




Dear new Ward Clerk:
Let me introduce myself, and help you familiarize yourself with your new calling.  I know that there is much to learn.  Some of your new tasks will come at you VERY FAST, like the ward quarterly report!
We need to meet face-to-face soon.  You can prepare for our meeting by doing the following things:
1) Send me an email introducing yourself and your family, and tell me about any clerk experience you may have.
2) Look over each of the following sections for some BASIC TRAINING:  The links (in blue) should be active, and will take you to the correct places on LDS.org.  Sign in with your LDS account when asked.
Section 1 Video training on LDS.org.  Watch the two training videos:
· Ward clerks introduction
· The Role of the Ward Clerk

Section 2 Handbook Training:
1) Read Handbook one: Chapter 13, Records and Reports, Please read the whole chapter, but pay particular attention to 13.4.2, Responsibilities of the ward clerk and 13.4.3  Assistant Ward Clerks

So there is no mistake, I remind all ward clerks that they are jointly responsible with the bishopric for the output of clerk’s office, so you need to be aware of the duties, performance and training of your assistant clerks over finance and membership!  The handbook often says “the Ward Clerk and his assistants!”

2) [bookmark: _GoBack]Read Handbook Two:  Chapter 4, The Ward Council:  Please read the whole chapter, but pay particular attention to 4.6.4  Responsibilities of the Ward Clerk

As a Ward Clerk, you now have online access to Handbook’s 1 and 2.  You may also have been given a printed copy of Handbook 1 for your reference.  Handbook 1 is confidential.  If you have not been given your copy, please ask your departing ward clerk and bishop about your copy.  Assistant clerks are not issued copies of handbook one, but share your copy as needed.  All members have access to Handbook 2 online through LDS.org.

Section 3 Online tools Training:  LDS.org familiarization.
Become very familiar with reports and tools on  LDS.org Leader and clerk resources.  Assistant clerks and Ward Council members have part access, but ward clerks have full access.  As a ward clerk, you are also a “default administrator” over many features on LDS.org.  I can't over-state the help you will be to your bishopric and ward council members if you fully understand all the capabilities of LDS.org.
Please look over these things, and I look forward to a return email!

