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DUG-OUT RULES, GUIDELINES AND PROCEDURES

The Claude R. Batchelder Pust 72 Dug-Out shall be known as the American Legion

ARTICLE | NAME AND LOCATION
Section 1.

Dug-Out
§§c(ion 2.

The location of the Dug-Out shall be in the Post 72 home located at 164 Wolfeboro
Highway, Alton, County of Belknap, State of New Hampshire.

ARTICLE?2 PURPOSE

Section 1.

ARTICLE 3

Section |,

Section 2.

The purpose of the American Legion Dug-Out is to provide a suitable bar and lounge
In order that all post members, auxiliary unit members. Sons of the American Legion.
and bona fide guest may enjoy refreshments with out fear of interruption from
strangers thal might become disorderly and cause embarrassment to others.

a.) !t is also our purposc to usc the Dug-Out income to mee and fulfill obligations of
the post, to accrue the building fund, sufficient (o build or extend our port home in
time to come.

The *“American Legion Dug-Out" shall be operated by the Executive Board.

A majonty vote of the Executive Board shall formulate policy, make necessary
revisions and decide issues.

The personnel for the “American Legion Dug-Out” shall include the following;
a.) Bar Manager, B.) Bartenders, waiters or waitresses as required.

ARTICLE 4 DUTIES

Duties and Responsibilities of the Executive Board

Section 1.
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a.) The E-board will oversee all transactions of the business by and for the Dug-Out
and shall have complete authority over all personnel of the Dug-Out at defined in
Article 3.

b.) The E-board shall be responsible for the financial and legal status of the Dug-Oul.

¢.) The E-board will upon recommendation of the Bar Manager, approve hiring and
firing of all paid Dug-Out personnel.

d.) The E-board will conduct periodic inspections of the Dug-Out bar and lounge.

e.) Any Board member may call for a special meeting if the need arises

f.) The E-Board shall approve all changes in drink prices

8.) The E-board shall update the rules, guidelines and rules of conduct for the
operation of the Dug-Out as deemed best.
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ARTICLE 4 DUTIES
Dulies and Responsibilities of the Executive Board

Section | - Continued

h.) The Execulive Board shall be responsible for the placement of updated roslers of
paid members to be available hehind the bar. There must be one from the Post.
Auxiliary and the S.A.L.s. These should be updated monthly.

i.) The Finance Officer shall present a financial and progress report to members of the
post at each regular monthly meeting.

j.) Review American Legion Dug-Out personnel in April and October with the Bar
Manager.

Duties and Responsibilities of the Bar Manager

a.) The Bar Manager may or may not be a member of the post. He or she shall be
compensated for his or her services at a rate determined by the Executive Board.
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others assigned to him or her  The manager shall manage and operate the Dug-Out
in accordance with the laws, rules and regulations of the State of New Hampshire.
Claude R. Batchelder Post¢ 72 and the Dug-Out Rules, Guidelines and Procedures

c.) The Bar Manager shall have the responsibilities of paying bills and keeping
appropriate
books.

d.) The Bar Manager shall be responsible for the actions, conduct and behavior of
those under his/her charge.

¢.) The Bar Manager shall be responsible to see that no minors under 21 years of age

are permitted in the bar area.

f) The Bar Manager shall record his/her cash daily, making out the necessary reports
required by the Sate of New Hampshire and the Executive Board. He/she shall
deposit daily receipts in the appropriate bank facility to the accounts of the
American Legion Dug-Out of the Claude R. Batchelder Post 72. The deposit slips.
cash register tapes and daily reports shall be turned over to the Executive Board
for their records.

8.} To accomplish the above the Bar Manager shall coordinate his/her efforts with the
post accountant, bookkeeper and finance officer.

h.) The manager shall be permitted to pay for small purchases out of the cash register.
only if such purchases arc twenty-five ($25) dollars or less.

i.) The Bar Manager shall keep a lime sheet on all personnel under his/her
supervision for the payroll purposes; shall make out payroll as required; a copy of
which is 1o be turned in to the Executive Board monthly.

J.) The Bar Manager shall be responsible for moneys, liquor inventory, any purchases

of liquor, beer deliveries, goods and services required for the operation of the Dug-

out.

The Bar Manager should encourage participation in all club activities and take

action to enhance the profit of the Dug-Out with approval of the E-Board

I.) Review Dug-Oul personnel April and October ’

m.) The Bar Manager shall notify a member of the building committee of any building
needs, problems or repairs

k.
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ARTICLE 4 Duties (Continuted)

Section 2.

n.) The Bar Manager will attend the monthly Executiyg Board meeting to give the

0.)
p.)

q.)

Dug-Out report, make requests and recommendations and answer any Executive
Board questions.

The Bar Manager can also be a Bartender as long as it doesn't interfere with their
Bar Manager duties.

The Bar Manager will he available until 2:30 pm to conducl Dug-Out business.
The Bar Manager cannot dnnk at the bar until 2:30 pm.

The Bar Manager will be on an on call status.

Duties and Responsibilities of the Bartenders

Section 3.
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a.)

b.
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c.)

d.

>

e.)

oo

1)

Bartenders shall do all their work within the Dug-Out and the dining/room/game
room area. They shail mix and serve liquor or beer over the counter, shall receive
cash for each sale and ring same on the cash register, as directed by the Bar
Manager.

Bartenders shall perform such duties in the bar and dining room/game room area
as assigned to them by the Bar Manager, such as keeping the counter, tables.
glasses, fumishings, floors and equipment clean at all times.

Bartenders may substitute with the approval of the Bar Manager, and can be asked
to waitress if it becomes necessary.

Bartenders, when on duty, shall wear clean appropriate clothing. They shall not be
permitted to sit with customers, engage in games. OR DRINK WHILE ON
DUTY.

Bartenders shall keep track of al orders and be responsible for payment of each
order.

Bartenders shall take orders from the Executive Board when it is deemed
necessary. These orders shall be given only if a flagrant violation of Dug-Out
guidelines or State Regulations has occurred. Otherwise, the Executive Board
shall work through the Bar Manager. i.e., constructive criticism and/or
recommendations shall nol be given as “orders” to the bartenders.

Bartenders shall be compensated for their services at a rate determined by the
Executive Board.

Bartenders shall report as soon as possible to the Bar Manager and/or Executive
Board all disturbances.

Bartenders shall promote all Legion Activities

Bartenders shall responsihle for maintaining the guest book. keeping it current and
accurate.

Bartenders shall be solely responsible for orderly conduct and behavior of
members and bona fide guests while on duty and have full authority to order
patrons to leave the premises should misconduct or intoxication be observed. All
of these observations shall be recorded in the daily logbook. A daily log entry is
required even if no problems have occurred.

It shall be the bartender's duty lo determine that everyone served is a member of
the American Legion, Auxiliary or the Sons of the Legion; in a guest properly
vouched for and signed 1n by a responsible memper in good standing.

m.) Bartenders shall be responsible to sce that no minors under 21 years of age are

permitted in the bar arca
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d.) All E-Board decisions are final

e.) No intoxicating liquor of any nature shall be allowed on the premises except those
purchased by the bar and served at the bar. Anyone violating this rule is subject to

sanction. -

Section 2. a) A list will be maintained at the bar of all sanctions. The sanction shall be enforced
until further action by the Executive Board. Any violation of this order could be
cause for employee dismissal.

ARTICLE 6 DUG-OUT RULES QF CONDUGCT OF DUG-QUT PATRONS

Section 1. PURPOSE: To establish standard rules of conduct for Club patrons in an effort to
improve the enjoyment of socialization by members and guests.

AUTHORITY: These rules and sanctions are promufgated through the authority of
the Executive Board.
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