Checklist for Membership Clerk

Annually:

1. January: 

a. Clean out old files

b. Update manual reports and forms in filing cabinets

2. September:

a. Compile and submit annual materials order to Salt Lake

3. December: 

a. Print Individual Ordinance Summaries for all members (during tithing settlement) and have them check for accuracy

4. Ward Conference: Print “Officers Sustained Form”
Quarterly:

1. Member Progress Report Submitted to Salt Lake City

2. Birthday list to Church Bulletin coordinator

3. Attendance rolls to all groups (YM, YW, RS, EQ, HP, Primary, SS)

4. Update Virus definitions from http://www.lds.org/mls/login, password: mymls

Monthly:

1. Member Progress Report (don’t need to submit January, February, April, May, July, August, October, November)

2. Print Action and Interview List for Bishop/Branch President and Executive Secretary

Weekly:

1. First week:

a. Count attendance in Sacrament Meeting

b. Collect reports from auxiliaries and quorum secretaries for Member Progress Report

c. Complete Member Progress Report

d. Enter and process any member record and callings changes

e. Update New Member Report

f. Back up MLS

2. Second week:

a. Count attendance in Sacrament Meeting

b. Enter and process any member record and callings changes

c. Update New Member Report

d. Backup MLS

3. Third week:

a. Count attendance in Sacrament Meeting

b. Enter and process any member record and callings changes

c. Update New Member Report

d. Backup MLS

4. Fourth/last week:

a. Count attendance in Sacrament Meeting

b. Enter and process any member record and callings changes

c. Print out reports for auxiliaries and quorums for Member Progress Report

d. Hand out MPR forms to secretaries in auxiliaries and quorums

e. Update New Member Report

f. Backup MLS

Checklist for Financial Clerk

Annually:

1. January:

a. Close out previous year

b. Update donors (hide/merge)

c. Update Payees (hide/merge)

d. Clean out old files (Use and Retention of Records form)

e. Update manual reports and forms in the drawer

f. Print out Charitable Tax Contributions Forms and distribute

2. September or October:

a. Start plans for ward budget and setup with Bishop

3. November:

a. Start Tithing Settlement

i. print out necessary documents

ii. hand out documents at church/mail others

iii. Have Exec. Secretary setup time slots for Bishop to interview in December

4. December:

a. Hold Tithing Settlement

i. Print out statements

ii. Schedule a clerk and counselor to be at office to enter in donations for that day

Quarterly:

1. Update budget and enter Stake allocation

Monthly:

1. Reconcile account

2. Print out budget for ward council members

3. Missionary fund and Fast Offerings update for Bishop

Weekly:

1. First week:

a. Enter tithing with counselor or Bishop

b. Enter checks, print, and sign

c. Backup MLS

2. Second week:

a. Enter tithing with counselor or Bishop

b. Enter checks, print, and sign

c. Reconcile account for previous month

d. Backup MLS

3. Third week:

a. Enter tithing with counselor or Bishop

b. Enter checks, print, and sign

c. Backup MLS

4. Fourth/Last Week:

a. Enter tithing with counselor or Bishop

b. Enter checks, print, and sign

c. Verify that Missionary Funds are in the account as needed

d. Backup MLS

