AMVETS Riders
Sgt-at-Arms Training Guide

“Riding in Service to Veterans”




Introduction

The purpose of this manual is to provide guidance, duties, and resources for the AMVETS Riders
Sgt-at-Arms. This officer plays a critical role in ensuring order, discipline, and adherence to
AMVETS Riders rules and traditions.

Duties of the Sgt-at-Arms

e Maintain order during meetings and official events.

e Enforce compliance with AMVETS Riders by-laws and procedures.

e Protect AMVETS Riders property and assets.

e (Coordinate security and safety for meetings, rides, and events.

e Uniform Enforcement: Ensure all Riders are properly in uniform at events, meetings, and
official functions.

e (Carry out instructions as directed by the President or Executive Board.

e Ensure proper conduct and decorum of all members and guests.

e Safeguard and properly handle the colors (U.S. Flag and AMVETS Riders Flag).

PRIOR TO THE MEETING

e Verify attendance of members and guests.
e Ensure that only authorized individuals are present once the meeting has opened.

e Report attendance status to the President prior to the opening ceremony.

AFTER THE MEETING

e Assist with closing procedures as directed.

e Ensure the meeting area is restored respectfully and appropriately.
COLORS AND CEREMONIAL DUTIES

The Sergeant-at-Arms is responsible for the proper handling and care of the colors.
Duties include:

* Ensuring flags are present, clean, and displayed correctly.

* Coordinating with designated color bearers if assigned.

* Overseeing the posting and retiring of the colors during meetings and ceremonies.

* Ensuring all flag handling follows proper respect and protocol.




AUTHORITY AND CONDUCT
The Sergeant-at-Arms serves as the President’s representative for maintaining order.
* Authority is exercised respectfully and professionally.

* Disciplinary actions, if required, should be handled calmly and in accordance with
AMVETS Riders bylaws and policies.

* Removal of a member from a meeting should only occur when absolutely necessary and
with the President’s awareness.

RELATIONSHIP WITH OTHER OFFICERS

The Sergeant-at-Arms works closely with:

* President — primary direction and authority

* Vice Presidents — support during meetings and events

* Judge Advocate — guidance on procedural or disciplinary matters
* Chaplain — assistance during ceremonial events

BEST PRACTICES

¢ Be familiar with AMVETS Riders Constitution & Bylaws.
¢ Understand basic parliamentary procedure.

¢ Always maintain professionalism.

e Communicate clearly and respectfully.

» Be prepared for both ceremonial and operational duties.

Uniform & Vest Requirements

The Sgt-at-Arms is responsible for ensuring all members comply with the official AMVETS
Riders uniform standards. The following vest placement guide illustrates proper patch
placement and uniform appearance. (Please see Appendix B for picture example.)

Key Highlights:




e Back of Vest: Rockers must touch the center patch with no gaps. No other patches permitted
on the back.

e Front of Vest: U.S. Flag patch must always be placed highest, over the heart. Officer
identification bars go directly below.

e General Instructions: No side patches are permitted. All patches must be securely attached.
Consistency is required across all members.

Required Documents

The following documents are included in full form for reference:

e Filing Your 990 - AMVETS Riders National Instructions
e AMVETS Riders Vest Guide

Annual IRS Form 990 Filing Deadline

e A copy of the 990 documents filed must accompany your annual revalidation
submission to your Department and National AMVETS Riders. Members may file for an
automatic 6-month extension by submitting IRS Form 8868 on or before the original
due date.

e Send 990’s to your Department Sgt-at-Arms> Department send to National. If you do not
have a department, please send directly to National Sgt-at-Armes.

e Once Sgt-at-Arms has a completed list of current 990’s, he will send copies to the 1st Vice

to submit with there revalidation form.

Filing Deadline

The IRS Form 990, 990-EZ, or 990-N (e-Postcard) is due annually on the 15th day of the 5th
month following the end of the organization’s tax year. While filing is handled by
Chapter/Department leadership, all officers should be aware.

e Examples:
e o fthe fiscal year ends December 31, the 990 is due May 15 of the following year.
e e [fthe fiscal year ends June 30, the 990 is due November 15.

Note: Failure to file for three consecutive years results in automatic revocation of tax-exempt

status.




Practical Guidance

e Meeting Protocols and order maintenance.
e Conflict resolution and member discipline.

o Event security, safety procedures, and setup oversight.

Please continue to next page...




Appendix A — Filing Your 990

Filing vour 990-EZ (e-Postcard) Q & A
AMVETS Riders National - Instructions for Departments and Chapters

Q: How do we file?

A: To electronically submit Form 990-N, Electronic Motice (e-Postcard] for Tax-Exempt
Organizations Mot Required to File Form 550 or Form 990EZ, use the Form 950-M
Electronic Filing system (e-Postcard):

https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-
small-exempt-organizations-form-990-n-g-postcard

= All organizations are required to register at IRS.gov prior to filing Form 990-M.
You won't be asked to register again the next time you fila.

*  Form 990-N must be completed and filed electranically. There is no paper form.

*  Form 990-N filers may choose to file a complete Form 990 or Form 990-EZ
instead.

{: When is the deadline?

A: Form 980-N is due every year by the 15th day of the 5th month after the close of your
tax year. You cannot file the e- Postcard until after your tax year ends.

Q: How can I determine what our tax year is?
A: A tax year is usually 12 consecutive moanths.
There are two kinds of tax years:

* Calendar Tax Year: This is a period of 12 consecutive months beginning lanuary 1
ahd ending Decembear 31! ar

* Fiscal Tax Year: This is a peried of 12 consecutive months ending on the last day
of any month except December.

Generally, your tax year {or accounting period) can be found in the following
documents:

*  Your organization’s by-laws.

*  Your application for federal tax-exempt status (Form 1023 or Form 1024) or the
determination better you received approving your tax-exempt status.

*  The application, Form 55-4, your organization filed to obtain its employer
identification number (EIN).

= A copy of a prior year returns, Form 390 or 990-E2, that you filed with the IRS.




Example: If your tax year ended on December 31, the e-Posteard is due May 15 of the
following year. If the due date falls on a Saturday, Sunday, of legal holiday, the due date
is the next business day.

@: What happens if the 990 isn't filed on time?

A I your 990-M is late, the IRS will send a reminder notice to the last address we
received. Please do not walt for this to happen.

‘While there is no penalty assessment for filing Form 990-N late, organizations that fail to
file required Forms 990, 990-EZ or 990-N for three consecutive years will automatically
lose their tax-exempt status. Revocation of the organization's tax-exempt status will
happen on the filing due date of the third consecutively-missed year.

Q: What information will we need when filing Form 990-N7

A, Form 990-N i easy to complete. You'll need only eight items of basic information
about your erganization to complete the e-Postcard:

1. Employer identification number (EIN), also known as a Taxpayer ldentification
Mumber (TIN)

Tax year

Legal name and mailing address

Any other names the organlzation uses

Marme and address of a principal officer - NOTE: USE YOUR POST ADDRESS!

Web site address if the organization has one

Confirmation that the organization’s annual gross receipts are 550,000 or less

If applicable, a statement that the organization has terminated or is terminating
{going out of business)
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Q: How do we locate prior Form 990-N filings?
To search for your Chapters filed Form 990-N and to view past filings:
https:/ fwww.irs.gov/charities-non-profits/tax-exempt-organization-search

Please share this information with your membership so that all members are educated
and aware of this procedure as they move up the chairs within your Chapter.




Appendix B— AMVETS Riders Vest Guide

FRONT OF VEST

Description:

- U.S. Flag Patch: Over the heart, highest elevation on the front.

- AMVETS Parent Org Patch: Right chest.

- POW-MIA Patch: Upper Right. Shall be worn above parent organization hat patch.




BACK OF VEST

Description:

- Top Rocker: sewn directly above the center patch.

- Center Patch: Large AMVETS Riders emblem with eagle and laurel wreath. 8" 10" or 12" can be
worn.

- Bottom Rocker: "DEPT OF MO" - sewn directly below the center patch.

- Key Rules: Rockers must touch the center patch (no gaps). No other patches on the back.




GENERAL INSTRUCTIONS
- No side patches - only front and back.
- Back design must remain uniform with touching rockers and center patch.
- U.S. Flag always highest on the front.
- Securely attach all patches.
- Maintain professional, consistent look across all members. CONCLUSION

Closing & Call to Action
The Sergeant-at-Arms plays a vital role in ensuring that AMVETS Riders meetings and
ceremonies are conducted with respect, structure, and professionalism. Proper execution of
these duties supports effective leadership and reflects positively on the organization.




