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New member name
Street address
City State Zip
Dear (member first name),
Per a recent phone conversation, you gave your permission to be transferred into (Post name) from Post #1. I have received the completed paperwork to transfer you. Enclosed you will find your current Legion Membership card and an events card to (Post name). 
National American Legion will send you a renewal for (next year) dues sometime after June 1. When you send in your dues, I will need you to enclose a copy of your discharge papers to verify your eligibility to the American Legion. This is a requirement of the American Legion’s constitution any time you transfer. Once your eligibility has been confirm, I will mail you your (next year) membership card along with your discharge papers.

I have also enclosed a membership form from the SAL and Auxiliary if you have a need for them.
On behalf on the members of (Post name), I want to welcome you and your family to the American Legion Family. We have a variety of functions throughout the year. Membership meetings are on (list meeting info, such as the third Tuesday of every month at 6:00 pm, in the Post Hall). There are no meetings in July and August.
If you have any questions or concerns, I can be reached at (phone number) or (email address).

Once again, welcome to (Post name).

For the Good of the Legion,

Your name
title
FOR GOD AND COUNTRY

