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You have been elected to the Office of Department Chaplain in the Veterans of Foreign Wars of the United States.  It is an honor and privilege to serve in this important leadership position within our organization.

The Department Chaplain serves not only through prayers and ceremonial duties, but also by encouraging, mentoring, training, and supporting the District and Post Chaplains throughout the Department.

Department Chaplains help strengthen the Chaplaincy through leadership, communication, education, mentorship, and compassionate service to veterans and their families.
PURPOSE:
The purpose of this Pass Book and SOP's is to provide information and a schedule of the duties and responsibilities for the person assuming the office of Department Chaplain within the Veterans of Foreign Wars.
HOW TO USE THE DOCUMENT
At the beginning of each month review the duties and responsibilities that are listed.  Adjust as needed and personalize it to your particular situation.  Then print out the pages for that month.  Review regularly, and as the month unfolds, make adjustments as needed.







GUIDANCE FOR YOUR JOURNEY 
As you serve as a Department Chaplain, remember that leadership within the Chaplaincy carries both great privilege and great responsibility.  While much of the ministry still takes place quietly behind the scenes, there are also moments when the Department Chaplain is called upon to stand before large gatherings, lead during public ceremonies, provide guidance during difficult situations, and represent the Chaplaincy before the entire Department.

People are watching.  More importantly, people are listening.

The prayers you offer, the words you speak, the encouragement you provide, and the example you set all help shape the spiritual culture of the Department and influence the Chaplains who serve under your leadership.  Never underestimate the impact that your presence, preparation, integrity, and compassion may have upon others.

Many Chaplains faithfully carry burdens that few people ever see.  Some quietly struggle with discouragement, exhaustion, grief, or uncertainty.  Others simply need someone to encourage them, listen to them, and remind them that their ministry matters.  One of the greatest responsibilities of a Department Chaplain is helping others continue serving faithfully during difficult seasons.

Leadership is not merely about holding office.  It is about helping others grow.

As Department Chaplain, you have the opportunity to mentor District Chaplains, encourage Post Chaplains, and help develop future leaders who will continue strengthening the Chaplaincy long after your own term has ended.  Through your words, actions, attitude, preparation, and integrity, you help establish the example others will follow.

Always remember that integrity matters.  Keep your word.  Be dependable.  Be approachable.  Be prepared.  Speak carefully.  Lead compassionately.  Some of the greatest ministry moments happen not through grand speeches or public recognition, but through quiet faithfulness, personal encouragement, and consistent acts of kindness.

There will be times when the responsibilities feel heavy.  There will be moments when your efforts seem unnoticed.  Yet a single phone call, prayer, training class, memorial service, conversation, or Buddy Check may help strengthen someone more than you will ever fully realize.

Continue to learn.  Continue to mentor.  Continue to encourage.

Remember that you are not serving alone.  Across the Veterans of Foreign Wars are Chaplains who share the same commitment to caring for veterans, families, comrades, and one another.  Learn from them.  Support them.  Walk alongside them.  Help prepare those who will someday follow in your footsteps.

Thank you for your willingness to serve faithfully in this important ministry and leadership position.  May your service help bring encouragement, wisdom, compassion, stability, and hope to all those entrusted to your care.




Blessings as you serve,
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Rev. Peter R. Hook
Past National Chaplain
2024-2025
Veterans of Foreign Wars


JUNE - ELECTION, CONVENTION & LEADERSHIP TRANSITION MONTH
Special Observances:  June 6 - D-Day; June 14 - Flag Day; June is PTSD Awareness Month; Department Conventions are commonly held in June.
☐ (Current Department Chaplain) Attend Department Convention
☐ (Current Department Chaplain) Participate in the Department Memorial Service
☐ (Current Department Chaplain) Prepare prayers for Department Convention sessions and events
☐ (Current Department Chaplain) Attend the Council of Administration (C of A) meetings at Department Convention 
☐ (Current or Incoming Department Chaplain) Attend the Council of Administration (C of A) meeting following installation
☐ (Current or Incoming Department Chaplain) Begin establishing communication with District Chaplains throughout the Department
☐ (Current or Incoming Department Chaplain) Encourage mentorship, training, and collaboration among Chaplains
☐ (Current or Incoming Department Chaplain) Read the Chaplain's Corner
☐ (Current or Incoming Department Chaplain) Conduct Buddy Checks
MONTHLY NOTES:
Consider: Leadership within the Chaplaincy begins immediately.  How will you encourage, mentor, and support those entrusted to your care during your first months as Department Chaplain?
Thought: Department leadership carries both visibility and responsibility.  While helping guide others, remember to remain grounded spiritually, emotionally, and personally so that your leadership remains healthy and sustainable.
Quote: "Example is not the main thing in influencing others.  It is the only thing." - Albert Schweitzer


JULY - SCHOOL OF INSTRUCTION & TRAINING MONTH
Special Observances:  July 4 - Independence Day; July 27 - Korean Armistice signed; July 29 - U.S. Army Chaplain Corps Birthday.
☐ Attend School of Instruction
☐ Prepare orientation and training materials for District and Post Chaplains
☐ Conduct Chaplain orientation classes
☐ Encourage mentorship and continuing Chaplain education
☐ Share practical resources and leadership guidance
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: Training others is one of the most important responsibilities of leadership.  Are you preparing Chaplains to succeed, grow, and lead confidently?
Thought: The strongest leaders are often those who willingly invest their time, wisdom, and experience into helping others develop.
Quote: "Leadership and learning are indispensable to each other." - John F. Kennedy


AUGUST - COMMUNICATION & MENTORSHIP MONTH
Special Observances: August 4 - U.S. Coast Guard Birthday; August 7 - Purple Heart Day; August 16 - National Airborne Day.

☐ Attend Chaplain Orientation Zoom meeting
☐ Collect updated District Chaplain contact information
☐ Forward District Chaplain contact information to the National Chaplain for the email database
☐ Encourage participation in Zoom training
☐ Share educational and ministry resources
☐ Support struggling or isolated Chaplains
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: Strong communication strengthens relationships, accountability, and mentorship throughout the Department.
Thought: Some Chaplains quietly carry burdens few people ever see.  Sometimes the greatest leadership begins with simply listening.
Quote: "Too often we underestimate the power of a touch, a smile, a kind word, a listening ear..." - Leo Buscaglia


SEPTEMBER - PATRIOT DAY & LEADERSHIP MONTH
Special Observances:  September 11 - Patriot Day; September 18 - U.S. Air Force Birthday; September 29 - VFW Established; Gold Star Mother's Day is observed on the last Sunday in September.
☐ Honor Patriot Day observances
☐ Encourage outreach throughout the Department
☐ Support District Chaplains and developing leaders
☐ Attend Zoom training
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: Leadership is often measured by consistency, compassion, and availability during difficult seasons.
Thought: Department Chaplains help establish the spiritual culture and tone for the Chaplaincy throughout the Department.
Quote: "Be kind, for everyone you meet is fighting a hard battle." - Often attributed to Plato


OCTOBER - VETERANS DAY PREPARATION MONTH
Special Observances:  October 13 - U.S. Navy Birthday; Navy Day is observed in October; begin preparing for Veterans Day.
☐ Encourage Veterans Day preparation throughout the Department
☐ Assist District Chaplains with ceremonial planning if needed
☐ Promote Chaplain of the Year participation
☐ Attend Zoom training
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: Recognition programs can help inspire and encourage future Chaplain leaders.
Thought: Strong leadership not only serves in the present, but also helps prepare those who will someday follow.
Quote: "In the middle of difficulty lies opportunity." - Albert Einstein


NOVEMBER - VETERANS & FAMILIES MONTH
Special Observances: National Veterans and Military Families Month; November 10 - Marine Corps Birthday; November 11 - Veterans Day; Thanksgiving Day - Fourth Thursday in November.
☐ Participate in Veterans Day activities
☐ Support veterans and military families
☐ Encourage outreach to isolated comrades
☐ Attend Zoom training
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: The holiday season can be especially difficult for grieving families and isolated veterans.  Who may need an extra Buddy Check this month?
Thought: Some of the most meaningful ministry takes place through quiet acts of compassion, encouragement, and presence.
Quote: "No act of kindness, no matter how small, is ever wasted." - Aesop


DECEMBER - REFLECTION & ENCOURAGEMENT MONTH
Special Observances: December 7 - Pearl Harbor Remembrance Day; Wreaths Across America Day is generally held in mid-December; December 25 - Christmas; December 31 - New Year's Eve.
☐ Send encouragement messages to Chaplains throughout the Department
☐ Reflect on yearly ministry goals
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: As the year closes, what moments of encouragement, mentorship, or leadership made the greatest impact?
Thought: Leadership can sometimes feel exhausting.  Healthy leaders must remember to care for their own spiritual and emotional well-being.
Quote: "Christmas is most truly Christmas when we celebrate it by giving the light of love to those who need it most." - Ruth Carter Stapleton


JANUARY - MID-WINTER CONFERENCE & LEADERSHIP MONTH
Special Observances: January 1 - New Year's Day; Mid-Winter Conference is commonly held in January.
☐ Attend Mid-Winter Conference
☐ Prepare opening and closing prayers for C of A sessions
☐ Attend Council of Administration (C of A) meetings
☐ Conduct Chaplain training classes during Mid-Winter Conference
☐ Encourage mentorship and continuing Chaplain education
☐ Review Memorial Service resources under the Memorial tab on the VFW Chaplain webpage
☐ Start preparing for the Department Memorial service in June
☐ Support District Chaplains and developing leaders
☐ Attend Zoom training
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: Strong leadership is not measured simply by knowledge, but by the willingness to help others grow, learn, and succeed.
Thought: One of the greatest responsibilities of leadership is preparing and encouraging those who will continue serving long after your own term has ended.
Quote: "The growth and development of people is the highest calling of leadership." - Harvey S. Firestone


FEBRUARY - OUTREACH & RECOGNITION MONTH
Special Observances:  VFW National Home for Children Awareness; Presidents Day is observed on the third Monday in February.
☐ Encourage Chaplain of the Year submissions throughout the Department
☐ Promote care and compassion ministries
☐ Support communication throughout the Chaplaincy
☐ Attend Zoom training
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: Recognition and encouragement can help strengthen and inspire faithful Chaplain service.
Thought: Healthy mentorship often begins by recognizing and encouraging the good work others are already doing.
Quote: "What we have once enjoyed deeply we can never lose." - Helen Keller


MARCH - LEADERSHIP & MENTORSHIP MONTH
Special Observances:  Women Veterans Month; March 29 - National Vietnam War Veterans Day; Easter and Palm Sunday may occur during March or April.
☐ Encourage mentorship of future Chaplain leaders
☐ Support District Chaplains throughout the Department
☐ Honor Vietnam veterans
☐ Attend Zoom training
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: Who are you encouraging, mentoring, or preparing to continue strengthening the Chaplaincy in future years?
Thought: Leadership is not merely about holding office.  It is about helping others grow, succeed, and continue serving faithfully.
Quote: "To live in hearts we leave behind is not to die." - Thomas Campbell


APRIL - RECOGNITION & LEADERSHIP DEVELOPMENT MONTH
Special Observances: April 6 - Persian Gulf War Ends (1991); Easter and Palm Sunday may occur during March or April.
☐ Review Chaplain of the Year nominations and judge them
☐ Notify the winner of the Chaplain of Year
☐ Submit Chaplain of the Year recipient's name and hat size to the Department Adjutant for award ordering
☐ Forward Department Chaplain of the Year recipient to the National Chaplain for consideration
☐ Encourage and mentor future Chaplain leaders
☐ Attend Zoom training
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: Recognition programs are not simply about awards.  They are opportunities to encourage faithful service and inspire future Chaplain leaders.
Thought: Mentorship often begins by recognizing the quiet faithfulness and dedication of those already serving well.
Quote: "Leadership is practiced not so much in words as in attitude and in actions." - Harold S. Geneen


MAY - MEMORIAL PREPARATION & TRANSITION MONTH
Special Observances:  May 1 - Loyalty Day; May 8 - Victory in Europe (VE) Day; Mother's Day - Second Sunday in May; Armed Forces Day - Third Saturday in May; Memorial Day - Last Monday in May.
☐ Finalize Department Memorial Service script
☐ Verify all equipment and ceremonial materials are prepared for the Department Memorial Service
☐ Coordinate with Convention leadership and support staff
☐ Support Memorial Day ceremonies and observances
☐ Encourage mentorship and transition planning for incoming leadership
☐ Attend Zoom training
☐ Read the Chaplain's Corner
☐ Conduct Buddy Checks
MONTHLY NOTES:
Consider: Preparation reflects respect.  Careful planning helps ensure memorial services are conducted with dignity, honor, and professionalism.
Thought: Behind every successful ceremony is thoughtful preparation, teamwork, and a shared commitment to honoring those who served.
Quote: "The strength of the team is each individual member.  The strength of each member is the team." - Phil Jackson


Resources
Main Chaplain Page
https://lotcs.org/vfw_chaplain.html
Memorial Service Resources
https://lotcs.org/vfw_chaplain.html
Helping a Veteran in Crisis?
https://lotcs.org/VFW_Chaplain/Training/crisis-conversation-handout_final-1-6-23.pdf
Need a Prayer Right Now?
https://lotcs.org/vfw-prayer-bot.html
Not Sure What to Say?
https://lotcs.org/chappy-sim-learn.html
Someone on Your Mind?
https://lotcs.org/chaplain-care-tracker.html
Give Someone a Buddy Check
https://lotcs.org/tag.html
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