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Introduction
AMVETS Riders as an organization is an international “brand” that is shaped and characterized by its very members. The value of the AMVETS Riders brand within our communities is bolstered by an informed and engaged public who are aware of the special and outstanding activities sponsored by AMVETS Riders. Equally, the members themselves must know of the issues and activities occurring within AMVETS and AMVETS Riders.
It is the job of the Communications Officer to be the conduit between the members, the organization and community, and to enhance the prestige of the Chapter and AMVETS Riders. This role requires someone who will stay informed and actively help keep others informed and engaged — both within the Chapter and AMVETS Riders, as well as the community.
Note: This guide is drawn from the Communications Officer, President, and meeting-procedure sections of the AMVETS Riders Officers Manual (updated November 2021). The Officers Manual is a guide for Chapter and Department Officers and is not a substitute for the Unified Constitution & By-Laws (CBL) — where the two conflict, the CBL prevails.
1. Position Overview
The Communications Officer shall be responsible for the planning, formulation, and development of a communications program, including, but not limited to, publicity, organizational publications, promotional material, and the Riders internet website. The Communications Officer shall be responsible for efficient and proper liaison with all communications such as media-press, radio, motion pictures, periodicals, television, and all forms of advertising.
The Communications Officer is the person responsible for maintaining the social media policy. The policy can be found on the website amvetsridersnational.org under the Publications tab.
The Communications Officer shall perform other duties as may be assigned by the Executive Board or the President.
Working with the Publications Officer
A Publications Officer is mainly responsible for the collection and verification of publications within a group, producing items ranging from web pages to promotional items such as leaflets, brochures, postcards, banner stands, and adverts. The Publications Officer can be the administrator of a Chapter or Department web page and ensure the timely update of all information on that site.
Note: The Communications Officer and the Judge Advocate to ensure that whatever is published stays within the guidelines and By-Laws of AMVETS Riders and the social media policy. Where a Chapter or Department has not filled both positions, one appointed officer may carry out both sets of duties.
2. Duties & Responsibilities
1. Plan, formulate, and develop the Chapter/Department communications program.
1. Handle publicity, organizational publications, and promotional material.
1. Maintain and administer the Riders internet website presence, or coordinate closely with the Publications Officer where that officer administers the site.
1. Serve as liaison for all media communications: press, radio, motion pictures, periodicals, television, and all forms of advertising.
1. Maintain the AMVETS Riders social media policy (published on amvetsridersnational.org under the Publications tab).
1. Preserve publicity and press coverage as a valuable part of AMVETS Riders and Chapter history.
1. Assist the President with press releases, position statements, and speech preparation when called upon.
1. Perform other duties as assigned by the Executive Board or the President.
Supporting the President
The President is the official spokesman on all matters of public interest concerning Riders activities. The Communications Officer may be called on to assist the President with press releases, position statements, and speech preparation.
3. Meeting Reporting
Officer reports are presented in order at each regular meeting. The Communications Officer should report on any promotional programs the AMVETS Riders have participated in, or publicity the organization has received, since the last meeting:
	Officer
	Reports On

	1st Vice President
	Membership

	2nd Vice President
	Programs

	Treasurer
	Financial condition

	Chaplain
	Sick and needy

	Communications Officer
	Promotional programs and publicity received since the last meeting


Note: All publicity should be preserved as valuable history of AMVETS Riders and the Chapter. A motion to accept all Officer reports shall be made at the conclusion of all Officer reports.
4. Best Practices
Note: The practices below are standard supplementary guidance for this role and are not verbatim Officers Manual text; they are offered to help a new Communications Officer apply the duties in Sections 1–3 day to day.
1. Accuracy — Verify names, dates, ranks, and event details before publishing.
1. Approval — Route anything that speaks for the organization, addresses a controversy, or involves a member's personal circumstances through the President first.
1. Privacy — Obtain consent before posting photos or personal stories of members, especially minors or family members at events.
1. Consistency — Use the official AMVETS Riders name, logo, and branding correctly and consistently across all platforms.
1. Respect — Keep tone respectful and professional; avoid political, divisive, or unverified content on official channels.
1. Timeliness — Post event recaps and announcements promptly while they remain relevant to members.
Governing standard — If any image, post, or publication conflicts with a current governing rule (uniform, insignia, or conduct standard), follow the current AMVETS Riders governing rule rather than past practice.
5. Tools & Templates
1. Meeting Publicity & Promotions Report (see Appendix A)
1. Social Media Content Calendar (see Appendix B)
1. Newsletter Outline (see Appendix C)


Appendix A: Sample Meeting Publicity & Promotions Report
Note: A simple template the Communications Officer can complete before each regular meeting to give a brief, consistent report.
Chapter/Department: _______________________________
Meeting Date: _______________________________
Prepared by: _______________________________

Upcoming events promoted
1. _______________________________________________________
2. _______________________________________________________
3. _______________________________________________________
Recent posts / publicity since last meeting
Platform: __________   Date: __________   Topic: _______________________
Platform: __________   Date: __________   Topic: _______________________
Engagement / reach notes (optional)
_______________________________________________________________
Items needing President approval before posting
_______________________________________________________________


Appendix B: Social Media Content Calendar
Note: Plan posts a month at a time to keep coverage consistent and reduce last-minute scrambling.
	Date
	Platform
	Content / Topic
	Status

	
	
	
	☐ Planned  ☐ Posted

	
	
	
	☐ Planned  ☐ Posted

	
	
	
	☐ Planned  ☐ Posted

	
	
	
	☐ Planned  ☐ Posted

	
	
	
	☐ Planned  ☐ Posted

	
	
	
	☐ Planned  ☐ Posted




Appendix C: Newsletter Outline
Note: A simple recurring structure to keep newsletters consistent and easy to produce on schedule.
	
	Requirement

	☐
	President's message / opening note

	☐
	Upcoming events and rides

	☐
	Recent event recap with photos

	☐
	Membership news (new members, milestones, recognitions)

	☐
	Officer reports summary (Treasurer, 2nd Vice programs, etc.)

	☐
	Fundraiser or community service spotlight

	☐
	Chaplain's corner (sick, needy, and memorial notices, as appropriate)

	☐
	Key upcoming deadlines

	☐
	Contact information / how to get involved


Closing
[image: ]
The Communications Officer keeps AMVETS Riders visible, connected, and proud of its story.
Communicate accurately, respectfully, and consistently — and always in service of the members and veterans this organization represents.
Loyalty – Respect – Brotherhood
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