, politically nonpar-
tisan. Councils and chapters granted a nonprofit 
status under Section 501 of the Internal Revenue 
Code might jeopardize their status by engaging in 
partisan politics. For council goals to be attained, 
support is needed from both sides. Candidates 
for office should be neither endorsed nor opposed 
publicly. A council legislative committee supports 
or opposes issues, not parties or candidates. The 
views of all candidates on important issues should 
be solicited and published without recommenda-
tion from council members or member chapters so 
each member can vote with a greater understand-
ing of the candidates’ varying positions.

ADVOCACY
Including MOAA’s president, there are 10 registered 
lobbyists at national MOAA who maintain contact 
with Congress and present the association’s positions 
on military issues. A council may select two or three 
members of its legislative committee to function as 
registered lobbyists with the state legislature. These 
members must register with the state legislature and 
ethics commission as prescribed by state law.

Lobbyists are an extension of the legislative staff, 
providing information and ideas that are vital to the 
molding of legislation. Council lobbyists must be 
completely familiar with the issues and able to ex-
press the council’s position with brevity and clarity. 
During the month of August, most elected officials 
will return to their home districts and states to meet 
with their constituents. This is a great opportunity 
for council and chapter leaders to visit their leg-

islators’ local offices and advise them of your and 
MOAA’s concerns on important matters.

To assist you in preparing for these meetings, 
we’ve developed all the tools you’ll need for success. 
Go to www.moaa.org/augustrecess to get informa-
tion about contacting your elected officials, review 
fact sheets, and find talking points on key issues.

We encourage legislative chairs and liaisons to 
learn more about their roles and the responsibili-
ties of the position, grassroots advocacy efforts, and 
legislative priorities by viewing a specialized training 
webinar. (Refer to the appendix for a list of webinars 
and links to them.)

Lobbyists provide a flow of information. They do 
not replace the grassroots membership in each chap-
ter. All council and chapter members are encour-
aged to send electronic MOAA-suggested messages 
to your legislators to remind Congress of various 
MOAA legislative priorities, including that military 
compensation and benefits are critical to sustaining 
a high-quality all-volunteer force. Access the Legis-
lative Action Center at http://capwiz.com/moaa to 
send these messages.

FORMING MILITARY COALITIONS
Several states have broadened their support base 
by forming a coalition of military organizations 
to work on legislative matters of mutual concern. 
Normally, members of such a coalition should in-
clude representatives from state affiliates of MOAA, 
the Reserve Officers Association, the Retired En-
listed Association, the Fleet Reserve Association, 
and other organizations representing officers, war-
rant officers, and enlisted members of the regular, 
reserve component, and retired elements of the 
uniformed services. Support for selected objectives 
also should be obtained from veterans’ organiza-
tions and local affiliates of the Association of the 
United States Army, Navy League, Marine Corps 
League, and Air Force Association. The number of 
individuals in these organizations and their experi-
ence with legislative matters is quite significant. 
Refer to Chapter Guidance, Chapter 7 for addition-
al information about aspects of legislative affairs.

In the appendices at www 
.moaa.org (in the chapter 

management section), you’ll 
find helpful council and chapter 
documents, links, and more.
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Chapter 8
Suggested Council 
Bylaws
The ______________________ Council of Chapters

ARTICLE I — NAME
The name of this organization shall be the                                            
                                   Council of Chapters, hereinafter 
referred to as the council.

ARTICLE II — PURPOSE
The purpose of this council shall be to:
• promote the aims of the Military Officers As-

sociation of America (MOAA), as stated in the 
preamble to the bylaws of that association;

• further the legislative and other objectives of 
MOAA;

• foster fraternal relationships among retired, active 
and former officers of the uniformed services and 
their reserve components;

• protect the rights and interests of retired, active, 
and reserve component personnel of the uni-
formed services and their families and survivors;

• provide useful services for servicemembers and 
their families and survivors;

• serve the community and the nation;
• protect the rights and interests of retired, active, 

and reserve component personnel of the uni-
formed services and their families and survivors 
in matters of state legislation; and

• provide the assistance necessary to member 
chapters to enable them to effectively serve their 
members, their communities, and the nation.

ARTICLE III — STATUS
Section 1. This council shall be a nonprofit, oper-
ated exclusively for the purposes specified in Article 
II above.

Section 2. Officers and appointive officials shall not 
receive any stated compensation for their services, 
but the council may by resolution authorize reim-
bursement of expenses incurred in the performance 
of their duties.

Section 3. Nothing herein shall constitute member 
chapters as partners for any purpose. No member 
chapter, officer, or agent of this council shall be li-
able for the acts or failure to act on the part of any 

other member chapter, officer, or agent; nor shall 
any member chapter, officer, or agent be liable for 
its or their acts or failures to act under these bylaws, 
excepting only acts or failures to act arising out of 
willful misfeasance or malfeasance.

Section 4. The council shall use its funds only to ac-
complish the purposes specified in Article II above.

Section 5. In the event of dissolution of the council 
and after the discharge of all council liabilities, re-
maining assets shall be distributed to the member 
chapters in proportion to their size.

ARTICLE IV — MEMBERSHIP 
Section 1. The membership of the council shall 
be composed of local organizations of officers of 
the seven uniformed services, herein referred to as 
member chapters, which are affiliated with MOAA 
and this council.

Section 2. Any chapter affiliated with MOAA 
should, upon application to and approval by the 
council, become affiliated with said council. Such af-
filiation does not authorize the council to participate 
in the organizational or managerial affairs of the 
chapter unless requested by the chapter.

Section 3. The affiliation of a chapter with the council 
may be canceled by a two-thirds vote of the council.

ARTICLE V — VOTING
Section 1. Except as otherwise provided in these 
bylaws, all questions coming before the council will 
be decided by a majority vote of the voting mem-
bers present and voting. (See additional guidance 
in Section 2.)

Section 2. Voting rights shall be vested in the 
president of each member chapter, or in a delegate 
appointed by the chapter president, and in each 
elected officer of the council. Additionally, at the 
discretion of the elected council officers, appointed 
directors and past council presidents also may be 
given voting rights.

Section 3. Proxy voting shall not be permitted at 
meetings of the council.

Section 4. In urgent matters, the president shall be 
authorized to put questions to a vote by mail, email, 
or telephone.
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ARTICLE VI — FINANCES
Section 1. The council shall operate on a cash basis 
and will not obligate or expend any funds not on 
hand. The council can recommend a per-chapter 
assessment (dues) for approval of each member 
chapter. A two-thirds vote of the member chapters 
on this assessment will be binding on all member 
chapters of the council.

Section 2. The annual dues and budget shall cover 
the calendar year and shall be determined by the 
council at its fourth quarterly meeting of the year for 
the coming year. Dues are payable on or before the 
date of the second scheduled quarterly meeting in 
the following calendar year and delinquent by May 1 
of that year. Any member chapter failing to pay by 
May 1 shall forfeit council membership.

Section 3. Dues shall be paid to the council. The 
total assessment (dues) amount shall be determined 
by multiplying the agreed to per-member assess-
ment by the numerical strength of the active chapter 
membership in good standing as of Dec. 31 of the 
calendar year during which the dues are payable.

ARTICLE VII — MEETINGS
Section 1. There shall be an annual meeting of the 
council during the fourth quarter of each calendar 
year for the receipt of annual reports, the transaction 
of other business, and, every other year, the election 
of officers. Notice of such meetings shall be emailed 
to each officer and appointed official of the council 
and each chapter president at least 30 days before 
the time appointed for the meeting.

Section 2. There shall be a regular council meeting 
in each of the first three quarters of each calendar 
year unless otherwise decided by the president. No-
tice of time and place shall be mailed to each officer 
and official of the council and each chapter president 
at least 30 days in advance of each meeting.

Section 3. The president may call special meetings 
of the council. Notice of any special meeting with a 
statement of time, place, and information as to the 
subject or subjects to be considered shall be emailed 
to each officer and appointed official of the council 
and each chapter president at least 21 days in ad-
vance of each such special meeting.

Section 4. All those with voting rights present at 
any meeting shall constitute a quorum.

Section 5. The rules contained in the current edi-
tion of Robert’s Rules of Order Newly Revised shall 
govern the council in all cases to which they are ap-
plicable and in which they are not inconsistent with 
these bylaws and any special rules of order the coun-
cil may adopt.

ARTICLE VIII — OFFICERS
Section 1. The elective officers shall be a president, 
first vice president, treasurer, and secretary, each of 
whom shall be a member of a member chapter and 
also a member of national MOAA. Other officers of 
the council may be the immediate past president(s) 
and four appointed directors, each of whom shall 
be a member of a member chapter and also a mem-
ber of national MOAA or the spouse of a national 
MOAA member in good standing.

Section 2. The chapter representatives shall elect 
council officers biennially. Each election shall be 
by ballot. Each elected officer shall take office at 
the first regular or special meeting in the calen-
dar year following the election and shall serve for 
a term of two years and until a successor is duly 
elected and installed.

Section 3. Elected council officers and appointed 
directors shall be eligible to serve no more than two 
consecutive two-year terms, for a total service time 
of four years.

Section 4. The first vice president shall fill a vacancy 
in the office of the president automatically. The sec-
ond vice president shall fill a vacancy in the office of 
the first vice president automatically. Vacancies in 
other elective or appointive offices shall be filled as 
the council deems appropriate.

Section 5. The president shall be the principal elect-
ed officer of the council, shall preside at meetings 
of the council, and shall be an ex-officio member 
of all committees, with voting rights for all except 
the nominating committee. The president shall also, 
at the annual meetings and at other times deemed 
proper, communicate to the council such informa-
tion or proposals as would tend to increase the effec-
tiveness of the council. Further, the president shall 
perform such other duties as are necessarily incident 
to the office of president.

Section 6. In the event of the president’s temporary 
disability or absence, the first vice president shall 
perform the duties of the president. In the event of 
the temporary disability or absence of the president 
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and the first vice president, the second vice president 
shall perform the duties of the president. The vice 
presidents shall perform such other duties as the 
president may assign.

Section 7. The treasurer shall maintain a record 
of all sums the council receives and expends, make 
such disbursements as are authorized by the council, 
and prepare or have prepared any and all tax returns 
required by law. The treasurer shall deposit all sums 
received in a federally insured financial institution. 
Funds may be withdrawn only upon signature of 
the treasurer or, in the event of the treasurer’s dis-
ability or absence from the area, the signature of 
the president. The treasurer shall make a financial 
report at the annual meeting or when called upon 
by the president. The funds, books, and vouchers in 
the treasurer’s custody shall at all times be subject 
to inspection and verification by the council or the 
finance committee.

Section 8. The secretary shall provide timely writ-
ten notification of all annual, regular, and special 
meetings of the council, attend all meetings of the 
council, and keep a record of all proceedings. The 
secretary shall maintain the membership records, 
collect the annual dues, and transfer all sums 
received to the treasurer. Further, the secretary 
should also prepare such correspondence as may 
be required and should maintain the council’s cor-
respondence files; prepare whatever administrative 
reports may be required by law; safeguard all impor-
tant records, documents, and valuable equipment 
belonging to the council; and perform such other 
duties as are commensurate with the office or as may 
be assigned by the council or the president.

Section 9. The officers of the council shall not be 
authorized either individually or collectively to 
adopt resolutions or to establish positions in the 
name of the council.

ARTICLE IX — COMMITTEES
Section 1. The president shall appoint such stand-
ing and special committees as may be required by 
the bylaws or as the president may find advisable. 
Such appointments, unless terminated sooner, 
shall expire upon the completion of the president’s 
term of office.

Section 2. The standing committees of the council 
may include a legislative affairs committee, a new 
chapter and satellite development committee, a pub-
lic relations committee, and a finance committee.

Section 3. At the third quarterly meeting, the presi-
dent may appoint a nominating committee of three 
people, each of whom shall be a member of a mem-
ber chapter but not currently an elected officer of 
the council, to nominate candidates for the elective 
offices. At least 60 days before the date of the (fourth 
quarterly) annual meeting, the committee shall no-
tify the secretary in writing of the names of the can-
didates it proposes. The secretary shall include the 
proposed slate in the notice of the annual meeting.

ARTICLE X — AMENDMENTS
The bylaws may be amended, repealed, or altered 
in whole or in part by a two-thirds vote at any duly 
organized meeting of the council. A copy of the 
amendment proposed for consideration must be 
mailed or emailed to each council elected and ap-
pointed officer and each chapter president at least 21 
days before the meeting. 

ARTICLE XI — THE FLAG
The American flag shall be displayed and honored at 
all meetings of the council.

This is to certify that these bylaws were approved 
and adopted at the organizational (or annual or reg- 
ular or special) meeting of the                                          
Council of Chapters at                               on                . 

                                                                                               
Name

                                                                                               
Grade and Service

                                                                                               
President’s Signature   

                                                                                               
Name

                                                                                               
Grade and Service

                                                                                               
Secretary’s Signature



Chapter Guidance
Each chapter is a unique organization, and its structure 
and operation should be in accordance with the 
desires of its chapter members. This section will help 
chapter leaders with the organization and management 
of their chapters. It should be used in conjunction with 

Section I and other information produced 
by national MOAA to assist chapter 
leaders in their leadership roles.
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In the appendices for this 
guide at www.moaa.org (in the 
chapter management section), 
you’ll find helpful council and 
chapter documents, links to 

resources, and more.
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PURPOSE
A chapter’s purpose should be established clearly 
in its bylaws. As suggested in the preamble to the 
national association’s bylaws, a chapter’s minimum 
goals should be:
• to promote the purposes and objectives of 

MOAA;
• to foster fraternal relations among retired, active 

duty, reserve component and former officers of 
America’s uniformed services and their surviving 
spouses and spouses;

• to protect the rights and interests of all members 
of the uniformed services and their families and 
survivors; and

• to support communities and the nation.

CHAPTER NAME
A chapter name should be selected very carefully. 
Ideally, it should be short and simple, contain some 
reference to the chapter’s location, and, of course, 
be acceptable to a majority of members. Good 
examples include the Hampton Roads Chapter, 
Palm Beach - Martin Counties Chapter, Pikes Peak 
Chapter, and Sacramento Chapter. Each council or 
chapter is assigned a chapter code. Providing your 
council or chapter code when you send emails or 
letters helps national MOAA identify your affiliate 
more easily. Your chapter code is used when pro-
cessing membership rosters, uploading members, 
retrieving reports, and providing feedback. 

ADDRESS
Each chapter should have a permanent mailing ad-
dress. A post office box is best, although this carries 
a fee. A permanent mailing address tends to prevent 
interruption of communications when new chapter 
officers take office and eliminates the need for new 
letterhead stationery due to a change in officers. A 
chapter should ensure its post office box is checked 
frequently. As a reminder, a chapter post office box 
should not be for personal use. 

EMAIL
Each chapter should have an email address. Chap-
ters can receive updates from the national asso-
ciation through e-newsletters or via emails from 
MOAA committees, such as the Surviving Spouse 
Advisory Committee. Chapters also can update 

their members with important information in a 
timely manner via e-newsletters.

NOTE: Chapter leadership should take the 
appropriate steps to ensure the security and 
safeguarding of all members’ sensitive personal 
information. Any files containing personal 
information, including MOAA-provided email 
addresses, will be maintained in a secure manner, 
password-protected, and accessible only by 
authorized chapter officers. 

AREA DEMOGRAPHICS
Any given chapter’s area is considered to be the spe-
cific geographic area in which the chapter normally 
conducts membership solicitation drives. It is de-
fined by specific ZIP codes that are identified when a 
chapter is chartered. It should not be so large that it 
will inhibit the establishment of other chapters. This 
does not mean, however, that individuals living out-
side a chapter’s established area are not eligible for 
membership in that chapter. MOAA members are 
free to join any chapter of their choosing.

When establishing a chapter’s geographical 
area, take into account the location of rivers and 
mountains; urban areas; state, county, and city 
boundaries; density of the officer retiree popula-
tion; proximity of other chapters; and presence or 
absence of a military installation. As a general rule, 
a chapter area should not encompass parts of two 
or more states. This is not, however, a hard-and-fast 
rule and should be coordinated through the appro-
priate state councils.

Neither national MOAA nor a statewide council 
of chapters is authorized to play a role in limiting the 
area of a chapter. However, MOAA does rely on a 
state council, if one exists, to review the distribution 
of ZIP codes and to distribute new ZIP codes as the 
U.S. Postal Service adds them to a state’s inventory.

Two chapters established in close proximity to 
one another should work through their state council 
to reach agreement on a definitive line of demarca-
tion for recruiting purposes. 

Keep in mind that MOAA’s Council and Chapter 
Affairs Department prepares lists of prospective 
members to send to chapters for recruiting purposes 
(see Chapter 6). The names are identified based on 
ZIP codes that have been assigned to each chapter. 
To facilitate the accurate production of such lists, 
each council and chapter should keep the Council 
and Chapter Affairs Department advised of the ZIP 
codes included in its respective state or area. They 
should be listed in numerical sequence, for example: 
40301-40302, 40464-40487, 40500-40599, etcetera.

Chapter 1
General Information



2 1MOAA CHAPTER GUIDANCE

SIZE OF MEMBERSHIP
MOAA chapters vary in size from fewer than 25 
members to more than 1,000. The average chapter 
membership is 75 to 100. It is difficult to make gen-
eralizations about optimum chapter size and practi-
cal lower and upper limits. However, it appears that 
a chapter with between 50 and 200 members would 
be large enough to be involved in a broad range of 
activities yet small enough to be cohesive.

The long-term viability of any chapter with only 
20 or 30 members is doubtful and limits the range 
of activities it can undertake. A very large member-
ship often indicates member satisfaction with what 
the chapter offers, but there is some point where 
a chapter, because of its large size and geographic 
area, could lose its cohesiveness. If this happens, a 
council should consider establishing a new or satel-
lite chapter. 

INCORPORATION 
MOAA recommends every chapter become incor-
porated as a nonprofit organization. This is not a 
legal requirement, and many MOAA chapters have 
existed for years without incorporating. Nonethe-
less, an incorporated chapter is recognized as a 
legal entity that may enter into and enforce con-
tracts; acquire, own, and dispose of property; and 
make investments. Corporate status provides for 
the legal continuity of the chapter, and it gener-
ally, though not always, protects officers, directors, 
and members from financial liability for a chapter’s 
acts.

Incorporation is a matter of state law, and any 
chapter considering incorporation should obtain 
legal advice from an attorney licensed to practice law 
in the chapter’s state. As states are eager for the rev-
enue produced by most corporations, they usually 
make the process relatively straightforward and in-
expensive. Articles of incorporation must be drafted, 
signed by the number of incorporators prescribed by 
state law, and filed with the appropriate state official, 
usually the secretary of state. Filing and registration 
fees must be paid.

A chapter’s articles of incorporation, which set 
forth the chapter’s purpose, are separate from its 
bylaws, but the two documents should be consis-
tent with one another. The articles of incorpora-
tion must provide the information required by 
state law, and the bylaws — in effect, the chapter’s 
constitution — should address such matters as 
the chapter’s name, membership eligibility, dues, 
meetings, and governance.

Most states require organizations that have been 
granted corporate status to file an annual report, but 

often a nonprofit corporation need only submit the 
names and addresses of its current directors and of-
ficers. A small annual fee usually is assessed. Failure 
to file a required annual report could result in the 
involuntary dissolution of the corporation, the im-
position of financial penalties, or both.

INCOME TAX EXEMPTION
National MOAA recommends every chapter seek 
exemption from federal corporate income taxes. 
IRS Publication 557, Tax-Exempt Status for Your 
Organization, sets forth procedures for obtaining 
exemption recognition, annual filing requirements, 
and other information. Call the IRS Forms Distri-
bution Center at (800) 829-3676 for a free copy, or 
visit the IRS website at www.irs.gov/formspubs/
index.html. Publication 557 explains how to obtain 
a tax ID number, formally known as an Employer 
Identification Number (EIN). (This is required, 
even though a chapter has no employees.) Use IRS 
Form SS-4, Application for Employer Identification 
Number, or apply for an EIN online at www.irs 
.gov/pub/irs-pdf/fss4.pdf. 

Once your chapter has obtained an EIN, com-
plete and submit two additional forms. The first is 
IRS Form 8718 User Fee for Exempt Organization 
Determination Letter Request, which can be down-
loaded at www.irs.gov/pub/irs-pdf/f8718.pdf. If the 
chapter is “a new organization that anticipates gross 
receipts averaging not more than $10,000 during its 
first four years,” the user fee is $300.

The second form to submit is IRS Form 1024, Ap-
plication for Recognition of Exemption Under Sec-
tion 501(a), which is downloadable at www.irs.gov/ 
pub/irs-pdf/k1024.pdf. When completing this form, 
a chapter should seek recognition of exemption 
under the Internal Revenue Code Section 501(c)(19) 
as a veterans’ organization. For a chapter to qualify, 
at least 75 percent of its members must be past or 
present members of the U.S. armed forces. Many of 
the questions on this lengthy form will not apply to 
chapters. When providing financial data, best esti-
mates are perfectly acceptable.

Although national MOAA is a tax-exempt orga-
nization, it has not been issued a group exemption 
letter because national MOAA does not control 
MOAA affiliates. Each chapter must submit its own 
application for tax exemption.

If the IRS approves a chapter’s Form 1024 applica-
tion, it will issue a determination letter to the chapter. 

A chapter with tax-exempt status and normal 
gross receipts of $25,000 or less is not required to file 
a federal tax return, but it might be required to file a 
one-time information statement to certify its annual 
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income level. To determine whether a chapter has 
reached the $25,000 annual gross-receipts thresh-
old, chapter dues must be counted. Funds that a 
chapter merely collects and passes to another or-
ganization, such as meal costs for a chapter event, 
need not be counted.

See the appendix for additional specialized train-
ing and guidance about the procedures for obtaining 
exemption recognition, annual filing requirements, 
and other pertinent information regarding the tax 
status for your affiliate organization. 

CHECKING ACCOUNT
Chapters should have an independent chapter 
checking account for chapter funds. Setting up this 
account requires an Employer Identification Num-
ber (EIN). (See “Income Tax Exemption,” previous 
page, for instructions on obtaining an EIN.) It is rec-
ommended that each affiliate establish an electronic 
funds transfer (EFT) account with national MOAA. 
The sole purpose of the EFT account is to disburse 
earned monetary incentives under the chapter re-
cruiting program or other reimbursements directly 
into the affiliate’s checking or savings account. See 
the appendix for additional information.

SPECIAL POSTAL RATES
Most chapters can save money by using special 
bulk postage rates for chapter mailings. To learn 
more, visit your local post office or go to www.usps 
.gov. Search for Domestic Mail Manual and click 
on “DMM 703 Nonprofit Standard Mail and Other 
Unique Eligibility.”

STATIONERY
Every chapter, regardless of its size, should use let-
terhead stationery for official correspondence. A letter 
from a chapter president inviting a prominent person 
to speak at a dinner meeting or urging a congres-
sional representative to support certain legislation is 
most apt to make a good impression if typed on good 
bond paper with a well-designed letterhead (especial-
ly because the recipient often judges the organization 
by the appearance and the content of the letter).

Admittedly, cost is a consideration, particularly 
for a small chapter with limited resources. How-
ever, here are a few guidelines to assist chapters in 
designing letterhead:
• Stick to standard business-size paper: 8½ by 11 

inches.
• Give the chapter’s full name and a complete 

mailing address, including ZIP code and (op-
tionally) a telephone number and email address. 
It is suggested the telephone number listed be 
that of an answering service. The cost of an an-
swering service is far less expensive than having 
to change a chapter’s phone number on chapter 
stationery each time the officer delegated to re-
ceive business calls changes office or leaves.

• Emphasize the chapter’s name, and indicate its 
affiliation with national MOAA by using one of 
the following references:

 THE (Full Name) CHAPTER
An affiliate of the Military Officers Association 
of America

     OR

THE (Full Name) CHAPTER
Affiliated with the Military Officers Association  
of America

• If desired, use either the MOAA logo or the 
MOAA shield (but not both together) in the 
letterhead layout. See the appendix for more de-
tailed instructions about the use of these items.

BUSINESS CARDS 
Although purely an optional item, business cards for 
chapter officers certainly are something to consider 
if the chapter can afford them. Some chapter leaders 
also use business cards as a recruiting tool. 

LIABILITY INSURANCE
Any discussion of liability insurance for MOAA 
chapters must begin with the legal doctrine of 
charitable immunity for nonprofit organizations.  
At one time, this doctrine protected charitable enti-
ties from financial responsibility for causing harm, 
but in recent years, it has lost favor in the eyes of 
the law. Today, legal liability for most nonprofit or-
ganizations — including MOAA chapters, whether 
or not they have become incorporated or been de-
clared tax-exempt by the IRS — essentially is the 
same as that of for-profit corporations.

The scope of protection offered by state statutes 
varies greatly. Many apply only to claims of property 
damage or personal injury and not to other types of 
tortuous conduct, such as libel or slander. Some pro-
vide immunity only for uninsured risks, and some 

In the appendices for this 
guide at www.moaa.org 

(in the chapter management 
section), you’ll find helpful council 
and chapter documents, links to 
resources, and more.
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do not protect uncompensated directors against 
claims of gross negligence (as contrasted with simple 
negligence). In this litigious age, neither immunity 
from liability nor scrupulous conduct will guarantee 
board members protection against lawsuits nor the 
substantial costs of defending themselves.

An organization’s board — responsible for that 
organization’s survival — has a duty to conserve 
and protect its assets. This duty is best approached 
through the concept of risk management, which 
starts with risk identification. Identifying a chapter’s 
risks simply means asking what the chapter does 
that might result in a claim. While insurance brokers 
and attorneys can help here, certain common-sense 
questions come readily to mind:
• Are alcohol and/or automobiles — proven 

risk-heighteners — regular features of chapter 
activities?

• Does the chapter meet in the same on-base 
community club each month, where the 
surroundings are familiar, or do members enjoy 
regular changes of scenery?

• Are chapter activities relatively sedate (miniature 
golf) or adventurous (skydiving)?

• Do some members provide transportation for 
other members as a courtesy?

• Is there a designated-driver policy? If so, is it 
followed?

• Are there internal controls on how cash is 
handled?

Once identified, a risk should be analyzed to de-
termine whether it can be reduced to an acceptable 
level or be protected against in some fashion. 

If a risk cannot be eliminated or reduced to an 
acceptable level, insurance becomes very attractive. 
Each chapter is highly encouraged to obtain liability 
for coverage and protection for lawsuits resulting 
from bodily injury and property damage at chapter-
sponsored activities. This includes concession 
stands, dances, banquets, parties, auctions, raffles, 
picnics, and meetings, to name just a few. Coverage 
also would apply for official club or chapter partici-
pation — for instance, participating in a communi-
ty-sponsored event. 

Securing competitive bids generally is advisable, 
provided the comparison process goes beyond price. 
Reading a policy is critical, because an agent’s oral 
representations often cannot be enforced. Also, don’t 
read only the insurance clause — the one that seems 
quite inclusive; it probably is balanced amply by the 
policy’s definitions and exclusions.

The scope of coverage also often is affected by 
whether a policy is written on an occurrence or 

claims-made basis. With occurrence coverage, an 
incident is covered if it occurs within the policy 
period. Coverage under a claims-made policy 
depends on when a claim is filed. If an incident 
occurs during the policy period, but a claim is not 
filed until after a specified later date, the claim 
might not be honored. The occurrence form usu-
ally is preferable but not always available.

Some chapters have asked whether national 
MOAA might obtain a group policy that would 
cover chapters. No carrier would write such a policy, 
because national MOAA does not control the ac-
tivities of chapters and councils. MOAA’s bylaws 
prohibit the association and its affiliates from partic-
ipating in the organizational or managerial concerns 
of the other.

A chapter wishing to purchase liability coverage 
should start with a local, independent insurance 
agent. Such an agent can help the chapter find an in-
surance company that has a strong business presence 
in the chapter’s area. 

Your chapter can receive a no-obligation premium 
liability insurance quotation from Mercer Consumer, a 
service of Mercer Health and Benefits Administration 
LLC. You can find out more in their pamphlet located 
with MOAA’s online chapter management resources.

COUNCIL AND CHAPTER AFFAIRS 
MOAA’s Council and Chapter Affairs Department is 
the focal point for all council and chapter activities 
at national MOAA headquarters.

The department’s responsibilities are to foster 
communication and close cooperation between the 
national association and its affiliates and to provide 
assistance and advice as requested or needed. The 
Council and Chapter Affairs Department performs 
these primary functions by:
• providing information and suggestions intended 

to help in the organization and management of 
councils and chapters. The principal vehicles for 
such information and suggestions are
• the Council and Chapter Policies and 

Procedures Guide;
• The Affiliate, an e-newsletter for council and 

chapter leaders;
• the Council and Chapter Update e-newsletter 

with general information for all council and 
chapter members;

• the Chapters in Action section of Military 
Officer; and

• occasional chapter officer letters and email 
messages.

• providing guidance and assistance in the formation 
of new councils, chapters, or satellite chapters;
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• chapter recruiting brochures;
• certificates of recognition and pins (refer to the 

appendix); and
• MOAA ROTC and Junior ROTC medals and 

certificates (refer to the appendix).
• holding an annual regional Chapter Leaders’ 

Symposium.

VISITS BY NATIONAL REPRESENTATIVES
It is essential members of national MOAA’s board 
of directors and president and senior staff make pe-
riodic visits to MOAA affiliates nationwide to keep 
in touch with the membership. MOAA’s Council 
and Chapter Affairs Department coordinates these 
visits, and all travel expenses for them are borne 
by national MOAA. When a representative from 
national MOAA is scheduled to visit an affiliate, he 
or she will try to visit other affiliates nearby. But 
with more than 450 affiliates across the country 
and limited travel funds, it simply is not possible 
for representatives from national MOAA to attend 
all the meetings they and the affiliates might like. 
Therefore, these following general visitation poli-
cies have been established:
• The Council and Chapter Affairs Department will 

try to arrange for a speaker representing national 
MOAA to visit each chapter every four years.
NOTE: This visit may be in conjunction with an 
installation of officers ceremony, but given the 
number of affiliates, Council and Chapter Affairs 
cannot generally support stand-alone out-of-
cycle installation officer ceremony requests. 

• Chapters needing help invigorating their mem-
bership take precedence. This is especially true 
for a chapter about to relinquish its charter be-
cause of flagging interest or the inability to find 
sufficient volunteers to assume chapter leader-
ship positions.

• Chapters not visited by a MOAA board or staff 
member for more than four years, according to 
existing records, also take precedence.

CHAPTER LEADERS’ SYMPOSIA
Since 1998, MOAA has sponsored an annual re-
gional Chapter Leaders’ Symposium. The funda-
mental purpose of these symposia is to bring fellow 
council and chapter officers together to discuss the 
challenges we face as we work together to strengthen 
MOAA’s council and chapter system. Each year, a 
predetermined number of representatives from each 
council and chapter in a specific geographic region 
are invited to participate in workshops to discuss 
issues and develop recommendations for fostering 
improved chapter management and operations. 

TRAINING
To better address key chapter-management issues, 
national MOAA now offers periodic webinar train-
ing to augment its signature events. No one thing 
influences a chapter’s success more than its leader-
ship, so we hope this new tool will provide you with 
information to make chapter management a little bit 
easier while you address the needs of your members. 

All webinars are recorded and archived so you can 
view them at your convenience from your personal 
computer. See the appendix for a full list and links to 
these recently archived training webinars. 

The most effective way to organize a chapter is out-
lined on the next page. The suggested bylaws on 
page 54 are based on this organizational structure.

CHAPTER LEADERSHIP 
Board of Directors
A board of directors is composed of elected officers 
and directors of a chapter and an immediate past 
president. When possible, the elected directors should 
reflect the composition of the membership by service, 
rank, gender, etcetera. They can be elected annually or 
biennially by the membership at an annual meeting. 
Electing officers biennially gives a board of directors 
much more continuity and simplifies the process of 
conducting chapter business. Changing approximate-
ly half of the elected officers each year (rather than the 
entire slate) has proven to provide for a measure of 
corporate continuity and ease a nominating commit-
tee’s task of obtaining suitable and willing nominees.

A chapter’s board of directors leads chapter affairs 
on behalf of the membership. All chapter members 
should vote on important issues (such as the deter-
mination of annual dues and the establishment of 
positions), but a board of directors should take final 
action on routine matters. Most chapter business 
should be transacted at board meetings, not chapter 
meetings. However, a board of directors is not au-
thorized to adopt resolutions or establish positions 
in the name of the chapter.

Board meetings ideally should be held monthly, 
even if chapter meetings are held less frequently. 
The chapter president chairs all board meetings. 
Committee chairs should attend and participate in 

Chapter 2
Recommended 
Chapter Organization
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all board meetings but should not, unless otherwise 
qualified, be entitled to vote.

Any proceedings of general interest should be 
reported to the chapter’s membership in a chapter 
newsletter or posted to the website.

Elected Officers
The membership elects the officers at each annual 
meeting. If that meeting takes place in November, as 
suggested, the elected officers should be installed at 
the first chapter meeting in the next calendar year. 
(See the appendix.)

A chapter may choose its elected positions, but 
basic offices that should be filled by a regular or sur-
viving spouse member or the spouse of a member are
• president
• vice president(s)
• board of directors

Identifying too many elected positions limits the 
resources to draw on to fill them. Most chapters re-
quire their elected positions to include a treasurer, 
additional vice presidents, and a secretary. Appointing 
individuals to certain nonelected positions often is the 

most expedient way to fill vacancies. Chapters are en-
couraged to use all resources and be inclusive of their 
overall membership, to include spouses and surviving 
spouse members, when filling officer positions.

All elected officers should have an email address 
and opt in to receive relevant communications 
from national MOAA while serving in their elected 
capacity. 

Please help national MOAA keep records up-to-
date on your organization’s leadership. With this in-
formation we can keep you in contact with potential 
new members, other MOAA affiliates, and national 
MOAA staff.

It is recommended that a roster of chapter of-
ficers be readily available via the chapter website 
or newsletter.

See the appendix for a comprehensive listing of 
officer and committee responsibilities. 

President
Any chapter’s success or failure hinges on a presi-
dent’s leadership. The president must chart a course 
for the chapter, be the prime mover in new programs 
and projects, and appoint effective committees for 

President

1st Vice
President

SecretaryTreasurer2nd Vice
President

Board of Directors

Chairman of the Board
Immediate Past President

Elected Directors

Members

Membership 
Chair/ 

Committee

Personal 
Affairs Chair/
Committee

Standing and 
Special

Committees

Legislative 
Chair/

Committee

Program 
Chair/

Committee

CHAPTER 
Chapter officers and committee chairs work with the presi-
dent and board of directors to conduct chapter business.

Transition 
Liaison

Surviving  
Spouse Liaison
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all fields of activity. It is imperative that the selection 
of a chapter president be accomplished carefully. The 
president’s principal duties are to:
• serve as the chapter’s chief elected officer;
• preside at meetings of the chapter and of the 

board of directors;
• appoint all standing and special committees ex-

cept the nominating committee; 
• serve as an ex-officio member, with the right to 

vote, on all committees except the nominating 
committee;

• communicate to the chapter or to the board of 
directors information or proposals to help the 
chapter achieve its mission;

• serve as the chapter’s principal delegate to the 
state council of chapters;

• appoint liaison representatives to local military 
bases by formal letter to the base commander, 
when or where appropriate; and

• perform other duties as are necessarily incident to 
the office of the president.

The suggested bylaws on page 54 indicate an indi-
vidual should not serve as president for longer than 
two consecutive one-year terms or, if elected bienni-
ally, two consecutive two-year terms. Some chapter 
presidents have served their organizations with great 
dedication and ability for a number of years and, as 
a general rule, having an interested, competent indi-
vidual serving as president is more important than 
following a guideline that directs election at specified 
times. However, there are distinct benefits to having 
regularly scheduled elections and installing new lead-
ership at specified intervals. Chapters and their board 
independently must decide what’s best for them.

Vice Presidents
First and second vice presidents must be prepared to 
perform the duties of the next higher office should it 
be vacated, either temporarily or permanently.

Each vice president serves as a member of the 
board of directors and performs other duties the 
president might assign. It is common and highly rec-
ommended that a vice president serve as a commit-
tee chair — for instance, a membership committee.

Some chapters follow a policy, which has much 
merit, of grooming selected members for the office 
of the president by advancing them upward through 
an established sequence of offices. By the time this 
person assumes the presidency, he or she will have 
become thoroughly familiar with the chapter’s pro-
grams and methods of operations.

If this practice is followed, a nominating commit-
tee should consider these points: 

• As much consideration should be taken in select-
ing a second vice president as commonly is taken 
in choosing a president.

• The process of progression should not be so firm 
that the nominating committee cannot deviate 
from it, if circumstances dictate.

Treasurer
The treasurer’s principal duties are to:
• collect annual dues;
• maintain a record of all monies received and ex-

pended by the chapter;
• make disbursements authorized by the chapter or 

board of directors;
• deposit all sums received in a financial institution 

approved by the board of directors;
• make a financial report at the annual meeting or 

when requested by the president;
• recommend to the board of directors, when ap-

propriate, new or revised financial policies; and
• recommend to the board of directors, for ap-

proval prior to an annual meeting, a budget for 
the next calendar year.

Funds, books, and vouchers the treasurer main-
tains are subject to inspection and verification by 
a board of directors, which can be in the form of a 
formal audit. Audits should be performed every four 
years or when a new treasurer is elected. The trea-
surer can be bonded at the discretion of the board of 
directors (this precaution generally is unnecessary).

Secretary
A secretary is key to maintaining a chapter. The re-
sponsibilities are numerous, the workload is heavy, 
and the performance directly affects the chapter’s 
success in all fields of activity. The secretary’s princi-
pal duties are to:
• provide members with timely written notification 

of all annual, regular, and special chapter meet-
ings, generally by means of a chapter newsletter 
(Typically, it is not advisable for the secretary to 
also serve as editor of the chapter newsletter.);

• maintain a record of all proceedings at chapter 
and board meetings;

• provide board members with timely written noti-
fication of all meetings of the board of directors;

• process membership applications;
• maintain or oversee the maintenance of chapter 

membership records and ensure a list of chapter 
members is sent to MOAA’s Council and Chapter 
Affairs Department at least once a year;

• prepare required correspondence;
• maintain a chapter’s correspondence files;
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• prepare reports and returns;
• maintain and safeguard all important records and 

legal documents and ensure they are passed on to 
a successor;

• maintain and safeguard valuable equipment (such 
as U.S. and chapter flags) belonging to the chap-
ter; and

• perform other duties that are commensurate with 
the office or as might be assigned by the board of 
directors or the president. 

Chapter secretaries should ensure updated chap-
ter officer information is furnished to the Council 
and Chapter Affairs Department as soon as possible 
following leadership changes. (See appendix.) Even 
if you didn’t elect new officers, we encourage affiliate 
leaders to review the officer listing for their chapter 
or council to ensure national MOAA has accurate 
information. This information is used to send timely 
and important updates to designated individuals in 
your affiliate. (To enter new officers, go to the Coun-
cil and Chapter Management Web page, and link to 
the MOAA Council/Chapter Officer Form.)

Personal Affairs Officer 
If a personal affairs committee is not established 
within a chapter, designating a personal affairs of-
ficer is strongly encouraged. A personal affairs offi-
cer serves as the primary point of contact for issues 
associated with military rights and entitlements, 
with special emphasis on survivor benefits infor-
mation. A personal affairs officer is expected to 
deal directly with the benefits and finance experts 
in MOAA’s Transition Center.

To assist a personal affairs officer, MOAA’s 
Member Service Center will provide, upon request, 
a copy of each of its booklets and fact sheets as a 
resource library (refer to the appendix) as well as 
other appropriate materials. Online assistance for 
personal affairs issues is available on MOAA’s Web 
Base, www.moaa.org. Look for pay and benefits in-
formation in the member benefits section.

Chapter Transition Liaison/Professional Net-
working Representative (recommended)
Servicemembers who take advantage of national 
MOAA’s career-transition services often have recent-
ly completed or are about to complete service with 
one of the uniformed services. This makes them 
prime candidates for chapter membership. 

MOAA strongly encourages its chapter presi-
dents to appoint a chapter transition liaison/
networking representative as the primary point of 
contact in the chapter for MOAA members and 

their spouses who are in the process of relocating 
to the chapter’s geographic area. The ideal candi-
date is established in his or her second career or is 
active in the community. In addition to sharing job 
opportunities and local networking opportunities 
with a servicemember in transition, a chapter tran-
sition liaison/professional networking representa-
tive is encouraged to share all job opportunities 
with his or her state council’s transition coordina-
tor and national MOAA. A chapter transition liai-
son/professional networking representative should 
join national MOAA’s state networking program 
and register as a networking contact with national 
MOAA’s networking database. If possible, a chapter 
transition liaison/professional networking repre-
sentative should attend all Marketing Yourself for a 
Second Career lectures in his or her area. 

The first priority of a chapter transition liaison/
professional networking representative is to provide 
transition assistance to servicemembers. A liaison 
may provide advice on his or her professions (pres-
ent or past) or on how to network more effectively 
in the geographic area where he or she resides, give 
general tips from his or her own transition experi-
ence, and put servicemembers in touch with other 
chapter members with similar career interests. A 
chapter transition liaison/professional networking 
representative also should be knowledgeable about 
the local community, area schools, desirable and 
less desirable neighborhoods, etcetera. Essentially, a 
chapter transition liaison/professional networking 
representative’s responsibilities are not unlike what 
a sponsor would provide an officer and his or her 
spouse during a PCS move. 

Once settled, a servicemember and his or her 
spouse should be invited to a chapter function and 
encouraged to join national MOAA’s network-
ing program — an optimal way to reach currently 
serving, former, and second-career officers and 
keep them involved in a chapter. All state net-
working coordinators, chapter transition liaisons/
professional networking representatives, and other 
MOAA networking contacts are listed on the na-
tional association’s database. Email tops@moaa.org 
for more information.

A chapter networking 
representative’s 

responsibilities are not unlike what 
a sponsor provides an officer and 
his or her spouse during a PCS.
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Chapter transition liaisons/networking represen-
tatives also may want to familiarize themselves with 
MOAA’s veterans service officer program. Email 
MOAA’s national service director at emailing vso@
moaa.org for more information. 

Surviving Spouse Liaison 
Surviving spouse members represent almost 15 per-
cent of MOAA’s membership. These members pos-
sess skills and talents from years of shared military 
experience, understand the challenges of military 
life, and are aware of the sacrifices made by service-
members and their families. Surviving spouse mem-
bers can provide support to your chapter by filling 
leadership positions (either on the board or on a 
standing committee), assisting a personal affairs of-
ficer, improving recruiting and retention initiatives, 
or contributing to grassroots advocacy.

Each chapter president is encouraged to appoint a 
surviving spouse member as a surviving spouse liai-
son who is the primary point of contact on legislative 
and benefits-information issues concerning surviving 
spouses. A surviving spouse liaison is expected to 
work directly with the national association’s Surviving 
Spouse Advisory Committee (SSAC).

The SSAC assists chapter surviving spouse liai-
sons by providing regular email correspondence 
and, upon request, MOAA publications and fact 
sheets relevant to surviving spouses. Chapter surviv-
ing spouse liaisons also can find helpful resources 
(i.e., articles, stories, testimonials, useful publica-
tions, etcetera) on MOAA’s Web Base at www.moaa 
.org/survivors. 

Major publications relevant to surviving spouses 
include:
• Help Your Survivors Now: A Guide to Planning 

Ahead
• SBP: Security for Your Survivors
• Aging Into Medicare and TRICARE For Life
• Your Guide to Military Burials
• Survivor’s Checklist: First Steps for Moving On
• Survivor’s Guide
• “Keys to Continuing Eligibility” fact sheet

To order MOAA publications, call MOAA’s Mem-
ber Service Center at (800) 234-MOAA (6622) or 
email auxcomm@moaa.org. Publications also are 
available for download on MOAA’s Web Base.

COMMITTEES
A president-elect’s first — and probably most im-
portant — task is the selection of members to serve 
on the committees required by the bylaws, as well 
as any necessary additional standing and special 

committees. The selection of committee chairs es-
pecially is important.

A president-elect should carefully survey the en-
tire chapter membership, decide who would serve 
most effectively as committee chairs, and privately 
persuade each one to accept the position. The first 
and second vice presidents and elected directors 
should not be overlooked as prime possibilities for 
appointment as committee chairs.

Once selections have been made, the new chairs 
should be encouraged to select and recruit commit-
tee members who will work together smoothly and 
productively.

When looking at members for possible commit-
tee service, consider presently underrepresented 
member groups, such as surviving spouse members, 
guardmembers and reservists, etcetera. Often, new 
committee members bring a fresh point of view and 
prove to be enthusiastic and dedicated supporters of 
chapter activities.

APPOINTMENTS
It is the president — even if other chapter members 
are involved in the selection process — who appoints 
all standing and special committees, except the nomi-
nating committee. However, these appointments are 
subject to the approval of a board of directors.

If possible, a newly installed president should an-
nounce committee assignments immediately after 
the installation so the new administration can begin 
functioning without delay.

STANDING COMMITTEES
Ideally, a chapter should have the following standing 
committees: 
• legislative
• membership 
• programs 
• personal affairs

Under certain circumstances, if a chapter is large 
or engaged in an unusual number of activities, one 
or more additional standing committees might 
prove useful. As previously noted, chairs of standing 
committees should attend and participate in board 
of directors meetings but should not, unless other-
wise qualified, be entitled to vote.

COMMITTEE RESPONSIBILITIES
Legislative Committee
A legislative committee, under the general direction 
of the board of directors, should:
• serve as a single point of contact to influence 

federal advocacy efforts in their congressional 
districts;
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• monitor local, state, and national legislative 
developments that might affect servicemembers, 
veterans, and retirees and their families, or 
national security;

• keep the chapter’s board and members informed 
about legislative developments of particular 
interest;

• recommend to the board, when appropriate, new 
or revised policies or objectives in the field of 
legislative affairs;

• execute tasks related to advocacy the board of di-
rectors specifically might direct or authorize;

• liaise with other local organizations concerned 
with military, veteran, or retiree issues, with a 
view to obtaining their support for the achieve-
ment of the chapter’s legislative objectives;

• liaise with the legislative committee of the state 
council of chapters and with MOAA’s Govern-
ment Relations Department regarding state and 
national political offices on matters of vital inter-
est affecting servicemembers, veterans, and retir-
ees and their families, or national security;

• ascertain and disseminate to chapter members, 
but not the general public, the records and posi-
tions of candidates for local, state, and national 
political offices on matters vitally affecting ser-
vicemembers, veterans, and retirees and their 
families thereof, or national security; and

• as far as possible, establish and maintain good 
working relationships with local, state, and na-
tional legislators (and their key staff members) 
representing voters in a chapter area.

A legislative committee should consist of at least 
three members. Continuity of membership is impor-
tant, because usually little can be accomplished in 
the course of a single year. We encourage legislative 
chairs and liaisons to learn more about the roles and 
responsibilities of the position, grassroots advocacy 
efforts, and legislative priorities by viewing a special-
ized training webinar (see appendix).

Committee members should be assigned respon-
sibility for monitoring legislative developments at 
each of the three levels of government: local, state, 
and federal. For example, at the local level, follow 
local elections, city or county ordinances, and local 
tax proposals as they affect servicemembers. At 
the state level, follow statewide legislative matters 
as they relate to veterans’ issues, taxes on military 
retired pay, and support for military families. At 
the federal level, working with a state council and 
national MOAA, assign one or more legislative 
liaisons to maintain contact with congressional 
representatives in a chapter’s area. During the 

month of August, most elected officials will return 
to their home districts or states to meet with their 
constituents. This is a great opportunity for council 
and chapter leaders to visit legislators’ local offices 
and advise them of their and MOAA’s concerns on 
important matters.

To assist you in preparing for these meetings, 
we’ve developed all the tools you’ll need for suc-
cess. Each August, MOAA publishes an online 
guide about contacting your elected officials, re-
viewing fact sheets, and getting talking points on 
key issues.

Many states have legal restrictions on lobbying, 
and these vary widely from state to state. Before en-
gaging in any form of advocacy, a legislative commit-
tee should become thoroughly familiar with pertinent 
provisions of state law, especially requirements for 
registration and for filing of financial reports.

A legislative committee should understand a 
chapter must be politically nonpartisan. As an 
organization, a chapter should not support or op-
pose any candidate for political office (see Chapter 
Guidance, Chapter 7). However, a legislative com-
mittee can and should make a deliberate effort to 
inform its membership of the records and positions 
of opposing candidates so they are well informed 
when voting.

A legislative committee also can arrange for op-
posing candidates to speak at chapter meetings. The 
committee can prepare and submit written questions 
on a few selected issues to the various candidates 
and publish the replies in a newsletter. However, care 
must be exercised to avoid displaying any bias with 
questions that are asked.

Membership Committee
A membership committee’s responsibility, under the 
general direction of a board of directors, is to retain 
existing members and recruit new ones. Although 
every chapter member should be considered a recruit-
er, the membership committee should establish goals, 

A chapter must be 
politically nonpartisan. As an 

organization, a chapter should not 
support or oppose any candidate for 
political office. However, a legislative 
committee can and should make 
a deliberate effort to inform its 
membership of candidates’ positions.
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plan and carry out membership-solicitation drives, 
and follow up on leads concerning potential members.

Ideally, three to five individuals should serve on a 
chapter’s membership committee, depending on the 
number of potential members in the chapter’s area, 
the size of the area, and the size of the chapter. It is 
helpful to have committee members living in vari-
ous parts of the chapter area so they easily can make 
personal contact with prospective members.

Every spring, national MOAA provides to each of 
its chapters a recruiting list, which can serve as the 
foundation for the chapter’s annual recruiting cam-
paign. These lists contain the names of active duty, re-
tired, and former officers and surviving spouses who 
live in the chapter’s catchment area but don’t belong to 
the chapter. In addition, we periodically ask national 
MOAA (non-chapter) members to share their email 
addresses with their local chapter. Each recruiting list 
will incorporate all the national MOAA (non-chapter) 
member email addresses that have opted in for this 
correspondence from those living within a chapter’s 
geographic area for membership.

More detailed information and suggestions for 
recruiting new members are covered in Chapter 
Guidance, Chapter 6. See the appendix for a sample 
membership recruiting letter.

Programs Committee
A programs committee, under the general direction 
of the board of directors, should plan and execute a 
program of activities consistent with the purposes 
of the chapter and the desires of the membership. It 
is vital planned activities be varied and appeal to all 
members so they will want to participate and remain 
chapter members.

Both long- and short-range planning is required. 
Long-range planning entails the development of 
a schedule of activities for a full year. Short-range 
planning involves detailed plans and arrangements 
for individual activities.

The programs committee should make a con-
scious effort to inject a measure of imagination and 
variety into its schedule of activities. Though most 
often members might prefer a monthly dinner or 
luncheon meeting with a guest speaker, consider 
offering something different from time to time (for 
examples, see Chapter Guidance, Chapter 6).

A programs committee should recognize that 
getting good speakers for chapter meetings requires 
adequate lead time to identify an interesting speaker 
and allow sufficient time to publicize an event once 
a speaker has agreed to attend a chapter meeting. An 
invitation to speak should be extended at least two 
— preferably three — months before an event.

If a speaker cancels at the last minute, have a 
speaker who is available on short notice in reserve. 
A chapter member with unique expertise can fill this 
role nicely.

Personal Affairs Committee
Though a personal affairs committee’s role will vary 
depending upon chapter needs, it should:
• when called upon, provide information to mem-

bers and survivors about their entitlements;
• when called upon, help members and survivors 

in the submission of inquiries, applications, and 
claims to governmental agencies such as the VA, 
military personnel offices and finance centers, 
and Social Security offices;

• in a case of serious illness or death, express sym-
pathy to the next-of-kin and offer assistance as 
needed; and 

• keep members informed, generally by means of a 
chapter’s newsletter, about facilities and services 
available in the area such as commissaries, ex-
changes, hospitals, dispensaries, and officers’ clubs.

Unless a chapter is exceptionally large or covers 
an unusually large area, a personal affairs commit-
tee comprising three to five members should be 
sufficient. It also is helpful if at least one committee 
member has experience in a field related to personal 
affairs, such as personnel administration, and it also 
is prudent if at least one committee member is a 
surviving spouse member. Where possible, include 
representatives from all military services on the 
committee, so a committee member of the appropri-
ate service can handle each case. 

Create a library of essential personal affairs pub-
lications to help a personal affairs committee do its 
job effectively. Include all MOAA personal affairs 
publications (see appendix) as well as information 
available from local VA and Social Security offices.

A personal affairs committee should provide an 
up-to-date list of the telephone numbers, mailing ad-
dresses, websites, and email addresses of the following:
• the local military retiree activities offices or of-

fices that have appointed survivor assistance of-
ficers;

• the Defense Finance and Accounting Service 
Center and the finance centers for the U.S. Coast 
Guard, NOAA, and the U.S. Public Health Service;

• the nearest VA regional office: (800) 827-1000;
• the nearest Social Security office: (800) 772-1213;
• MOAA’s Member Service Center to connect with 

benefits and finance experts in MOAA’s Transi-
tion Center: (800) 234-MOAA (6622) or beninfo 
@moaa.org; and
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• a local veterans service organization (VSO), such 
as the American Legion, the Disabled Ameri-
can Veterans, or the Veterans of Foreign Wars. 
MOAA’s national service director also might be 
able to assist with access to VA benefits. Contact 
MOAA’s VSO staff by emailing vso@moaa.org. 

While providing information and counsel, a per-
sonal affairs committee should handle only relatively 
simple questions and problems that have readily 
determinable answers and solutions. Refer complex 
questions and problems to the benefits and financial 
experts in MOAA’s Transition Center or to MOAA’s 
national service director if member questions per-
tain to veteran and survivor disability claims.

If, in the case of a member’s death, an active 
duty officer stationed nearby has been appointed 
as a survivor assistance officer (appointed by the 
services as available), a personal affairs committee 
should not attempt to duplicate these functions. In 
this situation, a personal affairs committee can be 
most helpful by giving a survivor someone to talk 
to initially and someone to turn to later if neces-
sary, after the survivor assistance officer has com-
pleted his or her assignment.

To assist a personal affairs committee, MOAA’s 
Member Service Center will provide, upon request, 
a copy of each of its publications, checklists, and fact 
sheets as a resource library (see appendix) as well 
as other appropriate materials. Additionally, online 
assistance for personal affairs issues is available on 
MOAA’s Web Base, www.moaa.org. 

SPECIAL COMMITTEES
A nominating committee is the only special, or ad-
hoc, committee required by a chapter’s bylaws. From 
time to time, it might be expedient for a president to 
appoint a special committee to deal with a particular 
problem or requirement. An example is a bylaws-
revision committee. A special committee’s term ends 
when it has completed its assigned task.

Nominating Committee
A nominating committee has a brief but exceed-
ingly important role. In its hands rest a chapter’s 
prospects for growth or decline. A nominating 
committee develops a proposed slate of elective of-
ficers and directors for the next calendar year and 
determines their willingness to serve, if elected. A 
nominating committee should submit its proposed 
slate, in writing, to the secretary at least 30 days be-
fore an annual meeting. This committee’s term ends 
once this goal is accomplished.

Appointed by a board of directors at least 60 days 

before the annual meeting, a nominating commit-
tee should comprise five people, none of whom are 
elected officers or members of the board of directors.

ADJUNCT ORGANIZATIONS
Many chapters, particularly larger ones, establish or-
ganizations to help a parent chapter be more active, 
effective, and successful.

A spousal organization is one type of adjunct orga-
nization that is frequently found at the chapter level. 

These types of organizations should not be estab-
lished simply for MOAA surviving spouse members, 
who are national MOAA members and entitled and 
encouraged to participate fully as chapter members. 
Chapter surviving spouse liaisons also can find 
helpful resources (i.e., articles, stories, testimonials, 
useful publications, etcetera) on MOAA’s Web Base 
at www.moaa.org/survivors. Membership should be 
open to all spouses. 

A second type might be for those individuals 
that are interested in supporting the chapter but do 
not have MOAA or chapter membership eligibility. 
Voices for America’s Troops (Voices) is a 501(c)(4) 
nonprofit nonpartisan advocacy organization whose 
purpose is to support a strong national defense and 
sustain a top-quality, all-volunteer force. Voices is a 
subsidiary of national MOAA.

An adjunct organization president or chair is 
included as an ex-officio member of a chapter’s 
board of directors to maintain good communication 
between the two organizations and keep their objec-
tives and activities properly coordinated.

NOTE: Organizationally, an adjunct organization 
is a subsidiary of a MOAA chapter, but it cannot 
be chartered as an affiliate of national MOAA. 
MOAA’s bylaws restrict affiliation to any organiza-
tion of officers of the services, and an auxiliary 
organization could not be construed as an orga-
nization of officers because not all members are 
officers, former officers, or retired officers.

ELIGIBILITY REQUIREMENTS
Eligibility requirements for chapter membership 
should be the same as those for association member-
ship (except in the matter of honorary membership). 
The following people should, therefore, be eligible 
for chapter membership:

Chapter 3
Membership
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CLASSES OF MEMBERSHIP
Regular Members
Men and women who are or have been federally 
commissioned in one of the seven U.S. uniformed 
services (Air Force, Army, Coast Guard, Marine 
Corps, NOAA, Navy, and Public Health Service). 
These include:
• officers (whether drawing retired pay or not) on 

retired lists;
• active duty officers;
• warrant officers;
• reserve component officers; and
• former officers separated under conditions ac-

ceptable to a board of directors.

Surviving Spouses
Survivors of former national MOAA members who 
are deceased or survivors of deceased individuals 
who would, if living, be eligible for membership.

NATIONAL MOAA MEMBERSHIP 
CATEGORIES
In 2013, MOAA introduced a new membership 
model that includes three membership categories for 
members to choose from as they consider member-
ship in our organization. The success of this model 
depends upon our ability to move members through 
the continuum of membership from Basic to Pre-
mium to Life membership as they learn more about 
all MOAA has to offer them at every stage of life and 
career. As Chapter and Council leaders, you’re in the 
ideal position to encourage current and prospective 
members to explore the next level of membership. 
As we strengthen our engagement with these indi-
viduals, we are likely to recognize more involved 
members at the chapter and national levels.

Basic Membership
Basic membership serves as an introduction to 
MOAA membership and is free for all officers. With 
it come retail and travel discounts, electronic access 
to MOAA news updates, and support of critical advo-
cacy efforts to protect military benefits. A valid email 
address is required for this membership category.

Premium Membership
Premium membership allows officers to take advan-
tage of everything MOAA has to offer for an annual 
membership fee. Premium members will gain access 
to an extensive suite of tools and resources.

Life Membership
This category offers the greatest value to officers in 
any stage of life and career. Life members receive 

all the benefits of Premium membership, plus 
more, for life. Once MOAA members sign up for 
Life membership, benefits will be made available to 
their spouses for their lives as well.

Honorary Members
A board of directors should be empowered to grant 
honorary membership to certain individuals in rec-
ognition of their services to the nation, the military 
community, or the chapter. This practice can be 
helpful in establishing good relations with influen-
tial people but should not be overdone to the extent 
that honorary membership loses its significance.

Normally, an individual eligible for regular or 
surviving spouse membership is not eligible for this 
type of membership. However, if an eligible indi-
vidual holds an elected or appointed office at a local, 
state, or national level, this type of membership 
could be granted for a term of office. 

A board of directors can grant honorary mem-
bership status to foreign officers not eligible for an-
other class of membership. Regular and surviving 
spouse members can recommend an individual for 
honorary membership. Submit recommendations, 
in writing, to a board of directors. Honorary mem-
bers do not have voting rights. Honorary members 
normally are not assessed dues, but a board of 
directors may elect to do so. National MOAA does 
not have the capability to include honorary mem-
bers in chapter rosters.

VOTING RIGHTS
Regular and surviving spouse members in good 
standing may vote on any matter submitted to the 
chapter membership for decision. Based upon the 
chapter by-laws, consideration may given to au-
thorize voting rights to spouses of national MOAA 
members serving in chapter officer positions.

MEMBERSHIP TERMINATION
A member may terminate affiliation with a chapter 
at any time. There are no formal procedures.

Nonpayment of dues certainly is sufficient cause 
for dropping a member from a chapter’s rolls, but it 
should be done only after repeated attempts to col-
lect have failed. A member who has been disaffili-
ated from the chapter for nonpayment of dues can 
be reinstated upon reapplication for membership 
and payment of dues for the current year.

A board of directors may ask a member to disaf-
filiate for good and sufficient cause, after he or she 
has been given an opportunity to be heard.
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MEMBERSHIP APPLICATIONS
Ideally, each chapter should prepare a chapter-
unique membership application that includes a brief 
summary of the history of the chapter and key activ-
ities the chapter supports. If this is cost-prohibitive 
or if a chapter would prefer, national MOAA offers a 
generic chapter membership application, “You Can 
Make A Difference — Join Your Local MOAA Chap-
ter.” To order copies of this application, call MOAA’s 
Member Service Center at (800) 234-MOAA (6622) 
or email msc@moaa.org.

Applications for membership should be acknowl-
edged promptly. A chapter secretary should mail or 
email a welcome letter to each new member imme-
diately following approval of the membership, along 
with a copy, if possible, of the membership directory 
and the most current newsletter.

A board of directors may accept or reject any 
membership application. However, no applicant who 
otherwise is qualified shall be denied membership 
on the basis of race, religion, or gender. Likewise, 
no applicant who otherwise is qualified should be 
denied membership on the basis of his or her rank, 
service affiliation, or commissioning status, such as 
a former officer versus a retired officer or regular 
officer versus a reserve component officer. A board 
of directors should prohibit any informal rules con-
doning such discrimination.

NOTE: National MOAA and chapter membership 
are two separate memberships. Please report new 
chapter members via the online Chapter Member 
Gain Form at www.moaa.org/chapterreporting. 
This online option simplifies and automates the 
process of reporting new members. Submission of 
a spreadsheet to chapters@moaa.org is acceptable 
but might take longer for you to receive possible 
monetary incentive credit for new chapter gains. 
Learn more in the appendix.

MEMBERSHIP ROSTERS
MOAA’s ability to provide chapters with accurate 
lists of potential chapter members depends, in large 
part, on the receipt of current membership informa-
tion from chapters. It is extremely important that all 
chapters submit an up-to-date end-of-year chapter 
membership roster to national MOAA by Feb. 1 on 
an annual basis. It is preferable that submissions be 
electronic and in standardized format (see the ap-
pendix for more details).

If a chapter is establishing a database, MOAA’s 
Council and Chapter Affairs Department can provide 
correctly formatted chapter membership information. 
In addition, each time the department receives and 

updates a chapter membership roster, it will return a 
copy of the updated roster, in the prescribed format, 
to that chapter.

Note: Please use MOAA’s TAPS form, available by 
searching “TAPS” at www.moaa.org, to submit a 
death report for a member of your chapter. 

MEMBERSHIP DIRECTORIES
Some chapters periodically publish and distribute a 
membership directory — essentially an alphabetical 
listing of the chapter members. Though it can be a 
useful tool for communication, a directory is not es-
sential and can be costly to produce. Note: To protect 
member privacy, the directory should state clearly:

“This directory is published for the personal 
information and use of chapter members and their 
spouses. It must not be used for any type of solicita-
tion or for a purpose not in the best interests of this 
chapter and its members. Ensure this directory is 
kept out of the possession of any person or organiza-
tion that might misuse it.”

CONFORMING TO MEMBERS’ DESIRES
Obviously, plans for chapter meetings and other 
activities should reflect members’ preferences when 
possible. However, remember that ordinarily no one 
type of activity will appeal to every chapter member. 
Therefore, a variety of activities is key. Chapter activ-
ities should be varied to reach out to as many groups 
of members as possible and to enhance recruiting 
and retention efforts.

To determine activities and programs members 
are interested in, periodically distribute a ques-
tionnaire. Feedback can identify activities new 
members might be interested in as well as changing 
preferences of existing members. A relatively short 
survey or questionnaire with a few yes-or-no or 
multiple-choice questions is suggested to enhance 
the return rate.

FREQUENCY OF MEETINGS
Most MOAA chapters schedule monthly meetings, 
however some meet every other month, and a few 
meet quarterly. Most chapters schedule regular 
meetings on the same day of each month to enhance 

Chapter 4
Meetings and 
Other Activities
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attendance. Augment a regular meeting schedule 
with other types of outreach events to all members. 
For instance, hold dinner meetings some months 
and, in the remaining months, hold periodic lunch 
or breakfast meetings.

Regardless of meeting type, a schedule of events 
should be published early enough in the year that all 
chapter members know what’s going on.

TYPES OF MEETINGS
Social Meetings
The most common type of chapter meeting is a 
lunch or dinner meeting for members and their 
spouses and guests. Such meetings usually feature a 
guest speaker and are preceded by a cocktail hour. 

Weekend or Sunday brunch meetings also are 
popular because they afford all members, working 
and retired, a chance to attend.

Some chapters hold informal breakfast meetings, 
which, especially if they are held on Saturday morn-
ings, tend to attract working chapter members.

This type of meeting, as stated in its name, is 
social in nature, although business matters can be 
raised occasionally. Ideas for meetings, aside from 
dinner, lunch, brunch, or breakfast meetings, are
• a military ball;
• a theater or dinner party;
• a golf tournament (host or sign up to be a hole 

sponsor at an established event in the community);
• a picnic or barbecue; or
• a community service project.

Business Meetings
Chapters are urged to plan regular business meet-
ings from time to time to deal with important issues 
(separate from scheduled social meetings). As sug-
gested in the sample bylaws, chapters should sched-
ule one meeting annually for the receipt of annual 
reports, the determination of annual dues for the 
next calendar year, the election of officers and direc-
tors, and the transaction of other business.

It’s possible to plan an annual or other business 
meeting in conjunction with a social function, but 
be sure the business and social aspects remain sepa-
rate. For instance, schedule a business meeting first 
with only chapter members present, then hold a so-
cial function.

The suggested order of an annual or regular busi-
ness meeting is
• call to order;
• invocation;
• pledge of allegiance to the U.S. flag;
• reading, correction, and approval of minutes of 

previous meeting;

• officers’ reports;
• reports of standing committee chairs;
• reports of special committee chairs;
• unfinished business;
• new business, including (for an annual meeting) 

the determination of annual dues and the election 
of officers and directors;

• announcements; and
• adjournment.

The order of business for a special business meet-
ing should consist only of a call to order, consider-
ation of the items of business stated in a meeting 
notice, and adjournment. The conduct of business 
should be governed by the rules contained in the 
current edition of Robert’s Rules of Order, unless in-
consistent with a chapter’s bylaws or special rules of 
order adopted by a chapter. Visit www.robertsrules 
.com for the most current edition.

MEETING PLACES
Ideally, the place selected for a chapter meeting 
should be centrally and conveniently located and 
large enough to accommodate the number of people 
expected to attend — without being too large. It 
should be attractive in appearance, provide reason-
able privacy to the group, and have a serviceable 
public address system and lectern. It should, in the 
event of a dinner or lunch meeting, provide food, 
drinks, and service at a reasonable cost. Ensure ad-
equate and convenient parking.

If a chapter covers a large area, MOAA recom-
mends chapter meeting locations shift around. Even 
if a chapter has a regular meeting location, occa-
sional site changes to another part of the chapter’s 
geographic area can afford those members who 
usually have to travel farthest a more convenient op-
portunity to attend. Further, rotating a meeting loca-
tion provides all members with a new environment, 
which can maintain interest.

FINANCIAL INDEPENDENCE
Every MOAA chapter is an independent, self-gov-
erning, and self-supporting organization. Though 
national MOAA provides some financial assistance to 
help offset some administrative costs in the develop-
ment of new chapters, once a chapter is organized and 
chartered, it is expected to be financially independent.

Chapter 5
Finances and Dues
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It is critical to establish an annual operating 
budget based upon known revenues and expenses. 
Symposia participants noted during workshop dis-
cussions that a financially struggling chapter most 
likely has recruiting and retention problems because 
the financial health of a chapter fundamentally re-
flects membership support and dictates, to a large 
degree, what a chapter can and cannot do to support 
its recruiting and retention efforts.

If a chapter is financially unhealthy, it cannot sup-
port crucial chapter operations: support of adminis-
trative costs, recruiting efforts, a speakers program, a 
newsletter, and involvement with local community-
action programs. Establishing budget lines for each to 
include recruiting is essential. Symposia participants 
also agreed that, in most instances, dues alone prob-
ably are insufficient to support all required expenses, 
and additional fundraising efforts are necessary.

OPERATING COSTS
The size of a chapter, the nature and extent of its 
activities, and other factors determine a chapter’s 
operating costs. When estimating operating costs, 
consider:
• procurement of stationery, forms, mailing labels, 

and other administrative supplies;
• rental of a post office box;
• Web page development and maintenance;
• costs of a telephone answering service;
• postage;
• printing of bylaws, membership directories, 

membership solicitation material, and address 
labels;

• publication of a newsletter (electronic format is 
recommended);

• procurement of easy-to-read name tags;
• meals, drinks, and token gifts for guest speakers 

and their spouses;
• chapter recruiting and retention;
• travel and other expenses related to chapter rep-

resentation at council meetings, legislative activi-
ties, etcetera;

• council dues;
• special chapter activities;
• scholarship grants or contributions;*
• contributions to charities;*
• flowers for the sick or for families of deceased 

chapter members; and
• memorial contributions.
*Use funds other than the operating budget. 

The following recommendations might help 
when calculating operating costs and improve a 
chapter’s financial health. 

Analyze the cost of producing the monthly news-
letter. Is it becoming prohibitively expensive? Would 
reducing the frequency of publication lower costs? 
Can you save money by establishing a chapter web-
site or by distributing an electronic newsletter? Have 
you considered paid non-political advertising? Look 
at the cost of chapter functions. Is a chapter making 
or losing money on them or simply breaking even? 
Review the policy toward delinquent members. Are 
they being carried on the chapter rolls too long? Is 
there a cost for carrying them (i.e., mailing them the 
newsletter), and is this cost worth it? How are renew-
als managed? Can you use a chapter website or email 
function to facilitate dues collection or offer a dues 
discount to those who join or renew electronically?

SOURCES OF FUNDS
To meet operating expenses, chapters generally (and 
almost entirely) rely on annual membership dues. 
Though some chapters might record a slight invest-
ment income, chapters should look for additional 
ways to add to overall revenue. Consider:
• conducting raffles;
• setting prices for meals slightly higher than cost 

to make a small profit;
• selling advertising space in a newsletter (consid-

ered unrelated business income under the Inter-
nal Revenue Code and generally not taxable);

• selling soft drinks or food items at local com-
munity or military functions, such as a Memorial 
Day or Fourth of July parade or celebration, an 
air show, or an open house;

• corporate sponsors;
• partnerships (see the appendix for a list of MOAA 

partners);
• a golf tournament;
• raffles (solicit donated items); or 
• having a potluck dinner for a monthly event and 

charging the normal dinner fee.

For more information about fundraising, con-
sult the appendix.

Dues
Each chapter establishes its own dues structure, which 
is entirely separate from the dues paid for membership 
in national MOAA. The suggested bylaws on page 54 
provide that annual dues for each member for a calen-
dar year are determined by the membership at an an-
nual meeting after receiving a recommendation from a 
board of directors. Dues paid to a chapter generally are 
not deductible under the Internal Revenue Code.

Annual dues for regular and surviving spouse 
members assessed by MOAA chapters vary greatly 
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and range from as little as $12 a year to as much as 
$35 a year. The average is about $15-$20 a year.

Most chapters reduce dues for surviving spouse 
members (surviving spouses of former MOAA 
members or those who would have been eligible to 
be MOAA members), and others don’t charge them 
at all. Though admirable, this approach is somewhat 
questionable — especially if surviving spouse mem-
bers are eligible to hold chapter offices and vote on 
issues relevant to chapter operations. Each chapter 
should investigate, prior to making a decision on 
whether or not to assess dues, how this benevolence 
will be viewed by surviving spouse members. In ad-
dition, some chapters exempt members age 90 and 
older from annual chapter membership dues. 

Honorary members should be exempt from all 
dues, unless otherwise decided by a chapter’s board 
of directors.

The following recommendations might improve a 
chapter’s financial health:
• Analyze the existing dues structure. When was 

it last changed? Is it still realistic? Has inflation 
taken a toll?

• Consider a multi-dues structure to account for 
different categories of members.

• If it exists, analyze the chapter’s life member dues 
structure. (This structure is not recommended.)

• How are renewals managed — by including a 
notice in the newsletter or by separate invoice? 
MOAA strongly encourages doing a separate bill-
ing or collecting electronically through a third-
party contractor. 

National MOAA devised a great tool to help you 
retain your chapter membership — MOAA’s on-
line chapter membership dues program. Chapters 
enrolled in this program will be able to offer their 
members an option to renew chapter memberships 
online using their debit/credit card, and all funds 
collected will be deposited electronically in the 
chapter’s bank account on a monthly basis. You can 
find more details and register your chapter at www 
.moaa.org/onlinechapterdues.

Chapters occasionally have proposed that na-
tional MOAA collect and disburse chapter dues. It 
has been suggested that, in addition to collecting 
dues for membership in the national organization, 
MOAA should collect all chapter dues and remit 
a portion to each chapter, or MOAA should remit 
to each chapter a portion of dues paid to national 
MOAA by all MOAA members living within a chap-
ter’s ZIP code area.

MOAA’s board of directors has formally reviewed 
these recommendations on at least two occasions — in 

1975 and in 2000. Both times, the board of directors 
unanimously agreed to maintain the current pro-
cess in which each chapter collects its own dues. The 
board’s rationale on both occasions was as follows:
• Neither national MOAA nor its affiliates are au-

thorized to participate in the organizational or 
managerial concerns of the other.

• While national bylaws make “no direct refer-
ence to a financial relationship” between national 
MOAA and its affiliates, they nonetheless convey 
that affiliates are “independent and autonomous 
organizations.”

• “Administrative difficulties would be out of all pro-
portion to the benefits gained.” Different chapters 
have different dues structures. In addition, not all 
chapter members are members of national MOAA, 
and not all MOAA members are members of 
chapters. It would amount to a dues-sharing plan 
involving the dues collected from all MOAA mem-
bers, even though only about 15 to 20 percent of 
the total membership belongs to a chapter.

• Though involving national MOAA in the collec-
tion of chapter dues might ease the burden on a 
chapter, it would be an infringement of the prin-
ciple that chapters are financially independent of 
the national organization.

Life Membership Fees
Some chapters establish procedures for life member-
ships, but they should exercise extreme caution. If a 
chapter accepts a significant number of applications 
for life membership and then places the fees received 
in the general treasury for current expenses, it could 
jeopardize future financial stability.

Although chapter life memberships are highly 
discouraged, the most prudent way for a chapter to 
offer life memberships and avoid a potential future 
financial instability is to establish a separate life 
membership liability fund to ensure the chapter’s fu-
ture expenses are covered, although the complexities 
of establishing and managing such a fund tend to 
not be a favorable option for chapters. 

National MOAA strongly advises that chapters 
wishing to establish a life membership program seek 
professional financial advice prior to doing so.

Each chapter establishes 
its own dues structure, 

which is entirely separate from 
the dues paid for membership in 
national MOAA. 
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CHAPTER SCHOLARSHIP FUNDS
Many chapters award monetary scholarships each 
year to one or more deserving students, usually un-
dergraduates, from their communities. The success 
of any charitable undertaking, including scholar-
ship awards, hinges on the deductibility (on federal 
income tax returns) of contributions. See the ap-
pendix for some options — each with a primary 
goal of contribution deductibility — when award-
ing scholarships.

BACKGROUND
Without doubt, chapter leaders frequently cite 
recruiting and retention as their most significant 
chapter-management challenges. For more than 15 
years, national MOAA has sponsored a series of 
regional chapter leaders’ symposia across the coun-
try to bring council and chapter leaders together to 
address these issues and develop ideas and recom-
mendations to help meet the recruiting and reten-
tion challenge most chapters face.

One of the most significant results of the sym-
posia is the clear understanding that recruiting and 
retention are far more than just looking at member-
ship totals. Symposia conferees have concluded that 
a chapter’s success in these two areas is a reflection 
of its ongoing efforts to address a variety of key 
management issues that serve as the foundation for 
long-term recruiting and retention success. These 
key areas follow:

LEADERSHIP DEVELOPMENT AND 
STRATEGIES FOR SUCCESSION
No one thing influences a chapter’s success more 
than its leadership. Many chapters are having greater 
difficulty filling leadership positions and are facing 
tough times because of leadership burnout. This 
occurs because, in most instances, chapters do not 
effectively identify or prepare potential leaders. Ask-
ing for volunteers to assume a chapter’s elected posi-
tions does not work. Ideas for improving leadership 
succession include:
• Be alert and pre-identify potential candidates 

while conducting normal chapter business. Begin 
generating interest in leadership positions well 
before a call for nominations.

• Groom and mentor potential leaders — get them 
involved in a chapter committee — before you 
ask them to assume a leadership position.

• Develop a chapter operations handbook contain-
ing the chapter’s bylaws, a brief summary of job 
descriptions of the various leadership positions, 
and any other material that can help individuals 
understand what the various duties and responsi-
bilities involve.

• Review current term limits. A two-year term 
probably is best, because it allows incumbents to 
grow in the job and become more effective, and 
because it has the added benefit of stretching out 
the time between elections.

• Review present election procedures. Establishing 
a preset type of rotation (by service, for instance) 
actually can cause more harm than good.

• Be inclusive and proactive in including surviving 
spouse members and spouses.

STRATEGIC PLANNING: CHAPTER  
ROLES AND MISSION
This aspect of chapter management is very critical, 
and most chapters probably are not paying enough 
attention to it. In fact, chapters facing recruiting 
and retention problems probably are having dif-
ficulty, in large part, because the chapter leader-
ship has not formulated a clear vision of what the 
chapter is or should be doing to recruit and retain 
members. Chapter leaders are not taking a realistic 
look at how their chapter is functioning, analyzing 
whether its current modus operandi is promoting 
positive recruiting and retention, and developing 
an overall plan with specific objectives to support 
its recruiting and retention.

Chapters should be realistic and flexible with 
their recruiting and retention programs but would 
do well to consider the following types of activities 
during their annual strategic planning:
• influencing legislation;
• outreach events;
• social events;
• community involvement (support of youth pro-

grams, promoting patriotism, etcetera); and
• personal affairs assistance. 

Chapter leaders and members need to be able 
to answer the question, “What does your chap-
ter do?” when asked by a prospective member or 
guest. Chapters that are active and continually 
looking for ways to make their activities interest-
ing, diverse, and enticing to all MOAA members 
in the area will succeed.

Chapter 6
Recruiting and 
Retention
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LEGISLATIVE ACTIVISM/COALITION 
BUILDING
Chapters are critically important to national MOAA 
for successful attainment of its ongoing legislative 
goals. They manifest the grassroots support required 
to positively influence legislators when legislation is 
being considered. Chapters also can be very effective 
in influencing legislation at the state or local level. 
Chapters should have an active and ongoing legisla-
tive program that:
• supports national MOAA’s legislative program 

and
• is proactive, when necessary, in helping to achieve 

legislative success at the state and local level.

Coalition building with other veterans’ groups in 
the community also can be useful to help develop a 
wider base of support. (Refer to Chapter 7 for more 
detailed information on how to effectively accom-
plish this type of activity.)

COMMUNITY INVOLVEMENT
Community involvement is essential for a chapter 
to function and should be identified as a principal 
mission objective. It not only generates goodwill in a 
community, but it also can be very beneficial for re-
cruiting and retention. Suggested activities in which 
a chapter might become involved include:
• Join national MOAA’s overarching community 

service project, the Community Blueprint Net-
work. This initiative, under Points of Light, the 
nation’s leading volunteer organization, encour-
ages a comprehensive local support system that 
addresses the diverse issues and needs of veter-
ans, returning servicemembers, and their fami-
lies. Find out more at www.moaa.org.

• Support local Junior ROTC/ROTC programs 
in an active, visible fashion. For instance, rather 
than simply presenting medals at a school’s annu-
al awards event, consider conducting an indepen-
dent event to honor recipients and their parents.

• Host a Gold Bar ceremony for newly commis-
sioned officer. See more in the appendix.

• Sponsor or cosponsor annual patriotic events.
• Serve as mentors for a veterans treatment court.
• Participate in outreach programs such as Veterans 

in the Classroom.
• Create a chapter scholarship fund that presents 

scholarships to local students.
• Visit MOAA members in nursing homes.
• Get involved in ongoing activities that show sup-

port of veterans. (Volunteer with the building or 
refurbishment of local monuments, for instance.)

• Sponsor or adopt a unit.

• Participate in food-for-the-needy projects and 
programs or staff food kitchens.

• Support the Marine Corps’ annual Toys for Tots 
program.

• Volunteer on a base or at a nearby VA medical 
facility.

• Assist injured and deployed servicemembers’ 
families.

• Sponsor or cosponsor charity events. 
• Sponsor or cosponsor a charity golf tournament or 

sign up to sponsor a hole in an existing tournament.

Advertising and publicizing chapter activities and 
benefits also is important. At a minimum, these ac-
tivities should be posted on the chapter’s website and 
listed on a chapter’s membership application.

THE MOAA MILITARY FAMILY INITIATIVE
The wars in Iraq and Afghanistan represent the longest 
period of armed conflict in American history. Many 
active duty servicemembers and guardmembers and 
reservists have answered their nation’s call to duty by 
serving multiple tours of combat duty, and the de-
mands placed on those families are extraordinary and 
unprecedented. These pressures make it clear the na-
tion’s most respected and enduring veterans’ organiza-
tions must step up to bridge the gap between the 
urgent needs of our nation’s military families and local, 
state, and national resources that address those needs. 
Toward this end, and in keeping with our member-
ship’s long tradition of continuing service to the na-
tion, MOAA has created the MOAA Military Family 
Initiative, a 501(c)(3) philanthropic foundation.

The MOAA Military Family Initiative creates, 
enhances, expands, or supports high-impact, proven-
successful programs and services that enable the na-
tion’s uniformed servicemembers and veterans of all 
ranks and their families to maintain a quality of life 
reflective of their selfless service to America. The foun-
dation funds these programs and services through 
philanthropic contributions from the American peo-
ple and organizations that support our mission.

The initiative supports currently serving uni-
formed servicemembers and veterans of all ranks 
and their families and survivors — the entire uni-
formed service community — in five key areas:
• Career Transition Programs
• Veterans Disability Assistance Program 
• Military Family Reintegration Programs 
• Military Spouse Programs
• Professional Education Programs

 
For more information about the MOAA Military 

Family Initiative, visit www.moaa.org/foundation. 
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COUNCIL/CHAPTER RELATIONSHIP
Successful interaction between MOAA’s councils and 
their member chapters is absolutely crucial for the 
well-being of the association and its members. 

To help this effort, councils should: 
• designate a chapter to provide an influence in 

each congressional district;
• perform chapter visits on a regular basis;
• develop new chapters and satellites;
• establish and revitalize struggling chapters, as 

necessary;
• become the conduits for state and national goals;
• organize and conduct meetings of chapter repre-

sentatives on a regular basis to review and discuss 
issues of common importance;

• participate in or develop state-level military 
coalitions;

• conduct periodic business meetings throughout 
the year;

• hold periodic state conventions; and
• encourage and sponsor (nonpartisan) public and 

political debates or events.

To help this effort, chapters should:
• actively support a council and its activities, re-

membering a council is only as good and as use-
ful as its chapters make it;

• support chapter recruiting initiatives;
• establish new satellites;
• provide financial support;
• provide an influence in council-assigned congres-

sional district(s);
• strive to identify areas of common interest that 

can and should be handled at the state level by a 
council; and

• identify and support state-level political issues 
that can be addressed by a council.

RECRUITING AND RETENTION
A chapter’s success or failure with recruiting and 
retention is linked directly to how effectively it 
is meeting the demands of chapter management. 
Viewing recruiting and retention in isolation is 
not likely to produce long-lasting solutions. Once 
chapter leaders have charted a strategic course and 
analyzed ways to adjust or change other aspects of 
chapter management, specific recommendations can 
be made about recruiting and retention.

Recruiting
Most chapters encounter challenges recruiting new 
(especially currently serving and second-career) 
members for a variety of reasons: 
• perception that MOAA is for retirees only;

• chapters and programs geared toward older people;
• difficulty identifying potential recruits, to include 

surviving spouse members;
• a nonexistent or lackluster recruiting program; 
• lack of involvement from chapter members; or
• leadership burnout which, in turn, detracts from 

a sustained effort.

Once a chapter, with the active support of its mem-
bership, dedicates itself to overcoming the challenges 
of recruiting, it should develop a specific strategy for 
getting new members. Ideally, a membership commit-
tee will be formed — placing total responsibility for 
recruiting in the hands of one individual is not really 
practical or fair — and will conduct an intensive mem-
bership solicitation drive. The timing of such a drive is 
important, but person-to-person contact is key.

In addition to personal contact, a follow-up 
contact, via a personalized membership recruiting 
letter signed by the chapter president, should be 
used. An effective letter is tailored to the individual 
recipient and always includes an invitation to the 
prospective member to attend a chapter meeting 
or other activity. Invite potential members to visit 
a chapter when it is holding a special event — for 
instance, when a particularly notable speaker will 
be appearing. If necessary, about 30 days after this 
meeting a membership committee member should 
follow up with a phone call, offering to answer any 
questions this potential member might have about 
the chapter and renewing an invitation to an up-
coming chapter event. 

Once a commitment is made to recruit, the next 
challenge is to identify potential new members. 
There are many resources available:

Present membership: Every member knows of 
nonmembers who are eligible for membership. Al-
though all MOAA members are eligible for chapter 
membership, only about 15 to 20 percent actually 
join a chapter. Members continually should be en-
couraged, in addition to acting as recruiters them-
selves, to provide promising leads to a membership 
committee, if one has been formed.

MOAA prospect (recruiting) lists: Every spring, 
each chapter is sent an electronic list of individuals 
who are eligible to join a chapter. These recruit-
ing lists, sorted by ZIP code, include names, ad-
dresses, email addresses, and telephone numbers 
of MOAA members, lapsed MOAA members, and 
prospective MOAA members. In addition, MOAA’s 
Council and Chapter Affairs Department provides 
periodic updates to these recruiting lists, which 
contain names of non-chapter MOAA members in 
a chapter’s ZIP code area who recently have joined 
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national MOAA, current MOAA members who 
recently moved into a chapter’s ZIP code area, and 
surviving spouses who are eligible for MOAA and 
chapter membership. These updates are sent elec-
tronically to a chapter’s president and membership 
chair. See the appendix for tips on how to work 
your recruiting lists. 

Local military installations: Reserve-component 
units, officers clubs, and retiree councils are excel-
lent sources of potential chapter members. 

Outreach events such as National Guard As-
sociation conferences and retiree seminars (some-
times referred to as retiree appreciation days or 
retiree open houses): A chapter might want to 
sponsor such an activity and invite a benefits and 
finance expert from MOAA’s Transition Center to 
participate and make a presentation. Upon writ-
ten or email request, national MOAA will provide 
a standardized outreach package with various 
forms, brochures, and selected publications. These 
publication cards capture contact information for 
MOAA prospects. Request handout material from 
national MOAA at least six weeks before the date 
it is needed, if possible. To order the standardized 
outreach package, call MOAA’s Member Service 
Center at (800) 234-MOAA (6622) or email msc 
@moaa.org. A chapter wishing to participate 
should establish early contact with a military office 
or person arranging the program (usually a retire-
ment services officer or a retiree activities director) 
and request permission to set up a chapter booth 
or table. Colorfully decorated booths or tables will 
attract more attention. A chapter flag or banner 
and one or two MOAA logo placards also can en-
hance recognition. 

Chapter transition liaison/professional network 
representative program (discussed in Chapter 
Guidance, Chapter 2): This program serves as a 
vehicle to introduce former and recently retired 
officers embarking on their second careers to a 
MOAA chapter in the geographical area where they 
will settle after they leave service. This program has 
excellent potential for helping recruit these prime 
candidates for chapter membership. See the ap-
pendix for how to sign up new members and seven 
good reasons to join a chapter.

Year-round recruiting: A membership com-
mittee should not confine its recruiting efforts to 
membership solicitation drives. Select certain times 
for intensive drives, but remember recruiting is an 
unceasing, year-round process. Anytime a potential 
member expresses interest in chapter membership, 
make immediate personal contact and promptly 
provide a membership application. Follow up with 

potential members right away. You only get one 
chance for a good first impression. Remind current 
chapter members to openly and warmly greet po-
tential new members and socialize with them when 
they arrive at a chapter function. Perhaps no other 
factor weighs as heavily in selling a chapter as the 
manner in which a potential new member is treat-
ed during the recruiting phase and, more impor-
tant, once he or she arrives at a chapter function.

Be inclusive — reach out to the entire MOAA 
family:

• currently serving and spouses,
• Guard and Reserve and family,
• second career and family,
• fully retired and spouse,
• former officers and spouses, and
• surviving spouses.

Retention
Retention, like recruiting, is tied to effective chapter 
leadership and, ultimately, how well the leadership 
satisfies management responsibilities outlined above. 
Some specific factors affecting retention are
• maintaining a chapter mission and focus;
• age (perception that a chapter is for older mem-

bers only and the fact that many older people 
can’t always attend all meetings);

• repetitive activities (having events at the same 
time and place every month might, in fact, be 
counterproductive to keeping members);

• members, especially new members, feeling un-
welcome; this often is the result of cliques within 
the chapter; and

• lack of attachment to a community.

To overcome retention obstacles, chapter leaders 
may want to consider these strategies:
• offering ride-sharing programs to chapter activi-

ties for older chapter members;
• varying meeting times and days to meet member 

needs;
• contacting inactive members before terminating 

their membership in the chapter;
• providing invoices for dues paid by members;
• varying programs and events;
• providing entertainment (use nearby colleges, 

universities, and high schools);
• inviting relevant speakers such as legislators or 

city officials;
• organizing special events and raffles, gift ex-

changes, etcetera;
• keeping costs economical, but don’t let price be 

the driver of what type of activity to hold;
• establishing a phone tree for such purposes as 
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attendance, contacting members moving into or 
out of the area, or health concerns;

• using a website or newsletter to recognize accom-
plishments of members and publish biographies;

• highlighting new chapter members in an e-news-
letter, make them feel welcome and part of the 
organization;

• facilitating member involvement by having vol-
unteers serve on short-term, one-time-only proj-
ects and special issues such as discovering a new 
meeting place, providing leadership opportunities 
through committees such as chapter officer posi-
tions, or contacting legislators regarding MOAA 
or military legislation;

• providing community service by assisting one 
another, educating a community about MOAA’s 
services (ROTC and Junior ROTC medal awards, 
scholarships, etcetera), and participating in com-
munity projects such as a coupon project;

• welcoming new members through a welcoming 
committee;

• reaching out and recruiting the surviving spouses 
of recently deceased members; and

• performing individual recognition ceremonies at 
meetings for notable accomplishments and pres-
ent certificates for various types of special recog-
nition (see the appendix).

REVITALIZATIONS (IF NECESSARY)
Over the years, MOAA chapters have turned in 
their charters because no chapter member would 
volunteer to step forward to take over leadership of a 
chapter that members were not actively supporting. 
In most instances, the signs of trouble had been ap-
parent for some time but were ignored. Indicators a 
chapter should be aware of that can signal a need for 
revitalization include:
• difficulty with leadership succession and getting 

new chapter officers (leadership burnout);
• poor results with the Self-Help Checklist (see ap-

pendix);
• a declining or stagnant membership with increase 

average age for chapter members;
• declining attendance and participation at chapter 

functions; 

• financial problems; 
• a dull, uninteresting website or newsletter;
• a lack of variety in chapter functions; and
• a poor or nonexistent welcome program for new 

members.

The following suggestions are offered to help 
chapter leaders rejuvenate their chapter:
• Gather individuals who have demonstrated an 

interest in keeping a chapter alive to develop a re-
juvenation game plan. Going through a review of 
the chapter’s roles and missions is a good start.

• Let all members and eligible nonmembers in the 
area know what is going on and the consequences 
if things are not changed.

• Seek out new leadership and get commitments 
from them. 

• Be inclusive — use all resources as assets in lead-
ership positions — specifically surviving spouse 
members and spouses.

• Appoint a membership chair who, in turn, should 
set up a recruiting committee. One person cannot 
do it alone.

• If not already doing so, approach and aggres-
sively recruit eligible surviving spouse members 
in the area, and be sure they are offered leader-
ship positions.

• Consider how programs might be adjusted to at-
tract new members.

• Enhance the newsletter by seeking outside assis-
tance, if necessary.

• Establish a Web presence.
• Actively participate in a community-service pro-

gram.
• Promote successes.
• Take advantage of MOAA’s chapter electronic 

recruiting support messages. See the appendix for 
more details. 

• Seek help from the state council and national 
MOAA, if necessary, to arrange a chapter “rescue.”

CHAPTER RESCUE
If chapter leaders conclude nothing they are doing 
has helped rejuvenate interest in a chapter, national 
MOAA has outlined a plan of action as a last-ditch 
effort to save a chapter. 
• A chapter president makes it clear to all members 

the chapter is in trouble and will go dormant un-
less new leaders step forward to take charge.

• If that doesn’t work, a council president, with the 
chapter’s president at his or her side, makes an ap-
peal for volunteers at a chapter function. If noth-
ing happens within 60 to 90 days, MOAA’s Council 
and Chapter Affairs Department will work with 

Retention, like recruiting, 
is tied to effective chapter 

leadership and, ultimately, how 
well the leadership satisfies 
management responsibilities.
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a chapter to arrange a chapter rescue event. This 
informal event should be scheduled on a weekend 
to spur maximum participation. It should not be a 
sit-down dinner (light refreshments are sufficient). 
Depending on a chapter’s treasury and the finan-
cial help a council can provide, the event should be 
free or at a minimal cost to attendees. Remember, 
the main objective is to get people to attend. The 
following must happen after scheduling of this 
event is complete:
• It is recommended the chapter president send 

a letter or email to all chapter members (at 
least 60 days in advance) notifying them of this 
last-ditch effort to save the chapter.

• About 30 to 45 days before the event, MOAA’s 
Council and Chapter Affairs Department will 
send a letter to MOAA chapter and non-chapter 
members in the chapter’s area, explaining that 
the chapter and MOAA’s presence in the area 
are about to end. The letter also should an-
nounce the chapter’s last-ditch event and clearly 
request that those who attend should have a sin-
cere interest in keeping the chapter going and 
be ready, willing, and able to volunteer to take 
over a leadership position.

• The director or deputy director of Council and 
Chapter Affairs also will try to attend. In addition, 
an available member of national MOAA’s board 
of directors and council representatives from the 
chapter’s state also should be invited to reinforce 
how serious this situation is and explain why a 
continued chapter presence in the area is vital.

• If this last-ditch effort fails, and no one steps for-
ward to take over key leadership positions, then 
the remaining members should decide how the 
money in the treasury, if any, is to be spent. It may 
go to a state council or be sent to national MOAA 
for its scholarship fund. The funds cannot be re-
turned to the remaining members.

MOAA’s ability to successfully achieve its legislative 
goals requires a team effort by all councils, chapters, 
and national MOAA staff.

NATIONAL STAFF ROLES
In their daily efforts, the limited resources of the 
association’s staff are most effectively employed in 
working with those legislators and congressional 

staff members who play the most prominent roles 
in working legislative issues important to members. 
By and large, these are the leaders of the House and 
Senate Armed Services, Appropriations, Budget, 
and Veterans’ Affairs committees and their vari-
ous subcommittees, as well as the professional staff 
members employed by those committees. To a lesser 
but increasing extent, it also includes the House 
Ways and Means Committee and the Senate Finance 
Committee because of their jurisdiction over Medi-
care-, tax-, and Social Security-related issues.

Because these staff members usually play a key 
role in drafting legislation and setting the legisla-
tive agenda that affects the uniformed services 
community, MOAA receives its biggest rate of 
return by concentrating its professional lobbyists’ 
time working with those individuals. National 
MOAA also spends a considerable amount of time 
working with specific legislators who might or 
might not be leaders of the aforementioned com-
mittees. Often these legislators are or are about to 
become lead sponsors of specific legislative initia-
tives important to MOAA.

National MOAA’s staff also is responsible for 
identifying an overall legislative agenda and a game 
plan aimed at winning support or enactment of 
that agenda. This means getting the association’s 
leadership and members of its board of directors 
involved in ways that maximize their impact and 
working with other associations on a bilateral or 
collective basis to coordinate legislative agendas 
and strategies for maximum impact and requires 
spreading the word on the issues and potential 
solutions to MOAA members on several levels. 
The most important effort is council and chapter 
officials’ engagement, but it also entails coordinat-
ing the efforts of MOAA’s strong membership base 
to maximize potential outcomes. MOAA achieves 
this via targeted mailings, magazine columns and 
articles, the Legislative Update, and special alerts 
directed at specific legislative objectives.

Supplemental fact sheets, sample letters, and 
background on issue-specific information also might 
help chapter representatives get a perspective on 
their legislators’ positions. This information includes 
the pros and cons of various initiatives, answers to 
potential questions their legislators might ask, and 
other material and support services.

It is extremely important to remember, however, 
that individual legislators are most interested in the 
opinions of their own constituents. To be most ef-
ficient, national MOAA’s advocates must establish 
that they are representing the interests of the leg-
islators’ constituents — a process called grassroots 

Chapter 7
Legislative Support
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confirmation. No matter what the issue, national 
MOAA’s advocates often get the best responses 
from legislators who have heard from their con-
stituents back home. MOAA’s advocates can make 
the best argument there is, but legislators have to 
be convinced the issue is of interest to those who 
elected them to office.

CHAPTER ROLES
As a condition of its tax-exempt status, national 
MOAA is not permitted to engage in partisan po-
litical activity. Any similarly exempt chapter must 
recognize that such activity on its part might jeop-
ardize its tax-exempt status. Lobbying, however, is 
different from supporting a political candidate or 
party and is permitted.

For information purposes, lobbying is defined as 
“communicating with a member (or the member’s 
staff) of a local, state, or federal legislative body for 
the purpose of influencing the member’s vote on 
specific legislation.” Grassroots advocacy also is per-
mitted and means communicating with members of 
the general public in an effort to influence the votes 
of members of a legislative body.

MOAA members are encouraged to get in-
volved, as individuals, in the political process and 
to lobby their elected representatives about is-
sues of importance to them. To this end, national 
MOAA tries to keep its members informed regard-
ing the positions and voting records of candidates 
for national office. Publication of such nonpartisan 
political analysis, though not included in the defi-
nition of lobbying, is permitted.

MOAA councils and chapters should protect the 
earned entitlements of service retirees, active duty 
and reserve-component personnel and veterans and 
their families and survivors and promote MOAA’s leg-
islative agenda as approved by its board of directors.

In addition, councils and chapters should be 
concerned with legislative developments at the 
state and municipal levels. Some areas of inter-
est in each state are income and inheritance taxes 
and military retirees’ and veterans’ rights and 
benefits. Because laws covering these subjects vary 
from state to state, councils and chapters are in a 

better position than national MOAA to observe 
and participate in the lawmaking process in their 
own state; they also are more effective. However, 
national MOAA should be kept informed of de-
velopments, and councils and chapters should 
not hesitate to call for advice or assistance when 
needed. It also is extremely important in matters of 
state legislation that chapters, if they are initiating 
independent legislative efforts, coordinate their ob-
jectives and efforts with those of the state council, 
if one exists.

The thrust of a chapter’s legislative effort should, 
therefore, be twofold:
• to support MOAA’s national legislative program; 

and
• to achieve beneficial legislation at the state and 

local levels.

KEEPING INFORMED 
The key to grassroots legislative power is staying 
informed. To help councils and chapters, national 
MOAA continues to develop an ever-growing 
array of ways to get information to its members. 
Council and chapter leaders must use these venues 
as much as possible to discuss hot topics at chapter 
meetings and highlight the key issues in chapter 
newsletters.
• Military Officer: The Washington Scene depart-

ment provides monthly updates on legislative 
issues of importance to MOAA members and 
details what must be done to support legislation 
being pursued.

• MOAA’s Web Base, www.moaa.org: The Web Base 
contains updates on bills of interest to MOAA 
members, the current status of MOAA’s various 
legislative campaigns, phone/fax/email listings 
for elected officials, suggested letters to Congress, 
and much more. Virtually all councils and chap-
ters have members with computers at home or at 
work who can access the wealth of information 
the MOAA Web Base offers, so keeping members 
informed and being legislatively active should not 
be a problem at a local level.

• Legislative tips for MOAA leaders: Visit www 
.moaa.org and click on Legislative Action for 
legislative campaigns, phone/fax/email listings 
for elected officials, suggested letters to Congress, 
and much more. 

• Chapter email liaison network: National MOAA 
emails the association’s Legislative Update to each 
chapter’s designated email liaisons. In addition, 
special email alerts are dispatched to these liai-
sons when there is a requirement for action that 
can’t wait until the next update. This network is 

To help councils and 
chapters, national MOAA 

continues to develop an ever-
growing array of ways to get 
information to members.
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the only way MOAA can broadcast effectively a 
rapid nationwide special alert on those increas-
ingly common occasions when it is important 
to act within a few days. Chapter officers with 
email access are urged to subscribe to this email 
network so they can get the latest updates. Ideally, 
each chapter should have at least three members 
(or other supporters) who subscribe to MOAA’s 
Legislative Update and volunteer to pass the infor-
mation from these updates to chapter members. 
Having multiple email liaisons ensures important 
alerts will get through to chapter leaders, even if 
one or more of the liaisons happens to be out of 
town or otherwise unavailable at the time of the 
alert. Designated chapter legislative chairs/liai-
sons merely need to log on to MOAA’s Web Base 
at www.moaa.org/email to subscribe to MOAA’s 
e-newsletters.

BUILDING A RAPID-REACTION 
CAPABILITY
National MOAA and its chapters must be prepared 
to act quickly on issues important to them. In re-
cent years, the House and Senate Budget commit-
tees gradually have assumed more power in the 
legislative process. These committees tend to oper-
ate behind closed doors, without benefit of public 
hearings. MOAA gets little advance warning on 
their proposals and must act quickly when warned, 
because budget resolutions can impose binding 
reductions on programs like military retirement 
and health care. MOAA must be able to generate 
electronic messages, letters, phone calls, faxes, email, 
and other communication to elected officials when a 
key issue is being decided in Congress. MOAA’s goal 
is to have a chapter influence in each congressional 
district. MOAA chapter leaders serve as the single 
point of contact and need to express their chapter’s 
official position and urge their members to make 
their voices heard. 

Elected officials’ constituents are most impor-
tant, so grassroots mail or phone campaigns are 
critical to MOAA’s political clout. Councils and 
chapters are key to grassroots action, because they 
have a readily identifiable membership that can 
send a strong message to their elected officials if 
they act together. A well-chosen legislative com-
mittee (see Chapter Guidance, Chapter 2) can be 
very effective in meeting this challenge. All coun-
cil and chapter members are encouraged to send 
an electronic MOAA-suggested message to your 
legislators to remind Congress that military com-
pensation and benefits are critical to sustaining a 
high-quality all-volunteer force and other legisla-

tive priorities by accessing the Legislative Action 
Center at http://capwiz.com/moaa when directed 
with a call-to-action.

MEETING WITH LEGISLATORS
Even if a chapter doesn’t have a legislative commit-
tee, there still are ways for its members to be helpful 
and influential.

Despite demanding schedules, most lawmak-
ers make frequent trips home. Close and constant 
communication with constituents is essential for all 
legislators, and face-to-face contact in their home 
office is best. Lawmakers usually take advantage of 
such visits by meeting and talking with as many con-
stituents as possible. Therefore, they normally will 
welcome visits from MOAA chapter representatives 
or a small committee of chapter members. These 
lawmakers might even welcome an opportunity to 
address an entire chapter.

Adequate preparation for this meeting is essential 
to its success. Individuals meeting with a legislator 
should be familiar with MOAA’s positions on signifi-
cant issues that might arise. They also should know 
a lawmaker’s positions on those issues and be aware 
of committee assignments and major legislation in 
which the legislator has shown particular interest.

Make sure a legislator understands the purpose 
of a visit before a meeting. Every lawmaker deals 
with a wide variety of legislative issues and cannot 
be expected to be an expert on every one of them. 
If a legislator maintains an office locally, chapter of-
ficials should become acquainted with a legislator 
and his or her staff.

Treat a legislator with respect and courtesy. 
Nothing is achieved through the use of intemperate 
remarks. Differences of opinion can and should be 
expressed — in a courteous way. In other words, dis-
agree without being disagreeable. Attempt to avoid 
an embarrassing and damaging confrontation.

Be mindful of opportunities as they present 
themselves. For instance, when a chapter member 
is in a state capital or Washington, D.C., he or she 
should schedule a visit with his or her elected of-
ficial. If a legislator is not available, make an effort 
to become acquainted with his or her assistant, who 
can be beneficial in influencing an official’s position 
on a given issue.

If a meeting with a legislator involves a chapter 
visit, reserve time for a question-and-answer period. 
Provide a legislator with advance notice of the kinds 
of questions or issues he or she should be prepared 
to address during a visit. Key questions should be 
prepared in advance and given to designated chapter 
members to ensure the session is productive. Finally, 
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provide a legislator with an estimate of the size of 
the audience and guarantee that a majority of the 
membership actually attends.

THE IMPORTANCE OF LETTER 
WRITING 
The variety and complexity of issues legislators 
have to deal with create overwhelming demands 
on their time. Letters from interested voters can 
provide important information about an issue at 
hand. Letters also help lawmakers keep in touch 
with their home constituency and are an effective 
reinforcement of constituent visits.

When voters express their position about a 
particular issue, it gets legislators’ attention. And, 
when a group of constituents sound off, the impact 
is magnified.

Tips for Writing Effective Letters
• Type the letter on chapter letterhead, and make 

sure you use the correct return address on the in-
cluded envelope.

• A president or legislative chair should sign the 
letter at the end above a typed signature line.

• Don’t use chapter stationery to express a position 
unless the chapter formally has adopted it.

• Never use a form letter.
• Make the subject of a letter clear. If it concerns a 

bill under consideration, give the bill’s title and 
number. (Visit www.moaa.org and click on Leg-
islative Action Center for up-to-date information 
about pending legislation, to include bill numbers 
and titles.)

• Learn something about the legislator to whom 
you are writing. Know his or her committee as-
signments, interests, and background. If you have 
something in common or admire a position or 
statement that has been expressed, include it in 
the letter, even if the issue is unrelated.

• State clearly your reason for writing. If possible, 
give specific examples of how proposed legisla-
tion would affect MOAA chapter members or 
their families.

• Use simple, straightforward language, avoiding 
stereotyped words and phrases that give the ap-
pearance of a form letter.

• Be reasonable. Don’t ask for the impossible. 
Above all, don’t threaten. Even if you know the 
legislator adamantly opposes your position on 
an issue, consider it a challenge to change a leg-
islator’s mind. An intemperate letter often serves 
to strengthen a legislator’s opposition.

• If a reply is in order, ask for one. If the reply is not 
responsive or if a legislator fails to state a position 

clearly, repeat your request in another letter.
• Recognize that the timing of a letter is extremely 

important in having the desired effect on a legisla-
tor. When stating a chapter’s position on a specific 
bill, send your letter just before or while the bill is 
under consideration in committee or conference.

• If appropriate, thank your legislator for his or her 
support. This is common courtesy and always is 
appreciated. If support of your position has not 
been forthcoming, express your disappointment. 
Again, however, avoid threats of retaliation.

• Normally, chapter letters should be sent only 
to legislators who actually represent a chapter’s 
membership. However, there might be occasions 
when it would be appropriate for a chapter to 
write sponsors of legislation or committee chairs 
concerned with proposed legislation. Also, on 
major issues, it might be appropriate to write to a 
state governor or the president.

• Proper addresses and salutations for U.S. senators 
and representatives are
 The Honorable 
 U.S. Senate
 Washington, DC 20510
 Dear Senator 
      Or
 The Honorable 
 U.S. House of Representatives
 Washington, DC 20515
 Dear Representative

A CONTINUING EFFORT
Though chapter leaders can enhance their level of 
influence by using fact sheets, publications, and 
other materials available from national MOAA, they 
must exercise persistence and follow up. The most 
successful chapter leaders do the following:
• Visit a legislator in his or her home office on 

a regular basis, if possible. Legislators always 
are more responsive to people whose faces and 
names they recognize — especially if they know 
you represent a larger group.

Be mindful of oppor-  
tunities as they present 

themselves. For instance, when  
a chapter member is in a state 
capital or Washington, D.C., he 
or she should schedule a visit with 
elected officials or their staff.
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• Develop a relationship with a legislator’s staff 
members, especially those with responsibility in 
areas of interest to MOAA members. Don’t con-
sider it a put-down if you don’t get to visit a leg-
islator in person regularly. They are busy and rely 
on staff for advice. 

• Demonstrate a capability to generate constitu-
ent input. This doesn’t have to be issue-specific. 
Sometimes, it’s easiest to get as many chapter 
members as possible to write a legislator a thank-
you letter for cosponsoring an MOAA-supported 
bill. Then follow up with a phone call to the legis-
lator’s staff member, asking whether the legislator 
received the thank-you letters. Ideally from then 
on, your name will be associated with a capability 
to get out the vote, and you’ll get more attention 
when you ask a legislator to cosponsor two or 
three other bills or support a certain issue.

• Be persistent. Don’t accept the standard reply 
of “I’ll consider it” or “I’ll wait until the Armed 
Services Committee takes a position on it.” Send 
a follow-up letter or make a follow-up visit to 
let legislators know MOAA chapter members 
— their constituents — want them to take a co-
sponsorship position or at least help influence a 
committee’s action. It might take several visits, 
and other council or chapter members might 
need to accompany a council or chapter leader.

Remember:
• Be polite and respectful, but make sure a legisla-

tor knows where you stand and what specific 
action you and your chapter are looking for from 
him or her. It’s important to avoid derogatory or 
aggressively demanding language.

• Get your chapter leadership to correspond on 
a regular basis with a legislator, including posi-
tive feedback when a legislator shows support of 
MOAA’s issues.

• Build a stable of willing correspondents. If you 
can find 10 or 12 people (the more the better) 
who each will write a letter when you need one 
written, the potential results can be dramatic.

• Keep in touch with national MOAA. Call MOAA’s 
Member Service Center at (800) 234-MOAA 

(6622) or email legis@moaa.org for the latest sta-
tus on an issue, a legislator’s cosponsorship status, 
and advice on how you might approach a legisla-
tor on a particular issue.

REFERENCES
Reference materials also can guide a chapter’s legis-
lative efforts. A wealth of materials, books, and pam-
phlets are readily available. Helpful pamphlets are
• “How Our Laws Are Made,” prepared by the 

Committee on the Judiciary of the House of Rep-
resentatives and available from the Government 
Printing Office at http://1.usa.gov/1KT8vDY; 

• “How to Work Effectively With State Legisla-
tures,” published by the American Society of As-
sociation Executives; and

• materials produced by the U.S. Chamber of Com-
merce (www.uschamber.com).

PURPOSE
Every chapter should have a newsletter and a website, 
if possible. The publication of a regular chapter news-
letter is vital to the health of any chapter. It can and 
should serve as chapter leaders’ principal means of 
communication with members and potential mem-
bers. It also can be tremendously helpful in the main-
tenance of an active and effective organization. Ideally, 
a chapter newsletter should be prepared monthly.

Periodically mail a chapter newsletter to non-
chapter members as a potential recruiting tool. 
Complimentary copies also may be sent to legisla-
tors’ local offices so they become familiar with what 
a chapter is doing and what types of legislative issues 
members are focusing on.

EDITOR
A chapter member or member’s spouse with the in-
terest, writing ability, and time to devote to the effort 
could serve as a newsletter editor. If possible, ap-
point someone with no other chapter responsibilities 
and with computer literacy.

CONTENT
A chapter newsletter should include:
• a legislative column;
• information on how people can join;

Stories about state and 
local legislative issues 

remind members about the value 
of chapter membership and give 
nonmembers a reason to join.

Chapter 8
Newsletters and 
Websites



4 7MOAA CHAPTER GUIDANCE

• the time, date, and location of the chapter’s next 
meeting;

• self-promotion; and
• articles that are appealing to every segment of 

the chapter’s membership. MOAA’s Transition 
Center can provide career-transition, benefits-
information, and VA disability claim content 
upon request. Career-transition content also is 
published in MOAA’s Career Networking Group 
on LinkedIn. This information is accessible at 
www.moaa.org/career or may be accessed di-
rectly by joining MOAA’s Career Networking 
Group on LinkedIn (www.moaa.org/linkedin). 
Material obtained from either source may be re-
published for chapter use. 

Legislative Column
A good source of information for a legislative col-
umn is MOAA’s Legislative Update. (To sign up for 
this e-newsletter, visit www.moaa.org/email.) If 
material from the Legislative Update is reproduced 
in your newsletter, be sure to include a copyright tag 
— © [year] MOAA. 

Cover national, state, and local legislative issues 
such as:
• exempting military retired pay from state income 

tax;
• exempting veterans from state property taxes; and
• establishing new state veterans’ homes and cem-

eteries.

National MOAA does not lobby on state and local 
legislative issues — but councils and chapters do. 
By publishing stories about state and local legisla-
tive issues, members are reminded about the value 
of chapter membership. It also gives nonmembers a 
reason to join and participate in an MOAA chapter. 

Information on Joining 
A chapter newsletter not only is a communication 
tool for members, but it also can be used as a re-
cruiting tool to attract nonmembers. A newsletter 
clearly should state who is eligible to join — active 
duty, reserve component, former, and retired officers 
and their spouses and surviving spouses.

If possible, periodically include a chapter mem-
bership application in a newsletter, and always list 
the name and contact information of a chapter’s 
membership chair.

Meeting Information
Give the time, date, and location of the chapter’s 
next meeting. Don’t assume people know where 
your chapter meets. Make it easy for people to at-

tend your meetings. Remember, the newsletter is a 
recruiting tool.

Self-Promotion
If a nonmember reads your chapter newsletter, how 
would he or she view your chapter? Look at your 
publication objectively, and ask yourself what kind 
of message you’re sending. Would you be viewed 
as a dynamic organization or as a social club? To 
convey a sense of purpose, publish a mission state-
ment in your newsletter. Also, let people know your 
chapter is an affiliate of national MOAA. 

Articles for Every Membership Segment
Don’t focus solely on articles of interest to re-
tired officers. Publish articles of interest to every 
membership segment, including surviving spouse 
members and active duty, reserve component, and 
former officers. 

Include stories about community-outreach proj-
ects and chapter activities, too. These articles remind 
members about the value of chapter membership 
and give nonmembers a reason to join. 

PRESENTATION
A chapter newsletter’s editorial content should be of 
paramount concern, but editors also should pay at-
tention to its format and appearance. Here are some 
additional tips:
• Put the most important news on the front and 

back covers, which are viewed first.
• Add a table of contents box on the front page 

titled “What’s Inside.”
• Don’t reprint copyrighted material. (Material 

printed in other publications, cartoons, etcetera, 
is copyrighted.) 

• Use the correct MOAA logo. For more informa-
tion see the appendix. 

• Don’t use too many different typefaces. Be consis-
tent throughout the publication.

• Ask your readers if the type is big enough to read. 
(To get feedback, periodically conduct a reader 
survey.) 

• Don’t shrink the font size to squeeze in an article 
that’s too long. Make it fit by editing judiciously.

• Break up chunks of text with images and photos, 
and include a caption and a photo credit with 
every photo.

• Add color if your publication is black-and-white, 
but don’t use colored paper. 

• Finally, email a copy of your newsletter to 
MOAA’s Council and Chapter Affairs Depart-
ment at chapters@moaa.org.
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WAYS TO SAVE MONEY
Printing and mailing a newsletter often is the larg-
est line-item expense in a chapter’s budget. To save 
money, consider:
• emailing the newsletter to members with email 

access;
• offering an incentive, such as a discount on mem-

bership dues, to those who agree to receive the 
newsletter via email;

• not mailing a newsletter first-class (meet with your 
local postmaster to find out whether you are eli-
gible to receive a bulk or nonprofit rate); and

• getting advertisers or sponsors to help pay for 
your publication (see the appendix).

WEB PRESENCE OR WEBSITE? 
Many chapters tend to view websites as an after-
thought. However, this communication tool is one 
of the best ways to reach active duty members and 
younger officers. 

Before setting up a website, however, establish a 
level of commitment. Do you have a member who 
has the expertise needed to maintain and update 
a website? Or should your chapter establish a Web 
presence that contains evergreen material that 
doesn’t need to be updated very often?

Web Presence
A Web presence lets people know your chapter or 
council exists and mainly contains “evergreen” — 
timeless — information like a chapter’s history, 
mission statement, information on who can join, 
etcetera. A Web presence also doesn’t have to be 
updated nearly as often as a website and is easier  
to maintain.

Treat the presence as you would any other publi-
cation; make sure it contains accurate, up-to-date in-
formation. Assign a chapter member to serve as the 
point of contact and perform updates as needed. 

Website
A website is more dynamic than a Web presence and 
contains information that changes frequently and 
must be updated on a regular basis. When creating a 
website, include:
• a link to MOAA’s Web Base, www.moaa.org, and 

your state council’s website, if one exists;
• contact information for the webmaster and chap-

ter officers so a potential member can contact the 
chapter, if needed;

• the time, date, and location of the next meeting; and
• a chapter mission statement and examples of 

projects members undertake. Let potential mem-
bers know why they should join your chapter.

A website organization and layout differs from 
print publications. Organize information into layers, 
moving from general to more specific information. 
For example, the main navigation buttons on a chap-
ter’s website might be
• About Us;
• Service Projects;
• Newsletter;
• Legislative Efforts; and
• Join.

Beneath the heading About Us, visitors could 
link to Chapter History, Chapter Officers, etcetera. 
When organizing material, remember one thought 
equals one Web page. 

Website Tips
If your chapter establishes a website, notify MOAA. 
A chapter’s Web address will be posted on MOAA’s 
Web Base, www.moaa.org/chapterlocator. 

Also, treat your website as you would any other 
publication, and follow standard editorial prin-
ciples and observe copyright laws. In addition, 
websites should:
• be updated regularly;
• include a link that will allow visitors to join on-

line, if possible; and
• include legislative information. 

To make a website visitor-friendly, don’t
• play music or verbal greetings;
• post anything you don’t want to reside in a pub-

licly accessed forum;
• underline text for emphasis, because underlined 

words on a website indicate a word or phrase is a 
hyperlink; and

• leave your website up if it’s outdated. Remember, 
no information is better than wrong information. 

GUIDELINES FOR CREATING 
A SUCCESSFUL E-NEWSLETTER
Sending out an e-newsletter increases membership, 
informs readers, and delivers a strong call to action. 

For all types of e-newsletters, try to avoid:
• sending attachments of any kind — this includes 

PDFs, Word documents, and spreadsheets. Mak-
ing someone download an email attachment is 
against best practices. 

• using tiny or fancy fonts or many different font 
colors. Everything should be a standard-sized 
typeface and color (black is best). Titles are an 
exception to the font color rule, as this will make 
them stand out more. 

• including an entire article in your e-newsletter. 
Include “teasers” — brief descriptions of the ar-



4 9MOAA CHAPTER GUIDANCE

ticles in your newsletter at the top of the email 
body. Then link readers to a full article, which 
is at the bottom of the email body. This forces 
people to refer back to your website as often as 
possible for the full story and the most up-to-
date information.

• sending your e-newsletter to people who do not 
request it. Make sure you list contact information 
to unsubscribe from the e-newsletter at the bot-
tom of every issue. 

There are two common types of e-newsletters. 
For example, the Council and Chapter Update, the 
MOAA News Exchange® and MOAA’s Legislative 
Update send out “teasers,” with titles linking read-
ers back to complete articles on MOAA’s Web Base. 
Other e-newsletters might include teasers or titles, 
but link readers to complete articles at the bottom of 
the email.

For larger e-newsletters, or e-newsletters with 
long stories, News Exchange and Legislative Update 
style is more useful. If your e-newsletter contains 
only a few key issues, with shorter stories, then pro-
viding the articles at the bottom of the email will 
work just as well. You can find more helpful tips on 
creating a successful e-newsletter in the appendix.

PUBLICITY
Publicizing a chapter is helpful in a number of ways:

Benefits 
• Publicity creates chapter recognition in a com-

munity and with potential members and creates a 
favorable image of officers, a chapter, and national 
MOAA. It makes members proud to belong and 
can make potential members want to belong. It 
also reminds members of upcoming activities.

• It is important that one person, at a minimum, 
be assigned to the task of generating favorable 
publicity for a chapter. Large chapters probably 
should have more than one person. No other 
chapter responsibilities should be assigned to 
these people. Prior experience in a public affairs 
or public relations job can be a definite plus.

• While there are numerous methods by which a 

chapter can achieve publicity, the most common 
are through news releases and captioned news 
photos. Letters to the editor, editorial replies, sug-
gested feature articles and editorials, and contri-
butions to columns also can provide publicity.

News Releases 
Chapters are encouraged to submit news releases 
and properly captioned photos of interesting activi-
ties for publication in MOAA’s Military Officer or 
The Affiliate. (Email submissions to chapters@moaa 
.org or mail to MOAA, Council and Chapter Af-
fairs, 201 N. Washington St., Alexandria, VA 22314.) 
Because of space limitations, it is not possible to 
publish all of the material received. News releases 
and photos selected for publication will be those of 
the greatest interest to a publication’s readership. 
All written material submitted for possible use is, of 
course, subject to appropriate editing. 

Photos
Many chapter members now have and use digital 
cameras for chapter events. The ready availability 
of electronic images has led to numerous questions 
regarding their transmission to and use in MOAA 
publications. Consider the following guidelines if 
your chapter uses a digital camera:
• Use only high-resolution (hi-res) digital photo-

graphs in TIF or JPEG formats. 
• To take a hi-res photograph with a digital camera, 

the camera should be adjusted to the highest qual-
ity resolution and settings before taking any pho-
tos. The photograph’s quality depends on both the 
resolution and the amount of compression. Each 
digital camera is different, so look in your camera’s 
manual for a section on image quality, image size, 
or compression, and follow those instructions. 

• When submitting photos for publication, send 
the original file only. Do not manipulate the file 
with either in-camera enhancing or photo-editing 
software on your computer. 

See Tech Tactics — 5 Tips for Taking Good Pho-
tos With Your Phone on the Tech Tactics page on 
MOAA’s website. For questions, contact MOAA’s 
web team at webmaster@moaa.org or editor@
moaa.org. If you do desire to submit photos that 
have been printed, follow the suggestions below:
• 4-inch-by-6-inch color prints are preferable. 

Tape a brief caption on the back of a print, and 
provide complete left-to-right identifications to 
include each person’s name, rank, service, and, 
when appropriate, title.

• Do not write on the photo itself. Do not use paper 

Publicity creates  
chapter recognition in  

a community and creates a 
favorable image of officers, a 
chapter, and national MOAA.
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clips directly on a print, and don’t write on the 
back of a print. 

Learn more about chapter publicity and public 
relations in MOAA’s Chapter Public Relations/Com-
munication Guide. To request a copy, call MOAA’s 
Member Service Center at (800) 234-MOAA (6622), 
or email msc@moaa.org.

MOTIVATION
As demographics change and people move, oppor-
tunities to join an existing chapter can be limited. 
Sometimes a chapter does not exist in an area, or 
the closest chapter is too far away and joining it is 
unrealistic. Consequently, MOAA members living 
in an area not covered by an MOAA chapter might 
think a local chapter would be both desirable to 
offer camaraderie with a purpose and viable for ad-
vocacy efforts by providing a chapter influence in a 
congressional district and to bridge the military-to-
civilian divide in the community.

BASIC REQUIREMENTS
If you’re considering starting a new chapter, take 
these tips into consideration:
• First, determine whether there are sufficient po-

tential members in a contemplated new chapter 
area. How many potential members will suffice 
depends on a number of factors, including the 
size of a chapter area. Fifty potential members 
living in one community might warrant the 
establishment of a chapter, but if they are scat-
tered across a five-county area, it might not be 
feasible. If this is the case, maybe establishing a 
satellite is a more viable alternative. 

• Second, assess the willingness of a small number 
of potential members, perhaps three to five, to 
serve on an organizing committee. These indi-
viduals should be both able and enthusiastic and 
should have sufficient time available to devote to 
the project.

ORGANIZING PROCESS
Establishing a new MOAA chapter can be easy. Fol-
low these informal steps: 
• A committee or individual interested in starting 

a new chapter should begin by contacting and 
coordinating with a state council, if one exists. 
This step ensures other area chapters that might 
be affected by the creation of a new chapter 
are notified and made aware of the possible 
expansion. If a state council does not exist, call 
MOAA’s Council and Chapter Affairs Depart-
ment at (800) 234-MOAA (6622) for additional 
guidance on new chapter development.

• Before contacting these chapter officials, consid-
eration must be given to the proposed chapter’s 
geographic boundaries and, if practical, the ZIP 
codes to be included in the area. Having this 
information available will help Council and 
Chapter Affairs prepare a printout of names and 
addresses of MOAA members living in a pro-
posed chapter area. This printout serves as the 
principal listing of potential chapter members.

STEPS IN ORGANIZATION
Phase 1: The Initial Organizing Meeting
Once sufficient interest is apparent, form an orga-
nizing committee and assign a chair, secretary, and 
treasurer to serve until chapter officers officially are 
elected and installed.

For the initial organizing meeting, an orga-
nizing committee should select a time and place 
convenient for the greatest possible number of 
potential members. About three weeks before this 
first meeting, an organizing committee should 
send a (mail or electronic) promotional letter to all 
potential members. This letter should note some 
of the ways a local chapter can serve servicemem-
bers in the area, and it should invite all potential 
members to discuss the pros and cons of proceed-
ing with the project. If an organizing committee 
thinks it would be helpful, a council president and 
the president of a nearby chapter also should re-
ceive invites.

During the initial organizing meeting, attend-
ees should discuss reasons for establishing a local 
chapter and decide whether there is sufficient inter-
est to continue the effort. If a decision is made to 
proceed, take the following steps:
• Tentatively agree on a chapter name, a clear 

definition of a proposed chapter’s geographi-
cal area, and the amount of dues that will be 
charged. Agree to draft a proposed set of bylaws 
(see page 54).

• Form a nominating committee to prepare a pro-
posed slate of prospective officers and directors. 
(If they would have less than six months to serve 
in the current year, have their terms of office ex-
tend through the next calendar year.)

Chapter 9
Organizing 
a New Affiliate
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Phase 2: Second Organizing Meeting
Accomplish the following before a second organiz-
ing meeting:
• Draft proposed bylaws. 
• Identify a proposed slate of officers and directors.
• Identify a proposed chapter name.

The organizing committee should select a con-
venient time and place for the second organizing 
meeting. About three weeks before this meeting, the 
organizing committee should send another promo-
tional letter (via mail or email) to all potential chapter 
members, not just those who attended the first meet-
ing. This letter should try to engender greater interest 
in a proposed chapter and should provide a brief status 
report on the project. Attach a copy of the proposed 
bylaws and proposed slate of officers and directors.

A secretary of the organizing committee should 
preside at the second organizing meeting. Three im-
portant items of business should be accomplished:
• Approval of a proposed chapter’s bylaws. 
• Election of proposed officers and directors. 
• Authorization of an organizing committee to 

submit an official application for affiliation with 
national MOAA.

Attendees also should be encouraged to com-
plete and submit membership applications and pay 
initial dues.

Phase 3: Requesting Affiliation 
After selecting a new chapter’s name, appointing 
new officers and directors, and approving the by-
laws, an organizing committee chair should submit 
a written application for affiliation with national 
MOAA. Include a copy of the chapter’s bylaws; a list 
of elected officers and the chapter’s point of contact 
with their addresses, telephone numbers, and email 
addresses; the established chapter’s list of assigned 
ZIP codes; and a list of members as of that date.

Notify MOAA’s Council and Chapter Affairs De-
partment of a proposed date for the new chapter’s 
chartering. Ideally, a member of MOAA’s board of 
directors or staff will attend and present a charter.

NOTE: All new chapters requesting national 
MOAA affiliation also must agree to affiliate with 
their state council, if established.

NOTE: MOAA’s board of directors must approve 
chapter affiliation. When considering a date for 
a chartering, keep in mind it will have to be after 
the date of a board meeting following submission 
of a chartering request. 

Phase 4: Charter Presentation
Once MOAA’s board of directors approves an appli-
cation for affiliation and a date for charter presenta-
tion has been set, an organizing committee should 
make detailed arrangements for that occasion. A 
charter presentation meeting should be a festive oc-
casion, with spouses and other guests present. 

An organizing committee also should invite the 
state council president, the local mayor, and the 
military installation commander and other chapter 
presidents from across the state as well as their re-
spective spouses to attend a charter presentation.

An organizing committee should make all ar-
rangements to publicize an upcoming charter pre-
sentation meeting to obtain the greatest possible 
turnout. Some potential members who previously 
have shown little interest in helping establish a new 
chapter will attend a charter presentation meeting 
and become charter members.

At a charter presentation meeting, install new of-
ficers and present a charter of affiliation and gavel. 
A chair of the organizing committee should preside 
until the installation of elected officers, at which 
time the new chapter’s president takes over.

A chapter’s publicity officer promptly should 
submit news releases and photos about the event 
to local news media (if no local news media is in 
attendance) and to MOAA’s Council and Chapter 
Affairs Department.

NOTE: All chapters that do not retain their 
affiliation with their state council, if one is 
established, may have their charter affiliation with 
national MOAA suspended or revoked on a case-
by-case basis. 

FINANCIAL ASSISTANCE
National MOAA will reimburse a newly established 
chapter up to $750 for expenses typically related to 
starting a new chapter, such as printing and postage 
expenses, cost of stationery, and other administrative 
costs. A member of the organizing committee should 
keep receipts for these expenses and submit them 
with a request for reimbursement to MOAA, Council 

In the appendices at www 
.moaa.org (in the chapter 

management section), you’ll 
find helpful council and chapter 
documents, links, and more.
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and Chapter Affairs Department, 201 N. Washington 
St., Alexandria, VA 22314. Normally, an organizing 
committee’s treasurer pays for expenses as they are 
incurred, and after the chapter has been chartered, he 
or she submits one reimbursement claim. The reim-
bursement will be disbursed from national MOAA via 
an electronic funds transfer (EFT) to the new chapter 
account. Refer to the appendix for guidance on estab-
lishing an EFT account. Other than the chapter itself, 
national MOAA entitles no person or organization to 
reimbursement for expenditures in connection with 
establishment of a new chapter, except when specifi-
cally authorized in advance.

SATELLITE CHAPTERS: ANOTHER 
OPTION
Groups of MOAA members organize informal 
groups called satellite chapters when the travel dis-
tance to their closest chapter is too far, and there 
is not sufficient interest in their geographic area to 
start a new chapter. These MOAA members occa-
sionally gather to discuss common issues and enjoy 
the camaraderie of fellow officers. Becoming a satel-
lite is an option for MOAA members who want to 
organize themselves, should they not be successful 
in starting a chapter.

MOAA embraces satellite chapters, because it 
provides another opportunity for MOAA members 
to gather. The concept is simple:
• Someone in a given area expresses interest in get-

ting MOAA members together occasionally.
• MOAA provides a list of names of people to contact.
Satellites chapters do not have:
• formal organizational structure,
• bylaws,
• election of officers,
• specific meeting requirements, or
• a newsletter.

MOAA asks, however, that a satellite chapter 
align itself with an existing chapter and become an 
affiliate of that chapter. Satellite chapter members 
should pay dues to a host chapter, and the host chap-
ter is expected to share some of the money collected 
with its satellite for program expenses.

A host chapter should provide the opportunity 
for a satellite member to serve on its board of direc-
tors and occasionally should try to organize joint 
meetings.

Satellites Defined
Satellites are geographically separated from their 
host chapter and are devoted to participatory advo-
cacy and community-service activities, without the 
full-up organizational structure of a chapter

Concept of Growing Satellites 
• Identify locations for potential satellites.
• Give emphasis to forming a council-chapter-

satellite system.
• Seek involvement of councils and chapters in cre-

ating satellites.
• Satellites are structured under a host chapter.
• Satellite members will be counted as host chapter 

members.
• Congressional districts may be covered by either 

a chapter or a satellite.
• Satellites will not be formally chartered (an ap-

propriate national MOAA recognition of the 
satellite will be made, to include a letter from the 
MOAA president).

Benefits of Growing Satellites
• Increase chapter membership.
• Increase national MOAA membership participa-

tion in chapters.
• Contribute to MOAA’s goal of having influence in 

each congressional district.
• Enhance MOAA’s legislative impact.

How to Become a Satellite
• Obtain relevant council and chapter endorsement;
• have at least 10 national MOAA members, two of 

whom are willing to be satellite leaders;
• agree to be host chapter members;
• agree to comply with host chapter guidelines;
• identify the congressional districts to be covered 

by the satellite;
• conclude an understanding with host chapter 

on administrative matters, such as host chap-
ter board representation, access to host chapter 
newsletter, dues collection and finances, and par-
ticipation in each other’s functions; and

• petition, through the host chapter and relevant 
council, to national MOAA to become a satellite.

Satellite Limitations
• They are not eligible to compete for Levels of 

Excellence or Communications awards (all satel-
lite activities and achievements are host chapter 
reportable activities and achievements).

If you’re considering 
starting a new chapter, 

evaluate your potential 
membership base and your pool 
of potential organizers.
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• They are not eligible to compete for any national 
MOAA incentive awards relative to obtaining 
new members or new chapter development funds 
(all satellite achievements in this area are report-
able by the host chapter who will receive appro-
priate credit).

• They are not eligible to participate in the Gold 
Bar or ROTC/Junior ROTC medal programs 
unless included in the host chapter program 
(all accomplishments under these programs, 
however, are to be reported and credited to the 
chapter).

• They may not direct requests to national MOAA 
for speakers or other support. Such requests 
should be submitted through the host chapter. 
When national MOAA visits the host chapter, it 
is anticipated that some arrangement also will be 
made to include the satellite (either by invitation 
to the host chapter event, by visiting the satellite 
with a host chapter officer or representative, or 
some other arrangement).

Satellite That Wishes to Become a Chapter
• A satellite may petition national MOAA, in co-

ordination with the host chapter and council, to 
become a free-standing and independent chapter.

• Viability of a satellite as a chapter will be the key 
consideration.

• Satellites must meet guidelines established for 
chapters.

• Upon chartering as a chapter, the former satellite 
will become a chapter entitled to the full benefits 
of a chapter within the MOAA system.
   

VIRTUAL CHAPTERS
National MOAA provides an alternative way to 
structure a chapter, recognizing that modern tech-
nology has offered a means for individual national 
MOAA members to interact and work together. 
While this is unlikely to replace traditional geo-
graphically defined chapter organizations, there is 
the potential to expand our chapter system in this 
new area. 

Like most other veterans’ organizations, MOAA’s 
chapters are organized following the traditional 
model — geographically. This template for organiz-
ing affiliates has worked well in the past when the 
only option for people to socialize and interact was 
through personal contact. Now, technology has pro-
vided many alternatives to face-to-face interaction. 
Some members and their peers frequently prefer 
regular interaction through social media and the in-
ternet rather than frequent face-to-face meetings. 

Virtual Chapter Defined
• A core group of national MOAA members who 

already are bound together in some common 
purpose or ongoing activity.

• Virtual chapters are devoted to advocacy activi-
ties, without the full organizational structure of a 
chapter.

Concept of Growing Virtual Chapters 
• Virtual chapters will not be formally chartered by 

the national MOAA board of directors. Rather a 
request to align with national MOAA for com-
mon purposes will be made to the Council and 
Chapter Affairs Committee for consideration.

Benefits of Growing Virtual Chapters
• Increase chapter membership.
• Increase national MOAA membership participa-

tion in chapters.
• Contribute to MOAA’s goal of having influence in 

each congressional district.
• Enhance MOAA’s legislative reach.

How to Become a Virtual Chapter 
• Have at least 10 national MOAA members, two of 

whom are willing to serve in virtual chapter lead-
ership positions;

• agree to comply with MOAA community stan-
dards;

• produce written bylaws and comply with memo-
randum of understanding/standard operating 
procedures as defined by national MOAA;

• provide a modified chapter membership roster 
with name, rank, national MOAA member num-
ber, and valid email address; and

• petition, through the Council and Chapter Affairs 
Committee, to become a virtual chapter.
  

Virtual Chapter Limitations
• They are not eligible for new chapter develop-

ment funds.
• They are not eligible to compete for Levels of Ex-

cellence awards.
• They are not eligible to qualify for any national 

MOAA incentive awards relative to obtaining 
new members.

• They are not eligible to participate in the Gold 
Bar or ROTC/Junior ROTC medal programs.

For more information on the difference between 
geographic chapters, satellites, and virtual chapters, 
refer to the appendix.
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Chapter 10
Suggested Chapter 
Bylaws
Bylaws of the ________________________ Chapter

ARTICLE I — NAME
The name of this organization shall be the                                            
                                                                           Chapter, 
hereinafter referred to as the chapter.

ARTICLE II — PURPOSE
The purposes of the chapter shall be to promote the 
purposes and objectives of the Military Officers Asso-
ciation of America (MOAA); foster fraternal relations 
among retired, active duty, and former officers of the 
uniformed services and their reserve components; 
protect the rights and interests of active duty, retired, 
and reserve component personnel of the uniformed 
services and their dependents and survivors; provide 
useful services for members and their dependents and 
survivors; and serve the community and the nation. 

ARTICLE III — STATUS
Section 1. The chapter shall be a nonprofit organi-
zation, operated exclusively for the purposes speci-
fied in Article II above. 

Section 2. Officers, directors, and appointed of-
ficials shall not receive any stated compensation for 
their services, but the board of directors may au-
thorize reimbursement of expenses incurred in the 
performance of their duties.

Section 3. Nothing herein shall constitute members 
of the chapter as partners for any purpose. No mem-
ber, officer, or agent of the chapter shall be liable for 
acts or failures to act on the part of any other mem-
ber, officer, or agent. Nor shall any member, officer, or 
agent be liable for acts or failures to act under these 
bylaws, excepting only acts or failures to act arising 
out of willful malfeasance or misfeasance.

Section 4. The chapter shall use its funds only to ac-
complish the purposes specified in Article II above, 
and no part of said funds shall inure or be distrib-
uted to members.

Section 5. In the event of dissolution of the chapter 
and after the discharge of all liabilities, the remain-

ing assets shall be given to a nonprofit organization 
whose purposes and objectives are similar to those 
of the chapter, such organization to be designated by 
a majority vote of the board of directors.

ARTICLE IV — MEMBERSHIP 
Section 1. The membership of the chapter shall be 
composed of men and women who are serving or 
have served on active duty or in one of the reserve 
components as a commissioned or warrant officer in 
one of the seven U.S. uniformed services (Air Force, 
Army, Coast Guard, Marine Corps, National Oce-
anic and Atmospheric Administration, Navy, and 
Public Health Service) as well as survivors of any 
deceased individuals who would, if living, be eligible 
for membership.

Section 2. Subject to the provisions of Section 1 
above, membership shall be of three classes: regular, 
auxiliary, and honorary.

Section 3. Applications for regular or auxiliary mem-
bership shall be submitted in writing to the board of 
directors. Regular and auxiliary members shall submit 
recommendations for honorary membership in writ-
ing to the board of directors. The board of directors 
shall be empowered to accept or reject any application 
or recommendation for membership. 

Section 4. The board of directors may drop any 
member for good and sufficient cause after that mem-
ber has been given an opportunity to be heard.

Section 5. Regular and Auxiliary members are 
required to hold and maintain membership in na-
tional MOAA.

Section 6. Any chapter affiliated with MOAA is 
expected, upon application to and approval by the 
council, become affiliated with its state council. Such 
affiliation does not authorize the council to partici-
pate in the organizational or managerial affairs of 
the chapter unless requested by the chapter. 

ARTICLE V — VOTING
Section 1. Except as otherwise provided in these 
bylaws, all questions coming before the membership 
shall be decided by a majority vote. 

Section 2. Only regular and auxiliary members in 
good standing or, as determined by the board of di-
rectors, present at a meeting of the chapter shall be 
entitled to vote. Spouses of chapter members, who 
are also national MOAA members in good standing, 



5 5MOAA CHAPTER GUIDANCE

serving in a chapter officer position should be af-
forded the right to vote.

Section 3. Proxy voting shall not be permitted at 
any meeting of the chapter. 

ARTICLE VI — DUES 
Section 1. The annual dues for each member for the 
next calendar year shall be determined by the mem-
bership at the annual meeting, after receiving the 
board of directors’ recommendation in the matter. 

Section 2. The annual dues for a calendar year shall 
become due on Jan. 1 of that year. 

Section 3. The board of directors may, without fur-
ther notice and further hearing, drop any member 
from the rolls. The member shall thereupon forfeit 
all rights and privileges of membership.

Section 4. Any chapter member who has been 
dropped for nonpayment of dues may be reinstated 
upon reapplication for membership and payment of 
annual dues for the current year. 

ARTICLE VII — MEETINGS 
Section 1. There shall be an annual meeting of 
the chapter during the month of November for the 
receipt of annual reports, the determination of an-
nual dues for the next calendar year, the election of 
officers and directors, and the transaction of other 
business. Notice of the meeting shall be emailed to 
each member at least 20 days in advance. (Note: If a 
chapter is incorporated, it must conform to any no-
tice requirements of relevant state laws.) 

Section 2. Regular meetings of the chapter shall be 
held during the months of                                  unless 
otherwise decided by the board of directors. Notice 
of each meeting shall be emailed to each member at 
least 15 days in advance. 

ARTICLE VIII — BOARD OF DIRECTORS 
Section 1. The board of directors shall be composed 
of the elected officers (president, vice president(s), 
secretary, and treasurer), the immediate past presi-
dent, and elected directors. 

Section 2. The elected officers/directors shall be 
elected annually or biennially by the membership at the 
annual meeting. Each elected officer/director shall take 
office at the first regular or special meeting in the cal-
endar year following election and shall serve for a term 
of one year or, if elected biennially, for a two-year term. 

Section 3. The board shall have supervision, control, 
and direction of the affairs of the chapter, shall deter-
mine its policies or changes therein within the limits 
of the bylaws, shall actively prosecute its purposes, 
and shall have discretion in the disbursement of its 
funds. It may adopt such rules and regulations for the 
conduct of its business as may be deemed advisable 
and may, in the execution of the powers granted, ap-
point such agents as it may consider necessary. 

Section 4. The board of directors shall not be au-
thorized to adopt resolutions or to establish posi-
tions in the name of the chapter. 

Section 5. The board shall meet upon the call of the 
president at such times and places as he may desig-
nate and shall be called to meet upon demand of a 
majority of its members. Notice of each meeting of 
the board of directors shall be mailed to each mem-
ber of the board at least 10 days in advance. 

Section 6. A majority of the entire board shall con-
stitute a quorum at any meeting of the board. 

Section 7. All questions coming before the board 
shall be decided by a majority vote, with each mem-
ber of the board present being entitled to one vote. 
Proxy voting shall not be permitted. 

ARTICLE IX — OFFICERS 
Section 1. The elected officers shall be a president, 
vice president(s), a secretary, and a treasurer, each of 
whom shall be a regular or auxiliary member of the 
chapter (or the spouse of a chapter member who is 
also a national MOAA member in good standing). 

Section 2. The membership shall elect officers at the 
annual meeting. Each elected officer shall take office 
at the first regular or special meeting in the calendar 
year following election and shall serve for a term of 
one or two years or until a successor is duly elected 
and installed. 

Section 3. Normally, a member shall not serve more 
than two consecutive terms as president; however, 
this provision may be waived if there are no volun-
teers to assume the office and the member agrees 
and the board of directors concurs in having the 
member serve another term. 

Section 4. The first vice president shall fill a va-
cancy in the office of the president automatically. 
The second vice president shall fill a vacancy in the 
office of the first vice president automatically. Va-



5 6 MOAA CHAPTER GUIDANCE

cancies in other offices shall be filled as the board 
of directors may decide. 

Section 5. The president shall be the chief elected 
officer of the chapter, shall preside at meetings of the 
chapter and of the board of directors, and shall be a 
member ex officio, with right to vote, of all committees 
except the nominating committee. The president shall 
also, at the annual meeting and at such other times as 
might be deemed proper, communicate to the chapter 
or the board of directors information or proposals to 
help in achieving the purposes of the chapter. Further, 
the president shall perform such other duties as are 
necessarily incident to the office of the president. 

Section 6. In the event of the president’s temporary 
disability or absence, the first vice president shall 
perform the duties of the president. In the event of 
the temporary disability or absence of the president 
and the vice president(s) shall perform the duties 
of the president. The vice presidents shall perform 
other duties such as the president might assign. 

Section 7. The secretary shall provide timely writ-
ten notification of all meetings of the chapter and of 
the board of directors and shall maintain a record 
of all proceedings. The secretary also shall carry 
out these duties: maintain the membership records, 
prepare such correspondence as might be required, 
maintain the chapter’s correspondence files, and 
safeguard all important records, documents, and 
valuable equipment belonging to the chapter. Fur-
ther, the secretary shall perform such other duties as 
are commensurate with the office or as might be as-
signed by the board of directors or by the president. 

Section 8. The treasurer shall maintain a record of all 
sums received and expended by the chapter, collect the 
members’ annual dues, make such disbursements as 
are authorized by the chapter or the board of directors, 
deposit all sums received in a financial institution ap-
proved by the board of directors, and make a financial 
report at the annual meeting or when called upon by 
the president. Funds may be drawn from the account 
in the financial institution only upon the signature of 
the treasurer. The funds, books, and vouchers in the 
custody of the treasurer shall at all times be subject to 
inspection and verification by the board of directors. 

ARTICLE X — COMMITTEES 
Section 1. The president, subject to the approval 
of the board of directors, shall annually appoint 
standing and special committees such as might be 
required by the bylaws or might be advisable. 

Section 2. The standing committees of the chapter 
shall include membership, legislative, and personal 
affairs. 

Section 3. At least 60 days before the annual meet-
ing, the board of directors shall appoint a nominating 
committee of five regular members, not currently 
holding elective or appointive office, to nominate can-
didates for the elective offices. The committee shall 
notify the secretary in writing (or email), at least 30 
days before the annual meeting, of its proposed slate 
of officers and directors for the next calendar year, 
and the secretary shall list in the chapter’s newsletter 
the nominated candidates for the elected offices or 
email a copy thereof to each regular member at least 
20 days before the annual meeting.

ARTICLE XI — AMENDMENTS
The bylaws may be amended, repealed or altered in 
whole or in part by a two-thirds vote of the member-
ship at any duly organized meeting of the chapter, 
provided that a copy of any amendment proposed 
for consideration has been mailed to each member 
qualified to vote at least 15 days before the meeting.

ARTICLE XII—THE FLAG
The American flag shall be displayed and honored at 
all meetings of the chapter.

This is to certify that these bylaws were approved 
and adopted at the organizational (or annual or reg- 
ular or special) meeting of the                                          
Chapter at                               on                . 

                                                                                               
Name

                                                                                               
Rank/Grade and Service

                                                                                               
President’s Signature   

                                                                                               
Name

                                                                                               
Rank/Grade and Service

                                                                                               
Secretary’s Signature



3MOAA CHAPTER GUIDANCE

Legislative advocacy — Your membership helps support MOAA’s 

critical advocacy efforts for better pay, health care, family support, 

and retirement benefits for military officers and their families.

Expert advice on issues important to you — Take advantage 

of  Premium and Life members-only programs designed to help you 

advance your career, secure your financial future, and make the 

most of  your hard-earned military benefits.

Affordable insurance products — Now you can get affordable 

member rates on life, health, and long term care insurance plans that 

supplement your military entitlements. 

Financial services — Access powerful online tools as you make 

decisions about debt management, college savings, mortgage 

comparisons, retirement planning, and more. 

Military Officer — Look at today’s issues from a military officer’s 

perspective, get updates on your earned benefits, and read about 

what MOAA is doing for you.

Money-saving discounts — Enjoy exclusive members-only 

discounts on Dell and Apple computers, hotels, car rentals, vacation 

packages, and more.

Scholarships and grants — MOAA offers scholarships and grants 

for military children seeking undergraduate degrees.

For more information about MOAA member benefits and services,  
please visit us at www.moaa.org/products.

MAKE THE MOST OF YOUR MOAA MEMBERSHIP

Experience MOAA’s powerful array of  resources and member benefits  
designed to help you through every aspect of  life.
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MOAA PUBLICATIONS

For more than 85 years, MOAA has been fighting for 

the interests of military members and their families. 

We understand the challenges you face because 

we’re officers just like you, and we’re ready to share 

our expertise and experience. The MOAA library 

of guides and reference tools is available to help you 

navigate the challenges that arise at each stage of life.

Military Family Legislative Action Guide

Benefits Planning Guide

Aging Into Medicare & Tricare For Life

Concurrent Receipt

Estate Planning

FOR MORE INFORMATION  
ABOUT MOAA PUBLICATIONS,  

CALL (800) 234-MOAA (6622)  
OR VISIT US ONLINE AT  

WWW.MOAA.ORG.

Military Officers Association of America
201 N. Washington St., Alexandria, VA 22314

(800) 234-MOAA (6622) • www.moaa.org

$14.95

NEVER STOP SERVING
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