
 how to fill out a member data form (mdf)  

Step 1: The Top Section is ALWAYS required to be filled out.  

• Date of actual request 
• Do not use temporary Member ID numbers from blank membership cards 
• Dept is the two-letter state abbreviation 
• Use their current post 
• First Name as it appears on their Member ID card 
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Step 2: When updating information: 

• Only fill out information that is being updated 
• Signature by Post Officer is required 
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Step 3: When transferring members within the Department (State) 

• Fill out the transfer To/From section 
• Post Officer Signature is REQUIRED 
• Member’s Signature is preferred, but “Per Phone Conversation” is also acceptable 
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Step 4: When transferring a member from another Department (State) 

• Fill out the transfer To/From section 
• Post Officer Signature is REQUIRED 
• Member’s Signature is REQUIRED 
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Step 5: Additional Notes: 

• You can find fillable MDFs at https://wilegion.org/wp-content/uploads/2022/01/Member-Data-
Form-fillable-1.pdf 

• You do NOT need to send multiple copies. (If you use a printed MDF, do not send multiple 
copies of the same request) 

• You can email MDFs to membership@wilegion.org  
• If you fill out a Last Bugle request (https://wilegion.org/wp-content/uploads/2020/02/Last-

Bugle-1.pdf ), you do NOT need to also send a MDF. 
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