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	General:
	The Post Policy and Procedure (P&P) document series provides guidance, process, and authorization for all Post functions.  P&Ps are drafted by the Executive Committee (ExComm), approved by members, and administered by the Judge Advocate (JA).

	Application:
	Every Post function should have a current P&P so 1) all members have a vote on the function’s intent and structure, and 2) officers, committees chairs, and members have clear direction to follow.  If the activity has a corresponding budget Cost Center (CC), the P&P specifies the intent for the funds and the process for allocating those funds.

	Designation:
	P&Ps are designated by title and a unique P&P number.  To simplify the correlation of policy with funding, P&P numbers match their corresponding CC account.  For example, the CC account for the Honor Guard is CC0400, so the P&P is P&P0400.  Smaller CCs may be covered in their “parent” xx00 P&P (e.g. CC0940, Liability Insurance, is addressed in P&P0900).  The JA maintains a Policy and Procedure Index, P&P0000, listing numbers, titles, administrators, and approval dates.

	Format:
	The physical format of P&Ps follows this document and with a goal of a single page.  If additional guidance, process description, or a form is needed, the P&P may have appendices, designated with letter suffixes.  If an appendix is modified, the parent P&P must be reapproved by the membership.

Paragraph headings are flexible and should be applied to fit the activity being addressed.  However, P&Ps with associated CCs must designate an administrator; specify the intent of the funds, and the process for allocating those funds.

All P&Ps must contain the date approved by Post members and be co-signed by the Post Commander and JA.  Exception – P&P0000, Policy and Procedure Index, reflects a “current as” date and is signed by the JA.

	Process:
	The ExComm appoints an administrator for each P&P who, in conjunction with the JA, is responsible for submitting a draft to the ExComm for discussion, editing if necessary, and endorsement.  The JA distributes ExComm endorsed P&Ps to the Post members for review via e-mail and presents them for discussion and approval at the next general meeting.  Approval is by majority of the members present.

	Changes:
	Any member can request a P&P change by either contacting the listed administrator, the JA, or raising the issue in a general meeting.  The JA coordinates the requested change in the ExComm and presents the changed P&P, or the ExComm rational for no change, for discussion and approval at the next general meeting.

	Records:
	The Post Adjutant maintains original signed P&Ps in the Post files and the JA updates Policy and Procedure Index, P&P0000.  The Post Information Technology Officer maintains digital copies and uploads them to the Post website for member access.

	Certification:
	Approved by the Post membership on 02/06/2020
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