Article I - Title
The Title of the organization shall be the Sam Davis Camp 596, Sons of Confederate Veterans. 

Article II – Purpose
The purpose of the organization shall be to associate in one united body men of Confederate ancestry and to cultivate and perpetuate the ties of fraternity and friendship entailed thereby; to aid and encourage the study of Southern history from Jamestown to the present, especially endeavoring to see that the events of the War for Southern history from Jamestown to the present, especially endeavoring to see that the events of the War for Southern Independence and the contribution of Confederate military personnel in that struggle are accurately written and interpreted; to collect and preserve for posterity documents and artifacts pertaing to the Confederate experience; to aide and assist in the erection of suitable and enduring monuments and memorials to Southern valor; and to instill in our descendants and in the public at large an understanding of and appreciation for the principles represented by the Confederate State of America.
Article III - Nature
The camp shall be strictly patriotic, historical, educational, and benevolent, as well as non-political and non-sectarian.  Each member shall perform his duty as a citizen according to his own understanding and the dictates of his own conscience.  
Article IV – Membership 
Section 1.  All male descendants, lineal or collateral, of those who served in the Confederate State Army, Navy, or Marine corps to the end of the war, or who died in prison or while in actual service, or who were killed in battle or who were honorably retired or discharged shall be eligible for membership in the camp.  No member shall be admitted under twelve years of age and no member under sixteen years of age shall have the right to vote.  

Section 2. No applicant shall be admitted to membership in the camp until satisfactory proof of the foregoing qualifications be submitted in duplicate on official blank application prepared for that purpose.  The applications must be accompanied by written documentation in the form of a compiled service record, pension application, obituary, or other appropriate materials.  The original applications and supporting documentation shall be preserved by the camp, with the duplicate being filed with General Headquarters. 

Section 3. All Applications for membership in the camp will be received by the Adjutant and forwaded to the Committee on Application for review and approval. 

Section 4. Application for membership in the camp must be read at a regular meeting of the camp Membership will be extended only after the receipt of a favorable vote by two-thirds of the membership present. 

Section 5. Annual dues must be submitted to the Adjutant with the completed applications. 

Section 6. Membership in the camp is membership in both the Mississippi Division and General Organization of the Sons of Confederate Veterans. 

Section 7.  Camp members shall address each other as “compatriot.”
Article V - Dues
Section 1. The annual dues of the camp shall be set annually by the Executive Committee, subject to the final approval of the membership at the November meeting. 

Section 2. Dues are payable on January 1 of each year.  Members in arrears four months in payment of dues shall be classified as delinquent, with an average of six months automatically resulting in suspension of membership.  Payment of annual dues within the calendar year will reinstate a delinquent or suspended membership to good standing in the camp. 

Section 3. A member in arrears from one calendar year to the next shall be required to pay current dues and a reinstatement fee of five dollars ( $5.00) to regain good standing in the camp. 

Section 4. Real Sons shall be exempt from all camp, division, and general organization dues. 

Article VI - Meetings
Section 1. The regular meeting of the camp for the transaction of ordinary business shall be held on a day of each month, at such time and place as may be fixed by the Executive Committee. 

Section 2. The monthly meetings for January and April shall be set on such a day and such time and place to facilitate the commemoration of Lee-Jackson Day and Confederate Memorial Day, respectively. 

Section 3. A special meeting of the camp may be held at any time upon call of the Commander.  The Commander shall also call a special meeting upon receipt of a written petition for such signed by twenty percent of the members in good standing.  All members in good standing will be notified by mail of such special meeting not less than seven days prior to the scheduled date of the meeting.  The date, time, and place of special meeting will be fixed by the Executive Committee. 

Section 4. The number of members of the camp entitled to vote shall constitute a quorum at any meeting. 

Section 5. The rules of procedure at any meeting of the camp shall be those set forth in Robert’s rules of Order, revised, except when specifically altered by the camp. 

Article VII - Officers
Section 1. The officers of the camp shall be a Commander, First Lieutenant Commander, Second Lieutenant Commander, Adjutant, Judge Advocate, Quartermaster, Surgeon, Chaplain, Color Sergeant, Historian, and Editor. 

Section 2. Officers shall be elected for two-year terms during the November meeting in alternating years. New officers will be installed at the January meeting following their election. 

Section 3. Officers shall be elected by majority vote of the members in good standing present when elections are conducted. 

Section 4. The commander shall appoint a successor for any office vacated as a result of death, resignation or removal.  The successor shall serve until the next regular election of officers. 
Article VIII – Duties of Officers
Section 1. The commander is the chief executive officer of the camp and shall preside at all meeting of the camp and of the Executive committee.  He shall be the public relation officer for the camp.  With the exception of the Executive Committee of which he is a full member,  he shall serve as an ex-officio member of all standing and special committees.  He shall also perform all other duties that usually pertain to his office. 

Section 2. The First Lieutenant Commander shall serve as program chairman for the camp, securing speakers or presentations for all camp functions.  He shall also perform the duties of the Commander in the absence of that officer. 

Section 3. The Second Lieutenant Commander shall direct the recruiting efforts of the camp as chairman of the Membership Committee. He shall also perform the duties of the Commander in the absence of that office and of the First Lieutenant Commander. 

Section 4. The Adjutant shall function as both secretary and treasurer of the camp. He shall conduct all official correspondence and file all required reports.  He shall keep minutes of all meetings, notify members of special meetings, have custody of and properly maintain camp record, and order all supplies and forms required by the camp.  He shall have charge and be responsible for all camp funds and shall make a report of the same at monthly meetings.  He shall make disbursements of funds as necessary and with the approval of  the Executive committee.  He shall receive all applications for membership and collect all dues and fees required of members. 

Article IX – Executive Committee
Section 1. The Executive Committee shall be composed of the Commander, First Lieutenant Commander, Second Lieutenant Commander, Adjutant, and the two immediate past commanders.  No past commander shall be eligible that has failed to maintain good standing in the camp. 

Section 2. The committee shall approve or disapprove invoices presented by the Adjutant for payment, sit in judgment in all disciplinary matters, authorize and approve all meeting sites and arrangements, rule on all questions affecting the election eligibility and conduct of members, and transact business for the camp when in the interest of the membership. 

Section 3.  Meetings of the Committee shall be held at such time and place as may be determined by the Commander. Meetings may be called at any time on demand to the Commander by three members of the Committee. 

Section 4. Four members of the Committee shall constitute a quorum. 

Section 5. Resignation of any Committee member may be accepted by majority vote of the remaining members of the Committee. 

Section 6. The Commander shall fill any vacancy on the Committee upon the recommendation of the Committee. Any successor so appointed shall serve until the next regular election. 

Article X – Other Committees 
Section 1. The Committee on Application is a standing committee of the camp and shall consist of three members appointed by the Commander.  The committee shall investigate all membership applications and shall recommend acceptance or rejection of the same to the general membership of the camp. 

Section 2. The Membership committee is a standing committee and shall be responsible for the coordination of all efforts to recrit new members. With the exception of the Second Lieutenant Commander who shall serve as chairman, committee members shall be appointed by the Commander. 

Section 3. The Nominating committee is a standing committee whose purpose is to propose a slate of camp officers for consideraion in the biannual election.  The committee shall be composed of three members, at least one of whom is a past commander, appointed by the commander.  The committee shall be constituted in September of alternating years and shall report at the November meeting of the same year. 

Section 4. Special committees may be established and constituted as deemed appropriate by the Commander. 

Article XI – Disciplinary Action

Section 1. Any member may be suspended or expelled from the camp for just cause by a two-thirds vote of the Executive committee at any regular or special meetings.  “Just Cause” shall be defined as one or more of the following reasons:  disloyalty; neglect of duty; dishonesty; conduct unbecoming a member; or any act repugnant to the constitution and bylaws of the camp, Bylaws of the Mississippi division, or Constitution of the Sons of Confederate veterans or detrimental to the objects and purposes of the Confederation. Section 2. No disciplinary action may be taken unless the accused member be given a minimum of fourteen days’ written notice of the charges against him and of the time and place of the meeting where such charges will be considered.  Written notice will be provided by registered mail.  At the specified meeting, the accused member will be given a full hearing. 

Section 3. any officer may be removed for just cause by a two-thirds vote of the Executive Committee at any regular or special meeting.  The procedure followed for disciplinary action for officers shall be the same as that followed in the discipline of members. 

Section 4. Charges against any officer may be preferred by any member in good standing.  All charges shall be clearly stated in written form and accompanied by supporting evidence.  Such charges shall be filed with the Adjutant who, immediately upon receipt, will notify the Commander.  The Commander will call a meeting of the executive Committee to hear the charges.  The Adjutant shall give a minimum of fourteen days written notice of the time, place, and reason for the meeting to the accuser, accused, and members of the committee. 

Section 5. Any member suspended or expelled by the Executive Committee may appeal that decision to the general membership of the camp. Such appeal shall be made in writing to the Adjutant, who shall immediately notify the Commander.  The appeal shall be given a full hearing at the next regular camp meeting.  A two-thirds vote of all members in good sanding present at the meeting shall be required to reverse the action of the Executive Committee. 

Section 6. Any member disciplined by the camp, and having exhausted the foregoing appeal procedure, shall have the right to appeal to the General Executive Council of the Sons of Confederate Veterans.  The decision of that body shall be final.  No member expelled by the camp shall be eligible for membership in any other camp in the Confederation. 

Article XII – Prohibitions

Section 1.  No discussion of political or religious subjects, nor any political action or endorsements of political candidates, shall be permitted. 

Section 2.  No assessment shall be levied upon members other than annual dues and initiations fees, except by resolution of the general membership. 

Section 3. Proxy voting shall not be permitted in the conduct of camp elections or business. 

Article XIII – Honorary Associations

Section 1.  Any male of at least eighteen years of age who does not qualify for membership but who has demonstrated his support of the ideals of the Sons of Confederate Veterans through regular attendance at camp meetings and other activities for a period of one year may be elected as an Honorary Associate.  The candidate under consideration as an Honorary Associate shall be recommended by three members in good standing and shall be elected by a two-thirds vote of the membership at a regular meeting. 

Section 2.  An Honorary Associate shall pay such fees as may be assessed by the Executive Committee, with the approval of the membership of the camp.  Honorary Associates may not hold office, vote, serve on standing committees, or act as an official representative or delegate of the camp.  He may, however, participate in all camp activities and serve on special committees. 

Section 3.  The Commander may appoint ladies to represent the camp only in the following honorary capacities:  Matron of Honor, Chaperon, Sponsor, and three Maids of Honor. 

Article XIV – Amendment

Section 1.  Any proposed amendment to this constitution may be introduced by any member in good standing at any regular camp meeting.  The proposed amendment shall be considered at the next two regular camp meetings following its introduction, with a vote being taken at the second meeting. A two-thirds vote of members present at the meeting shall be necessary for passage. 

Adopted this 30th day of November, 1992 by members of Sam Davis Camp 596 Sons Of Confederate Veterans. 
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Section 6: 
CAMP 
Each Camp is required to prepare and adopt a constitution and bylaws. This provides the camp with a legal framework for its activities. A suggested constitution and by-laws that could be applicable to any camp is contained in Appendix H. If your camp has already adopted a constitution and bylaws, add those two documents to Appendix H and remove the example documents to avoid possible confusion. 

Camp Officers and their duties: 

Commander 
The commander has a unique responsibility to lead, encourage, assist, guide, maintain esprit de corps, and above all, to work to achieve harmony within the camp. While an SCV camp is a democratically run organization, the camp commander does have the overall responsibility for the camp he has been elected to serve. The commander presides at all meetings or otherwise designates his subordinate officers to do so. He is nominated for off-ice by a nominating committee, or from the floor. He will appoint all non-elected officers and all necessary committees and will perform such other duties as are usually incident to the office. He will fill all vacated offices occurring during his administration until the next election of officers, with the advice and consent of the camp executive council. 

Lieutenant Commander 
His authority is second only to the commander. He presides in the absence of the commander. Upon the resignation or death of the commander, the Lieutenant Commander automatically becomes commander for the un-expired term. He usually chairs the Programs Committee. He represents the commander at all memorial services when the commander is not present. The Lieutenant Commander is also a member of the camp executive council. 

2nd Lieutenant Commander 
The 2°d Lieutenant Commander is not a required position, but is a position developing the future leadership of the camp and possible future camp commander. He serves at the direction of the commander and usually chairs the membership committee. He is authorized to represent the camp whenever the above officers cannot be present. However, he does not have the authority to speak for the commander or the camp unless given that authority by the commander. Some very large camps may even choose to have a 3`d and 4th Lieutenant Commander to ease the burden of the above officers. 

Adjutant 
The Adjutant may serve more than one term and a good one should be encouraged to continue in his post. The duties and responsibilities of Adjutant include those duties performed in many organizations by secretary, treasurer and registrar. In many camps a treasurer, a secretary, a genealogist or several other positions may assist the adjutant. His position is the most critical for the camp's continued growth and administrative responsibilities. An individual who procrastinates should not be considered for this office. This office and its complexities require an entire section of its own. Details are therefore contained in Section 7 for the adjutant's position within the camp. 

Chaplain 
A man with strong religious convictions usually fills this office. He will open and close all meetings with an invocation and a benediction. He serves at various memorial services and funerals. He should have the responsibility to send get-well cards to the sick. He should report to the camp on the condition of members and needs during their illnesses and recuperation. The Chaplain should order flowers for the deceased, at the camp's expense and with the approval of the Camp's Executive Council. He must also prepare a report of death for each deceased member and forward this to the Chaplain-in-Chief. 
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Treasurer 
Not all camps have the office of Treasurer. In smaller camps, a treasurer's duties are often included in the duties of the adjutant. The duties of the camp treasurer, where one exists, are extracted from those duties that would otherwise fall upon the adjutant. The Treasurer handles the business affairs of the camp. He posts dues payments and sees that bills are paid. He handles the banking arrangements of the camp and writes the checks. The camp may decide to have this officer bonded. 

Historian 
This officer has the responsibility of collecting and recording the camp's history, and other significant data worthy of saving for the current camp membership and also for future generations. If the camp succeeded a UCV camp, a special effort should be made to retrieve and report on such history. The historian also preserves rosters, mailing address lists and aids in research necessary, for graves registration and individual ancestor research. Copies of any old UCV camp historical files should be made and forwarded to the International Headquarters where the files will be maintained for historical research purposes. 

Judge Advocate 
The Judge Advocate advises the camp in legal matters, in the drawing up of resolutions and in interpreting the camp's constitution and bylaws. He also serves as legal advisor to the commander. He may also serve as a referee and parliamentarian in a camp dispute and/or debate under the direction of the commander. If possible, he should be an attorney. 

Surgeon 
A medical doctor, or one who has special training in first aid usually fills this office if available. As the camp surgeon, he would care for any member who suddenly becomes sick during a camp business meeting, trip or memorial service. 

Quartermaster 
This officer is responsible for the care of camp flags, supplies, and other equipment. He will see that necessary equipment and supplies get to the meeting place, to memorial services, to campsites, firing demonstrations, parades, etc. in a timely manner so as to be used effectively. 

Sergeant-at-Arms 
He is responsible for maintaining order and decorum in the meeting place. The Sergeant-at-Arms will also serve in parades as the color sergeant and attend memorial services, firing demonstrations, and at other camp events. 

Section 6, page 2 of 2 (Revised April 2003)

all meetings with an invocation and a benediction. He serves at various memorial services and funerals. He should have the responsibility to send get-well cards to the sick. He should report to the camp on the condition of members and needs during their illnesses and recuperation. The Chaplain should order flowers for the deceased, at the camp's expense and with the approval of the Camp's Executive Council. He must also prepare a report of death for each deceased member and forward this to the Chaplain-in-Chief. 

Section 6, page 1 of 2 (Revised April 2003) 

Treasurer 
Not all camps have the office of Treasurer. In smaller camps, a treasurer's duties are often included in the duties of the adjutant. The duties of the camp treasurer, where one exists, are extracted from those duties that would otherwise fall upon the adjutant. The Treasurer handles the business affairs of the camp. He posts dues payments and sees that bills are paid. He handles the banking arrangements of the camp and writes the checks. The camp may decide to have this officer bonded. 

Historian 
This officer has the responsibility of collecting and recording the camp's history, and other significant data worthy of saving for the current camp membership and also for future generations. If the camp succeeded a UCV camp, a special effort should be made to retrieve and report on such history. The historian also preserves rosters, mailing address lists and aids in research necessary, for graves registration and individual ancestor research. Copies of any old UCV camp historical files should be made and forwarded to the International Headquarters where the files will be maintained for historical research purposes. 

Judge Advocate 
The Judge Advocate advises the camp in legal matters, in the drawing up of resolutions and in interpreting the camp's constitution and bylaws. He also serves as legal advisor to the commander. He may also serve as a referee and parliamentarian in a camp dispute and/or debate under the direction of the commander. If possible, he should be an attorney. 

Surgeon 
A medical doctor, or one who has special training in first aid usually fills this office if available. As the camp surgeon, he would care for any member who suddenly becomes sick during a camp business meeting, trip or memorial service. 

Quartermaster 
This officer is responsible for the care of camp flags, supplies, and other equipment. He will see that necessary equipment and supplies get to the meeting place, to memorial services, to campsites, firing demonstrations, parades, etc. in a timely manner so as to be used effectively. 

Sergeant-at-Arms 
He is responsible for maintaining order and decorum in the meeting place. The Sergeant-at-Arms will also serve in parades as the color sergeant and attend memorial services, firing demonstrations, and at other camp events. 

Section 6, page 2 of 2 (Revised April 2003) 

Section 7: 
DETAILS OF AN ADJUTANT’S DUTIES 
It is useful for Adjutants to have some guidelines to make the performance of their duties easier and more accurate since these duties are detailed and repetitive in nature. Additionally, these guidelines will permit all camps to operate in a similar manner. In camps where there is also a treasurer, some of the adjutant's fiscal duties will be given to the treasurer. It is essential when there is both a treasurer and an Adjutant that each has a clear understanding of the duties assigned to him. Duplication and problems can be avoided by ensuring responsibilities are clearly delineated. 

Adjutant's Duties 
The Adjutant must process new member applications, collect dues (per capita tax), take minutes, give the treasurer’s report, record and administer the roll call, pay bills, process transfers and deceased member reports, order supplies, process and file resolutions, keep records current and pass dated records to the historian. The adjutant will report delinquent members to the membership committee. It is not uncommon to have this officer bonded and/or to have another officer cosign checks to preclude any possible improprieties with the camp’s funds. 

Preparedness 
When processing a new member application, it is very important to complete this task immediately after receiving the application from the membership committee. If an application for membership is received directly by the adjutant, then he should forward the application to the Membership Committee for approval. 

There are a number of steps that may be made easier with some preliminary preparations such as keeping all paper and supplies available in one place. Ten, twenty, or as many as fifty envelopes may be stamped with the return address of the camp and with postage stamps applied ahead of time. Also, several envelopes may be addressed to International and to Division Headquarters. Camps that have their membership data saved on computer files may want to use adhesive address labels. 

It is recommended to keep a supply of lapel pins, wallet membership cards, membership applications, and processing forms such as Transfer, Annual Report, and submittal forms. Also, camps may want to maintain camp certificates, auto decals and tags, deposit slips, and a merchandise price list from International Headquarters. Always make a copy of documents passing over your desk and keep your filing up to date. 

Processing a New Member 
It is recommended to have the following items and documents readily available before you begin processing a new application. 

1. Application for membership with supporting documents 

2. Check from member 

3. Camp membership record book (may be on computer) 

4. New member page (may be on computer) (see Appendix E) 

5. Blank submittal form for International and Division Headquarters (see Appendix E) 

6. Letter of acceptance to new member (see Appendix E) 

7. Check book with deposit slip 

8. Stamp for endorsing the back of the check -"For Deposit Only" 

9. Stamped envelope addressed to International Headquarters 

10. Stamped envelope addressed to Division Headquarters 

11. Stamped envelope addressed to new member 

12. Lapel pin, membership card, camp certificate, auto decal, and other item(s) normally given to new member. 
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Initial Cost To New Member 
1. $5.00 Registration fee to International Headquarters 

2. $20.00 Per Capita tax to International Headquarters 

3. $10.00 Large Membership Certificate (optional) (no charge for small certificate) 

4. $ Per Capita Tax to division headquarters (division dues) 

5. $ Per Capita Tax to camp treasury (camp dues) 

6. $ Supplies ordered for new member (lapel pin, etc.) 

New Member Processing Procedures 
1. Review Application for completeness then sign and date "Committee on Application" 

2. Make a new page for each new member 

3. Make deposit slip 

a. Always make a duplicate of deposit slip 

b. Write the member name on deposit slip Ex: B. Jones $50.00 

c. Use back of deposit slip for more writing room when depositing two or more checks 

4. Stamp each check "FOR DEPOSIT ONLY". Note - Checks should always be made out to "Sons of Confederate Veterans" or in the name of the 

5. Make entry of deposit in checkbook and ledger page if you use one. 

6. Fill out submittal form to International & Division Headquarters (may include several new members and will include supplies ordered for members). 

7. Write check to Sons of Confederate equal to amount on the SCV submittal form. 

8. Make entry of check to SCV International Headquarters in checkbook and ledger page. 

9. Address envelope to International Headquarters. 

10. Write check to Division Headquarters for Per Capita tax only and equal to amount on Division submittal form. 

11. Make entry of check to Division Headquarters in checkbook and ledger. 

12. Address envelopes to Division Headquarters. 

13. Make a photocopy of: 

a. New Application(s) and supporting documents for Camp files. 

b. New Application(s) and supporting documents for Division files. 

c. SCV International Headquarters and Division submittal form. 

14. Mail to International Headquarters. 

a. Original application(s) and supporting documents. 

b. International submittal form. 

c. Check 

15. Mail to Division Headquarters 

a. Copy of application (s) and supporting documents. 

b. Division submittal forms. 

c. Check 

16. Make wallet membership card for member (s). 

17. Deposit checks in bank. 

18. Mail or give to member at next meeting. 

a. Wallet membership card 

b. Camp Certificate. 

c. Auto decal and tag (if applicable) 

19. Notify division newsletter editor of any new members. 

20. Notify member via letter that his membership has been accepted or disapproved (see sample of each in Appendix E) 

11. Update Camp roster with each new member. 

22. Remove new member name from courtesy mailing list. 
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Supplies Needed To Process Renewal Member 
1. Check from member 

2. Camp membership record book (may be on computer) 

3. Member page (may be on computer) (see Appendix E) 

4. Blank submittal form for International & Division Headquarters (see Appendix E) 

5. Check book with deposit slip. 

6. Stamp "For Deposit Only" on reverse of check. 

7. Stamped envelope addressed to International Headquarters. 

8. Stamped envelope addressed to Division Headquarters. 

9. Blank Membership card (for new year). 

Cost to Renewal Member 
1. $20.00 Per Capita tax to International Headquarters. 

2. $5.00 Reinstatement fee (if renewal is subsequent to February 15`) 

3. $ Per Capita Tax to Division Headquarters. 

4. $ Per Capita Tax to Camp Treasury. 

Renewal Member Processing Procedures 
Renewal payments may be held until several payments have been received. However, long delays should be avoided because non-payments may cause the member to be dropped from either Division or International records resulting in unnecessary problems such as non-receipt of the Confederate Veteran magazine. It is troublesome to add a member back on the records. The member may not receive the newsletters and he may become disenchanted. 

1. Review the check for completeness and the correct amount. 

2. Enter the payment on the member page. 

3. Make deposit slip 

a. Always make a duplicate 

b. Write the member name on deposit slip Ex: B. Jones, $50.00 

c. Use back of deposit slip for more writing room when depositing two or more checks. 

4. Stamp each check "For Deposit Only" on the reverse of check. 

5. Make entry of deposit in checkbook and ledger page. 

6. Fill out submittal form to International & Division Headquarters. 

7. Write check to Sons of Confederate Veterans equal to amount of International Headquarters submittal form. 

8. Make entry of check to International Headquarters in checkbook and ledger page. 

9. Address envelope to International Headquarters. 

10. Fill out submittal form to Division Headquarters. 

11. Write check to Division Headquarters equal to amount on division submittal form. 

12. Make entry of check to Division Headquarters in checkbook and ledger page. 

13. Address envelope to Division Headquarters. 

14. Make photocopy of International and Division submittal forms. 

15. Mail to International Headquarters. 

a. International submittal form 

b. Check equal to amount on submittal form. 

1. Mail to Division Headquarters. 

a. Division submittal form 

b. Check equal to amount on submittal form. 

2. Notify division newsletter editor of renewal changes in address. 

Other Duties Of The Camp's Adjutant 
All camps should consider having their own camp stationery to be used in all correspondence. Almost any good printer in the local community will assist the camp in creating stationery. Also, examples of SCV stationery may be found in Appendix E or may be obtained from another camp in the same division. 
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It is not always necessary to have camp officers located down the side margin of the stationery but this may be included. However, one should consider the expense involved in this endeavor due to changeover of personnel. The printer can produce matching envelopes. (example in Appendix E). 

Camp Correspondence 
Most anyone, both inside and outside the organization, may call upon the adjutant for information. As the majority of official camp correspondence will be complied by the camp adjutant, he must be very neat, accurate, and grammatically correct. The general public and prospective members first impression of the SCV will depend on the quality of the adjutant's correspondence. All correspondence should be typed. 

File Cabinet 
Once a camp is financially sound, a filing cabinet should be purchased so that records may be kept in an orderly manner and be easily accessible. Since the camp adjutant is responsible for so much of the membership records, then this is the appropriate place to house the filing cabinet. Manila folders, expandable folders, and labels should be provided in sufficient quantity. 

Meeting Minutes 
The history of the camp should be preserved by the camp adjutant and passed on to future adjutants. The adjutant's minutes of camp meetings should be preserved in properly marked folders along with official correspondence received and generated by the camp including camp newsletters and yearbooks. A camp archives should be established for this and all material related to the camp, including membership applications of camp members and newspaper articles should be housed in a filing cabinet. If your camp has a camp historian, some of these duties should be assigned to him. 

Member Data 
The adjutant should keep a special journal listing the names, addresses, telephone numbers, membership applications, and record of dues paid for each member of the camp. Some camps will have a camp treasurer and he is the one responsible for collecting and reporting dues. However, the adjutant will need to be supplied this information from the treasurer to complete the annual camp report. Be sure that this material is up to date and inform the newsletter editor, division adjutant and International Headquarters of address changes. Addresses should be complete with Zip and Zip + 4 when available. Also, telephone numbers should be recorded including the area code. When printing rosters, the telephone number of members is very important so that members may freely contact each other. All this information should be preserved in the camp archives and can be used to prepare a yearly camp roster to be given to each camp member. In the event that computer files are used to maintain membership information, periodic hard copy printouts should be kept in a notebook. Also, it is essential to maintain an adequate backup system for database files. You may transmit changes to the IHQ by email and IHQ can send you updated rosters by email as well. 

Supplies 
The camp adjutant should always keep the following items on hand for distribution and use as needed: 

1. Price list 

2. Membership applications 

3. Membership cards 

4. Recruiting pamphlets 

5. Lapel pins 

6. Resolutions 

7. Certificates of appreciation 

8. Auto tags 

9. Camp stationery 
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The first four items can be obtained at no charge from International Headquarters. Other items, except camp stationery, are purchased via the price list obtained from International Headquarters. 

Illness/Death 
The camp chaplain handles deaths and illnesses, but it is the responsibility of the adjutant to have a record of this information so that he may record deaths on the annual report and mark the roster accordingly. 

Death of a Member 
The death of a member is a very difficult time for the camp, especially when the member has been an active, productive member of the Sons of Confederate Veterans. It is at such time that the camp wishes to not only pay tribute to the memory of the departed compatriot but to provide a source of support to his family. Although some camps may have established a procedure for handling these sad occasions, many have not. 

The following procedure is presented as a guide to assist the camp during these times. Variations of it may be exercised, with the exception of the reporting procedure, which is mandatory (notification of Chaplain-in-Chief, SCV HQ, etc.) 

1. Upon learning of the death of a camp member, the camp commander should be promptly notified. Camp members should not assume that some other member or the family has notified the camp commander. Such false assumption has resulted in failure to notify concerned SCV officers in the past. 

2. When notifying the camp commander, attempt to advise him of the following: 

a. Member's full name 

b. Date and time of death 

c. Name of wife or close family member 

d. Address & telephone number of family member 

e. Name of funeral home 

f. Date, time, and site of funeral service 

3. The camp commander will notify the camp adjutant and chaplain and provide them with the information supplied to him. 

4. The camp adjutant will submit this official notification "Last Roll" to the Chaplain-in-Chief with copies sent to: 

a. Adjutant-in-Chief SCV 

b. Division adjutant, 

c. Division chaplain, 

d. Retain one copy for Camp file, 

e. The camp chaplain will notify the camp membership as to the member's death and date, time, and site of funeral service. The chaplain will make arrangements for floral remembrances in the name of the camp and/or memorial contributions in the deceased member's name (ex: SCV Heritage Defense Fund, Stand Watie Scholarship Fund, Life Member Endowment Fund, etc.). The camp chaplain should visit the member's family by himself and/or coordinate a visit with the camp commander and other officers or members. 

A certificate, "resolution for Deceased Compatriots," may be obtained from International Headquarters, SCV and may be presented to the family. There is no charge for this certificate. 

Section 7, page 5 of 7(Revised April 2003) 

Annual Report 
The completion of the annual report must be accurate and turned in on time. Be sure to consult with the camp commander before completing the form. See the instructions on the reverse side of the annual report form for guidance. Take time to list the yearly accomplishments of the camp as this will be an official record of the international organization that will be preserved forever. The camp's annual report must be completed and distributed no later than June 30 of each year. Attach a current camp roster and refer to the distribution list located on the front of the form for distribution purposes. Distribution recipients’ addresses may be found in tile appendix of this manual. (Appendix A and B). 

A copy of the annual report with instructions can be found in Appendix E. 

Roster 
The camp roster should include the name, address, telephone number (home, business, beeper, fax and email designation), dues status (Member, Real Son, Division, Division Life member, and International Life member), most recent year dues paid, and may even be broken down into the following sections: 

a. Current members in good standing 

b. New members 

c. Members delinquent international dues and division dues 

d. Members delinquent international dues only 

e. Members delinquent division dues only 

f. Members dropped (must be carried 6 months from due date) 

g. Members deceased during year (give date/place of death) 

h. Members transferred from other camps (specify camp) 

i. Members transferred to other camps (specify camp) 

The camp roster should be marked to ensure that the information contained in it is not to be used for commercial purposes. 

Changes in Command 
In order for communications to remain open, it is important that the division commander, adjutant and International Headquarters be notified of changes in the elected officials of the camp. In addition, address and telephone chances in the camp membership must be reported to both IHQ and the division newsletter editor. 

(letter Appendix E) 

Transfers 
No member should be accepted into a camp as a transfer without the official transfer form being completed by all parties concerned and then distributed according to the distribution list. Distribution recipients’ addresses may be found in Appendix E of this manual. 

Collecting Dues (Per Capita Tax) 
All camps do not have the same dues structure nor do they collect dues based on the same time frame. A dues notice must be sent notifying the member when and how much he is to remit. One of the most successful vehicles for notifying the member of dues is sending both a dues invoice notice and return envelope. The adjutant should collect from as many men as possible as early as practical after August 1st of each year. Then he should make deposits and disburse the camp per capita tax for those members to Division Headquarters and International Headquarters in a timely fashion regardless of the number of dues received. Additionally, a second, third, and final notices should be mailed to the member before he is dropped. 
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Life Membership 
Many members choose to pay Life Membership at the International level. This relates to International Headquarters only while division and camp dues would still be paid on an annual basis. Some divisions have implemented their own life member programs. One would apply for Life Member ship by completing the Life Membership application which is available from International Headquarters or off the SCV website. The total fee is $500.00 for ages 12 to 64 and $250.00 for ages 65 and over. Please be advised that these fees may be increased by a Constitutional Amendment at the annual Reunion. Simply mail the completed form to International Headquarters at P O Box 59 in Columbia, TN 38402. A life member is assigned to Life Member Camp # 2 for record keeping purposes only; however, he will remain enumerated in the local camp of his choosing with the designation "Life Member" on the camp's roster. 
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