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This handbook has two sections: 

 Policy guidance

 Information 

It also has two purposes: 
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https://www.britishlegion.org.uk/quick-links/the-royal-charter
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We have ten guiding principles:  

 

 

 

 

 

 

http://www.britishlegion.org.uk/
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And we have five values that we maintain: 

1. Service 

 

2. Excellence 

 

 Collaboration 

4. Valuing our people

 

 Passion 
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BRANCHES 

 

 

General Branch 

Meeting 

Annual General 

Meeting (AGM) 

Special General 

Meeting 

Committee 

Meeting 

Frequency Quarterly 

(suggested) 

Once a year As required Quarterly 

Dates Committee to 

decide 

Between 1 October 

and 30 November 

As required Committee to 

decide 

Chair 

 

Branch Chairman or Vice-Chairman in their absence 

Notifications Committee to 

decide 

At least 21 days 

before to all 

members 

At least seven 

days before to all 

members 

Committee to 

decide 

Attendees Members Members; (optional) 

guests, County reps, 

staff 

 

Members Committee 

Quorate 

requirements 

   Four Committee 

members form  

a quorum 

 

  Suggested:  

• Provide updates 

on the local and 

wider work of  

the Legion 

• Provide updates 

on Branch past 

and future 

activities 

• Make decisions 

• Nominate 

candidates for 

elections at 

County and 

national levels 

• Vote on 

candidates for 

elections at 

County and 

national levels 

• Review previous 

year’s activities 

• Agree next year’s 

activities 

• Elect officers and 

Committee 

members 

• Nominate 

candidates for 

elections at County 

and national levels 

• Vote on candidates 

for elections at 

County and 

national levels 

• Debate and agree 

motions for County 

and Annual 

Conference 

 

• Remove from 

office or position a 

Branch Committee 

member 

• Elect another 

member to 

replace the 

removed member 

or fill in  

a vacant post  

• Discuss any other 

urgent matter of 

importance and 

make appropriate 

decisions 
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Other 

  

Members can add 

items to the agenda  

if they submit them 

before the deadline 

specified by the 

Committee 

 

Meeting can go 

ahead only if the 

Committee 

decides it is 

needed or it has 

been requested 

by a minimum  

of two-thirds of 

members 

 

If a Committee 

member is absent 

for three 

meetings  

in a row in a 12-

month period, 

they are deemed 

to have vacated 

the seat unless a 

valid reason has 

been provided 

and accepted by 

the rest of the 

Committee  

 

 Any reports presented at the meeting and minutes of previous meeting must be 

circulated to the attendees at least three days before the meeting. 

 

If community support cases are discussed during the meeting, the personal details 

of beneficiary/beneficiaries must not be disclosed. 

 

 

COUNTIES
 Annual General Meeting Special 

General 

Meeting 

Committee 

Meeting 

Special 

Committee 

Meeting 

Frequency At least once a year As required At least four 

times a year 

As required 

Dates To be decided by the 

County Committee and 

County Conference 

Committee 

Within 21 days 

of a valid 

request 

To be set at its 

first meeting 

after the Annual 

Meeting of 

County 

Conference 

Within 14 days 

of the request 

being received 

Chair 

 

County Chairman or Vice-Chairman in their absence 



10 
MMH2019 - V1.0 

Notifications At least: 

• 12 weeks before: 

Branches notified about 

date/time/venue 

• Eight weeks before: 

Branches submit 

nominations for County 

Committee, County 

Conference Committee 

and National 

Conference Committee  

• Six weeks before: 

Branches receive 

provisional agenda 

• Five weeks before: 

Branches submit 

amendments to motions 

• Two weeks before: final 

agenda sent to all 

Branches 

 

At least seven 

days before to 

all Branches 

N/A At least seven 

days before  

to all 

Committee 

members 

Attendees • Visitors (members, guests) 

• Delegates: compliant 

Branches and County-

Supported Branches (but 

not sub-Branches) can 

appoint: 

o One delegate if a 

Branch has 300 

members or fewer 

o Two delegates if a 

Branch has more than 

300 but fewer than 

1,000 

o Three delegates if a 

Branch has more than 

1,000 but fewer than 

1,500 members 

o Additional delegates  

for every 500 members 

over 1,000 

 

 Required: 

County Officers 

and Committee 

members 

 

Optional: 

Membership 

Council 

representative 

 

 

Required: 

County Officers 

and Committee 

members 

 

Optional: 

Membership 

Council 

representative 

 

 

Quorate 

requirements 

  At least half the 

members entitled 

to attend and to 

vote must be 

there to make the 

meeting quorate 

At least half the 

members entitled 

to attend and to 

vote must be 

there to make 

the meeting 

quorate 
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Objectives • Declare results of the 

County elections 

• Approve amendments or 

additions to the County 

bye-laws (requires a two-

thirds majority vote) 

• Pass resolutions requiring 

specific actions from the 

County Committee 

• Vote on submitted 

motions that have been 

approved by the 

Conference Committee 

• Elect Committee 

members 

• Elect County Conference 

Committee members 

• Elect a candidate to the 

National Conference 

Committee 

• Announce the results of 

County Chairman and/or 

Vice-Chairman elections 

• Review the accounts for  

the past year 

• Review the County plan 

covering the next three 

years 

• Review reports and the 

progress made with the 

County plan over the  

past year 

• Consider any discussion 

papers on relevant topics 

approved by the County 

Committee on which the 

views of the membership 

should be sought 

 

• Discuss a 

single matter 

of extreme 

urgency or 

importance 

• Remove from 

office an 

officer of  

the County 

Committee  

or member  

of the County 

Committee 

  

Other The meeting can go 

ahead if at least three 

Branch delegates are 

there at the start of and 

throughout the meeting  

 

Delegates:  

• Can speak and vote 

• Must be current Legion 

members  

Meeting must  

be called at  

the direction  

of the Board  

of Trustees,  

the County 

Committee or  

of at least one 

quarter of the 

Minutes to be 

distributed to 

the Membership 

Council 

representative 

and the Area 

Manager 

 

 

 

Meeting must 

be called at the 

request of any 

eight members 

of that 

Committee 
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• Must not be Legion 

employees 

• Must not be County 

officers or members of 

the County Committee 

 

Motions cannot be 

proposed and seconded 

by delegates from the 

same Branch 

 

Minutes must be sent to 

Head Office, Area 

Manager and Membership 

Council representative 

within three months of the 

meeting 

 

Branches in  

the County 

If a Committee 

member is 

absent for three 

meetings in a 

row in a 12-

month period, 

they are 

deemed to 

have vacated 

the seat unless 

a valid reason 

has been 

provided and 

accepted by 

the rest of the 

Committee 

https://www.britishlegion.org.uk/quick-links/the-royal-charter
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https://www.britishlegion.org.uk/get-involved/ways-to-give/poppy-appeal
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Dos and Don’ts for spending Branch and County funds 

Do: 

mailto:membershipservices@britishlegion.org.uk
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Don’t: 
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• 

• 
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How to deal with legacies 

mailto:branchaccounts@britishlegion.org.uk
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mailto:membershiptraining@britishlegion.org.uk
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• 

• 

• 

• 

• 

• 
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The decision to close is made by Branch 

members. 

 

Steps to follow: 

The decision to close is made by the 

County Committee as the Branch is no 

longer functioning. 

 

Steps to follow: 

 

Members hold a meeting where they 

formally resolve to close. 

The Membership Support Officer will 

check if there are any members 

remaining in the Branch. 

If there are none, the County will 

proceed with the closure. 
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Branch Committee:  

• Advises the remaining members 

on which Branches they can 

transfer to. 

 

• Decides how the remaining 

Branch funds will be distributed 

(within existing rules and after 

taking into consideration any 

restrictions placed on those 

funds). 

• Arranges for the laying up of the 

Branch Standard. 

 

If there are members left, the 

Membership Support Officer will advise 

them that the Branch is at the risk of 

closure and invite them to a Special 

General Meeting. 

The Branch Chairman informs the 

Membership Council rep, the 

Membership Support Officer and County 

Chairman of the Branch Committee’s 

decision and sends them a copy of the 

meeting minutes. 

 

If the meeting goes ahead, the 

members may decide to: 

• Close the Branch. 

• Keep the Branch alive and form a 

new Committee. 

 

The Branch Treasurer arranges for the 

Branch’s bank account(s) to be closed. 

The funds are transferred in accordance 

with the Branch Committee’s resolution 

except where some of the funds are 

found to be restricted (for example, if 

they’re connected to a Branch Property 

Trust or restricted legacy). These funds 

must be transferred to Head Office. 

 

If members decide to close the Branch, 

or the meeting does not go ahead due 

to lack of interest from the remaining 

Branch members, the Membership 

Support Officer will advise them how 

they can transfer to another Branch. The 

County Committee will proceed with the 

closure. 

The Branch Treasurer prepares a final 

Branch return at the closure date and 

sends this to the Membership Support 

Officer with supporting bank statements 

showing a nil balance on the accounts.  

 

The Committee must attempt to contact 

the Branch bank account signatories in 

order to transfer any remaining funds 

and close the bank account(s).  

Form MS5A will be completed by the 

Membership Support Officer and the 

If the County is unable to close the bank 

account because the signatories are 

not available, it should seek help from 
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County Committee and passed on to 

the Membership Council. 

the Legion’s Finance Department, who 

can try to recover the funds. 

 

 Form MS5A will be completed by the 

Membership Support Officer and the 

County Committee and passed on to 

the Membership Council. 

 

 

• 

• 

• 

• 
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https://www.britishlegion.org.uk/get-involved/things-to-do/membership/our-members/guidance-for-remembrance-and-ceremonial-services
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https://www.britishlegion.org.uk/quick-links/media-centre
https://www.britishlegion.org.uk/quick-links/media-centre
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file:///C:/Users/dmunsamy/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/KNVDCCUW/170424%20Membership%20Complaints%20Procedures.pdf
mailto:membershipservices@britishlegion.org.uk
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• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Members and Life Members are entitled to vote, hold office and be members  

of any council or committee. However, members are not allowed to hold office 

or be elected if: 
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ELECTIONS 

 

 

 

 

Nominations Actions prior to 

election 

Voting Term Vacancy 

occurring  

mid-term 

Board of 

Trustees, 

National 

Chairman & 

National 

Vice-

Chairman 

National 

Conference 

Committee 

Membership 

Council 
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County 

Chairman & 

County Vice-

Chairman 

• 

• 
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County 

Committee

County 

Conference 

Committee

 

Branch 

Officers 

(Chairman, 

Vice-

Chairman, 

Secretary, 

Treasurer) & 
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Committee 

members 

 

 

Candidates are not allowed to canvass. But they can: 
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https://www.fundraisingregulator.org.uk/code/key-principles
mailto:supportercare@britishlegion.org.uk
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mailto:philanthropy@britishlegion.org.uk
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here

here

 

https://www.britishlegion.org.uk/about-us/media-centre/
https://www.britishlegion.org.uk/about-us/who-we-are/get-in-touch
https://www.britishlegion.org.uk/quick-links/our-privacy-policy-and-promise
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• Obtaining 

data 

• Personal data obtained on the membership application form should be sent to the 

relevant office as soon as possible, preferably by recorded delivery. Any copies kept 

locally must be kept securely and destroyed as soon as the new joiner’s membership 

is confirmed.  

• Members who collect personal data from others must always clearly explain the 

purpose for which the information is being collected and how it will be used.  

• Accessing 

data 

• Membership listings can be accessed online via Office 365 system. O365 users must 

not share their login details with others. Only authorised Branch Officers who signed 

the form can have access to membership listings.  

• Membership data can also be obtained via email or post from the Membership 

Support Officer or the Membership Department staff. Only Branch/County Officers 

who signed the MS1(A) form and Membership Council members can obtain 

membership data.  

• Storing data • Personal data must be stored securely:  

• Hard copies must be kept in a safe place e.g. locked room, drawer, cupboard, or 

box.  

• Electronic copies must be kept on a device which is password protected (e.g. 

laptop, memory stick); ideally the folder / file should also be password protected. 

Members must take care to avoid having the devices lost or stolen. Where a device 

or paper records containing personal data is lost you must report this as a data 

security breach to the Membership Support Officer or Membership Services as soon 

as possible. Data should not be kept if it is no longer needed and should be securely 

disposed of or deleted.  
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• Processing 

data 

• Members’ data must not be used for any other purpose than communicating 

information relating to TRBL. Mailings or information unrelated to TRBL activities, in 

particular third party marketing materials, must not be sent or emailed. Membership 

listings or any other materials based on these listings (e.g. address labels) should be 

used within one week of receipt and then destroyed, as they quickly become out of 

date. The central database is modified on a daily basis as a result of address 

changes, lapses, deaths, resignations, changes of membership type and new 

members.  

• When emailing more than one person, members’ email addresses should not be 

typed into the ‘To’ field, but placed in the BCC (Blind Carbon Copy) section.  

• Retaining data • Data must not be retained for longer than necessary. General retention rules can be 

found in the Members Retention Schedule in paragraph 12 below.  If you cease to 

be a TRBL member you must hand over to the branch or Head Office any paper 

materials containing members’ personal data such as lists or labels, and delete any 

electronic formats of membership data you hold.  

• Sharing data   

 

• Members have not given consent for their details to be made available to anyone 

except TRBL authorised staff and Branch Officers. Consequently, a member’s 

personal details (including addresses, telephone numbers and email addresses) must 

never be shared with the public, other organisations, other members, unauthorised 

staff or other volunteers, without the member’s prior written consent.  

 

Description of  

document 

Format Trigger (time when the  

retention period specified in the 

next column starts 

Disposal Action and Retention Period 

(“delete for paper means placing in 

a shredder or a secure disposal bin 

• Communications 

received and sent by 

post or email that 

contain personal data 

• Paper (P) /  

• Electronic 

(E) 

• Date received / sent • Delete after 12 months 

• Copies of County or 

Annual Conference 

delegate applications 

• P / E • Conclusion of Conference • Delete after 3 months. 

• Copies of Youth 

affiliation applications  

• P / E • Affiliation cancelled / ended / 

branch closed / youth 

organisation closed 

• Delete immediately 
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• Copies of:  

- Accounts forms  

- Bank statements  

- Authority to disclose 

information forms  

• P / E • Document completion date • Preferably make an electronic 

copy (to be deleted after 7 

years) and destroy paper copy 

immediately. If not possible keep 

in a safe place and destroy after 

7 years. 

• Copies of expense 

claim forms / receipt 

vouchers / payment 

vouchers / other 

financial documents 

e.g. invoices 

• P / E • Payment received by the 

claimant 

• P: make an electronic copy and 

destroy paper copy immediately. 

If not possible keep in a safe 

place and destroy after 7 years.  

• E: delete after 7 years  

• Membership 

complaints 

• P / E • Issue resolved (e.g. 

completion of mediation 

meeting, Investigation Panel 

or appeal  

• Delete after 3 years 

• Membership reports 

and listings with 

members’ details 

• P / E • New report / listing obtained • Delete immediately  

• (Office 365: we will auto-delete all 

the reports that are older than 12 

months)  

• MS1 / MS1A • P / E • Completion date  • Delete after 5 years 

• Election documents: 

candidate CVs, ballot 

papers 

• P / E • Election results obtained • Delete after 30 days  

• County / Branch 

meeting minutes 

• P / E • Publication date • Delete after 5 years 

• Copies of membership 

application forms 

• P / E 

(scanned) 

• P / E: membership confirmed 

date 

• Delete immediately 

• Cheques • P  • P: receipt date • Cheques must banked weekly. 

Returned cheques to be 

destroyed immediately 

• Any documents with 

Personal data of 

cancelled / deceased 

members 

• P / E 

(scanned) 

• Death /cancellation 

notification 

• Remove personal data (email, 

telephone number, DOB and 

address) from all documents 

immediately 

Information 
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• 

• 

• 

https://www.britishlegion.org.uk/about-us/governance


45 
MMH2019 - V1.0 

• 

• 

 

 

 

 

 

Four kinds of Branches: 

 

https://www.britishlegion.org.uk/about-us/governance
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 Branch County/District 

Committee roles Chairman, Vice-

Chairman (Optional), 

Treasurer, Secretary, 

Branch Community 

Support Committee or 

Representative, 

Branch Recruiting 

Officer  

(non-compulsory) 

Chairman, Vice-

Chairman, County 

Community 

Support Committee 

or Representative, 

County Recruiting 

Officer, County 

Training Officer 
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Committee-appointed 

roles (but not 

Committee members) 

President (non-

compulsory) 

President and County 

Treasurer (both compulsory) 

Number of additional 

Committee members 

allowed 

Three to seven Seven to 15 

Quorum Four Half the members 

entitled to attend 

and to vote 

 

They must: 

 Follow the duties and responsibilities outlined by the Board of Trustees and the 

Membership Council.  

 Adhere to all Legion policies and procedures. 

 Ensure the formation complies with charity law. 

 Serve the interests of the Legion at all times. 

 Undergo appropriate training for their role. 

 (For Branch officers) not serve as officers of an associated club Committee. 
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https://www.britishlegion.org.uk/get-involved/things-to-do/volunteer/ways-to-volunteer/direct-support
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https://www.britishlegion.org.uk/about-us/governance
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https://www.britishlegion.org.uk/quick-links/the-royal-charter
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mailto:LOMAShelpdesk@britishlegion.org.uk
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The Membership Council exists to: 

 

 

 

 

 

 

 

 

mailto:bpt@britishlegion.org.uk
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It helps to develop the Legion’s strategic membership plan and oversees: 

 

 

 

 

 

 

 

The Membership Council is made up of the following:  

• 

• 

- 

- 

- 

- 

- 

- 

- 

- 

- 

- 

- 

- 

- 

- 

- 
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- 
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• 

• 
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• 
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• 
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Annual Conference comprises: 

• 

• 

• 

• 

• 

• 

The Conference Committee 

• 

• 

• 
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https://www.britishlegion.org.uk/get-involved/things-to-do/membership/become-a-member/youth-membership
https://www.britishlegion.org.uk/get-involved/things-to-do/membership/branches/bands
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President 

Vice-President  

 

Chairman 
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Vice-Chairman 

Treasurer 
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Branch Secretary and/or Branch Membership Secretary 

Branch Community Support Rep 

 

Club Liaison Officer 
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County Training Officer 

 

County Youth Officer 
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County Recruitment Officer 
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Almonisation

Branch event

Compliant Branch 

County Supported Branch 

 

Delegated authority limit

 

Formation
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LOMAS

Membership Council 

Negative voting

Quorate

Quorum

Remembrancetide

 

Ringfenced Fund 

 

Spoilt ballot paper

 

Women’s Section is 

 

Br  

BFI 
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BPT 

RBL 

WS  
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THE ROYAL BRITISH LEGION – FORM MS1 – BRANCH INFORMATION 

 
MS1 FOR THE YEAR COMMENCING 1 OCTOBER 20__ 

All sections of this form must be completed in capitals at or after the Branch Annual General 
Meeting. Completed forms must be sent to the Membership Support Officer by 31 December 
(hard copy by post – recorded delivery, or scanned copy by email). One copy must be retained 
by the Branch for its records. 
 

SECTION 1 – BRANCH INFORMATION 

BRANCH NAME:  BR CODE: BR 

WEBSITE ADDRESS:  

BRANCH MEETING DETAILS: 
Eg First Wednesday of each 
month at 19:30 starting from 
DD/MM 

 

MEETING PLACE:                                                                       Postcode: 

 

 

SECTION 2 – BRANCH COMMITTEE OFFICERS 
Please note that all positions must be fulfilled, and one person cannot hold more than one 

of the Branch Officer positions. Close family members must not hold positions in which 
they approve each other’s expenses or oversee and check on the work of another. 

CHAIRMAN 
 
Membership no: 

Name: 

Address: 
 

Telephone: 

Email: 

VICE-CHAIRMAN 
 
Membership no: 

Name: 

Address: 
 

Telephone: 

Email: 

SECRETARY 
 
Membership no: 

Name: 

Address: 
 

Telephone: 

Email: 

TREASURER 
 
Membership no: 

Name: 

Address: 
 

Telephone: 

Email: 

 
 

SECTION 3 – BRANCH COMMITTEE APPOINTMENTS 
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BRANCH PRESIDENT 
 
Membership no: 

Name: 

Address: 
 
 

Telephone: 

Email: 

MEMBERSHIP 
SECRETARY 
(OPTIONAL 
APPOINTMENT) 
 
Membership no: 

Name: 

Address: 
 
 

Telephone: 

Email:  

STANDARD BEARER 
 
Membership no: 
 
 
Please note that Standard 
Bearers must also sign 
Section 5 of this form  

Name: 

Address: 
 
 

Telephone: 

Email: 

POPPY APPEAL 
ORGANISER: 
(OPTIONAL 
APPOINTMENT – MUST 
BE APPROVED BY THE 
POPPY APPEAL) 
 
Membership no: 
 

Name: 

Address: 
 
 

Telephone: 

Email: 

BRANCH COMMUNITY 
SUPPORT (BCS) 
REPRESENTATIVE OR 
BCS COMMITTEE 
CHAIRMAN (REQUIRED 
APPOINTMENT) 
 
Membership no: 

Name: 

Address: 
 
 

Telephone: 

Email: 
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SECTION 4 – DECLARATION OF ACKNOWLEDGEMENT OF RESPONSIBILITIES  
This section must be fully completed and signed by all Branch Officers/Committee 

Members/Appointments. The minimum number of Committee members is three, 

and the maximum is seven. 

Where an Officer/Committee Member/Appointment is elected/appointed during the year, 

the declaration must be read and agreed by them. This action must be minuted at their 

first meeting. 

I confirm that I am eligible for election to the Branch Committee and I have been duly 
elected. I acknowledge my responsibility as Branch Officer/Committee Member and agree 
to follow in every respect the duties and responsibilities as contained in the Royal Charter 
and the Membership Handbook and as required by the Board of Trustees and the 
Membership Council. I will be vigilant to serve the interests of The Royal British Legion at 
all times. I will adhere to the data protection rules outlined in Part 1, chapter 1.1.6 of the 
Membership Handbook. 
The contact details you have provided on the form will be used for communications 
between Branch Officer/Committee Members, and for communications from the Legion 
staff relevant to your role.  These contact details may be shared with individuals within the 
Legion who need to contact you in relation to Branch matters. We would like to ensure 
that your contact details are accurate and up to date and would ask that you inform your 
Membership Support Officer if there are any changes.  

 

ROLE NAME (PRINT) SIGNATURE DATE 

Tick this box if you 
do not want your 

details published in 
the County 

Handbook/website 

PRESIDENT 
   

 

CHAIRMAN 
   

 

VICE-CHAIRMAN 
   

 

SECRETARY 
   

 

TREASURER 
   

 

BCS REP OR BCS 
COMM. CHAIRMAN 

   
 

COMMITTEE MEMBER 
Membership no: 

   

 

COMMITTEE MEMBER 
Membership no: 

   

 

COMMITTEE MEMBER 
Membership no: 

   

 
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COMMITTEE MEMBER 
Membership no: 

   

 

COMMITTEE MEMBER 
Membership no: 

   
 

 
PLEASE CONTINUE ON A SEPARATE SHEET IF REQUIRED. 
 

SECTION 5 – STANDARD BEARER AND STANDARD BEARER JUDGE PHYSICAL  

FITNESS CONFIRMATION 

This section must signed by the appointed Standard Bearer and anyone who will 

act as a Judge at the Standard Bearer competitions. During competitions and 

remembrance events, The Royal British Legion will make every effort to ensure 

their safety; however, as with any physical activity, there are health risks and a 

minimum level of physical fitness is required.  

 

I confirm that: 

1. In accordance with Chapter 6 of the Ceremonial Handbook, I have read and 
understood the responsibilities and risks associated with Standard Bearing and 
Judging, including but not limited to: 

• Standard bearing/judging is a physical activity and so I must ensure I am both 
physically fit and strong enough to carry a Standard in all reasonable weather 
conditions; 

• As a Standard Bearer, I will be expected to be able to carry a Standard which is 
8ft long and up to 3.5kg in weight (in wet or windy weather conditions, Standards 
may become heavier and difficult to hold upright); 

• Some actions such as dips may put a strain on my back and shoulders; 

• As Standard Bearer Judge I may be required to remain on my feet for periods of 
up to three hours; 

• Competitions and Remembrance events may prove demanding and stressful for 
some.  

2. If I am in receipt of any disability-related allowance or benefit, I will inform the 
appropriate authorities of my intention to undertake the role of Standard Bearer 
and/or Judge, as this may affect my eligibility status.  

3. To my knowledge, I have no physical conditions or disability that could potentially put 
me or others at harm whilst performing my duties as a Standard Bearer/Standard 
Bearer Judge. If I have, or suspect I have, a health problem which means I may not 
be able to fulfil all duties required of the role safely, I undertake to inform the 
appropriate Ceremonial Officer in charge of the competition/Remembrance event.  

 

 

ROLE NAME (PRINT) SIGNATURE DATE 
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STANDARD BEARER 
   

STANDARD BEARER 
JUDGE 
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MS1 FOR COUNTY SUPPORTED BRANCH FOR THE YEAR 
COMMENCING 1st OCTOBER 20….. 

All sections of this form must be completed in capitals at or after the Branch Annual General 
Meeting. Completed forms must be sent to the Membership Support Officer by 31 December 
(hard copy by post – recorded delivery, or scanned copy by email). One copy must be retained 
by the Branch for their records. 

SECTION 1 - BRANCH INFORMATION 

BRANCH NAME:  BR CODE: BR 

WEBSITE ADDRESS:  

BRANCH MEETING DETAILS: 
E.g. First Wednesday of each 
month at 19:30 starting from 
DD/MM 

 

MEETING PLACE: Postcode: 

 
 

SECTION 2 - BRANCH POINTS OF CONTACT 
 

1st POINT OF 
CONTACT  
MEMBERSHIP 
NUMBER: 

Name: 

Address: 
 

Telephone: 

Email: 

2nd POINT OF 
CONTACT 
MEMBERSHIP 
NUMBER: 

Name: 

Address: 
 

Telephone: 

Email: 

 
OPTIONAL APPOINTMENTS 

STANDARD BEARER 
 
MEMBERSHIP NUMBER: 
 
 
Please note that Standard 
Bearers must also sign 
Section 5 of this form  

Name: 

Address: 
 
 

Telephone: 

Email: 

POPPY APPEAL 
ORGANISER: 
(OPTIONAL 
APPOINTMENT – MUST 
BE APPROVED BY THE 
POPPY APPEAL) 
 
MEMBERSHIP NUMBER: 
 

Name: 

Address: 
 
 

Telephone: 

Email: 
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BRANCH COMMUNITY 
SUPPORT (BCS) 
REPRESENTATIVE OR 
BCS COMMITTEE 
CHAIRMAN (OPTIONAL) 
 
MEMBERSHIP NUMBER: 

Name: 

Address: 
 
 

Telephone: 

Email: 

SECTION 4 - DECLARATION OF ACKNOWLEDGEMENT OF RESPONSIBILITIES  
This section must be fully completed and signed by both Point of Contact.  

Where Point Of Contact (POC) is elected/appointed during the year the declaration must 

be read and agreed by them. This action must be minuted at their first meeting. 

I confirm that I have been duly elected. I acknowledge my responsibility as Branch Point 
of Contact and agree to follow in every respect the duties and responsibilities as 
contained in the Royal Charter and the Membership Handbook and as required by the 
Board of Trustees, and the Membership Council. I will be vigilant to serve the interests of 
the Royal British Legion at all times. I will adhere to the data protection rules outlined in 
Part 1, chapter 1.1.6 of the Membership Handbook. 
 
(The contact details you have provided on the form will be used for communications 
between Branch Points of Contact, and for communications from TRBL staff relevant to 
your role.  These contact details may be shared with individuals within TRBL who need 
to contact you in relation to branch matters. We would like to ensure that your contact 
details are accurate and up to date and would ask that you inform your Membership 
Support Officer if there are any changes.) 

ROLE NAME (PRINT) SIGNATURE DATE 

Tick this box if 
you do not want 

your details 
published in the 

County 
Handbook/website 

1st POC 
   

 

2nd POC 
   

 

 

SECTION 5 - STANDARD BEARER AND STANDARD BEARER JUDGE PHYSICAL 

FITNESS CONFIRMATION 

This section must signed by the appointed Standard Bearer and anyone who will 

act as a Judge at the Standard Bearer competitions. During competitions and 

remembrance events the Royal British Legion will make every effort to ensure 

their safety, however, as with any physical activity, there are health risks and a 

minimum level of physical fitness is required.  

 

I confirm that: 
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4. In accordance with Chapter 6 of the Ceremonial Handbook, I have read and 
understood the responsibilities and risks associated with Standard Bearing and 
Judging, including but not limited to: 

• Standard bearing/judging is a physical activity and so I must ensure I am both 
physically fit and strong enough to carry a Standard in all reasonable weather 
conditions; 

• As a Standard Bearer I will be expected to be able to carry a Standard which is 
8ft long and up to 3.5kg in weight (in wet or windy weather conditions Standards 
may become heavier and difficult to hold upright); 

• Some actions such as Dips may put a strain on the my back and shoulders; 

• A Standard Bearer Judge I may be required to remain on my feet for periods of 
up to 3 hours; 

• Competitions and remembrance events may prove demanding and stressful for 
some.  

5. If I am in receipt of any disability related allowance or benefit I will inform the 
appropriate authorities of my intention to undertake the role of Standard Bearer 
and/or Judge as this may affect my eligibility status.  

6. To my knowledge, I have no physical conditions or disability that could potentially put 
me or others at harm whilst performing my duties as a Standard Bearer/Standard 
Bearer Judge. If I have, or suspect I have, a health problem which means I may not 
be able to fulfil all duties required of the role safely, I undertake to inform the 
appropriate Ceremonial Officer in charge of the competition/remembrance event.  

 

ROLE NAME (PRINT) SIGNATURE DATE 

STANDARD BEARER 
   

STANDARD BEARER 
JUDGE 
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THE ROYAL BRITISH LEGION – FORM MS1A – COUNTY INFORMATION 

 
All sections of this form must be completed. Section 1 of this form must be completed by 
the County Secretary after the Annual Meeting of County Conference. The County Welfare 
Committee Secretary must complete Section 2. Please complete this form in capitals and 
return to the staff Membership Support Officer. 
 

COUNTY: 

COUNTY CODE: CN 

CORRESPONDENCE ADDRESS: 

 
 
 

EMAIL: WEBSITE: 

COUNTY MEETINGS: 
Monthly/Quarterly/Other 
If other, specify:  
 

DAY TIME: VENUE: 

 

SECTION 1 
COUNTY/DISTRICT COMMITTEE OFFICERS AND APPOINTMENTS 

for the year ending 30 September 20__ 

PRESIDENT Membership 
number: 

Name: 

Telephone: 

Email: 

CHAIRMAN 
 
 
 

Membership 
number: 

Name: 

Telephone: 

Email: 

VICE CHAIRMAN 
 
 
 

Membership 
number:  

Name: 

Telephone: 

Email: 

MEMBERSHIP 
SUPPORT OFFICER 
 
 
 

Membership 
number: 

Name: 

Telephone: 

Email: 

TREASURER 
 
 
 
 

Membership 
number: 

Name: 

Telephone: 

Email: 

POPPY APPEAL  
COORDINATOR 

Membership 
number: 

Name: 

Telephone: 
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Email: 

STANDARD 
BEARER 
 
 
 

Membership 
number: 

Name: 

Telephone: 

Email: 

 

SECTION 2 
COUNTY WELFARE ADVISORY COMMITTEE OFFICERS 

for the year ending 30 September 20__ 

CHAIRMAN 
 
 
 

Membership 
number: 

Name: 

Telephone: 

Email: 

VICE 
CHAIRMAN 
 
 
 

Membership 
number:  

Name: 

Telephone: 

Email: 

SECRETARY 
 
 
 

Membership 
number: 

Name: 

Telephone: 

Email: 

TREASURER 
 
 
 

Membership 
number: 

Name: 

Telephone: 

Email: 
 

 
 

 

SECTION 3 

ANNUAL CONFERENCE REPRESENTATIVE 

NAME 
 

Membership 
number: 

Address: 
 

Telephone: 
 

Email: 
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Data Protection  
At The Royal British Legion we take your privacy seriously and we will only use the 
information you have provided on this form to record the contact information of the 
County Committee members. 
We will not share your data and promise to keep your personal information safe and 
secure. 
We will hold your personal data for five years or until you step down from your position.  
For more information about how The Royal British Legion processes personal information 
and about your rights under the data protection law, please see our Privacy Policy: 
www.rbl.org.uk/privacy 
 
 

 

 

 

SECTION 4 
The individuals named on this form as Officers/Members of the County Committee 
and County Community Support Committee were duly elected/appointed. 

Membership Support Officer 

NAME 
 
 

SIGNATURE: DATE: 

County Community Support Committee Secretary 

NAME: 
 
 

SIGNATURE: 
 

DATE: 

 

SECTION 5 
ACKNOWLEDGEMENT OF RESPONSIBILITY OF APPOINTED COUNTY OFFICERS 
AND COMMITTEE MEMBERS 

Where a County Officer or Committee Member is appointed during the Legion year the 
agreement as under section 6 of this MS1 must be read, agreed and minuted at the first 
meeting of the new appointee: “I acknowledge my responsibility as County 
Officer/Committee Member and agree to follow in every respect the duties and 
responsibilities as contained in the Royal Charter and the Membership Handbook and as 
required by the Board of Trustees, the Membership Council and the Charity Act. I also 
agree to my contact details being published in the County Directory or Handbook (hard 
copy and digitally). I will be vigilant to serve the interests of The Royal British Legion at all 
times.” 

 

SECTION 6 
CERTIFICATE OF ACKNOWLEDGEMENT OF RESPONSIBILITY 
(To be signed by all County Officers and Committee Members) 

I acknowledge my responsibility as County Officer/Committee Member and agree to 
follow in every respect the duties and responsibilities as contained in the Royal Charter 
and the Membership Handbook and as required by the Board of Trustees, the 
Membership Council and the Charity Act. I also agree to my contact details being 
published in the County Directory or Handbook (hard copy and digitally). I will be vigilant 
to serve the interests of The Royal British Legion at all times. 

http://www.rbl.org.uk/privacy
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NAME (PRINT) SIGNATURE DATE 
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THE ROYAL BRITISH LEGION – FORM MS1B – STANDARD BEARER DISCLAIMER 

 

THE ROYAL BRITISH LEGION STANDARD BEARER AND STANDARD 
BEARER JUDGES PHYSICAL FITNESS CONFIRMATION 

SECTION A – STANDARD BEARER/STANDARD BEARER JUDGE 

Full Name: ___________________________________________________________    

I acknowledge that: 

7. During Competitions and Parades, The Royal British Legion will make every effort to ensure my 
safety. However, as with any physical activity, I acknowledge that there are health risks and a 
minimum level of physical fitness required.  

8. Chapter 6 of the Ceremonial Handbook stipulates that a Standard Bearer should be “physically fit 
and well able to handle the Standard under all conditions”.  
In signing this form I am confirming that, in accordance with Chapter 6 of the Ceremonial 
handbook, I have read and understood the responsibilities and risks associated with Standard 
Bearing and Judging, including but not limited to: 

• Standard Bearing/Judging is a physical activity and so I must ensure I am both physically fit 
and strong enough to carry a Standard in all reasonable weather conditions.  

• As a Standard Bearer, I will be expected to be able to carry a Standard which is eight feet long 
and up to 3.5kg in weight (in wet or windy weather conditions Standards may become heavier 
and/or difficult to hold upright). 

• Some actions such as dips may put a strain on the carrier’s back and shoulders.  

• A Standard Bearer Judge may be required to remain on their feet for periods of up to three 
hours. 

• Competitions and Parades may prove demanding and stressful for some.  
9. If I am in receipt of any disability-related allowance or benefit I must inform the appropriate 

authorities of my intention to undertake the role of Standard Bearer and/or Judge, as this may 
affect my eligibility status.  

10. If I am over the age of 85, I am not fully covered by Legion Personal Accidental or Public Liability 
Insurance whilst undertaking Legion duties.* 

In signing this form I confirm that, to my knowledge, I have no physical conditions or disability that 
could potentially put myself or others at harm whilst performing my duties as a Standard 
Bearer/Standard Bearer Judge. If I have, or suspect I have, a health problem which means I may not 
be able to fulfil all duties required of the role safely, I undertake to inform the appropriate Ceremonial 
Officer in charge of the Competition/Parade.  

Standard Bearer/Judge Signature: _______________________________________________  
     
 
Print Name: __________________________________________   

  

Date: ____/____/________ 
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SECTION B – CEREMONIAL OFFICER 
I understand that in accordance with paragraph 6.1.2. of the Ceremonial Handbook, I hereby affirm 
that to my knowledge, the above named Standard Bearer/Judge is in a physically fit state with no 
known disabilities that may put them or others at risk whilst they complete their duties at Legion 
events: 
 
Ceremonial Officer Signature: ___________________________________________________ 
 
Print Name: ___________________________________________    
 
Date: ____/____/______ 
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MS5A - BRANCH CLOSURE 

To: The Membership Council via the Membership Governance Coordinator 

 

County/District/Section:  Date:  

 

1. At a meeting of the County/District/Section Committee on……………….………..it was agreed to 

recommend: Closure of ………………………..………………………………..……….. Branch, 

BR………………. (Branch Code) 

2. The County Committee has explored other options but there is no prospect of maintaining this 

branch at its present status. 

☐  

a. explored the option of CSB ☐ 

b. explored the option of AMALGAMATION ☐ 

3. The County Recruiting Officer (CRO) attempted to revive the branch ☐ 

4. The Branch Minutes are attached to confirm the Branch’s wish to proceed with closure ☐ 

5. The reasons for closure are: 

…………………............................................................................................................................... 

 

6. Number of members in Branch…………………………………………………………………………..  

7. Arrangements have been made for remaining branch members to transfer to: 

…………………………………………………..Branch, BR……………(Branch Code) 

 

8. The Branch has a Legion Club relationship. 

The Club will now be affiliated to the …………………………………...Branch, BR…………..(Branch 

Code) for administration purposes 

☐ 

9. For Beneficiary Support the branch area has been added to that covered by 

…………………………………..…..…..Branch, BR…….….. (Branch Code) or has been divided 

among the following: 

Branches:    Branch Code: 

……………………………………………… BR……………… 

……………………………………………… BR……………… 

10. Branch is not subject to any investigation 

…………………………………………………………………………………………………………… 

 

11. Following confirmation of Branch closure by the MC, the Branch Standard should be: 

a. Laid up in accordance with current procedure in the Ceremonial Handbook 

 

☐ 
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or 
b. Passed to the County/ District Committee for use by the County/ District Parade Marshall 

for training 

☐ 

12. The following arrangements have been made for the continuation of the Poppy Appeal: 

…………………………………………………………………………………………………………… 

 

13.  Finance 

Asset 
Total:……………………………………………………………………………….……………………….. 
 
Assets have been transferred to: 
 

☐ Head Office   ☐ County                      ☐ Poppy Appeal 

 

☐ Not Transferred/Other (please provide reason and last known location as well as any 

evidence of chasing the remaining funds) 
 
………………………………………………………………………………………………………………… 
 

☐ Restricted/Ring-fenced Funds (Please detail below) 

 
………………………………………………………………………………………………………………… 
 

☐ Is there a Branch Property Trust? 

 

☐ Bank Statements Attached 

 

☐ Point of contact relating to Finance during closure (only) 

 

………………………………………………………………………………………………………………… 

 

14.  Additional Comments: 

(please note: this section should be used for any narrative to add to the previous page such as: 

why CSB or AMALGAMATION option wasn’t suitable, if funds are still remaining, were all the 

letters sent to officers and banks) 

………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………… 

a. MSO Notified audit team of closure  
    

 

 

 

 

 

 

 

 

 

 

☐ 
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County Chairman 
signature: 

…………………………………... 
Membership 
Support Officer 
signature: 

…………………………………... 

Print Name: …………………………………... Print Name: …………………………………... 

 
Membership 
Council Rep 
signature 

…………………………………...   

Print Name: 
…………………………………...   

 

 

 

 

 

 

 
 
 
County Chairman – signed:…………………..…………...  

Print name:………….……….……………. 

 

 
Membership Support Officer – signed:………………..…………...  
 
Print name:……………….……..…………  
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THE ROYAL BRITISH LEGION – FORM MS5B – CHANGE OF BRANCH STATUS  

FROM SUB BRANCH 
 
 
 

……………...…………………………………………....County 
 
To: The Membership Council Secretary    Date:……………………… 
 
 

FORMATION OF A SUB-BRANCH/RETURN TO FULL BRANCH STATUS 
 

1.  At a meeting of the County Committee on………………………..it was agreed to recommend that (delete as 

applicable): 

• ………………………………………….………. branch, ……………. (Branch Code), a sub-branch  

of ………………………………….……………. branch, …………………  (Branch Code), return to  

full branch status. 

• …………………………………………….…..…. branch, ………………………  (Branch Code) form a  

sub-Branch of ………………………….………..…. branch, ………………………..  (Branch Code) 

 

2.  The County Committee has examined the circumstances of  ……………………………..branch and has 

decided that: 

• the Branch is capable of taking on the responsibilities of a full branch. 

• there is no prospect of maintaining this Branch at its present status. 

3.  Branch Admin Fee : …………………… 

4. The reasons for formation of a sub-branch/return to full branch status are: 

 …………….…………….................................................................................................... 

5.  The Branch strength is …………..…. members/Life members. If the Branch has less than 15 members, 

please state the current viability of the Branch: 

…………………………………………………………………………………………………………….... 

6.  Responsibility for service and welfare work will be with:  

 ………………………………….……….……....... …………………..... 

7.  Responsibility for Poppy Appeal will be with: 

 …………………………………….………..……..... ………………….... 
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8. Finance 
 

Asset Total: 
Restricted/Ring-fenced Funds (please detail 

below)   

Assets have been transferred to: 
  

Parent Branch 
  

Bank Statements Attached  
  

New Bank account (if returning to full status)   Branch Property Trust  
  

Not Transferred/Other:  
(please provide reason and last known 
location) 

  

 
 
County Chairman – signed:…………..………….…...... print name:…………….……………… 
 
 
Membership Support Officer – signed:…………..…………...... print name:………….…….…………… 
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THE ROYAL BRITISH LEGION – FORM MS5C – BRANCH AMALGAMATION 
 
 
 

……………………………………….…………....County 

 

To: The Membership Council Secretary  

 

Date:…………………… 

 

AMALGAMATION 

1. At a meeting of the County Committee on……………….………..it was agreed to recommend: 

• Amalgamation of ………………………..………………..………..branch, ………………….(Branch Code)  

with …………………………………………………………………branch, ………………….. (Branch Code) 

2.   The County Committee has explored other options but there is no prospect of maintaining this  

branch at its present status. 

3. The County Recruiting Officer (CRO) attempted to revive the branch.  

4.   The branch minutes are attached to confirm the Branch(es) wish to proceed. 

5.   The County has received a request for the name change of the Amalgamated Branch 

• The Amalgamated Branch will be called ………………………………………………………….. branch 

6. The reasons for amalgamation is: 

 …………………............................................................................................................................... 

7. The branch strength is now…………..members/Life members. 

8. The Branch has a Legion Club relationship.  

The Club will now be affiliated to the …………………………………...branch for administration purposes 

9. For welfare work the branch area has been added to that covered by 

……………………………………..…..…..branch, or has been divided among the following  

Branches:    Branch Code: 

 ………………………………..... …………………..... 

 ……………………….………..... …………………..... 

10. The Branch Standard is to be laid up in………………………………………………………………………. 

11. The following arrangements have been made for the continuation of the Poppy Appeal: 

…………………………………………………………………………………………………………………… 
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12. Finance 

Asset Total: Restricted/Ring-fenced Funds (please detail below)   

Assets have been transferred to: 

  Head Office   

Amalgamated Branch   Bank Statements Attached    

Poppy Appeal   Branch Property Trust    

Not Transferred/Other  

(please provide reason and last 

known location) 

  

 

 

 

 

 

13. Additional Comments: 

 …………………………………………………………………………………………………. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

County Chairman – signed:…………………..…………... print name:………….……….……………. 

 
 
 
 
Membership Support Officer– signed:………………..…………... print name:……………….……..……… 
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THE ROYAL BRITISH LEGION – FORM MS5D – CHANGE OF BRANCH NAME 
 
 

……………………………………….…………....County 

 

To: The Membership Council Secretary                

 Date:…………………… 

BRANCH NAME CHANGE 

 

1. At a meeting of the County Committee on……………….………..it was agreed to recommend: 

• The ……………………………………………. Branch, ……………………………..(Branch Code), 

 is renamed to the …………………………………………… Branch. 

 

2.  The Branch Minutes are attached to confirm the Branch wishes to proceed   

 

13. Additional Comments:  

…………………………………………………………………………………………………. 

 

 

 

 

 

 

 

 

 

 

 

 

 

County Chairman – signed:…………………..…………... print name:………….……….……………. 

 

 

Membership Support Officer– signed:………………..…………... print name:……………….……..………… 
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THE ROYAL BRITISH LEGION – FORM MS9 – BRANCH FORMATION 
 

THE ROYAL BRITISH LEGION 
FORMATION OF A BRANCH 

 
We request that the following branch be registered with The Royal British Legion. 

 

 
.............................................................................................................................branch 

 
Branch Code.............................. (to be allocated by Head Office) 

 

At a meeting of members of The Royal British Legion held 
  

at................................................................................ 
 

on the ...............day of...................................20..... 
 

the following resolution was adopted: 
 

RESOLVED 
 

“That this meeting hereby accepts the Objects of the Royal Charter of The Royal British 
Legion and formally establishes a branch. The branch will adhere to the Royal Charter, the 

Membership Handbook and all policies and procedures relevant to the formation.” 
 

Minutes of the Meeting are attached 
 

 

Branch Officers were elected as follows: 
 

Chairman........................................................................................................................................ 
 
Vice-Chairman................................................................................................................................ 
 
Treasurer......................................................................................................................................... 
 
Secretary........................................................................................................................................ 
 
Headquarters of branch................................................................................................................... 
 
........................................................................................................................................................ 
 
Address for Correspondence........................................................................................................... 
 
........................................................................................................................................................ 
 
Phone Number................................................e-mail...................................................................... 
 
Signed.............................................................................................................................Secretary 

                                                 (Print Name and Sign) 
 

 
Note: The completed form should be sent to the Membership Support Officer. 
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THE ROYAL BRITISH LEGION, 
BALLOT PAPER FOR THE ELECTION OF THE COUNTY CHAIRMAN 

 
Candidates are listed in alphabetical order. 
Please mark a cross against the name of your branch’s preferred candidate. 
Should more than one candidate have a mark against their name, the ballot paper will not be included 
in the ballot and will be considered a spoilt paper. 
 

 
Candidate’s Name 

 
Preference (X) 

 
 

 

 
 

 

 
 

 

 
 

 

 
Branch name: ……………………………………………………………………………………. 
 
Chairman Signature*: ………………………………………………………………Date: ………………………………….. 

*Where the Branch’s Chairman is standing, the Vice Chairman will sign. 
 
The Completed Ballot Paper must reach……………. 
 
INSTRUCTIONS FOR ELECTIONS BY THE BRANCHES FOR CHAIRMAN OF THE COUNTY COMMITTEE. 
Within the timescale, the Branch Secretary must place the ballot paper and candidates CVs before the 
meeting of the branch. 
The branch meeting will decide on its preference and mark the ballot paper with a cross against the 
name of the preferred candidate. Should more than one candidate have a mark against their name, 
the ballot paper will not be included in the ballot but will be considered a spoilt paper. 
The Branch Secretary will record the decisions in the minutes of the meeting. 
The Branch Chairman will sign the completed ballot paper and place and seal it in the appropriate 
envelope provided. The sealed flap of the envelope is to be signed by two branch officers. 
The envelope is then to be placed in the pre-addressed envelope provided by Head Office. 
The Branch Secretary is to ensure that the completed ballot paper, enveloped as required above, 
reaches Head Office by 5 p.m. on Monday 11th December 2017. 
The Director General will appoint two disinterested individuals to act as Scrutineers for the vote count. 
To be elected as the new County Chairman candidate must have received a simple majority of the 
votes cast. 
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Volunteer expense claim form 
Please complete all sections fully, legibly and accurately, attaching receipts where relevant. See overleaf for 
explanatory notes. We aim to pay your expense claim within 4-6 weeks of receipt; payment may be delayed if 
there is missing or incomplete information. You do not need to provide bank details if already on our system. 

 

Name & Volunteer Role 

 

 

PAO Ref. / Volunteer No. 

(if applicable) 

Address (incl. postcode) 

 

Email (for remittance advice) Phone 

Bank Account Name Sort Code Account No. 

Course attended (title, date & location) 
 

 

Date Details of Expenditure (See examples overleaf. Include CMS Case ref no. 

where relevant but do not include beneficiary personal details) 

Amount 

 

 

   

    

    

    

    

    

    

    

                           Total 

Note: for additional claims please attach a separate sheet      

  

I understand that the information I have provided will be used only for the purpose of reimbursing out-of-pocket 
expenses, in accordance with Legion policy and procedures. 
I certify that the above details are true and accurate and that I incurred the expenses wholly, necessarily 
and exclusively whilst engaged on official Legion business. Where claiming mileage for use of my vehicle, I 
confirm that I have a valid driver’s licence, road tax, MOT and insurance which covers business use. 
 
Signed (Claimant)…………………………………………………………………………Date……………………. 

 

Membership Dept Use: I confirm that I have checked this claim for accuracy in accordance with the Legion  

expenses policy and that all relevant receipts are attached.  

 

Approved by (signature): ……………………………………………………………Date……………………………… 

 

Print Name & Position: Membership Administration Manager     Unit Code 4271-D010- 

Activity Code 422000 - Volunteer Expenses 

Please return to:  
Membership Training, The Royal British Legion, Haig House, 199 Borough High Street, London, SE1 1AA
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Eligible expenses 
This form applies to all unpaid volunteers, including members carrying out activities on the Legion’s behalf. 
Please see the table below for guidance on what can be claimed. Expenses will only be reimbursed if they 
comply with the principles and procedure set out below. 

Travel – Public 
Transport 

We will only reimburse 2nd class rail travel 
Taxis are only reimbursed in certain circumstances (for reasons of personal 
safety, needing to carry heavy items, where public transport is more expensive 
or not available or where you have a registered disability)  

Travel – Driving  
Please specify number of 
miles in Details of 
Expenditure 

Cars 45p per mile for 
first 10,000 miles, 
25p thereafter 

Motorcycle  24p per mile 

Bicycle 20p per mile 

Car parking fees/tolls As charged 

Accommodation 
 

Hotel Accommodation is booked centrally. Your course joining instructions 
include information about accommodation if the course is residential and 
provide a contact for booking requests if you feel overnight accommodation is 
required. Please give as much notice as possible, but even on the day of 
requirement a booking is possible, should an emergency occur. Accordingly 
accommodation costs will not repaid if incurred outside these instructions.  

Subsistence (meals) Breakfast (if leaving before 6.30am or not provided by 
hotel) Up to £8 

Lunch Up to £10 

Evening meal (when working after 8pm) Up to £18 

Evening meal (when taken in hotel and not included in 
accommodation price) Up to £28 

   

Example claims:  Details of Expenditure Amount 

12/04/2016 Own vehicle mileage – drive to & from Wolverhampton stn. 

for conference, 28 miles @ 45p / mile   
£  12.60 

12/04/2016 Car park fee £  15.00 

12/04/2016 National rail fare – Wolverhampton to London £  55.20 

12/04/2016 Dinner £  17.50 

                                                                     Total £100.30 

 
Notes 
1. Attach all original itemised receipts. Where this isn’t possible, please provide an explanation.  
2. Expense claims must be submitted within 3 months from the date when the expenditure was incurred, 

unless there are exceptional circumstances, e.g. illness.  
3. There is the option to waive your claim or claim less than the maximum rates above. This would be 

appreciated.  

4. Both the claimant and authoriser must ensure that claims comply with the Legion’s policy, SOP42 ‘Staff, 
Volunteers and Trustees’ Expenses 

 
 
 
 

  



103 
MMH2019 - V1.0 

COUNTY MODEL BYE-LAWS 
MEMBERSHIP HANDBOOK 

……………………………………………… COUNTY BYE-LAWS 

As authorised by the Membership Council 

APPROVED 

Chairman of the Membership Council ………………………………………...…… (Signature) 

Date: ………………………………………. 

The following County Bye-Laws are supplementary to The Royal Charter of Incorporation and 

Schedules of The Royal British Legion hereafter known as “the Royal Charter” and procedures as 

laid-down in the Membership Handbook. They shall be binding on all Groups and branches within 

the Legion County of 

............................................................................................... 

After being passed by a two-thirds majority of those delegates present and qualified to vote on the 
appropriate motion at the previous Annual Meeting of the County Conference, all alterations and 
amendments to these Bye-Laws shall be submitted to, and approved by the Membership Council 
on behalf of the Board of Trustees, before they may be implemented. 
1. County name and number 

…………………………………………………………………………………… 

2. County meeting place, frequency and timings of meetings 

..………………………………………………………………………………… 

3. County Committee appointments 

……………………………………………………………………………………… 

4. County sub-Committees and their Terms of Reference 

……………………………………………………………………………..….. 

5. Groups within the County 

(Only to be included by Counties which have a Group structure): 

To assist the County Committee in the management of the County, and in compliance with the 

Royal Charter, Branches are placed into the following Groups for administrative purposes: 

……………………………… Group List branches: ………………………...……………… 

………………………………. Group List branches: ………………………...………… 
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OVERSEAS DISTRICT MODEL BYE-LAWS  
MEMBERSHIP HANDBOOK 

 
 
………………………………………………… DISTRICT BYE-LAWS 

As authorised by the Membership Council 

APPROVED 

Chairman of the Membership Council ……………………………...…… 

(Signature) 

Date:……………………………. 

The following Overseas District Bye-Laws are supplementary to The Royal Charter of Incorporation 

and Schedules of The Royal British Legion hereafter known as “the Royal Charter” and procedures 

as laid-down in the Membership Handbook. They shall be binding on all Groups and branches 

within the Legion Overseas District of 

............................................................ 
After being passed by a two-thirds majority of those delegates present and qualified to vote on the 
appropriate motion at the previous Annual Meeting of the Overseas District Conference, all 
alterations and amendments to these Bye-Laws shall be submitted to, and approved by the 
Membership Council on behalf of the Board of Trustees, before they may be implemented. 
1. District name and number …………………………………………………………………………………… 

2. District meeting place, frequency and timings of meetings 

………………………………………………………………………………… 

3. District Committee by function and appointments 

……………………………………………………………………………… 

4. District sub-Committees and their Terms of Reference 

……………………………………………………………………………… 

5. Groups within the District (Only to be included by Overseas Districts which have a Group 

structure): 

To assist the District Committee in the management of the District, and in compliance with the 

Royal Charter, Branches are placed into the following Groups for administrative purposes: 

………………..................... Group     List branches: …………………..………… ……………………………… 

…………………….………. ………………………………  



Membership Handbook 2019 Version 1.0 
 

 

ROYAL BRITISH LEGION 

  

_____________ COUNTY PLAN (YYYY – YYYY)   

 
 

 
In this box describe what the County has achieved in the past year and how you now need to amend the Plan to take your County forward 

whilst fitting in with the policies and procedures and the general direction of the Legion. Describe any major changes that took place and how 

they have impacted on your delivery. 
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In this box describe how your County will deliver welfare in the next three years and how this fits in with national initiatives. 
 
 
 

 

Objective  Target 
date  

Responsibility  Key Performance Indicator(s)  Budget estimate  

What do you want to achieve?  
  

When  
do you 
want to 
achieve 
this?  

Who is going to 
achieve this?  

How will you measure whether you 
have achieved the objective?  

How much will it cost you 
to achieve this?  
Cost impact: positive or 
negative?  
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In this box describe the work that your County undertakes to increase fundraising support and income.   

 

  

Objective  Target 
date  

Responsibility  Key Performance Indicator(s)  Budget estimate  

What do you want to achieve?  
  

When  
do you 
want to 
achieve 
this?  

Who is going to 
achieve this?  

How will you measure whether you 
have achieved the objective?  

How much will it cost you 
to achieve this?  
Cost impact: positive or 
negative?  
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In this box describe which Remembrance and Ceremonial events you organise throughout the year and what you hope to 
achieve with this. 
 
 
 
 

 

Objective  Target 
date  

Responsibility  Key Performance Indicator(s)  Budget estimate  

What do you want to achieve?  
  

When  
do you 
want to 
achieve 
this?  

Who is going to 
achieve this?  

How will you measure whether you 
have achieved the objective?  

How much will it cost you 
to achieve this?  
Cost impact: positive or 
negative?  
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 In this box describe how you want to develop membership in your County and what events you will need to organise to achieve 

this. Keep in mind national policies on Direct Debit subscriptions, Gift Aid, etc. 

  

 

Objective  Target 
date  

Responsibility  Key Performance Indicator(s)  Budget estimate  

What do you want to achieve?  
  

When do 
you want to 
achieve 
this?  

Who is going to 
achieve this?  

How will you measure whether 
you have achieved the 
objective?  

How much will it cost you 
to achieve this? Cost 
impact: positive or 
negative?  

  
  
  

        

  
  
  

        

SCHEDULED YOUTH ACTIVITIES AND ENGAGEMENT WITH YOUTH ORGANISATIONS  
  

 

What do you want to achieve?  
  

When do 
you want to 
achieve 
this?  

Who is going to 
achieve this?  

How will you measure whether 
you have achieved the 
objective?  

How much will it cost you 
to achieve this? Cost 
impact: positive or 
negative?  



110 
MMH2019 - V1.0 

  
  
  

        

  
  
  

        

     

 

In this box describe what training you want to organise for your County and Branch Officers, Committee members and branch 
members. 
 
 
 
 
 

 

Objective  Target 
date  

Responsibility  Key Performance Indicator(s)  Budget estimate  

What do you want to achieve?  
  

When  
do you 
want to 
achieve 
this?  

Who is going to 
achieve this?  

How will you measure whether you 
have achieved the objective?  

How much will it cost you 
to achieve this?  
Cost impact: positive or 
negative?  
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In this box, describe which administrative changes you wish to make, in addition to maintaining established key returns and reports. Keep in 

mind national initiatives like the Branch Funds Initiative. 

 

 

 

 

 

Objective  Target 
date  

Responsibility  Key Performance Indicator(s)  Budget estimate  
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What do you want to achieve?  
  

When  
do you 
want to 
achieve 
this?  

Who is going to 
achieve this?  

How will you measure whether you 
have achieved the objective?  

How much will it cost you 
to achieve this?  
Cost impact: positive or 
negative?  

  
  
  
  

        

  
  
  
  

        

  
  
  
  

        

  
  
  

        

 

 


