When creating a new unit here are a couple of things that I have learned from creating mine.  Bishop will be the only one listed in LCR for callings.  Either do one of two things, one have your bishop add this councilors and secretary and clerk in LCR. Second have him log in to LCR and you do it for him.  This cannot be done on a stake level, it has to be done on a ward level.  If you have one of the councilor’s receive the office of high priest make sure the stake enters this, this has to be entered on there in.  After you have put the councilors, Secretary, and Ward Clerk into LCR here is a check list that I wish I had.
1. Adult Temple Recommend books
a. order from distribution center
2. Youth Temple Recommend book
a. order from distribution center
3. Bishop envelopes
a. Both window and non-window
4. STAMPS
5. Bishop Store House order forms
6. Fast offering pouches
a. order from distribution center
7. Setup your Staples account for online ordering
a.  lds.org under tools and support, same area for LCR, on bottom Online Store, this will take you to store.lds.org, on bottom of page click “Unit Materials” here you can order manuals for your presidents.
b. You can order items from Staples.com in this area as well
8. Handbook 1
a.  you can only order 4 of these one for each bishopric and the Ward clerk
9. Handbook 2
a. every presidencies gets 3 of these, plus bishopric members
10. Create a Welfare form for bishop to use to for fast offerings
a.  I have attached ours.
11. Create a Reimbursement form for word members
a.  I have attached ours.
12. Create a New Member form
a. I have attached ours.
13. Order Hanging Files for filing cabinets
a. I have found that with online tithing that our weekly deposits are much smaller, I ordered 200 and I have plenty
14. Get with Primary President and figure out how many manuals you need for your classes
a. order from distribution center
15. Order Sunday School Manuals for the different classes
16. If PFR has not given you a new ward start up box, you will need to contact them, or you will need to order pens, paper, staples, ext. from staples.com with your unit login info
[bookmark: _GoBack]This is a good starting point for you. Every ward is special in its own way, I have come to find that this list would have helped me a lot.
