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VETERANS OF FOREIGN WARS OF THE UNITED STATES

Department of Pacific Areas

District VII

Post 2485

Angeles City, Philippines

CANTEEN BY-LAWS

ARTICLE I

ORGANIZATION, PURPOSE, AND SCOPE

Section 101 – Organization:  Angeles City Post 2485 (hereinafter, the Post), of the Veterans of Foreign Wars of the United States (hereinafter, the VFW), Angeles City, Philippines, shall operate as a non-profit, patriotic, social, fraternal, and educational association of VFW members, under the VFW National Headquarters and its Congressional Charter.  Governance of Angeles City Post 2485 Canteen (hereinafter, the Canteen) shall be as follows:
(a)  Pursuant to the By-Laws and Manual of Procedure of the VFW, the By-Laws of the Department of Pacific Areas, orders issued by the authority of the National Convention, National Council of Administration, Commander-in-Chief, Department Convention, Department Council of Administration, and Commander, Department of Pacific Areas.
(b)  In addition, it shall be governed under the various implementing regulations, appropriate laws, regulations, and licensing requirements of the Republic of the Philippines and its agencies and governing bodies.

(c)  The rules set forth herein and as voted on by the general membership of the Post.

Section102 – Purpose:  The purpose of these Canteen By-Laws is to implement the policy, procedures, and rules for operation of the Canteen that shall be managed by the Post House Committee (hereinafter, PHC).
Section 103 – Scope:  Procedures and rules set forth herein are applicable to Post members, Canteen employees, and all others who use the Canteen.  Entering the Canteen premises implies consent to abide by the rules stated herein.

ARTICLE II

MANAGEMENT, RESPONSIBILITIES, AND AUTHORITY

Section 201 – Post Commander:  Among the duties of the Post Commander, he shall:
(a)  Ensure the PHC adheres to all By-Laws, directives, and regulations in Section 101 above.

(b)  Serve as a non-voting member of the PHC.

(c)  Appoint two (2) voting members and two (2) alternate members to the PHC.  The alternates shall fill in for absent PHC members and shall have their vote.

(d)  Appoint the PHC Chairman from among the five (5) elected and appointed PHC members.  In the absence of the PHC Chairman at a regular scheduled meeting, the Commander or designated representative shall appoint a Chairman for that meeting.
Section 202 – Post Quartermaster:  Among the duties of the Quartermaster, he shall:
(a)  Serve as a non-voting member of the PHC and also serve as the PHC Treasurer.
(b)  Meet all expenses incurred by the Canteen in the event Canteen revenue fails to meet operating expenses, subject to rectification by the Post membership.
(c)  Ensure revenue from the Canteen is properly deposited at least three (3) times a week in Post bank accounts, and shall inform the Canteen Manager of the current balance of available Canteen funds.

(d)  Receive audited financial statements from the external accountant at the end of each month and meet with the external accountant and other key staff members to review the audited financial statements and ask questions as necessary.
Section 203 – Post House Committee (PHC):  The members of the PHC shall be elected and appointed to manage certain matters related to Post property including operation of the Canteen.  Three (3) voting PHC members are required to constitute a quorum to conduct PHC business.  In the absence of a quorum at a regular scheduled meeting, the Commander or designated representative shall appoint an alternate PHC member for that meeting pursuant to Section 201 (c) hereto.  PHC elected members shall initially be elected for terms of one (1), two (2), and three (3) years, and thereafter one (1) PHC member shall be elected each year for a term of three (3) years.  The Commander may remove appointed members of the PHC, and the general membership, by a two-thirds (2/3) vote, may remove elected members of the PHC, upon proven charges that the members failed to comply with or failed to enforce compliance with the rules and regulations set forth in these By-Laws, or was absent without good reason from two (2) consecutive PHC meetings.  Trustees shall not serve on the PHC and PHC members are not to be considered Post officers as set forth in Section 216 of the National By-Laws.  No member of the PHC shall serve as Canteen Manager or Assistant Manager.  Among the duties of the PHC, it shall:

(a)  Report directly to the Commander and be responsible to the general membership for implementing and enforcing the By-Laws and rules stated herein.
(b)  Hold at a meeting at least monthly or as called by the Commander or PHC Chairman.  Written minutes of each PHC meeting shall be maintained and posted for the general membership to view.
(c)  Negotiate leases, contracts and agreements, in conjunction with the Post Review Committee and Commander, for Post House facilities, services or improvements, subject to final approval of the general membership.

(d)  Have the authority to discipline members and guests for infractions of Post House rules.  If a Post House rule is disregarded or broken and the infraction is deemed serious enough to warrant a suspension, the PHC shall meet within seventy-two (72) hours to judge the case.  The PHC has the authority to suspend a member or guest for up to one (1) year for infractions of Post House rules set forth in Section 301 of these By-Laws.

(e)  Understand that any action taken, whether procedural or disciplinary, is subject to reversal by a two-thirds (2/3) vote of the general membership.

(f)  Be responsible for hiring and firing all employees to include the Canteen Manager and Assistant Manager, and be the approving authority for salaries and promotions of all Canteen Management and employees.  Refer to Appendix 7 hereto.

Section 204 – PHC Chairman:  Among the duties of the PHC Chairman, he shall:
(a)  Chair the PHC and present its findings, rulings, and any other Canteen business deemed necessary to the general membership.
(b)  Ensure the rules and standards of conduct set forth herein are adhered to by all Post members, guests, Canteen employees and patrons.
(c)  Work with the Commander and Canteen Management to determine the optimum Canteen operating hours.

(d)  Serve as the primary liaison between the PHC and Canteen Management and Administrative staff.
Section 205 – Canteen Manager:  Among the duties of the Canteen Manager, he shall:
(a)  Comply with all duties outlined in Appendix 1 hereto and work under direct supervision of the PHC Chairman.
(b)  Interview and select prospective applicants for all Canteen employee positions.
(c)  Evaluate all Canteen employees.  Recommend hiring and discharge of all Canteen employees, with final approval of the PHC.  Ensure all employees suit the jobs hired for and fulfill the duties as outlined in Appendices 3, 4, 5, and 6 hereto.
(d)  Make recommendations to the PHC for employee salaries and promotions pursuant to Appendix 7 hereto.
(e)  Recommend to the PHC the removal for cause of any Canteen employee whose performance, standards, or ethics are considered substandard.  Employees, upon being given notice of action to be taken, have the right to appeal their discharge within three (3) days.  The Canteen Manager will inform the PHC of all appeal requests by discharged employees.  The PHC will hold a special meeting within five (5) days of notice of appeal.  A majority vote of PHC members, three (3), is required to uphold an appeal, otherwise the discharge will stand.
(f)  Have the authority to suspend a member or guest for up to seventy-two (72) hours for infractions of Post House rules set forth in Section 301 of these By-Laws.

Section 206 – Canteen Assistant Manager:  Among the duties of the Assistant Canteen Manager, he shall:

(a)  Comply with all duties outlined in Appendix 2 hereto and work under direct supervision of the PHC Chairman.

(b)  Assist the Canteen Manager as required and be responsive to the requests of the Canteen Manager.

(c)  Act as Point-of-Sale (POS) system manager.

(d)  Have the authority to suspend a member or guest for up to seventy-two (72) hours for infractions of Post House rules set forth in Section 301 of these By-Laws.

ARTICLE III

POST HOUSE RULES

Section 301 – Post House Rules:  Rules and procedures set forth herein shall be strictly enforced.  Entering the Canteen premises implies consent by all persons to abide by said rules and procedures.  Failure to abide by these rules shall be just cause for rejection and/or debarment.  In the event that the Canteen Manager or Assistant Manager are not available, any Post officer from the top three chairs or any voting member of the PHC shall have the authority to suspend a member or guest for up to seventy-two (72) hours for infractions of Post House rules set forth in Section 301 of these By-Laws.   The following rules shall be posted on the bulletin board for members, guests, patrons, and employees to view:
(a)  Boisterous and rowdy conduct, overindulgent use of alcoholic beverages, or the use of vulgar language will not be condoned.
(b)  Games of chance approved by the PHC for the general benefit of the membership such as punch boards, sport pools, pull tabs, etc., are authorized.  Board games or other games of chance, which require skill, such as rummy, hearts, pinochle, etc., are also authorized as they promote comradeship.

(c)  Intimidation of, or undue familiarity with, employees on duty, male or female, will not be tolerated.

(d)  The only persons authorized behind the bar, in the kitchen, or in the storeroom are Canteen employees on duty, Commander, Quartermaster, Trustees, PHC members, and Safety Chairman in performance of their official duties.
(e)  Clothing that violates reasonable standards of neatness and cleanliness, or is morally distasteful or violates common decency and propriety, shall not be worn in the Post/Canteen.
(f)  Complaints and/or suggestions concerning the Canteen’s operation should be brought to the attention of the Canteen Manager, Assistant Manager, PHC, or Commander.

(g)  Animals are not allowed in any area of the Post/Canteen except seeing-eye dogs for vision-impaired persons.

(h)  Hours of operation for the Canteen will be posted.  Closing time of the Post House may be changed by the Commander, or designated representative, to allow members, guests, and patrons to continue in an activity which would be prematurely terminated due to the posted closing time.  The Canteen Manager or Assistant Manager on duty, prior to their departure, shall ensure that a Post member in good standing will be responsible for securing the Canteen.  This will be done on a case-by-case basis.  If the PHC approves or decides to change the regular scheduled hours, even for holidays, a change in the regular schedule will be posted two (2) weeks in advance to allow members ample time to express their views.

(i)  Running of bar/food tabs is not allowed in the Canteen.
(j)  The Post House bar room and game room are smoking areas.  The rest of the Post House is non-smoking.

(k)  Children below the age of 12 are not allowed to be in the bar room after 5:30 pm daily, even if accompanied by an adult, and are never allowed to be at the bar at any time.

Section 302 – Amendments to Post House Rules:  These Post House Rules, and Appendices hereto, may be changed or amended by the general membership as follows:

(a)  Any Post member in good standing may recommend changes by a submission in writing to the PHC.  The PHC shall discuss the recommended changes, and recommend a course of action to the general membership assembled at a regular or special meeting.  If a special Post meeting is called for that purpose, seven (7) day advance notice shall be posted on the bulletin board.  The general membership shall have the authority to act on such recommendations by a two-thirds (2/3) vote of those present at the meeting.
(b)  Any action taken under Section 302 (a) shall be subject only to general membership approval/disapproval and need not be submitted for review and approval by the Department Commander unless included in a revision to these By-Laws.
ARTICLE IV

CANTEEN FINANCIAL OPERATIONS

Section 401 – Records:  The Canteen management shall keep an accurate, approved set of records and accounts, and shall ensure that the Canteen administrative staff furnishes proper records to the external accountant upon request.  All Canteen books and records shall be accessible to the Commander, Quartermaster, and Trustees.  In addition, all Canteen books and records shall be open to inspection by any other Post member at any reasonable time with prior approval of the Commander.

Section 402 – Discretionary Funds:  The PHC has the authority to obligate and/or expend up to $300.00 per calendar month from the budgeted general fund for repairs or the acquisition of minor property and sundries without approval of the general membership.

Section 403 – Operating Expenses:  The PHC, Canteen Manager, Commander, and Quartermaster shall determine the amount of cash money to be held daily for Canteen operations.  This may include sufficient funds to defray normal day-to-day expenditures to replenish stock associated with Canteen operations.  The Quartermaster shall pay all PHC approved expenses incurred by the Canteen.
Section 404 – Financial Statements:  As soon as feasible after the end of each month, the external accountant, working closely with the Canteen administrative staff, shall furnish the Quartermaster complete audited financial statements. 
Section 405 – Salaries/Promotions:  Refer to Appendix 7 hereto as well as Section 203 (h) and 205 (d) hereto.

Section 406 – Bond:  The PHC shall ensure that Canteen Managers and administrative staff who have access to the safes are bonded for a sum equal to twice the amount of cash they normally handle.

Section 407 – Audits:  Maintenance of the Canteen records and accounts by an external accountant shall be used for the purpose of audits.  Canteen records and accounts shall be subject to at least quarterly audits by the Trustees or a qualified accountant approved by the Trustees.  Special audits can also be done whenever deemed necessary by the Commander, Quartermaster, or Trustees. 
ARTICLE V

APPROVAL and AMENDMENTS

Section 501 – Approval:  These By-Laws shall become effective after adoption by the Post and review and approval by the Department Commander.
Section 502 – Amendments:  These By-Laws may be amended by the general membership by a two-thirds (2/3) vote of members present at a regular or special meeting.  The amended By-Laws, however, shall be announced at the preceding meeting and publicly posted on the bulletin board at least fifteen (15) days prior to voting on them.  They shall also be made available electronically or in hard copy to any member requesting them.  All amendments shall be forwarded through channels and reviewed by the Department Commander before becoming effective.
These By-Laws were adopted, subject to review and approval of the Department Commander, this 3rd day of May 2009, at a regular meeting of the Post in Angeles City, Philippines.
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3 – Waitress / Bartender / Cashier Staff (Job Description)
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5 – Maintenance / Janitorial Staff (Job Description)
6 – Administrative Staff (Job Description)
7 – Management / Employee Salary, Leave, and Promotion

APPENDIX 1
CANTEEN MANAGER JOB DESCRIPTION

Duties are as follows, but not limited to:

A. Daily Duties

A.1. Use discretionary authority and make good management decisions within the scope of responsibility determined by the PHC to ensure the Canteen is operated in a professional and profitable manner.

A.2. Be available eight hours daily, six days per week, with Sundays off.

A.3. Be physically and visually present in and about the dining area during dining hours. Interface with customers to answer specific questions or complaints that may arise concerning the food, service, and/or other matters.

A.4. Ensure all employees are following proper food handling and hygiene procedures.

A.5. Ensure food is being prepared in accordance with approved recipes.

A.6. Provide training and guidance to maintain and ensure professional and courteous customer service.

A.7. Safeguard and secure the monies made available for the daily canteen operation.  Ensure an adequate change fund is always available.

A.8. Oversee restocking to ensure availability of merchandise and product.

B. As Required Duties

B.1. Prepare calendar of events for the upcoming month and provide to the PHC Chairman.

B.2. Supervise and control Canteen employees in accordance with Canteen By-Laws.

B.3. Assist in planning and publishing weekly the Daily Specials menu.

APPENDIX 2
CANTEEN ASSISTANT MANAGER JOB DESCRIPTION
Duties are as follows, but not limited to:

A. Daily Duties

A.1. Use discretionary authority and make good management decisions within the scope of responsibility determined by the PHC to ensure the Canteen is operated in a professional and profitable manner.  Be responsive to the requests of the Canteen Manager.

A.2. Be available eight hours daily, six days per week, with Mondays off.

A.3. Be physically and visually present in and about the dining area during dining hours. Interface with customers to answer specific questions or complaints that may arise concerning the food, service and/or other matters.

A.4. Ensure all employees are following proper food handling and hygiene procedures.

A.5. Ensure food is being prepared in accordance with approved recipes.

A.6. Provide training and guidance to maintain and ensure professional and courteous customer service.

A.7. Safeguard and secure the monies made available for the daily canteen operation.  Ensure an adequate change fund is always available.

A.8. Oversee restocking to ensure availability of merchandise and product.

A.9. Manage and train personnel in management and use of the Point-of-Sale (POS) system.

B. As-Required Duties

B.1. Assist the Canteen Manager in preparing a calendar of events for the upcoming month.

B.2. Supervise and control Canteen employees in accordance with Canteen By-Laws.

B.3. Assist in planning and publishing weekly the Daily Specials menu.

B.4. Act as POS system manager.
APPENDIX 3
WAITRESS / BARTENDER / CASHIER STAFF JOB DESCRIPTION
Duties are as follows, but not limited to:

A. Daily Duties

A.1. Work under direct supervision of the Canteen Manager, Assistant Manager, and Head Waitress.
A.2. Inform supervisory personnel as soon as possible if unable to report for work. 

A.3. Serve food and drinks to customers in a professional and courteous manner.  Refuse service to customers at the direction of the Canteen Manager/Assistant Manager.  
A.4. Maintain cleanliness of the Canteen during operating hours. 
A.5. Understand and use the Point-of-Sale system and give receipts to customers.
A.6. Report disturbances and/or Post House rules violations to supervisory personnel.  Call security guard personnel if necessary.
A.7. Inform supervisory personnel of any discrepancies noted in the Canteen such as supply shortages, inoperative equipment, etc.

A.8. Head Waitress monitors and prepares the 15-day duty schedule for all Canteen employees except the Kitchen and Admin staff.
APPENDIX 4
KITCHEN STAFF JOB DESCRIPTION
Duties are as follows, but not limited to:

A. Daily Duties

A.1. Head Cook works under direct supervision of the Canteen Manager and Assistant Manager.

A.2. Kitchen Staff works under direct supervision of the Head Cook.

A.3. Inform supervisory personnel as soon as possible if unable to report for work.

A.4. Ensure the Kitchen is operated in a professional, safe, and profitable manner.  Inform supervisory personnel of any discrepancies noted in the Kitchen such as supply shortages, inoperative equipment, etc.
A.5. Maintain cleanliness of the Kitchen during operating hours.
A.6. Ensure food is being prepared in accordance with approved recipes.

A.7. Ensure proper food handling and hygiene procedures are being followed.
A.8. Advise the Stock Clerk on restocking to ensure availability of food products and other Kitchen items.  

A.9. Head Cook will provide training and guidance to Kitchen staff to maintain and ensure professional, quality service.  Also monitor and prepare the 15-day duty schedule for Kitchen staff.

APPENDIX 5
MAINTENANCE / JANITORIAL STAFF JOB DESCRIPTION
Duties are as follows, but not limited to:

A. Daily Duties

A.1. Work under direct supervision of the Canteen Manager, Assistant Manager, and Head Waitress.
A.2. Inform supervisory personnel as soon as possible if unable to report for work.

A.3. Perform maintenance and repair on all Post House equipment and fixtures as required.
A.4. Maintain cleanliness of the Post House during operating hours.  Ensure bathrooms are stocked with toiletries.

A.5. Inform supervisory personnel of any discrepancies noted in the Post House such as supply shortages, inoperative equipment, and any maintenance problems.
A.6. Ensure the generator is always ready for operation.  Operate the generator in the event of a power outage.  

APPENDIX 6
ADMINISTRATIVE STAFF JOB DESCRIPTION
Duties are as follows, but not limited to:
Accounting Clerk:
1. Work under direct supervision of the Canteen Manager and Assistant Manager.

2. Inform supervisory personnel as soon as possible if unable to report for work.

3. Ensure all monies in the Canteen office are safeguarded.

4. Maintain Canteen cash fund and prepare bank deposits.

5. Prepare daily cash boxes including weekend cash boxes.

6. Maintain accounting records for the Canteen.

7. Coordinate with external accountant on financial matters.

8. Provide the external accountant with diskettes monthly containing the accounting records.

9. Coordinate with BIR on tax matters.

10. Coordinate with DOLE on employee matters.

11. Maintain accounts payable records.

12. Coordinate with the Quartermaster on all bills that require payment.

13. Ensure vendors receive prompt payment for all services and products.

14. Verify daily sales from the POS and prepare daily expense reports.

15. Make remittances to government agencies for both employees and the Canteen.

16. Maintain pay records for all Post employees.

17. Ensure Post employee payrolls are met and payments disbursed.

18. Process advance payroll loans and SSS loans.

19. Coordinate with the Commander, Quartermaster, PHC Chairman, and Trustees on all Canteen financial matters as they may require.

20. Attend all accountant and PHC meetings.

Stock Clerk:

1. Work under direct supervision of the Canteen Manager and Assistant Manager.

2. Inform supervisory personnel as soon as possible if unable to report for work.

3. Ensure all monies in the Canteen office are safeguarded.

4. Coordinate with the Kitchen staff to ensure an adequate level of Kitchen stock is maintained.

5. Monitor bar stock levels.

6. Purchase stock as required from local vendors.

7. Check deliveries and encode them into the POS.

8. Prepare for daily menu specials and special event menus.

9. Canvass and compare local vendors to ensure we get the best deal for our money.

10. Maintain complete records on all stock including cost and where purchased.

11. Maintain complete records on all menu items to include a cost breakdown.

12. Monitor menu pricing to ensure required profitability is being maintained.

13. If required, assist with employee payrolls.

14. Coordinate with the Commander and PHC Chairman on all Canteen stock control matters as they may require.

15. Attend all accountant and PHC meetings.
APPENDIX 7
MANAGEMENT / EMPLOYEE SALARY, LEAVE, AND PROMOTION
“Management” includes the Canteen Manager and Assistant Manager only.

“Employee” includes all other employees.

“Leave” can be used for any type of absence (vacation, sickness, time off).

Management Salary:
1. Determined by initial contract and any subsequent contract change. 

2. Changes will be made on a case-by-case basis.

3. There will be no automatic adjustment.

4. Minimum wage increase mandated by a DOLE Wage Order does not affect Management.

Management Leave:

1. Determined by initial contract and any subsequent contract change.

2. Changes will be made on a case-by-case basis.

3. There will be no automatic adjustment.

4. Given on a semi-annual basis and is accrued leave, not advance leave.

5. Can be sold instead of taken with PHC approval.

Management Promotion:

1. Determined by any subsequent contract change.

2. Will be done on a case-by-case basis.

3. There will be no automatic promotion except becoming regular status after one year.

Employee Salary:

1. Determined by initial seasonal contract and any subsequent contract.

2. Usual starting salary will be the DOLE mandated minimum wage.

3. Upon becoming regular status after one year, salary will increase to the salary applicable for the 0-4 year group for the area in which employed (kitchen, canteen, staff).

4. Minimum wage increase mandated by a DOLE Wage Order will be given to all employees equally in order to prevent “wage creep” and subsequent “wage disparity”.

5. Automatic adjustment will be given as an employee enters the next five-year grouping (5-9, 10-14, 15-19, etc) for the area in which employed.  This will ensure against wage disparity.

6. Salary increase is not authorized to be given as a bonus or incentive as this would cause wage disparity.

7. Head cook will receive 50 pesos daily more than the highest paid kitchen employee.

8. Head waitress will receive 20 pesos daily more than the highest paid canteen employee (waitress, bartender, cashier).

9. Once an employee receives a higher salary for whatever reason, that salary cannot be reduced in the future, i.e., if head waitress becomes a regular waitress.

Employee Leave:

1. Authorized only for regular employees (usually after one year).

2. Regular employees in the range of 0-4 years will receive five days each year.

3. Automatic adjustment of one day will be added each time an employee enters the next five-year grouping.

4. Given on an annual basis and is accrued leave, not advance leave.

5. Can be sold instead of taken with Management approval.

Employee Promotion:

1. Will be done on a case-by-case basis with final approval of the PHC (head cook, head waitress, etc).

2. There will be no automatic promotion except becoming regular status after one year.

