THE CLAYTON E. MONEYMAKER AMERICAN LEGION POST 237

DEPARTMENT OF ALABAMA
STANDARD OPERATING PROCEDURES
CLUB MANAGER

September 10, 2025

Purpose: Provide Post 237 Executive Committee, House Committee, Club Manager, and the
membership knowledge of the duties and responsibilities to be executed by the Club Manager of The
Clayton E. Moneymaker American Legion Post 237, Department of Alabama.

Scope: This SOP applies to most of the facets of the duties and responsibilities of the Club
Manager of The Clayton E. Moneymaker American Legion Post 237, Department of Alabama.

Authority: The Constitution and By-Laws of the Clayton E. Moneymaker American Legion Post 237,
Department of Alabama, dated August 18, 2025.

The Clayton E, Moneymaker Post 237 House Rules dated January 13, 2023.

IF AT ANYTIME THIS DOCUMENT CONFLICTS WITH THE CONSTITUTION AND BY-LAWS,
THEN THE CONSTITUTION AND BY-LAWS TAKE PRECEDENCE.

References:

The Constitution and By-Laws of the Clayton E. Moneymaker American Legion Post 237,
Department of Alabama, dated August 18, 2025.

Alcoholic Beverage Control Board Responsible Vendor Program 2015; Title 28, Code of
Alabama

Alabama Department of Public Health, Foodservice Employee Health Handbook
ServSafe Food Handlers Regulatory Requirements

Clayton E, Moneymaker Post 237 House Rules, dated January 13, 2023



SECTION 1: General Duties of the Club Manager -

a)

The day-to day operation of the Post home is delegated to the Club Manager with
guidance from the Third Vice Commander as required by their offices. It is mandatory
that the management enforce and ensure employees adhere to and enforce ALL
House Rules, always maintain order, and report in writing all infractions of the House
Rules to the House Committee.

SECTION 2: CLUB MANAGER ROLES & RESPONSIBILITIES

a)

b)

c)

The duties of the Club Manager are detailed in ARTICLE V of the Post By-Laws dated
November 21, 2022.

The Club Manager will be provided with the Club Manager Standard Operating Procedures
(SOP), which details their specific roles and responsibilities.

The Club Manager will ensure the collection and report of funds in accordance with Article V,
Section 2 of the Post By-Laws, and guidance of the Post Finance Officer. The Club Manager
will further ensure that funds collected from all income-producing activities and devices be
collected, accounted for, distributed and/or deposited as Post approved directives require.

The Club Manager, with guidance from the Post Finance Officer, will determine the cash on
hand requirement for daily operations and maintain that amount.

The Club Manager will ensure all bartenders and cooks obtain, and keep current, a
ServSafe Certification. These certificates will be displayed by the bar.

The Club Manager will provide the bartenders a Handbook and a Checklist. The Handbook and
Checklist provide a detailed job description and the duties for all permanent bartenders.

There are currently three different Checklists for the bartenders. The Daytime Bartender
Checklist, the Nighttime Bartender Checklist, and the Sunday Bartender Checklist.

The Club Manager will provide the bartenders with a Daily Bartender Report. The
bartenders complete this report at the end of their shift as detailed in the Bartender
Handbook.

The Club Manager will provide a Handbook and a Checklist for the kitchen. The cook will follow
the Checklist for cleanup tasks required prior to shut down. The Club Manager will ensure that
the Checklist is followed each day.

An Excel spreadsheet will be used for a comprehensive inventory of all Club consumable
items, including all food and drink stocks purchased for resale, plus those
expendable/consumable items needed to prepare and serve food and drinks.

Items used to maintain the Club areas of responsibility, such as janitorial supplies, are also to
be included in this inventory.

This will ensure that food and drink stocks, expendable/consumable items, and janitorial
supplies are always available, or at least their status is known. This spreadsheet will allow
proper purchasing, budgeting, and inventory control.

m) The Club Manager will prepare a list of Post Volunteers to assist employee staff as directed.



Volunteers must be members in good standing of the Post, Auxiliary, SAL, or Legion Riders.

The Volunteer List will be submitted to the House Committee Chairman for approval of the
House Committee.

Non-approved Volunteers will not be allowed to have access to work areas.
Volunteers are required to adhere to the same operational directives as employees.
The Club Manager will ensure that no employee while on duty at this post:

1) Will at any time be involved in or take part in any manner to show bias in the political
election of this post.

2) Will demonstrate by their actions an attitude of disregard to the policies and directives
provided by and approved by the Post Executive Committee.

An employee exhibiting such behaviors will be required to show why they should not be
immediately terminated.
The Club Manager and all employees will ensure that all patrons are members in good

standing with Post 237, the Post Auxiliary, the Post Sons of the American Legion, the
American Legion Riders, or are properly sponsored guests.



