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TEXAS VETERANS OF FOREIGN WARS 

CODE OF ETHICS AND ETIQUETTE POLICY 

INTRODUCTION 

The Veterans of Foreign Wars, Department of Texas, is a nonprofit membership organization 
under the laws of the State of Texas and an affiliated organization under the National Veterans of 
Foreign Wars of the United States, a Congressionally Chartered non-profit organization.   

VFW members, affiliated organizations (including Districts and Posts) and the general public look 
to the Texas VFW to provide strong leadership on veterans’ issues and to develop and implement 
effective programs to promote patriotism, community service, youth development and a strong 
national defense.  In order to fulfill those important responsibilities, the organization must 
maintain a reputation that is above reproach. 

POLICY STATEMENT 

In order to sustain the organization’s reputation and assure its continued success, State officers, 
Council Members and employees, as well as members elected or appointed to leadership positions 
(e.g., committee chairmen and other appointees) are expected to conduct themselves in a 
professional manner and in accordance with the admonition in the Ritual to live lives of stainless 
integrity.  To maintain the trust and confidence of the members, persons who donate to the 
organization and the public, the officers, Council members, employees and others in leadership 
positions must adhere to the highest standards of honesty, integrity and professional conduct and 
comply with this Code of Ethics and Etiquette Policy. 

This Code of Ethics and Etiquette is the policy of the Veterans of Foreign Wars, Department of 
Texas, and is intended to foster an environment that promotes professional and ethical conduct in 
carrying out the mission of the organization by its leaders, volunteers and employees. 

RESOURCES 

Resources used for this policy were obtained from the Internal Revenue Service, Government 
Services Administration (GSA), Texas Business Occupations Code, The School of Etiquette and 
Decorum, Merriam-Webster Dictionary, National VFW By-Laws and Manual of Procedure, and 
Texas VFW By-Laws.   

CONTACT FOR QUESTIONS 

Dan West, State Quartermaster. Phone (512) 834-8535, ext. 102, or dan@texasvfw.org. 

APPROVED BY 

This Code of Ethics Policy was approved by the 2020-2021 Council of Administration and ratified 
by the State Commander on July 15, 2021. 
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INTRODUCTION 
It is an honor and privilege to be elected or appointed to a leadership position within the Veterans 
of Foreign Wars, Department of Texas.  Those who fill these positions are required to have and set 
a high standard of conduct by virtue of the position they hold.   

Officers, Council members, employees and other persons in leadership positions in the Veterans of 
Foreign Wars, Department of Texas, shall be governed by the following Code of Ethics and 
Etiquette Policy: 

DEFINITIONS 

Ethics - The discipline dealing with what is good and bad and with moral duty and obligation; 

Morals – Principles of right and wrong in behavior; 

Etiquette - The conduct or procedure of proper behavior required or prescribed by authority to be 
observed in social or official life. 

IMPORTANCE 

As a state Officer you will be interacting with people of all walks in life as a representative of the 
VFW.  From members at your Post up to and including elected officials at the city, State and 
Federal Government.   

Every profession requires a certain set of manners and it is these very manners that are known as 
business etiquette. Business etiquette is generally enforced by members of an organization and it is 
custom that upholds business etiquette. 

Further business etiquette is about building valuable and respectable business relationships with 
others. It is about creating an environment wherein all members of an organization feel secure, 
comfortable and relaxed. 

Ethics and Etiquette help you; 

 Make a positive first and everlasting impression.  

 It shows that you know how to speak and behave in society.   

 Helps to earn respect and appreciation from others as no one enjoys talking to 
someone who does not know how to behave or speak in society.    

  Earns you trust and loyalty from others. 

 Others see you as more responsible and trustworthy. 

 Creates relationships that are valuable.   
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Etiquette is Serious yet Sensible 

Every profession requires a certain set of manners and it is these very manners that are known as 
business etiquette. Business etiquette is generally enforced by members of an organization and it is 
custom that upholds business etiquette. 

Further business etiquette is about building valuable and respectable business relationships with 
others. It is about creating an environment wherein all members of an organization feel secure, 
comfortable and relaxed. 

Business etiquette is about maintaining a pleasant atmosphere by treating everyone with courtesy 
and respect. 

As a representative of the Texas VFW, you cannot behave the same way in public as you would at 
home as people who lack etiquette are never taken seriously by others. 

Business and social etiquette rules that every professional must know and practice. 

Respect everyone.  

Misbehaving with colleagues spoils the ambience and leads to negativity all around. Treat all 
persons equally irrespective of their race, religion, nationality, designation etc. 

Be cordial and polite to all.  

Greet everyone with a smile. If someone shouts at you, never shout back at them. It is also bad 
manners to make faces at others. 

Never overreact.  

It pays to be calm and composed. 

Avoid - Being rude to others, making fun of others and criticizing others.  

Stand When Being Introduced 

In an office or business environment unless you are incapable of standing, you must stand up 
when you are being introduced to someone. Standing up during introduction will create a positive 
impact on the opposite person. Your presence is better established when you stand up during an 
introduction. 
 
In the event that you are unable to stand up because you have been caught completely off guard, 
make an attempt to at least lean forward during the introduction or while shaking hands with the 
person. 
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Have Gratitude but Don’t Sound Needy and Desperate 
 
In any situation, be it business or social, saying thank you is the polite thing to do. However, if 
you are going to repeatedly say the word in a single conversation it will lose its value and impact 
and may even make you sound needy and desperate and even helpless. So, ensure that you don’t 
use the word more than once or twice in a single conversation. 
 
Pointing Must Be Done with An Open Palm 
 
If you can avoid pointing all together that would be ideal. However, if a situation arises where you 
can’t avoid it, make sure you point with an open palm and not with your index finger. 
 
This rule is applicable to both genders. Pointing with a single finger or particularly your index 
finger indicates aggression. So, when pointing keep all your fingers together and point with an 
open palm. Do not knife hand. 
 
Avoid Interrupting 
 
Your opinion may matter and you may have a very valid point to put forward in a group 
discussion at your office place, however wait until you get a chance to speak. Don’t cut other 
people off or interrupt them while they speak. 
 
Mind Your Tongue 
 
You may encounter a situation where you’re extremely annoyed with a colleague or subordinate. 
Irrespective of how heated the situation maybe, ensure that you keep your cool and watch your 
language. 
 
Never use abusive language or obscene words. Even written communication should be polite and 
respectful. Ensure you don’t use derogatory or rude language; it is absolutely unacceptable. 
 
Stay Away from Gossip 
 
Gossiping about colleagues not only damages their image in the organization but it also speaks 
volumes about the kind of person you are.  
 
Spreading baseless rumors 

Is something which is not at all expected out of a professional and should not be done even when 
the rumor is about you. 

Punctuality Matters 
 
No matter how busy you are or how senior your position may be, ensure that you show up on time 
for meetings and conferences. If you think being late is fashionable and gives people a reason to 
believe that you are extremely busy, you are wrong. Showing up late only shows how 
inconsiderate you are and how you disrespect other people’s time. 
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Keep Your Phone Away 
 
It is NOT ok to take calls, reply to text messages and scan through emails during meetings. It is 
extremely irritating and highly disrespectful to other people attending the meeting. Also make sure 
you keep your phone on silent while attending a meeting so that it doesn’t disturb the other 
attendees and the speaker. 
 
Avoid Pulling Out A Chair for Others 
 
In a social setting it is acceptable for a man to pull out a chair for a lady. However, in a 
professional atmosphere this is highly unacceptable and rude. Men and women are considered 
equals in the VFW and both can pull out their own chairs. 
 
Dress Appropriately 
Make sure that you dress in a professional and acceptable manner. Avoid wearing clothes that are 
revealing or inappropriate. If there is a dress code then make sure you stick by the code. 
 
Send Grammatically Correct Emails 
 
Sending professional emails that contain grammatical errors or slang language is absolutely 
unacceptable. Make sure that the emails you send out are grammatically correct and free of 
spelling errors. 
 
 

CODE OF ETHICS 

All officers, Council members, employees and others in leadership positions shall: 

1. Display personal integrity, avoid misrepresentation and always be honest with others; 

2. Act in a professional manner at all times; 

3. Promote an environment where honesty and open communication are valued; 

4. Resolve differences of opinion in a professional and mature manner; 

5. Respect the confidentiality of privileged information; 

6. Refuse to engage in or tolerate any form of discrimination or harassment toward members, 
employees, volunteers or other officers; 

7. Exhibit respect and fairness toward all people; 

8. Speak highly of the organization and its members; and 

9. Promote the VFW and support the activities of the organization. 
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ACCOUNTABILITY 
 
Members and donors have placed their trust in the leadership of the organization to use funds to 
best fulfill the mission of the VFW. The officers, Council Members, employees and others in 
leadership positions shall: 
 
1. Refrain from using VFW’s resources for any purpose that does not benefit the organization; 

2. Ensure that travel, entertainment and related expenses that are incurred on behalf of the VFW 
are for the benefit of the organization and not for personal gain or interests; 

3. Make objective and informed decisions concerning the proper use of funds or assets of the 
organization; 

4. Regard the assets of the organization with the same consideration and same care as personal 
assets when making decisions; and 

5. Complete and sign the attached Disclosure of Conflicts Form and return to the Texas VFW 
State Adjutant/Quartermaster.  

 
ENFORCEMENT 

 
The State Commander has taken an oath to “Faithfully Discharge” the duties of his office which 
can be found in Section 518 of the National By-Laws and Manual of Procedure among which they 
must;  

Enforce strict observance of the laws and usages of this organization, including 
Department Bylaws and the Congressional Charter, National Bylaws, Manual of Procedure 
and Ritual and all lawful orders from proper authorities; and, 

Insist that Department business and activities are conducted in such a manner that they do 
not violate any applicable governmental law, ordinance or regulation nor bring or tend to 
bring dishonor or embarrassment on the Department, its members or the Veterans of 
Foreign Wars of the United States. 

As the State Commander he/she are duty bound to ensure that strict disciplinary action is taken 
against those who conduct themselves in such a manner that it brings dishonor or embarrassment 
upon the VFW.  
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CODE OF ETHICS and ETIQUETTE ACKNOWLEDGMENT 
 
I acknowledge that I have received and read the Texas Veterans of Foreign Wars of the United 

States Code of Ethics and Etiquette Policy. I understand that I am responsible for adhering to the 

principles and standards of this Code, including, specifically, those provisions concerning 

Etiquette. I confirm that as a state elected or appointed officer or committee head I will conduct 

myself in accordance with the principles and standards set forth in this policy. 

 

 

Signature:___________________________ 

 

Name:______________________________ 

 

Title:_______________________________ 

                                                              

Date: ______________________________                                          
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RATIFICATION 

Except as modified and amended by subsequent action of the Texas Veterans of Foreign Wars 
Council of Administration, the Code of Ethics Policy is hereby ratified by majority vote and 
confirmed in full force and effect in accordance with its terms by the 2021-2022 Council of 
Administration on July 15, 2021. 

Norman Macey 
State Commander 

OFFICIAL: 

Dan West 
State Adjutant 


