Reminder ONE, BEFORE the Quarterly Report Month!
(send to the bishop, and CC to the Ward clerk)___________________________________

To Bishop, CC: Ward Clerks

(Ward clerks should forward this email to membership clerks)

Welcome new ward clerks!  

To all clerks,
Just a reminder to all of us that __________ is the "REPORTING" month of the ______ Quarter. The Quarterly Report for the quarter will be due by the 15th of the month following.   We ask all ward clerks / membership clerks to do the following steps as soon as possible:

· Provide training to ward council members on the quarterly report and taking roll properly, especially for newly called leaders and their secretaries.

· Insure each organization has printed a new roll BEFORE CLASSES BEGIN ON THE FIRST SUNDAY OF REPORTING MONTH and remind each one that this is the month we must take attendance.  Secretaries can print these rolls themselves from LCR on LDs.org, or you can print them.  Regardless of your methods, please contact each organization to make sure they have a new roll to begin this month.

· [bookmark: _GoBack]Please impress upon your leaders that when attendance for a full quarter is represented by only four or five meetings, every Sunday is important.  Missing attendance FOR ANY SUNDAY will compromise the accuracy and will lessen the ability of leaders to "bless and strengthen" their members.  
Reminder TWO, at the end of the month!
(send to Bishops, CC ward Clerks)

The quarterly report month is now over, and the report will be due by the 15th.  Please remind your ward organizations to give you the required information now.

It must be entered into your MLS (with a send/receive immediately afterward) or online through LDS.org, on or before the 15th, but you can begin completing it any time AFTER the first of the month following the end of the quarter.  Once you submit it electronically, the stake receives a copy from church headquarters.  

Ward Clerks and Bishops are jointly responsible for the accuracy and timeliness of this report, and should see that assistant clerks or other leaders who help compile it are gathering the requested information promptly.  Mistakes on this report can affect budget allocations as well as make it more difficult for leaders to minister to their organizations, so we ask each bishop and ward clerk to carefully examine the report before submission.

Reminder THREE, for any wards who didn’t submit by the deadline!
(send to Bishops, CC ward Clerks)


Date: 
Bishop _______ and Brother (ward clerk),
As of this afternoon, Church headquarters reports they have not received your quarterly report for the __________ quarter.  Is it possible it was entered in MLS, but no send / receive was initiated?  
If you HAVE submitted it through MLS, and it is still not showing, there might be a problem- Please try to re-submit it through LDS.org as suggested below. 

If you are having any other difficulty, please contact me.
Stake Assistant Clerk
Direct link to the site: https://www.lds.org/mls/mbr/report/quarterly-report?lang=eng

1.         Go to lds.org/clerk and sign in using your LDS Account username and password.
2.         From the Reports menu, select Quarterly Report.
3.         Input the actual totals for attendance, home teaching, visiting teaching, and converts baptized and confirmed (the potential totals and some actual totals, including the corresponding percentages from one year ago and five years ago, will appear automatically).
4.         Click the Submit button to submit the report to the stake and to Church headquarters


