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Processing guide
this guide is intended for the branch secretary, the branch Membership 
Chairman and other branch or provincial Command personnel who 
are involved in administrative duties dealing with membership . it 
illustrates sample forms that are used in the legion’s membership 
processing system, explains how they should be completed and 
submitted and contains many helpful hints on ways to make the 
system better for you and the member .

it is important to ensure that the appropriate forms are completed 
and submitted to Dominion Command in order to ensure that 
memberships are processed in a timely fashion .  the various forms 
required to process membership are supplied by Dominion Command 
and can be ordered free of charge from the supply Department .  items 
available for order can be found on the supply requisition Form .

the branch Membership Chairman should review the general-by-
laws and the eligibility guide to ensure that the correct procedures 
are followed when completing application forms for new and 
reinstated members . the membership processing forms are designed 
specifically for providing information from the branch to Dominion 
Command computer system .  they are the communication link 
required to ensure that the information required by Dominion 
Command is stated and processed in the most efficient way possible .  
thousands of transactions are handled daily by the membership staff 
and it is important that the information be stated clearly and fully .  
the appropriate form must accompany every transaction submitted 
to Dominion Command .

this guide is by far the most useful tool when processing membership 
transactions and anyone dealing with membership at the branch 
should make constant use of it . Most processing errors could be 
avoided by referring to this guide .  
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Chapter 1
Forms

the following figures illustrate the Membership forms available from 
the legion supply Department .

Figure 1-1 — MeMber registration ForM
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Figure 1-2 — MeMber Data Change ForM
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Figure 1-3 — branCh transMittal ForM
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HONOURS AND AWARDS PREVIOUSLY GRANTED / HONNEURS ET RÉCOMPENSES DÉJÀ ACCORDÉS: 
Honour or Award / Honneur ou Récompense Date Honour or Award / Honneur ou Récompense Date

Age / Âge: Note: Satisfactory proof that the age of the candidate as stated has been submitted to the undersigned. / 
 Preuve satisfaisante reçue par le sousigné que l’âge du candidat/ de la candidate est bien tel qu’indiqué.

Number of years per capita tax / Nombre d’années de capitation: Amount / Montant: $

Award approved at / Récompense approuvée à:  Date:

 Type of meeting / Genre de réunion

Note: The citation attached to this application must be completed in detail as per regulations and must include services rendered in the Legion and may 
include services renderd in community. / La citation jointe à cette demande doit être complétée en détail, selon les règlements, et doit inclure les services 
rendus à la Légion et peut inclure les services rendus dans la communauté.

I, having prepared and/or reviewed the citation, certify that the information stated is fair and accurate. /
Je, ayant préparé et/ou revu la citation mentionnée, certifie que l’information donnée est juste et équitable.

Name / Nom:    Date:

 please print / lettre moulée

Signature:  Signature:

 Senior Officer / Officier supérieur  Secretary / Secrétaire

Recommend / Recommandé:   Date: 
  Provincial Command Honours and Awards Committee / 
  Comité des Honneurs et Récompenses de la direction provinciale

Signature:  Signature:

 Zone Commander / Commandant du Zone District Commander / Commandant du district

Command / Direction:   Date:

 
Name and Number / Nom et Numéro

Branch / Filiale:   Membership Strength / Effectif d’adhésion:

 
Name and Number / Nom et Numéro

Branch Mailing Address / Adresse postale de la Filiale:

Name of Candidate / Nom du candidat/de la candidate: 

Membership No. / No. du Membre: Member Admission Date / Date d’admission du membre:

Legion

Application for Life Membership
Demande pour membre à vie

March / Mars 2015    800282

Note: Please read the Ritual, Awards and Protocol Manual (Sections 224-231) before completing this application. / 
SVP lire le  Manuel du rituel, des récompenses et du protocole (Sections 224-231) avant de compléter cette demande.

legion.ca

Type or print in BLOCK letters and submit in duplicate / Taper ou lettres MOULÉES et soumettre en duplicata

59 years of age and under 15 years 59 ans ou moins 15 ans
60 - 64 years of age inclusive 10 years 60 - 64 ans inclusivement 10 ans
65 - 69 years of age inclusive 7 years 65 - 69 ans inclusivement 7 ans
70 years of age and over 5 years 70 ans et plus 5 ans

Figure 1-4 — liFe MeMbership appliCation ForM
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Figure 1-5 — MeMbership appliCation ForM
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Figure 1-6 — appliCation For transFer ForM
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Figure 1-7 — MeMbership renewal CarD
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Figure 1-8 — last post Death notiCe
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Chapter 2
HoW To comPLeTe A  

memBersHiP APPLicATion Form

descriPTion
anyone applying for membership must complete a Membership 
application Form which must be processed in accordance with the 
procedures set out in the general by-laws . 

ensure that all eligibility documentation is attached, proof of citizenship 
has been established and the privacy statement has been completed . 

the application must be proposed and seconded by voting members 
of the branch . 

once the application has been approved by all the appropriate 
parties, this and any other required eligibility documentation is to 
be maintained by the branch in the member’s file; do not send to 
Dominion Command . 

branches must use a Member registration Form to register a new/
reinstated member at Dominion Command . 

Forms To use
201 . MeMbership appliCation ForM (see Figure 1-5) 

(white two sided form) (stock # 800293)

Process
202 . orDinary MeMbership—MeMbership appliCation ForM (see 

Figures 2-1 and 2-2) in order to apply for ordinary membership the 
applicant must be a Canadian Citizen or Commonwealth subject . 

a . select the box at the top of the form to indicate membership 
category;

b . Complete the branch information section;

c . Complete the member information section for the person 
applying for membership;

d . select the activities in which the member has indicated an 
interest;
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e . Complete section D & e and page 2 of application form;

i . section “D” – tick the appropriate box to indicate the 
documentation that was provided as proof of eligibility; 

ii . section “e”– provide service information – indicate the 
applicable area; and

iii . proceed to page 2 of the application form .

f . Complete the privacy statement – this is a mandatory 
requirement . applicant must complete and sign this section . 
Members cannot be processed without this information;

g . if legion Magazine is not required, tick box;

h . signatures;

i . application form must be signed and dated by the applicant;

ii . provide proposer’s name – proposer must sign and date 
the application form; and

iii . provide seconder’s name – seconder must sign and date 
the application form .

i . record of legion service – complete this section for members 
who are reinstating;

j . have you been expelled from any legion branch or other 
Veteran’s organization – you must answer “yes or no” . if “yes” 
provide the branch/organization information; and

k . Complete the section “For branch use” .

 the application and eligibility documents must be reviewed 
by the branch Membership Committee and presented at a 
branch general Meeting for approval or otherwise . 

 all new members must be initiated in accordance with the 
general by-laws and the ritual and insignia Manual .

 when membership dues are received a receipt must be issued 
which will serve as proof of membership until a membership 
card is received . 

i . application form must be signed by the branch 
Membership Committee;

ii . the application must be presented at a general Meeting 
of the branch for approval or otherwise;
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iii . record the date the member was initiated;

iv . record the amount of the membership dues paid; and

v . indicate the date that the registration Form and per Capita 
tax was submitted to Dominion Command .

Figure 2-1 — MeMbership appliCation ForM (Front) 
For orDinary MeMbership
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Figure 2-2 — MeMbership appliCation ForM (baCk) 
For orDinary MeMbership
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203 . assoCiate MeMbership—MeMbership appliCation ForM 
(see Figures 2-3 and 2-4) in order to apply for associate 
membership the applicant must be a Canadian Citizen or 
Commonwealth subject .

a . select the box at the top of the form to indicate membership 
category;

b . Complete the branch information section;

c . Complete the member information section for the person 
applying for membership;

d . select the activities in which the member has indicated an 
interest;

e . Complete sections “a” or “b” or “C” and page 2 of application for;

i . section “a” - tick the appropriate box to indicate the type 
of service . if you complete this section then you must also 
complete sections “D & e”;

ii . section “b” - provide member information by ticking the 
appropriate box . if you complete this section then you 
must also complete sections “D & e”;

iii . section “C” - tick the appropriate box as it pertains to the 
applicant . if you complete this section, you must also 
complete section “D”;

iv . section “D” - tick the appropriate box to indicate the 
documentation that was provided as proof of eligibility;

v . section “e” - provide service information – indicate the 
applicable area; and

vi . proceed to page 2 of the application form .

f . Complete the privacy statement - this is a mandatory 
requirement . applicant must complete and sign this section . 
Members cannot be processed without this information;

g . if legion Magazine is not required, tick box;

h . signatures required;

i . application form must be signed and dated by the 
applicant;
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ii . provide proposer’s name – proposer must sign and date 
the application form; and

iii . provide seconder’s name – seconder must sign and date 
the application form .

i . record of legion service – Complete this section for members 
who are reinstating;

j . have you been expelled from any legion branch or other 
Veteran’s organization – you must answer “yes or no” . if “yes” 
provide the branch/organization information; and

k . Complete the section “For branch use” .

 the application and eligibility documents must be reviewed 
by the branch Membership Committee and presented at a 
branch general Meeting for approval or otherwise . 

 all new members must be initiated in accordance with the 
general by-laws and the ritual and insignia Manual .

 when membership dues are received a receipt must be issued 
which will serve as proof of membership until a membership 
card is received . 

i . application form must be signed by the branch Membership 
Committee;

ii . the application must be presented at a general Meeting 
of the branch for approval or otherwise;

iii . record the date the member was initiated;

iv . record the amount of the membership dues paid; and

v . indicate the date that the registration Form and per Capita 
tax was submitted to Dominion Command .
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Figure 2-3 — MeMbership appliCation ForM (Front) 
For assoCiate MeMbership



22

The Royal Canadian Legion

Figure 2-4 — MeMbership appliCation ForM (baCk) 
For assoCiate MeMbership
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204 . aFFiliate Voting MeMbership—MeMbership appliCation 
ForM (see Figures 2-5 and 2-6) . in order to apply for affiliate 
Voting membership the applicant must be a Canadian Citizen or 
Commonwealth subject .

a . select the box at the top of the form to indicate membership 
category;

b . Complete the branch information section;

Figure 2-5 — MeMbership appliCation ForM (Front) 
For aFFiliate Voting MeMbership
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c . Complete the member information section for the person 
applying for membership;

d . select the activities in which the member has indicated an 
interest;

e . Do not complete sections a, b, C, D or e . go to page 2; 

Figure 2-6 — MeMbership appliCation ForM (baCk) 
For aFFiliate Voting MeMbership
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f . Complete the privacy statement – this is a mandatory 
requirement . applicant must complete and sign this section . 
Members cannot be processed without this information;

g . if applicant is not eligible for ordinary / associate membership, 
tick box;

h . if legion Magazine is not required, tick box;

i . signatures required;

i . application form must be signed and dated by the applicant;

ii . provide proposer’s name – proposer must sign and date 
the application form; and

iii . provide seconder’s name – seconder must sign and date 
the application form .

j . record of legion service – complete this section for members 
who are reinstating;

k . have you been expelled from any legion branch or other 
Veteran’s organization – you must answer “yes or no” . if “yes” 
provide the branch/organization information; and

l . Complete the section “For branch use” .

 the application and eligibility documents must be reviewed 
by the branch Membership Committee and presented at a 
branch general Meeting for approval or otherwise . 

 all new members must be initiated in accordance with the 
general by-laws and the ritual and insignia Manual .

 when membership dues are received a receipt must be issued 
which will serve as proof of membership until a membership 
card is received . 

i . application form must be signed by the branch Membership 
Committee;

ii . the application must be presented at a general Meeting 
of the branch for approval or otherwise;

iii . record the date the member was initiated;

iv . record the amount of the membership dues paid; and

v . indicate the date that the registration Form and per Capita 
tax was submitted to Dominion Command .



26

The Royal Canadian Legion

205 . aFFiliate non-Voting MeMbership—MeMbership appliCa-
tion ForM (see Figures 2-7 and 2-8) . this category of membership 
is for non-Canadian Citizens or non-Commonwealth subjects 
who are citizens of an allied nation . please refer to pages 36 and 
42 in the eligibility guide for applicants that qualify under nato 
allied Member Countries or Canadian wartime allied Countries . 

a . select the box at the top of the form to indicate membership 
category;

b . Complete the branch information section;

c . Complete the member information section for the person 
applying for membership;

d . select the activities in which the member has indicated an 
interest;

e . Do not complete sections a, b, C, D or e . go to page 2;

f . Complete the privacy statement – this is a mandatory 
requirement . applicant must complete and sign this section . 
Members cannot be processed without this information;

g . if applicant is not eligible for ordinary / associate membership, 
tick box;

h . if legion Magazine is not required, tick box;

i . signatures required;

i . application form must be signed and dated by the applicant;

ii . provide proposer’s name – proposer must sign and date 
the application form; and

iii . provide seconder’s name – seconder must sign and date 
the application form .

j . record of legion service – complete this section for members 
who are reinstating;

k . Veteran’s organization – you must answer “yes or no” . if “yes” 
provide the branch/organization information ; and

l . Complete the section “For branch use” .

 the application and eligibility documents must be reviewed 
by the branch Membership Committee and presented at a 
branch general Meeting for approval or otherwise . 
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 all new members must be initiated in accordance with the 
general by-laws and the ritual and insignia Manual .

 when membership dues are received a receipt must be issued 
which will serve as proof of membership until a membership 
card is received . 

i . application form must be signed by the branch Membership 
Committee;

Figure 2-7 — MeMbership appliCation ForM (Front) 
For aFFiliate non-Voting MeMbership
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ii . the application must be presented at a general Meeting 
of the branch for approval or otherwise;

iii . record the date the member was initiated;

iv . record the amount of the membership dues paid; and

v . indicate the date that the registration Form and per Capita 
tax was submitted to Dominion Command .

Figure 2-8 — MeMbership appliCation ForM (baCk) 
For aFFiliate non-Voting MeMbership
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Chapter 3
HoW To remiT Per cAPiTA TAX

descriPTion
a branch transmittal Form must accompany all membership 
payments sent to Dominion Command . this includes new member, 
renewals (includes renewal cards and Member registration Forms), 
reinstatements, life, supplementary and duplicate card payments . 
the form is used to summarize payments contained in the submission, 
record any debits or credits being considered, and record the cheque 
number and the amount being submitted . 

Figure 3-1 — branCh transMittal ForM
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Forms To use
301 . branCh transMittal ForM  (see Figure 1-3) 

(pink two part form) (stock # 800611)

a .  1st copy is the Dominion Command copy

b . 2nd copy is the branch copy

Process
302 . branCh transMittal ForM (see Figure 3-1)

 Complete this form when submitting renewal cards and Member 
registration Forms to Dominion Command . it must accompany 
all cheques being submitted to Dominion Command .

a .  Complete all applicable sections which include date and 
command and branch . 

b . indicate the number of payments being submitted for 
corresponding year . to calculate the total, multiply the number 
of payments by the per capita tax rate for that year . note: if 
submitting half year or one third year payments calculate 
using ½ or 1/3 of the full year’s per capita tax rate . 

c . indicate the number of duplicate cards being requested . Cost 
for a duplicate card is $3 .00 . to calculate the total, multiply the 
number of duplicate cards requested by $3 .00 . 

d . indicate the number of life memberships being submitted 
and the no . of years being paid . indicate the rate (current 
year’s per capita tax rate) . to calculate the total, multiply the 
rate by the number of years being paid (this is determined by 
the member’s age according to schedule in section 205 .a . of 
the general by-laws) . 

e .  Complete the total number of payments being submitted and 
the total of the transmittal .

f . if using suspense account credits or paying debits enter the 
amount on the appropriate line . add or subtract this amount 
from the “transmittal total” to determine the amount to be 
submitted . enter this figure on the “Cheque total” line . your 
cheque must agree with this figure .
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g .  Complete cheque information by providing the cheque 
number and the total amount of the cheque being submitted . 

h .  ensure your cheque is made payable to Dominion Command, 
correctly dated, that the written amount agrees with the 
numerical figure, and that the cheque has two signatures 
when required .

i . Double check the number of items, the rate and your 
calculations to ensure that the correct per capita tax is 
remitted . this will help minimize errors and reduce extra work 
for both the branch and Dominion Command .

j . staple any Member Data Change Forms to the front of the 
member’s renewal card or Member registration Form and 
place these at the front of your submission .

k . submit no more than 200 items per transmittal . Dominion 
Command uses a batch system to process submissions and it 
is difficult to process those with more than 200 items . wrap the 
transmittal around the submission and place the cheque on 
top . the package should be properly secured before putting 
it in the envelope .

l . submit per capita tax to Dominion Command using the pre-
addressed membership envelopes . ensure correct postage is 
affixed . the size of the envelopes comply with Canada post 
guidelines; however, additional postage may be required 
dependent on weight and thickness .

m . remember each transmittal form must be accompanied by 
a separate cheque . per capita tax submissions should be sent 
to Dominion Command at least weekly .
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Chapter 4
HoW To Process A neW memBer

descriPTion
anyone applying for membership must complete a Membership 
application Form which must be processed in accordance with the 
procedures set out in the general by-laws . once the application 
has been approved by all the appropriate parties, this and any other 
required eligibility documentation is to be maintained by the branch 
in the member’s file . Do not send to Dominion Command . branches 
must use a Member registration Form to register a new member at 
Dominion Command . 

Forms To use
401 . MeMbership appliCation ForM (see Figure 1-5) 

(white two sided form) (stock # 800293)

402 . MeMber registration ForM (see Figure 1-1) 
( MrF - white two part form) (stock # 800613)

a . white - is the Dominion Command copy

b . green - is the branch copy

403 . transMittal ForM (see Figure 1-3) 
(pink two part form) (stock # 800611)

a .  1st copy is the Dominion Command copy

b . 2nd copy is the branch copy

Process
404 . MeMbership appliCation ForM 

a . when a person applies for membership, ensure the appropriate 
areas of the application form are completed (see Chapter 2) 
and all eligibility documentation is attached . you must ensure 
that proof of citizenship has been established and the privacy 
statement has been completed . the application must be 
proposed and seconded by voting members of the branch . 
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b . the application and eligibility documents must be reviewed 
by the branch Membership Committee and presented at a 
branch general Meeting for approval or otherwise .

c . when membership dues are received a receipt must be issued 
which will serve as proof of membership until a membership 
card is received . 

d . add the member’s name to the branch register and create a 
file for the member . Fill out a Master Card for the member’s file 
and record the date of payment . when the membership card 
is received record the membership number that has been 
issued on the member’s file . 

e . all new members must be initiated in accordance with the 
general by-laws and the ritual and insignia Manual .

f . to submit a new membership to Dominion Command 
complete a Member registration Form .

405 . MeMber registration ForM (see Figure 4-1)

a . the member must be given a receipt for the dues paid . 

b . record payment on the member’s master card file and any 
other applicable branch records . 

c . Complete the Member information section of the Member 
registration Form . ensure that the citizenship and privacy 
statement are completed and the complete mailing address and 
postal code is included . the Date field should reflect the date the 
member completed the application form . please record the date 
of application on the Member registration Form .

d . Complete section D by marking the year being paid and 
“new– Full year” . after July 1st new members may pay half 
year per capita tax . to indicate mark “new – half year” . after 
september 1st new members may pay one third per capita tax . 
to indicate mark “new – third year” . 

note: if the applicant does not pay dues for the current year 
but pre-pays for the following year only, the applicant does 
not become a member until January 1st of the year paid . these 
memberships must not be submitted to Dominion Command 
prior to november 1st .
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e . when submitting per capita tax, a cheque must be 
accompanied by the above forms as well as a branch 
transmittal Form . Cheque must be made payable to Dominion 
Command . 

Figure 4-1 — MeMber registration ForM 
FilleD in For Full year MeMbership

406 . branCh transMittal ForM (see Figure 4-2) . Must accompany 
all cheques being submitted to Dominion Command .

a . Complete all applicable sections which include date and 
command and branch . 
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b . indicate the number of payments being submitted for 
corresponding year . to calculate the total, multiply the 
number of payments by the current year’s per capita tax 
rate . if submitting per capita tax for arrear year, use the rate 
applicable for the year submitted . 

note: if submitting half year or one third year payments 
calculate using 1/2 or 1/3 of the full year’s per capita tax rate . 

c . Complete the total number of payments being submitted and 
the total of the transmittal .

d . Complete cheque information by providing the cheque 
number and the total amount of the cheque being submitted .

Figure 4-2 — branCh transMittal ForM 
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Chapter 5
HoW To Process A reneWAL

descriPTion
two-part renewal/Membership Cards for the coming year are 
produced by Dominion Command each July for all members in the 
branch who have paid membership dues for the current year at that 
time . these cards are produced once a year and cannot be reissued 
or replaced . the renewal cards for the new processing year must not 
be submitted to Dominion Command prior to september 1st . you will 
not receive a two-part card for new or renewing members submitted 
after these cards are produced . when renewing these members for 
the new processing year a Member registration Form must be used 
and a membership card will be produced and sent to the branch once 
the payment is processed in our office .

Forms To use
501 . renewal CarD (see Figure 1-7) 

(bar code portion) 

note: if the renewal card is not available then you must complete 
a MrF – do not submit both .

502 . MeMber registration ForM (see Figure 1-1) 
( MrF - white two part form) (stock # 800613)

a . white - is the Dominion Command copy

b . green - is the branch copy

503 . transMittal ForM (see Figure 1-3) 
(pink two part form) (stock # 800611)

a .  1st copy is the Dominion Command copy

b . 2nd copy is the branch copy

Process
504 . renewal CarD (see Figure 5-1)

a . when membership dues are paid a receipt must be issued to 
the member .
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b . the two part cards are issued in alphabetical sequence for 
easy reference . remove the membership card portion, sign 
and give the card to the member . Membership cards must not 
be given to members before dues are paid .

c . record the date of payment on the member’s Master Card and 
other branch records .

d . the renewal card portion (Figure 5-1) is to be sent with the per 
capita tax to Dominion Command

 when submitting per capita tax a cheque must be 
accompanied by the above renewal membership card (Figure 
5-1) as well as a branch transmittal Form . Cheque must be 
made payable to Dominion Command .

note: if the two-part renewal/membership card is not available 
then you must complete a Member registration Form

Figure 5-1 — renewal CarD (bar CoDe portion)

505 . MeMber registration ForM (see Figure 5-2)

a . the member must be given a receipt for the dues paid . 

b . record payment on the member’s master card file and any 
other applicable branch records . 
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c . Complete the Member information section of the Member 
registration Form . ensure that the citizenship and privacy 
statement are completed and the complete mailing address 
and postal code is included .

d . Complete section D by marking the year being paid and 
“new– Full year” . after July 1st new members may pay half 
year per capita tax . to indicate mark “new – half year” . after 
september 1st new members may pay one third per capita tax . 
to indicate mark “new – third year” . 

e . when submitting per capita tax, a cheque must be accompanied 
by the above forms as well as a branch transmittal Form . Cheque 
must be made payable to Dominion Command . 

Figure 5-2 — MeMber registration ForM 
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506 . branCh transMittal ForM (see Figure 5-3) Must accompany 
all cheques being submitted to Dominion Command .
a . Complete all applicable sections which include date and 

command and branch . 
b . indicate the number of payments being submitted for 

corresponding year . to calculate the total, multiply the 
number of payments by the current year’s per capita tax rate . 

note: if submitting half year or one third year payments 
calculate using 1/2 or 1/3 of the full year’s per capita tax rate . 

c . Complete the total number of payments being submitted and 
the total of the transmittal .

d . Complete cheque information by providing the cheque 
number and the total amount of the cheque being submitted .

Figure 5-3 — branCh transMittal ForM 
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Chapter 6
HoW To Process A reinsTATemenT

descriPTion
any payment of per capita tax that results in a break in service is considered 
a reinstatement . For example: if a member paid for 2009, did not pay for 
2010 and paid for 2011, this is considered a reinstatement . (note: a member 
may still renew their membership for the current and previous two years) . 
a member may apply to any branch for reinstatement regardless of 
the length of time the membership has lapsed . reinstatements are not 
retroactive and all previous years of service are disqualified . all reinstating 
members must complete a Membership application Form which must 
be processed in accordance with the procedures set out in the general 
by-laws . once the application has been approved by all appropriate 
parties, this and any other eligibility documentation is to be maintained 
by the branch in the member’s file . a Member registration Form must be 
used to submit a reinstating member to Dominion Command . 

Forms To use
601 . MeMbership appliCation ForM (see Figure 1-5) 

(white two sided form) (stock # 800293)

602 . MeMber registration ForM (see Figure 1-1) 
( MrF - white two part form) (stock # 800613)

a . white - is the Dominion Command copy

b . green - is the branch copy

603 . transMittal ForM (see Figure 1-3) 
(pink two part form) (stock # 800611)

a .  1st copy is the Dominion Command copy

b . 2nd copy is the branch copy

Process
604 . MeMbership appliCation ForM

a . when a person applies for reinstatement, ensure the 
appropriate areas of the application form are completed and 
all eligibility documentation is attached . you must ensure 



41

Membership Form Processing Guide

that proof of citizenship has been established and the privacy 
statement has been completed . the application must be 
proposed and seconded by the voting members of the branch . 

b . the application and eligibility documents must be reviewed 
by the branch Membership Committee and presented at a 
branch general Meeting for approval or otherwise .

c . when membership dues are received a receipt must be issued 
which will serve as proof of membership until a membership 
card is received . 

d . Fill out a Master Card for the member’s file and record the date 
of payment . add the member’s name to the branch register 
and create a file for the member if he his new to the branch 
or if a file does not already exist . if the member’s number is 
known or when the membership card is received add this 
information to the records . 

e . reinstating members do not have to be re-initiated . 

f . to submit a new membership to Dominion Command 
complete a Member registration Form .

605 . MeMber registration ForM (see Figure 6-1)

a . the member must be given a receipt for the dues paid . 

b . record payment on the member’s master card file and any 
other applicable branch records . 

c . a Member registration Form must be used to submit a 
reinstatement to Dominion Command

d . Complete the Member information section of the Member 
registration Form .  ensure that the citizenship and privacy 
statement are completed and the complete mailing address 
and postal code is included .  include existing membership 
number if available . the date on the Member registration 
Form should reflect the date that the member completed the 
application form .

e . Complete section D by marking the year being paid and the 
box indicating “reinstateD” .   note: reinstated members are 
not entitled to pay 1/2 year or 1/3 year per capita tax .  
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f . retain the Membership application Form and all eligibility 
documentation in the member’s file .  submit the Member 
registration Form (white copy) with a branch transmittal 
Form (pink) and the appropriate per capita tax .  if reinstating 
member of the current year and renewing for the upcoming 
year, this should be done on the same Member registration 
Form – do not submit more than one form . 

g . when submitting per capita tax, a cheque must be accom-
panied by the above forms as well as a branch transmittal 
Form . Cheque must be made payable to Dominion Command . 

Figure 6-1 — MeMber registration ForM 
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606 . branCh transMittal ForM (see Figure 6-2) . Must accompany 
all cheques being submitted to Dominion Command .
a . Complete all applicable sections which include date and 

command and branch . 
b . indicate the number of payments being submitted for 

corresponding year . to calculate the total, multiply the 
number of payments by the current year’s per capita tax rate . 

note: if submitting half year or one third year payments 
calculate using 1/2 or 1/3 of the full year’s per capita tax rate . 

c . Complete the total number of payments being submitted and 
the total of the transmittal .

d . Complete cheque information by providing the cheque 
number and the total amount of the cheque being submitted .

Figure 6-2 — branCh transMittal ForM 
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Chapter 7
HoW To Process A LiFe memBersHiP

descriPTion
a branch may nominate any ordinary, associate or affiliate Voting 
member for a life Membership award for outstanding service in 
accordance with the general by-laws and the honours and awards 
Manual . the membership period required is ten (10) consecutive years 
immediately prior to the date of nomination .

Forms To use
701 . appliCation For liFe MeMbership ForM (see Figure 1-4) 

(white single sided form) (stock # 800282)

702 . MeMber registration ForM (see Figure 1-1) 
( MrF - white two part form) (stock # 800613)

a . white - is the Dominion Command copy

b . green - is the branch copy

703 . transMittal ForM (see Figure 1-3) 
(pink two part form) (stock # 800611)

a .  1st copy is the Dominion Command copy

b . 2nd copy is the branch copy

Process
704 . liFe appliCation ForM (see Figure 7-1)

a . Complete the appropriate application form and citation following 
the procedures set out in the honours and awards Manual .  
these must be approved by your provincial honours and awards 
Committee prior to submission to Dominion Command .

b . the life application form must be presented and approved at 
a branch general meeting . 
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HONOURS AND AWARDS PREVIOUSLY GRANTED / HONNEURS ET RÉCOMPENSES DÉJÀ ACCORDÉS: 
Honour or Award / Honneur ou Récompense Date Honour or Award / Honneur ou Récompense Date

Age / Âge: Note: Satisfactory proof that the age of the candidate as stated has been submitted to the undersigned. / 
 Preuve satisfaisante reçue par le sousigné que l’âge du candidat/ de la candidate est bien tel qu’indiqué.

Number of years per capita tax / Nombre d’années de capitation: Amount / Montant: $

Award approved at / Récompense approuvée à:  Date:

 Type of meeting / Genre de réunion

Note: The citation attached to this application must be completed in detail as per regulations and must include services rendered in the Legion and may 
include services renderd in community. / La citation jointe à cette demande doit être complétée en détail, selon les règlements, et doit inclure les services 
rendus à la Légion et peut inclure les services rendus dans la communauté.

I, having prepared and/or reviewed the citation, certify that the information stated is fair and accurate. /
Je, ayant préparé et/ou revu la citation mentionnée, certifie que l’information donnée est juste et équitable.

Name / Nom:    Date:

 please print / lettre moulée

Signature:  Signature:

 Senior Officer / Officier supérieur  Secretary / Secrétaire

Recommend / Recommandé:   Date: 
  Provincial Command Honours and Awards Committee / 
  Comité des Honneurs et Récompenses de la direction provinciale

Signature:  Signature:

 Zone Commander / Commandant du Zone District Commander / Commandant du district

Command / Direction:   Date:

 
Name and Number / Nom et Numéro

Branch / Filiale:   Membership Strength / Effectif d’adhésion:

 
Name and Number / Nom et Numéro

Branch Mailing Address / Adresse postale de la Filiale:

Name of Candidate / Nom du candidat/de la candidate: 

Membership No. / No. du Membre: Member Admission Date / Date d’admission du membre:

Legion

Application for Life Membership
Demande pour membre à vie

March / Mars 2015    800282

Note: Please read the Ritual, Awards and Protocol Manual (Sections 224-231) before completing this application. / 
SVP lire le  Manuel du rituel, des récompenses et du protocole (Sections 224-231) avant de compléter cette demande.

legion.ca

Type or print in BLOCK letters and submit in duplicate / Taper ou lettres MOULÉES et soumettre en duplicata

59 years of age and under 15 years 59 ans ou moins 15 ans
60 - 64 years of age inclusive 10 years 60 - 64 ans inclusivement 10 ans
65 - 69 years of age inclusive 7 years 65 - 69 ans inclusivement 7 ans
70 years of age and over 5 years 70 ans et plus 5 ans

Figure 7-1 — appliCation For liFe MeMbership

705 . MeMber registration ForM (see Figure 7-2)
a . after the life application Form had been approved by 

the general meeting of the branch, complete the Member 
information section of the Member registration Form .  

b . Complete section e indicating the number of years being paid 
according to the member’s age and as indicated on the life 
application Form and section 205 .a . of the general by-laws . 
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this is calculated by multiplying the number of years being 
paid by the current year’s rate .

c . provincial Command approval is required for all life 
applications prior to submission to Dominion Command .  
approval must be shown on the document forwarded to 
Dominion Command with the per capita tax .  

d . the approved Member registration Form or copy of original 
application Form is to be sent to Dominion Command .  Do 
not send original application form – this should be kept on the 
member’s file at the branch .  

e . Cheque must be accompanied by the above forms as well as 
a branch transmittal Form . Cheque must be made payable to 
Dominion Command . 

Figure 7-2 — MeMber registration ForM
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 706 . branCh transMittal ForM (see Figure 7-3) Must accompany all 
cheques being submitted to Dominion Command .

a . Complete all applicable sections which include date and 
command and branch . 

b . indicate the number of payments being submitted for 
corresponding year . to calculate the total, multiply the 
number of years by the current year’s per capita tax rate . 

c . Complete the total number of payments being submitted and 
the total of the transmittal .

d . Complete cheque information by providing the cheque 
number and the total amount of the cheque being submitted .

Figure 7-3 — branCh transMittal ForM 
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Chapter 8
HoW To Process A PrePAYmenT

descriPTion
a member may prepay up to five years per capita tax which should be 
calculated at the current year’s rate . 

Forms To use
801 . MeMber registration ForM (see Figure 1-1) 

( MrF - white two part form) (stock # 800613)

a . white - is the Dominion Command copy

b . green - is the branch copy

802 . transMittal ForM (see Figure 1-3) 
(pink two part form) (stock # 800611)

a .  1st copy is the Dominion Command copy

b . 2nd copy is the branch copy

Process
803 . MeMber registration ForM (see Figure 8-1)

a . the member must be given a receipt for the dues paid . 

b . record payment on the member’s master card file and any 
other applicable branch records . 

c . Complete the Member information section of the Member 
registration Form .  

d . Complete section D indicating if member is renewing for the 
current year .  

e . Complete section e indicating the years being pre-paid . 

note: per capita tax for the current year must be paid before a 
pre-payment of future years can be processed .

f . when submitting per capita tax a cheque must be accompanied 
by the above forms as well as a branch transmittal Form . 
Cheque must be made payable to Dominion Command . 
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Figure 8-1 — MeMber registration ForM 
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804 . branCh transMittal ForM (see Figure 8-2) . Must accompany 
all cheques being submitted to Dominion Command .

a . Complete all applicable sections which include date and 
command and branch . 

b . indicate the number of payments being submitted for 
corresponding year . to calculate the total, multiply the 
number of payments by the current year’s per capita tax rate . 

c . Complete the total number of payments being submitted and 
the total of the transmittal .

d . Complete cheque information by providing the cheque 
number and the total amount of the cheque being submitted .

Figure 8-2 — branCh transMittal ForM 
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Chapter 9
HoW To reQuesT A duPLicATe cArd

descriPTion
if a member’s card has been lost, stolen or destroyed a duplicate card 
can be ordered at a cost of $3 .00 .  a duplicate card cannot be issued 
unless per capita tax for the year requested has been paid . 

Forms To use
901 . MeMber registration ForM (see Figure 1-1) 

( MrF - white two part form) (stock # 800613)

a . white - is the Dominion Command copy

b . green - is the branch copy

902 . transMittal ForM (see Figure 1-3) 
(pink two part form) (stock # 800611)

a .  1st copy is the Dominion Command copy

b . 2nd copy is the branch copy

Process
903 . MeMber registration ForM (see Figure 9-1)

a . Complete the Member information section of the Member 
registration Form .  

b . Complete section D by checking the box for a  duplicate card . 
indicate the year that is required . 

c . Cheque must be accompanied by the above forms as well as 
a branch transmittal Form . Cheque must be made payable to 
Dominion Command . 
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Figure 9-1 — MeMber registration ForM 
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904 . branCh transMittal ForM (see Figure 9-2) . Must accompany 
all cheques being submitted to Dominion Command .

a . Complete all applicable sections which include date and 
command and branch . 

b . indicate the number of duplicate cards being requested . Cost 
for a duplicate card is $3 .00 .  to calculate the total, multiply the 
number of duplicate cards requested by $3 .00 .  

c . Complete the total number of payments being submitted and 
the total of the transmittal .

d . Complete cheque information by providing the cheque 
number and the total amount of the cheque being submitted . 

Figure 9-2 — branCh transMittal ForM 
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Chapter 10
HoW To Process A TrAnsFer

descriPTion
Members may apply to any branch to transfer their membership . 
the branch that the member wishes to transfer to must initiate the 
transfer . a transfer cannot be initiated by the old branch . transfers 
must be approved at a branch general meeting before submitting to 
Dominion Command for processing . 

Forms To use
1001 . transFer appliCation ForM (see Figure 1-6) 

(white two sided form) (stock # 800792)

1002 . MeMber Data Change ForM (see Figure 1-2) 
(yellow two part form) (stock # 800669)
a . yellow - is the Dominion Command copy
b . blue - is the branch copy

1003 . MeMber registration ForM (see Figure 1-1) 
( MrF - white two part form) (stock # 800613)
a . white - is the Dominion Command copy
b . green - is the branch copy

1004 . transMittal ForM (see Figure 1-3) 
(pink two part form) (stock # 800611)
a .  1st copy is the Dominion Command copy
b . 2nd copy is the branch copy

Process
1005 . transFer appliCation ForM (see Figures 10-1 and 10-2) .

a . Members who wish to transfer must complete a transfer 
application Form at the branch they wish to transfer to . they 
may only apply to transfer if they are in good standing or if 
lapsed for not more than the current or immediate preceding 
two years and the arrear years are paid at the time of transfer .

b . if the member does not have a Membership Card to prove 
current status, the branch should contact the previous branch 
or Dominion Command for confirmation .
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c . the branch membership committee should review the 
application form and contact the previous branch to 
ensure that the member is in good standing and obtain any 
information that may be pertinent .

d . the application must be presented to a general meeting of 
the branch for approval or otherwise .

Figure 10-1 — appliCation For transFer ForM (Front)
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e . if paying dues at the time of the transfer, a receipt should be given 
as proof of membership until a membership card is received . 

f . the member’s file will not be forwarded from the old branch until 
the transfer has been processed by Dominion Command; therefore, 
you should record the receipt number and date of payment in a 
temporary file until the member’s file is received . at this time the 
payment should be recorded on the member’s master card . 

Figure 10-2 — appliCation For transFer ForM (baCk)
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1006 . MeMber Data Change ForM (see Figure 10-3)

a . Complete the Member information section “a” including 
member number, command/branch number, name and 
address, etc;

b . Complete section “b” indicating new command and new 
branch; 

c . Complete any other applicable areas in section “b” such as the 
address if the member’s address has also changed;

d . a transfer cannot be processed if the current year’s per capita 
tax has not been or is not being submitted to Dominion 
Command at the time of the transfer – see Member registration 
Form (below) if submitting per capita tax . 

Figure 10-3 — MeMber Data Change ForM 
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1007 . MeMber registration ForM (see Figure 10-4)

a . if the current year’s per capita tax is not paid then you must include 
per capita tax when submitting the Member Data Change Form . 

b . Complete the Member information section of the Member 
registration Form and attach it to the Membership Data 
Change Form .  

c . Complete section D indicating the year for which the member 
is renewing .  if in arrears for more than the current year indicate 
all years being paid .  note: that a member can renew for only 
the current and/or two immediate preceding years . 

d . when submitting per capita tax, a cheque made payable to 
Dominion Command must accompany the above forms as 
well as a branch transmittal Form .  

Figure 10-4 — MeMber registration ForM 
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1008 . branCh transMittal ForM (see Figure 10-5) Must accompany 
all cheques being submitted to Dominion Command .

a . Complete all applicable sections which include date and 
command and branch . 

b . indicate the number of payment being submitted . to calculate 
the total, multiply the per capita tax rate by the number of 
payments .  

c . Complete the total number of payments being submitted and 
the total of the transmittal .

d . Complete cheque information by providing the cheque 
number and the total amount of the cheque being submitted . 

Figure 10-5 — branCh transMittal ForM 
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Chapter 11
HoW To Process A deceAsed memBer

descriPTion
Dominion Command must be advised of the death of any member 
regardless of membership category .  legion Magazine publishes a 
removable last post section in the magazine twice a year in the spring 
and fall and posts the entries in a searchable database on their website 
www .legionmagazine .com . the last post is reserved for ordinary 
members of the rCl at the time of death; rCl life members who were 
previously ordinary members and Canadian war Veterans .  the branch 
should complete and submit a last post Death notice for members 
who have had military service in order to publish an announcement 
in legion Magazine . only those received within a year of the date of 
death are published in the magazine .  

Forms To use
1101 . MeMber Data Change ForM (see Figure 1-2) 

(yellow two part form) (stock # 800669)
a . yellow - is the Dominion Command copy
b . blue - is the branch copy

1102 . last post Death notiCe (see Figure 1-8)  
(blue single sided form) (stock # 800430)

Process
1103 . MeMber Data Change ForM (see Figure 11-1)

a . Complete a Member Data Change Form for all categories of 
membership;

b . Complete the Member information section “a”, including 
member #, command/branch, name and address;

c . Complete section “b” new inForMation – under the section 
for legion Magazine at the bottom of the form, mark the box 
DeCeaseD to identify any deceased member . 
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Figure 11-1 — MeMber Data Change ForM 
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1104 . last post Death notiCe (if applicable) (see Figure 11-2)

a . an announcement will be published in the legion Magazine 
for any member who has had military service and notification 
for the death has reached legion Magazine within one year of 
the date of death . the onus is on the branches to submit these 
notices promptly . late notices will only be entered in the 
last post database on the legion Magazine website . notices 
without a date of death will not be published .

b . Complete appropriate section on the form providing all 
known information regarding the deceased .

c . provide membership information including Command/
branch, membership number and the last year membership 
dues were paid . 

d . if the deceased was a legion member and the widow(er) is 
not and wishes to receive legion magazine for the duration 
of the calendar year, please complete the section “wiDow(er) 
inForMation”; otherwise the deceased’s subscription will be 
cancelled . 

 if the deceased was a legion member and the widow(er) 
is also a legion member but is currently not receiving the 
magazine, please complete all areas under this section in 
order to reactivate the widow(er)’s subscription .

e . the last post notice must be mailed to:  
 
Last Post, Legion magazine 
86 aird place 
kanata, on k2l 0a1
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Figure 11-2 — last post Death notiCe
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Chapter 12
HoW To Process  

memBer inFormATion cHAnges

descriPTion
any changes to a member’s information must be submitted to 
Dominion Command by completing the appropriate sections on a 
Member Data Change Form . this form is used to provide Dominion 
Command with new or changed information pertaining to an existing 
member .  a new Membership Card will be issued if the change affects 
the information reflected on the Membership Card, (ie . transfers, name 
changes, category changes) providing per capita tax has been paid for 
the current year . if not paid, a new card will be issued at the time the 
per capita tax is processed .  

Forms To use
1201 . MeMber Data Change ForM (see Figure 1-2) . 

(yellow two part form) (stock # 800669)
a . yellow - is the Dominion Command copy
b . blue - is the branch copy

Process
1103 . MeMber Data Change ForM Complete the Member 

information section providing all applicable information 
including member number, command/branch number, 
address, category, citizenship and privacy information . For any 
changes, complete the appropriate area under the section “new 
information .”
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a . Privacy statement: (see Figure 12-1)  in order to change the 
privacy information complete the privacy statement .

Figure 12-1 — MeMber Data Change ForM—priVaCy stateMent
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b . Transfer: (see Figure 12-2) please refer to “how to process a 
transfer” .

Figure 12-2 — MeMber Data Change ForM—transFer
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c . category change: (see Figure 12-3)  when a membership 
category changes, the current membership category should 
appear in the information section and the new category should 
be entered under the section titled “new inForMation” . 
you must also complete the section “reason For Change”, 
providing a reason for the category change .  For appropriate 
reason please refer to the eligibility requirements for the new 
category indicated .  

Figure 12-3 — MeMber Data Change ForM—Category Change
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d . name change: (see Figure 12-4) when a change to a 
member’s name is required, the old name should be shown 
in the Member information section and the new name 
should appear under the section titled “new inForMation” . 
Member numbers can be easily confused for members with 
similar names; therefore, the reason for the name change is 
required and you must also complete the section “reason 
For Change”, providing a reason for the name change .  the 
operator can then more easily verify if the name and number 
are consistent .  if a reason is not given and there appears to 
be no logical reason for the name change, the Member Data 
Change Form will be returned to the branch .  please ensure 
that you provide the full first name for the individual .  

Figure 12-4 — MeMber Data Change ForM—naMe Change
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e . Legion magazine: (see Figure 12-5)  Check the appropriate 
box to advise if the magazine is required and the language of 
choice or if the magazine is no longer required .

Figure 12-5 — MeMber Data Change ForM—legion Magazine
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f . deceased member: (see Figure 12-6) Dominion Command 
must be advised of the death of any member regardless of 
membership category .  if the member has had military service 
and an announcement is to be published in the legion 
Magazine, the branch should also submit a last post Death 
notice to legion Magazine . 

Figure 12-6 — MeMber Data Change ForM—DeCeaseD MeMber
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g . Year of Birth & gender: (see Figure 12-7) Dominion 
Command maintains membership statistics based on age and 
gender .  although this information should be provided when 
a new member is submitted, this is not always done; therefore, 
Dominion Command may periodically ask branches to provide 
this information .  it is recommended that whenever a Member 
Data Change Form or a Member registration Form is being 
submitted to Dominion Command that this information be 
included .

Figure 12-7 — MeMber Data Change ForM—year oF birth anD genDer
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h . Years of continuous service: (see Figure 12-8) Dominion 
Command does not maintain individual member files and 
did not always maintain years of continuous service on their 
records .  prior to 1987 branches were requested to submit this 
information; however, not all branches did .  therefore, some 
records may be inaccurate .  if this information is incorrect in 
our records the branch must advise us accordingly .  branches 
must ensure that if a change to years of service is submitted 
that their branch records indicate that the member has had 
continuous service without interruption .  we do know that 
any per capita tax payments processed since 1987 have been 
recorded correctly to the member’s records .   

Figure 12-8 — MeMber Data Change ForM—years oF Continuous serViCe
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i . military service: (see Figure 12-9) Military service information 
is used by Dominion Command for statistical purposes and 
applied only to members who have served in the military, 
(ie ordinary members and life members who were formerly 
ordinary members) .  under the military service section 
indicate the member’s service number and the theatre of war 
and type of service by marking the appropriate box .

Figure 12-9 — MeMber Data Change ForM—Military serViCe
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j . change of Address: (see Figure 12-10) it is important that Do-
minion Command has the correct mailing address for all mem-
bers . enter the member’s previous address under part “a” (pre-
Vious MeMber inForMation) and the member’s new address 
in part “b” (new inForMation) . the address provided must be 
the mailing address which is not always the same as the civic 
address . if a member has a street address but has mail delivered 
to a po box #, then it is the po box # that we require . if the mem-
ber lives on a rural route and also has a street address, we need 
both the rr# and the street address . it is the mailing address 
that we require and you must always include the postal code . 
note: labels for the magazine are produced 6-8 weeks in 
advance of the delivery date of each issue; therefore, address 
changes may not become effective immediately . 

Figure 12-10 — MeMber Data Change ForM—Change oF aDDress
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Chapter 13
rePorTs

BrAncH TrAnsmiTTAL rePorT 
1301 . DesCription

a . each per capita tax submission processed at Dominion 
Command is assigned a transmittal number . this number is 
indicated on the header (top) of the branch transmittal report 
which is sent to the branch for each per capita tax submission 
processed . the report is a summary of the items processed 
and shows the details of the cheque the branch sent with the 
submission and any debits or credits that may have resulted . 
the body of the report lists the member numbers and names 
and other details of the items processed . 

1302 . proCess

a . header—the top section shows the date the submission 
was processed, the Command and branch numbers and the 
transmittal number assigned by Dominion Command . it also 
shows your cheque number and amount, the amount of the 
items processed and any suspense amount (shortage or overage) . 
Check the “suspense” amount which will be zero if the transmittal 
balanced . if this is other than zero, it means that the payment did 
not correspond with the items processed and you should refer to 
the transmittal summary . a per Capita tax suspense statement 
showing the balance in the suspense account, will be attached to 
any “out of balance” transmittal report .

b . body—the main section of the transmittal report lists all items 
processed . Check this section carefully to ensure that all the items 
submitted were processed . the member numbers and names 
are listed as well as the year processed . the type of transaction 
is indicated with an “r” for renewals, “s” for reinstatements and 
“n” for new registrations . the membership year being paid is 
also shown with an “F”, “h” or “t”, which indicates whether the 
payment was processed at the full year (“F”), half year (“h”) or 
1/3 year (“t”) per capita tax rate . the membership category is 
indicated under “Mbr type” and the code under the “Card Code” 
column indicates if a Membership Card is included or the reason 
why one is not, as detailed in the “Card summary” section .
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c . Card summary—this section summarizes the number of items 
processed, the reason and number of Membership Cards not 
issued and the number of Membership Cards issued with the 
transmittal report . 

d . Check the cards and report carefully and advise Dominion 
Command of any discrepancies immediately . File the report in 
your branch records for future reference .
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note: per capita tax is not processed unless a Member registration 
Form or renewal Card is included with the submission . Membership 
Cards for the previous year are not issued after January 31st .

TrAnsmiTTAL summArY / susPense sTATemenT
1303 . DesCription

a . if a transmittal is out of balance, the computer printed branch 
transmittal report will show a (-)debit or credit amount in 
the suspense area . the out-of-balance amount goes into your 
branch suspense account and a transmittal summary will be 
forwarded with the branch transmittal report . the summary 
lists any out-of-balance amount on the specific transmittal 
and identifies items which may have caused the debit or credit 
amount . a suspense statement is attached to the transmittal 
summary indicating the current balance in the suspense 
account .

1304 . proCess

a . header—the top section shows the transmittal number 
assigned by Dominion Command, the date the submission 
was processed and the branch number . it also shows the 
suspense amount created on this particular transmittal . if the 
suspense Amount has a (-) before the total this indicates 
a debit (shortage). if the suspense Total does not indicate 
(-) before the total – then this indicates a credit (overage).

b . body—the main section of the transmittal summary identifies 
the reason for the suspense amount . there could be one or 
more reasons why the submission did not balance . For example:

i . returned items - if items could not be processed and were 
returned to the branch, it will indicate the number of items 
and the rate of per capita tax paid . any returned items will 
be included with a letter giving details why the items were 
returned .

ii . number of members paid for - if the number of items 
processed is different from the number of items paid for, 
the transmittal will be out of balance . Check the branch 
transmittal report carefully to ensure that all the members 
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you intended to pay for are listed . a missing name would 
indicate that we did not receive the transaction with 
your submission and you would end up with a credit . 
Conversely, if you included more items in the submission 
than you paid for you would end up with a debit .

iii . applied to suspense account - if you included a debit note 
or credit note from a previous transaction, it would create an 
out of balance situation on the current submission . the debit 
or credit amount will be applied to the suspense account and 
will appear in the “adjustments” area .

iv . adjustments - this section identifies other reasons why 
the submission may be out of balance .
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v . suspense total—this identifies the amount owing to 
Dominion Command (-) Debit or the Credit due to the 
branch on this particular transmittal .

vi . Check the suspense statement—you should refer to 
the suspense statement that is attached to any “out of 
balance” transmittal report for the current balance of the 
account . the statement lists the balance at the beginning 
of the current month and details of any suspense amounts 
incurred during the month . payment for any amount 
owing (debit) should be forwarded by a separate cheque, 
or if you will be sending in another submission shortly you 
may include this amount . if you have a credit, you may 
apply it to your next submission .

note: each transmittal summary pertains only to the 
transmittal report in question . please refer to the suspense 
statement for the balance in your suspense account .

TrAnsFer/reinsTATemenT rePorTs
1305 . DesCription

a . transfer/reinstatement reports are produced at the end of 
each month and sent to all branches who have had members 
transferring in or out that month, including members who 
have reinstated in a new branch . the date on the top of 
the page indicates when the report was produced and any 
transfers processed after that date will be included on the 
next report . Members are listed by member number and 
name and shows the other branch number and address . as 
indicated on the report, branches with members transferring 
out, must forward their files to the new branches immediately .

1306 . proCess

a . header—the top section indicates if the report is for members 
transferred to or from the branch, the branch name and the 
date .

b . body—the main section of the report lists all members who 
have transferred in or out of the branch . Check the name and 
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member numbers carefully to ensure that all members listed 
are correct .

c . For members transferring out of your branch, forward the 
members’ files, including Master Cards, to the new branch at 
the address provided . it is very important that this be done 
promptly .

BrAncH memBersHiP regisTer 
1307 . DesCription

a . the branch Membership register indicates how Dominion 
Command records stand for your members . listed will be all 
members whose per capita tax has been paid for the current 
year and all members paid for the previous year, but whose 
per capita tax has not been received for the current year . these 
members are not in good standing and will not receive the 
legion Magazine . the date on the top of the pages indicate 
the date the register was produced . any transactions received 
after this date would not be reflected . Members are listed 
in alphabetical order, with each category listed separately 
in the following sequence: life, ordinary, associate, affiliate 
Voting, affiliate non-Voting and Meritorious life . the branch 
Membership register is for information only and cannot be 
used for statistical purposes . it has no bearing on the final 
year-end statistics . statistical information should be obtained 
from your zone, District or provincial Command . A Branch 
Membership Register is sent to each branch in February 
and July of each year. additional requests for a branch 
Membership register will result in a  processing charge .

1308 . proCess

a . Member number and name—Check each membership 
category to ensure all members are listed correctly . Deceased 
members are not included on the register so if the name of 
a deceased member is shown you must notify Dominion 
Command immediately .

b . address—Dominion Command must have a complete and 
accurate mailing address for every member in order to send out 
the legion Magazine . if an address is incorrect or the member 
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has moved, the magazine will be returned by Canada post, or 
if an incomplete address has been submitted the magazine 
cannot be mailed . suspension of the magazine is indicated by 
a “p” or an “i” in the mail status (Ms) column and an “M” and 
date of suspension in the street address column . the magazine 
will be suspended until new or correct addresses are received . 
Check members’ addresses carefully and submit new addresses 
immediately by completing a Member Data Change Form .

c . language Code—an “F” in the language code (lC) column 
indicates the member wishes to receive the French insert in 
the legion Magazine .

d . Mail status—this column will advise you as to the status 
regarding the delivery of the legion Magazine . the following 
codes can be found in the mail status column . note: Codes n, 
p, i or C in this column indicates that delivery of the magazine 
has been suspended .  see below for detailed explanation .

i . A – this code indicates that the member will receive the 
magazine as long as pCt for the current year is paid .

ii . n – this code will suspend delivery of the magazine . it 
indicates that the member does not wish to receive the 
legion Magazine .  this is usually because there are two 
members in the household . if this situation changes and 
the member wishes to receive the magazine you must 
notify Dominion Command by completing a Member 
Data Change Form . 

iii . P - this code will suspend delivery of the magazine .  this 
indicates that the magazine was returned to our office by 
Canada post as undeliverable .  a new address is required 
to reinstate delivery; therefore, complete a Member Data 
Change Form and forward to Dominion Command .

iv . i - this code will suspend delivery of the magazine . 
this indicates that the address is missing a key piece of 
information such as an apartment number .  as delivery 
of the magazine cannot be completed without the 
information please verify that all elements of the address 
have been provided by completing a Member Data 
Change Form and forwarding to Dominion Command .
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v .  c -  this code will suspend delivery of the magazine .  this 
code would indicate that the magazine was previously 
suspended for non-payment of dues . this code is also 
used if a former member indicates that he does not 
wish to receive any further correspondence (such as a 
renewal notice) from Dominion Command . please notify 
us immediately if this code appears in the column and 
member has paid for the current year . 

e . years of Continuous service—the years of service (yr sV) 
column indicates the total years of continuous service the 
member has as of the last year paid . Dominion Command 
does not maintain individual records; therefore, we cannot 
confirm years of service prior to 1987 . this information should 
be obtained from branch records .

f . last year paid—Check the year paid (years paid) column 
which indicates the last five years payment history for each 
member . Check that the per capita tax has been submitted for 
all members who have paid dues to the branch for the current 
year . if Dominion Command has not received the per capita 
tax, the last year paid will be the previous year . payment must 
be submitted immediately for all members who have paid 
dues to the branch, but whose per capita tax has not been 
submitted to Dominion Command .

g . Cancel Date—this indicates the date the magazine was 
returned to our office by Canada post as undeliverable .  se Mail 
status (Ms) column . this should have a “p” or “i” indicating the 
magazine was canceled pending receipt of a  new address .

h . Category totals—the totals indicate the number of members 
paid for the current year and the number of members paid for 
the previous year .

i . February branch Membership register—this lists all members 
whose per capita tax for the current year was received by 
February 6th . it also lists those members whose per capita tax 
was not received by February 6th; these members are no longer 
in good standing and will not receive the legion Magazine . 
the name of a member appears in the branch register that is 
deceased, then he has not been recorded as deceased in the 
membership database at Dominion Command and you should 
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notify our office immediately . this applies to all categories of 
membership . 

note: Check the February branch Membership register 
carefully . if the information indicates that per capita tax or a 
notification of death has not be submitted, you must do so 
immediately . 

j . July branch Membership register—two-part renewal/
Membership Cards for the following year are only produced 
for members whose per capita tax has been paid for the 
current year . production of the two-part cards begins in July; 
therefore, any per capita tax payment received for the current 
year after June will mean that you will not receive a two-part 
card for these members . you must, therefore, submit the 
following year’s payment on a Member registration Form .

note: Check the July branch Membership register carefully 
to determine who you have and have not received two-part 
renewal/Membership Cards for .

note: Deceased members are not shown on the branch 
Membership register; therefore, if you know someone is 
deceased and the name is listed you must notify Dominion 
Command immediately .

BrAncH non-reneWAL LisT 
1309 . DesCription

a . non-renewal lists are produced on a request basis only .  the 
report indicates all members who have not renewed their 
membership for the current year .  it also indicates members 
who are in arrears for the previous year .  branches are 
encouraged to contact these members and remind them to 
bring their membership dues up to date .  production of these 
lists will result in a processing charge .
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1310 . proCess

a . if there are any members listed for whom you have received 
branch dues for the current year, you must submit the per 
capita tax to Dominion Command immediately . please see 
section “important Dates” to ensure that you do not miss a 
deadline date . remember, these members no longer receive 
the legion Magazine . please see section 1403 for important 
dates .

b . if there are any deceased members listed, you must forward 
a Member Data Change Form to Dominion Command 
immediately so we can update our records . please see section 
“important Dates” to ensure that you do not miss a deadline 
date .

c . Check for any “M” and date codes in the street address column 
and the Cancel Date column . the branch must follow-up with 
these members regarding their renewal . a change of address 
should be forwarded to Dominion Command .

d . the members listed can still pay the current and immediate 
preceding two (2) years and retain their years of continuous 
service . the information is provided so that branches can 
contact the members in an effort to retain their membership .
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Chapter 14 
summArY

imPorTAnT PoinTs To rememBer
1401 . when making inquiries to Dominion Command regarding any 

transmittal or per capita tax submission always include: member 
name and number, date of the submission, amount and number 
of the cheque and transmittal number, if already processed .

1402 . always indicate your Command and branch number on all 
processing forms and correspondence, as well as members’ 
names and membership numbers . 

1403 . important dates:

september 1 to november 30—early bird Campaign .

november 1—submission for pre-paid new members .

december 15—Deadline for early bird submissions to reach 
Dominion Command . if received after this date, submissions 
will not to be included in campaign figures .

december 31—Membership renewals - Membership year runs 
to December 31st . Members should renew before this date .

January 31—Deadline for members to renew for the current 
year and remain in good standing .

February 6—Deadline for renewal submissions, for the 
current year, to reach Dominion Command in order to avoid 
suspension of the legion Magazine .

march 31—Deadline for per capita tax to reach Dominion 
Command to avoid member being included on non-renewal 
lists . 

June 30—Deadline for per capita tax to reach Dominion 
Command in order to receive a two-part renewal/Membership 
Card for the following year .

remember, Transactions must reach  
dominion command By The Above dates 
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Legion mAgAzine ProducTion scHeduLe
1404 . labels for legion Magazine are produced two months in advance 

of the issue date; therefore, new and reinstating members and 
members renewing after their subscription has been cancelled, 
may not receive the next immediate issue . to assist you in 
determining the next issue a member will receive, the following 
list is the estimated label production dates and the applicable 
issue:

 date   issue
 February 6  March/april
 april 6   May/June
 June 3   July/august
 august 5  september/october
 october 4  november/December
 December 2  January/February

note: while every effort has been made to detail fully all procedures 
to be used in every case by the branch, a problem or situation might 
arise which has not been covered in this guiDe . if this happens, check 
with Dominion Command for the proper procedure .
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annex a
ProVinciAL commAnd codes 

a space is provided on the Membership processing Forms indicating 
“provincial Command Code” . these are two-digit numerical codes 
which must be used on all forms to designate the provincial Command 
in conjunction with the branch number .

they are as follows:

01 — Bc/Yukon

02 — Alberta/northwest Territories

03 — saskatchewan

04 — manitoba/northwestern ontario

05 — ontario

06 — Quebec

07 — new Brunswick

08 — nova scotia/nunavut

09 — Prince edward island

10 — newfoundland/Labrador

13 — dominion ottawa Branch

15 — military member at Large Branch

16  — retired military member at Large Branch

17 — eastern us zone

18 — Western us zone

19 — europe zone
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annex B
ProVinciAL commAnd insTrucTions 

1 . Life Application Forms

a . provincial Command approval is required .

b . Dominion Command approval is required for us and europe 
zones .

noTe: all applications for life must be submitted to provincial 
Command for approval before submitting to Dominion 
Command for processing . applications must be accompanied 
by a  Member registration Form and Member Data Change 
Form . provincial Command approval must be shown on 
processing forms forwarded to Dominion Command . if approval 
is not shown on the documentation, the transaction cannot be 
processed and will be returned to the branch .

2 . new member Application Forms

 applies to saskatchewan Command only—a photocopy of 
all new member application forms should be forwarded to 
saskatchewan provincial Command .


