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Introduction
 
	[bookmark: _Toc499975298][bookmark: _Toc271721041]Overview

	
This document provides a general overview of ward clerk responsibilities and tries to set expectations of magnifying the calling of a clerk  



	[bookmark: _Toc499975300][bookmark: _Toc271721042]Objectives of Document
	
To provide a documented list of tasks, helps in completing those tasks, and expectations of ward clerks 



	[bookmark: _Toc499975301][bookmark: _Toc271721043]Limitations of Document

	
This document is in a working state and may change, in November 2010 a new  Book 1 and Book 2 of the Church Handbook of Instructions will be released and this document may need to be revisited. 



Ward clerk
A ward clerk is called to lighten the administrative burden of the bishop in order to free him up to perform tasks only he can perform. The Church produced training session The Role of the Ward Clerk (Available Online @  https://www.lds.org/pa/display/0,17884,6074-1,00.html)  provides an overview of the duties and responsibilities of the ward clerk. 
[bookmark: General_responsibilities]General responsibilities 
The ward clerk has three general responsibilities: record keeper, administrator, and trainer. 
[bookmark: Record_keeper]Record keeper 
As the ward record keeper, the ward clerk is responsible for creating and maintaining ward records including: 
	Record Type 
	Responsible to 
	Assisted by 

	Membership records
	Maintain accurate and up-to-date records on each member of the ward.
	Membership Clerk 

	Financial records
	Maintain accurate financial records of all donations and expenses. 
	Financial Clerk 

	Statistical records
	Keep accurate statistical records and compile the Quarterly Report. 
	Statistical Clerk 

	Historical records or Annual History
	Compile the annual ward history and submit it to the stake.
	Historical Specialist 

	Minutes of meetings
	Keep minutes of ward leadership and other meetings as the bishop requests.
	  

	Internet and Technology
	Lead the effort in the ward to adopt the use of Internet Tools the church is producing
	Ward Technology Specialist


While these duties may be delegated to assistant clerks, the responsibility remains with the ward clerk to ensure they are complete and accurate. 
[bookmark: Administrator]Administrator 
As a ward administrator, the ward clerk should provide the following support to ward leaders: 
· Provide reports directly to the bishop such as these derived from statistical records 
· Analyze trends, strengths and weaknesses 
· Supervise the work of assistant clerks and quorum and auxiliary secretaries 
[bookmark: Trainer]Trainer 
As the ward record keeping expert, the ward clerk is responsible for ensuring that all members in record keeping callings such as following receive the proper training. He should respond to their record-keeping questions and requests for help. 
· Bishopric 
· Assistant clerks 
· Quorum secretaries 
· Auxiliary secretaries 
· Class secretaries 
The ward clerk should make sure that assistant ward clerks and secretaries understand: 
· Their record-keeping responsibilities. 
· How to use the Church record-keeping software (MLS). 
· The value and importance of their work. 
· The confidentiality of records. 



Clerk Tasks

Each clerk has the general responsibility for the following:
· Be point men in welcoming visitors and new members to the Ward and introducing them to Ward leaders, get the information for requesting the membership records and validating them for accuracy.
· All Money collected in a ward is done through a donation slip, clearly marked for a purpose and handed to a bishopric member, any other method of collecting money is UNAUTHORIZED.

As Needed Tasks

Ward Clerk
1. Attend disciplinary councils and record minutes.
2. Fill out all required paperwork for disciplinary councils obtain signatures and authorization from the Bishop and send it to the Stake President.
3. Fill out paperwork for Missionary Applications; help the Bishop keep up-to-date with the online system.
4. Continually Review entries or suggested Ward History items with the Ward Council (see http://www.lds.org/annualhistory)
Membership
1. Continual Membership record validation (All members should have phone, email and Addresses up-to-date)
2. Update Membership records (phone numbers, email address, physical address, etc…)
3. Update Organization changes for new callings and releases, classes, teachers, and class members, etc…
4. Prepare Record requests for new member moving into the ward (see below examples)
5. Prepare Record requests for members moving from the ward (see below examples)
6. Record data and Print Certificates for:
· (new birth) Child record and Baby Blessing (It is easy to record the baby on the records when the baby blessing happens)
· Child of record Baptism (Convert Baptisms are recorded by the Mission)
· Priesthood advancement Ordinations (MP needs to be recorded by the Ward, a Certificate created and given to the stake representative to bring to the Stake President for signature)
Finance
1. Write welfare related checks from Fast Offering Funds
· All funds must record the full name of the individual for which the Fast Offering Check is being cut.
· Fast Offering checks should be written to vendors/suppliers/landlords, not the individual
2. Write expense related checks from Budget funds or the Other account if gathered for a purpose
· NOTE: For ALL checks - an expense record must contain all receipts (for expenses) all stubs/bills (for fast offering), with signatures of auxiliary leaders (if the Bishop directs) signature of the Bishop is required for all expenses – PRIOR to the check being written)
3. Yearly Budget and regular review of Expenses and AMFA (Other) accounts through the Income and Expense Reporting.
· Budget should be reviewed and distributed to the Ward Council at least quarterly
· Review Budget and Other Expenses to validate they are correctly categorized.
· AMFA (Other) accounts should always be $0.00 unless money is being actively collected, or money was spent prior to collection, but in either case the accounts should be moving towards a $0.00 balance.
· AMFA (Other) accounts should be created with a specific purpose (Young Women Camp 2012).
Weekly Tasks

Membership
1. Count the Attendance at Sacrament Meeting
2. Update Callings and Releases from Sacrament Meeting Agenda/Notes in MLS
· Always use the Callings by Organization view
· Provide feedback to the Bishop on people not set apart for Callings
3. Download and receive all communications from CHQ and print all messages for the Clerk/Bishop
4. Backup MLS database to Ward Computer External USB Drive
5. Review Action and Interview list for upcoming Baptisms, Priesthood Ordinations and pre-populate the printed forms and print and leave for the Bishop.
6. Fulfill assigned work from the ward clerk (if separate asst. clerk is called)


Finance
1. Weekly Count with a member of the Bishopric
· It is a good idea to switch with the head clerk on a regular basis (fast Sunday)
2. Deposit the funds with a member of the Bishopric
3. Keep the Donation slips and Donation envelopes full outside the Bishop’s Office
4. Review Other (Authorized Member Finances Activity) Account for needed action (checks to be written, follow-up with uncollected monies, etc…)
5. Backup MLS database to Ward Computer External USB Drive.
6. Fulfill assigned work from the ward clerk (if separate asst. clerk is called)





Monthly Tasks

Membership
1. Review Member Move-In and Move-Out reports and report information to the Bishop and the Ward Council
2. Review maps.lds.org – validate all members are listed inside ward boundaries, and all locations are ‘verified’.

Finance
1. Complete the monthly Finance Statement Action Item process
· Track down issues listed under Reconciliation Items
· Obtain Clerk and Bishop signatures
· File away for the Audit
2. Cut and send funds to the stake for Ward Missionary excess, or any needed items.
3. Review the Financial Statement for outstanding checks and determine needed actions (void and reissue, etc…)
4. Review the special budget subcategory – Distribution Center Charges.  – Re-categorize expenses to the correct budget category.
5. Transfer Interest Income automatically deposited in the Top Level Other account to a specific account (Bishop should authorize something like Temple Bus is a good category to use)
6. Review Missionary Accounts for negative balances.  
· If a family is falling behind (-$800) the Bishop should be informed so he can speak with the family.
· Remember money is deducted from CHQ the first Wed of every Month, it is common that a family might be $-400.00 towards the beginning of the month.

Quarterly Tasks
1. Quarterly Report transmitted to CHQ (Due by the 10th of the month in January, April, July and October)
2. Print and Distribute Class Rolls
· Validate All Sunday School and Primary Classes are defined correctly with correct members included
3. Create 1 page double sided ward membership directory (hand out in Sacrament Meeting)
4. Mail leaders a quarterly email (or handout in Ward Council) of data and reports pertinent to their jobs (see below)
5. Obtain quarterly updates from each auxiliary to be included in the annual history




Bi-Annual Tasks
1. At least twice a year, send a letter to all members of the ward, this will help gather details members who may have moved and provides s good time to communicate when stake conferences are, or tithing settlement, etc…
2. Prepare for Bi-annual Audits conducted for Jan 1 – June 31, and July 1 – Dec 31.  
· By June 31 and Dec 31 Other accounts should be zero’d out
· Funds in Other should be collected or distributed

Yearly Tasks

Clerk
1. Complete the ward/branch annual history and submit to the stake
2. Assess GEOCODE information and suggest changes/updates to the Bishopric
3. Correlate GEOCODE data with maps.lds.org

Membership
1. Organize and restructure Sunday School Classes with Sunday School Secretary for the upcoming year
2. Organize and restructure Primary Classes with the Primary Secretary for the upcoming year
3. Review the ‘Other Callings’ section for organizational needs
4. Validate Family Membership records and ordinance summaries with families at Tithing Settlement
5. Prepare any data required for Ward Conference
6. Prepare the ward sustaining sheet for Ward Conference.

Finance
1. Prepare any data required for Ward Conference
2. Complete Tithing Settlement process each year
· Each member receives a preliminary account of their donations – work to adjust any discrepancies
· After Tithing Settlement is closed out, distribute Tax documentation to members.
3. Prepare and send the Tithing Settlement Information to the stake
4. Prepare the financials to close out the year.

New Member Move-In Record Tracking

When a new family moves shows up at the ward, or you are informed to request a family/individual record

· Fill out Membership Record Change Request (if needed)
· Parent Full Name, Birthday, Address, Phone, 
· Request Household Record for family, or Individual Record as needed
· Input all Contact information provided, make sure address/phone conform to standards
· Inform member to obtain tax-related statements from previous ward/branch

After the Record is transferred into the Ward MLS
NOTE: If Membership is tagged to contact prior Bishop, Print the Record and give it to the Bishop

· Validate Address/Phone conform to Clerk Standard structure/naming
· Validate Phone number exists is valid (check for out-of-state)
· If Phone will change from the record follow up until new phone number is obtained
· Validate with Parents that Preferred names are correct for each member of the family
· Validate with Parents that the correct household, and individual phone numbers and email addresses are correct – Educate the member about the differences between household and individual information.
· Obtain a Digital Photo of the Family inform them you will put it on the online directory
· Upload digital photo to the online directory
· Check here if the family opts out of the digital picture
·  Inform families they are encouraged and able to upload their own photos individual and family (http://new.lds.org/directory)
· Validate Members have signed up and log into the online tools (Directory and Calendar)
· Validate Members have signed up and logged in to new.Familysearch.org
· Print Household Report, 3 hole punch and leave on the Bishop’s Desk or in his box
· Print IOS and deliver to Bishopric to be read in over the pulpit
· Distribute names of Children and Youth (probably and email, could be a custom report)
· Primary President
· Young Women President
· Young Men President
· Check Church Audits  Membership Audits  Error Correction – correct data if necessary
· Update family record with correct Ward GEOCODE
· Home Teachers Assigned to Quorum                     __________________________________________
· Home Teacher Companionship assigned	              __________________________________________
· Visiting Teachers Companionship assigned       	___________________________________________
· Met with Bishop [record date]			___________________________________________
· Date of Completion 				___________________________________________
· Welcome Kit Delivered (If Applicable)



Member Move-Out Record Tracking

· Finance Clerk Print Official Tax Statements and delivers to family (send PDF in email as well)
· Fill out Membership Record Change Request
· Move the record out using MLS
· As directed by the Bishop or the Clerk annotates the record to Contact the former Bishop.
· Date of Completion                                                           ___________________________________________ 	



	Ward Information Sheet for Requesting Records
	[bookmark: _Toc271721044]Household Information

	Family’s last name


	Residential address (Address, City, Postal, State)


	Mailing address (if different from residential address)


	Household telephone (including area code)**

	Household E-mail address**


	
[bookmark: _Toc271721045]Husband’s Information 

	Full name*


	Preferred name (e.g. Jim)


	Husband telephone(include area code)**
	Husband E-mail address**


	Birth date* (e.g. 01 Jan 1980)

	Birth place (city, county, state or province, country)


	Marriage date (e.g. 01 Jan 1980)

	Marriage place (city, county, state or province, country)


	Employer

	Shift

	Student?

	Major


	
[bookmark: _Toc271721046]Wife’s Information 

	Full maiden name*


	Preferred name (e.g. Liz)


	Wife’s telephone (including area code)**
	Wife’s E-mail address**


	Birth date* (e.g. 01 Jan 1980)

	Birth place (city, county, state or province, country)


	Employer

	Shift

	Student?

	Major


	
Children’s Information or other members of your household

	Name* (maiden, if applicable)
1. 
	Sex
	Birth date*
	Birth place

	
2.
	
	
	

	
3.
	
	
	

	
4.
	
	
	

	
5.
	
	
	

	*This information is needed to request individual records.


**This information is newer to church record keeping and helps with households using multiple phones.  The family should designate which is the ‘household’ or main contact number.
	 





Items to look for in a Membership Record









	State/Posession
	Abbreviation
	State/Posession
	Abbreviation

	ALABAMA
	AL
	PALAU
	PW

	ALASKA
	AK
	PENNSYLVANIA
	PA

	AMERICAN SAMOA
	AS
	PUERTO RICO
	PR

	ARIZONA
	AZ
	RHODE ISLAND
	RI

	ARKANSAS
	AR
	SOUTH CAROLINA
	SC

	CALIFORNIA
	CA
	SOUTH DAKOTA
	SD

	COLORADO
	CO
	TENNESSEE
	TN

	CONNECTICUT
	CT
	TEXAS
	TX

	DELAWARE
	DE
	UTAH
	UT

	DISTRICT OF COLUMBIA
	DC
	VERMONT
	VT

	FEDERATED STATES OF MICRONESIA
	FM
	VIRGIN ISLANDS
	VI

	FLORIDA
	FL
	VIRGINIA
	VA

	GEORGIA
	GA
	WASHINGTON
	WA

	GUAM
	GU
	WEST VIRGINIA
	WV

	HAWAII
	HI
	WISCONSIN
	WI

	IDAHO
	ID
	WYOMING
	WY

	ILLINOIS
	IL
	 
	 

	INDIANA
	IN
	 
	 

	IOWA
	IA
	Military "State"
	Abbreviation

	KANSAS
	KS
	Armed Forces Africa
	AE

	KENTUCKY
	KY
	Armed Forces Americas
	AA

	LOUISIANA
	LA
	Armed Forces Canada
	AE

	MAINE
	ME
	Armed Forces Europe
	AE

	MARSHALL ISLANDS
	MH
	Armed Forces Middle East
	AE

	MARYLAND
	MD
	Armed Forces Pacific
	AP

	MASSACHUSETTS
	MA
	 
	 

	MICHIGAN
	MI
	 
	 

	MINNESOTA
	MN
	 
	 

	MISSISSIPPI
	MS
	 
	 

	MISSOURI
	MO
	 
	 

	MONTANA
	MT
	 
	 

	NEBRASKA
	NE
	 
	 

	NEVADA
	NV
	 
	 

	NEW HAMPSHIRE
	NH
	 
	 

	NEW JERSEY
	NJ
	 
	 

	NEW MEXICO
	NM
	 
	 

	NEW YORK
	NY
	 
	 

	NORTH CAROLINA
	NC
	 
	 

	NORTH DAKOTA
	ND
	 
	 

	NORTHERN MARIANA ISLANDS
	MP
	 
	 

	OHIO
	OH
	 
	 

	OKLAHOMA
	OK
	 
	 

	OREGON
	OR
	 
	 


	
	Street
	Abbrv
	Street
	Abbrv
	Street
	Abbrv
	Street
	Abbrv
	Street
	Abbrv

	ALLEY
	ALY
	DRIVE
	DR
	KEY
	KY
	PLAZA
	PLZ
	UNDERPASS
	UPAS

	ANNEX
	ANX
	DRIVES
	DRS
	KEYS
	KYS
	POINT
	PT
	UNION
	UN

	ARCADE
	ARC
	ESTATE
	EST
	KNOLL
	KNL
	POINTS
	PTS
	UNIONS
	UNS

	AVENUE
	AVE
	ESTATES
	ESTS
	KNOLLS
	KNLS
	PORT
	PRT
	VALLEY
	VLY

	BAYOO
	BYU
	EXPRESSWAY
	EXPY
	LAKE
	LK
	PORTS
	PRTS
	VALLEYS
	VLYS

	BEACH
	BCH
	EXTENSION
	EXT
	LAKES
	LKS
	PRAIRIE
	PR
	VIADUCT
	VIA

	BEND
	BND
	EXTENSIONS
	EXTS
	LAND
	LAND
	RADIAL
	RADL
	VIEW
	VW

	BLUFF
	BLF
	FALL
	FALL
	LANDING
	LNDG
	RAMP
	RAMP
	VIEWS
	VWS

	BLUFFS
	BLFS
	FALLS
	FLS
	LANE
	LN
	RANCH
	RNCH
	VILLAGE
	VLG

	BOTTOM
	BTM
	FERRY
	FRY
	LIGHT
	LGT
	RAPID
	RPD
	VILLAGES
	VLGS

	BOULEVARD
	BLVD
	FIELD
	FLD
	LIGHTS
	LGTS
	RAPIDS
	RPDS
	VILLE
	VL

	BRANCH
	BR
	FIELDS
	FLDS
	LOAF
	LF
	REST
	RST
	VISTA
	VIS

	BRIDGE
	BRG
	FLAT
	FLT
	LOCK
	LCK
	RIDGE
	RDG
	WALK
	WALK

	BROOK
	BRK
	FLATS
	FLTS
	LOCKS
	LCKS
	RIDGES
	RDGS
	WALKS
	WALK

	BROOKS
	BRKS
	FORD
	FRD
	LODGE
	LDG
	RIVER
	RIV
	WALL
	WALL

	BURG
	BG
	FORDS
	FRDS
	LOOP
	LOOP
	ROAD
	RD
	WAY
	WAY

	BURGS
	BGS
	FOREST
	FRST
	MALL
	MALL
	ROADS
	RDS
	WAYS
	WAYS

	BYPASS
	BYP
	FORGE
	FRG
	MANOR
	MNR
	ROUTE
	RTE
	WELL
	WL

	CAMP
	CP
	FORGES
	FRGS
	MANORS
	MNRS
	ROW
	ROW
	WELLS
	WLS

	CANYON
	CYN
	FORK
	FRK
	MEADOW
	MDW
	RUE
	RUE
	 
	 

	CAPE
	CPE
	FORKS
	FRKS
	MEADOWS
	MDWS
	RUN
	RUN
	 
	 

	CAUSEWAY
	CSWY
	FORT
	FT
	MEWS
	MEWS
	SHOAL
	SHL
	 
	 

	CENTER
	CTR
	FREEWAY
	FWY
	MILL
	ML
	SHOALS
	SHLS
	 
	 

	CENTERS
	CTRS
	GARDEN
	GDN
	MILLS
	MLS
	SHORE
	SHR
	 
	 

	CIRCLE
	CIR
	GARDENS
	GDNS
	MISSION
	MSN
	SHORES
	SHRS
	 
	 

	CIRCLES
	CIRS
	GATEWAY
	GTWY
	MOTORWAY
	MTWY
	SKYWAY
	SKWY
	 
	 

	CLIFF
	CLF
	GLEN
	GLN
	MOUNT
	MT
	SPRING
	SPG
	 
	 

	CLIFFS
	CLFS
	GLENS
	GLNS
	MOUNTAIN
	MTN
	SPRINGS
	SPGS
	 
	 

	CLUB
	CLB
	GREEN
	GRN
	MOUNTAINS
	MTNS
	SPUR
	SPUR
	 
	 

	COMMON
	CMN
	GREENS
	GRNS
	NECK
	NCK
	SPURS
	SPUR
	 
	 

	CORNER
	COR
	GROVE
	GRV
	ORCHARD
	ORCH
	SQUARE
	SQ
	 
	 

	CORNERS
	CORS
	GROVES
	GRVS
	OVAL
	OVAL
	SQUARES
	SQS
	 
	 

	COURSE
	CRSE
	HARBOR
	HBR
	OVERPASS
	OPAS
	STATION
	STA
	 
	 

	COURT
	CT
	HARBORS
	HBRS
	PARK
	PARK
	STRAVENUE
	STRA
	 
	 

	COURTS
	CTS
	HAVEN
	HVN
	PARKS
	PARK
	STREAM
	STRM
	 
	 

	COVE
	CV
	HEIGHTS
	HTS
	PARKWAY
	PKWY
	STREET
	ST
	 
	 

	COVES
	CVS
	HIGHWAY
	HWY
	PARKWAYS
	PKWY
	STREETS
	STS
	 
	 

	CREEK
	CRK
	HILL
	HL
	PASS
	PASS
	SUMMIT
	SMT
	 
	 

	CRESCENT
	CRES
	HILLS
	HLS
	PASSAGE
	PSGE
	TERRACE
	TER
	 
	 

	CREST
	CRST
	HOLLOW
	HOLW
	PATH
	PATH
	THROUGHWAY
	TRWY
	 
	 

	CROSSING
	XING
	INLET
	INLT
	PIKE
	PIKE
	TRACE
	TRCE
	 
	 

	CROSSROAD
	XRD
	ISLAND
	IS
	PINE
	PNE
	TRACK
	TRAK
	 
	 

	CURVE
	CURV
	ISLANDS
	ISS
	PINES
	PNES
	TRAFFICWAY
	TRFY
	 
	 

	DALE
	DL
	ISLE
	ISLE
	PLACE
	PL
	TRAIL
	TRL
	 
	 

	DAM
	DM
	JUNCTION
	JCT
	PLAIN
	PLN
	TUNNEL
	TUNL
	 
	 

	DIVIDE
	DV
	JUNCTIONS
	JCTS
	PLAINS
	PLNS
	TURNPIKE
	TPKE
	 
	 




	Secondary Designator
	Abbreviation

	APARTMENT
	APT

	BASEMENT
	BSMT **

	BUILDING
	BLDG

	DEPARTMENT
	DEPT

	FLOOR
	FL

	FRONT
	FRNT **

	HANGAR
	HNGR

	LOBBY
	LBBY **

	LOT
	LOT

	LOWER
	LOWR **

	OFFICE
	OFC  **

	PENTHOUSE
	PH   **

	PIER
	PIER

	REAR
	REAR **

	ROOM
	RM

	SIDE
	SIDE **

	SLIP
	SLIP

	SPACE
	SPC

	STOP
	STOP

	SUITE
	STE

	TRAILER
	TRLR

	UNIT
	UNIT

	UPPER
	UPPR **





An Example Letter to distribute relevant data to Ward Council members
Ward Leaders,
 
This is the monthly distribution of commonly accessed reports for many of you.  Please take the time to use them and distribute the appropriate material among your presidencies, groups, or quorums.  I have included them as pdf attachments to this email.  When the new quarter is coming up I will attach the new class roles as well (March, June, September, and December).
 
The list of reports is as follows:
 
Abbreviated Directory of Members-[Date].pdf
Directory of Members-Photos-[Date].pdf
MLS Families vCard.vcf
 
These two reports (in pdf) are basic directories, the first one is from the MLS system (local clerk computer) the second one is from the Ward Website that anyone in the ward can download at any time and have an up-to-date ward list.  The final file is a vCard format which can be used to import ward families into a directory on your mobile devices or email contact managers.  This format doesn't work with Microsoft Outlook, if you are interested in importing them using Outlook, contact me and I can help you get them extracted into single .vcf files that can be imported into Outlook.
 
Budget Allocation Report-[Date].pdf
 
This one speaks for itself, but please take note and make sure that those in your organizations are turning in expenses in a timely manner.  There are times during the year that we as a counsel may need to look at the budget and change allocations.  If there are several $100 dollar expenses that haven't been turned in yet, it can turn into a problem.
Callings by Organization-[Date].pdf
Members without Callings-[Date].pdf
 
Please review this list.  As callings are sustained and released the clerks try and keep up with who is where.  We need your help to make sure that we haven't missed something.  If you see a calling that isn't recorded in the computer, please contact myself, or [membership clerk] to have it updated.  If there is someone on the list that shouldn't be, also contact us and we'll make the correction.  These lists are important as we plan for our organizations and providing members the opportunity to serve.
Members Moved In Report-[Date].pdf
Members Moved Out Report-[Date].pdf
 
These reports are to help you identify those who have recently moved in or out of the Ward.  These are members of the church that we should be helping to integrate into the society of saints as it exists in the [Unit].
Households Not Assigned to be Home Taught-[Date].pdf
Sisters Not Assigned to be Visit Taught-[Date].pdf
These reports summarize families and sisters that are currently not assigned a home teacher.  This generally happens when families move into and out of the ward, or as Priesthood brethren move from the Elder's Quorum to the High Priest Group.
Households Not visited - Last 2 Months-[Date].pdf
Sisters Not Visited - Last 2 Months-[Date].pdf
These reports summarize families and sisters that have not been contacted by home teachers or visiting teachers for the last 2 months of officially reported numbers.  This report currently shows members not contacted in August and September of 2009.  These reports serve as potential indicators of varous issues some of which may include.  These families may be avoiding contact with members of the church signaling a potential unspoken cry for help, this may indicate a companionship that isn't working well together and should be encouraged or bouyed up in their efforts.
Unit Statistics Report-[Date].pdf
Tax Exempt Form.pdf
This report is a statistics report and provides information about the makeup of the ward.  I would encourage you to use this tax exempt form when purchasing items out of the budget, this can save the ward around $200 per year in the annual budget.  There are also certain businesses that will donate or heavily discount services and their requirement is to see a valid tax exampt form. 
I hope that in your callings you will use the data that the church can provide to help you bless the lives of those you have a responsibility to care for.  If you need further clarification about these reports, or would like to see other types of data, please feel free to contact myself or [membership clerk].
Clerk


Expenses
Church expenses are generally paid by check or direct debit from the ward or stake account. Financial clerks should be familiar with all appropriate procedures as listed in the online training lessons, MLS help file, and financial audit instructions.
The Church-produced training lesson Handling Church Expenses  covers paying for Church activities, supplies and fast offering assistance.
Guiding principles
· All expenses must be approved (in writing) by the bishop or stake president
· All expenses are paid from the unit's checking account, either by check or direct debit; no other accounts are to be maintained
· Budget expenditures should follow the Budget Allowance program
· Other account expenditures should follow the guidelines for the Other category
· Fast offering expenses should follow the fast offering guidelines
Procedure
Follow these steps to process expenses:
1. Receive payment request from Bishop
2. Make sure the bishop has approved each expense
3. Make sure each payment request has supporting documentation
4. Enter the expenses information into MLS
5. Send expense information to the administrative office
6. Obtain authorized signatures
7. File expense documentation
Forms
There are no standard forms for requesting reimbursement, but one is included at the end of this handbook you can use.
[bookmark: Frequently_asked_questions]Frequently asked questions 
Q: What if a check prints on the wrong hard check number? 
A: If the check is in hand, void the check in MLS and reissue a new one. If the check has been handed out and cashed, skip the number in MLS and then write VOID on the hard check that MLS used inadvertently. 
Q: How do I change a category for an expense? 
A: You must change the category in MLS. To change the category of the expense in MLS, do the following: 
1. Log in to MLS. 
2. On the Finances menu, click More. 
3. On the Expenses menu, click View/Update Expenses. 
4. In the Report field, click the down arrow and choose the type of report you want to view on the screen. 
5. In the Date Range field, click the down arrow and choose the range of dates you will find the expense in. 
6. Click the reference number of the expense you want to change the category of. 
7. Click the Category field, and then click the magnifying glass icon. 
8. In the list that appears, choose the correct category for this expense, and then click OK. 
9. Click Save and OK. In the window that appears, type the reason for this adjustment, and then click OK. 
End of Month Financial Processing

Currently in the Liberty Missouri Stake, there are some financial obligations that members of individual units are helping fund. This process will outline how Wards and Branches send those individual contributions to the Stake on a monthly basis. 

Temple Apartment Funding
Currently all High Priests in the Stake are asked to contribute $25 each per month to fund some apartments for members of our stake who are serving at the temple.  These apartments and utilities are paid each month by the Stake, however, the money is collected each month in the units  

Temple Bus
There is a new program for funding a Temple bus for those attending the Temple on our assigned day, the 2nd Thursday of each month.  The Stake President has asked that each member with a current temple recommend contribute a 1-time $30 amount to the Temple Bus Account.

Ward Missionary Account
Each ward should retain monies in these categories only for the following purposes:
1. ALL pre-paid money for a specific missionary serving from the ward (whether this is from the family or other ward members, in this case these funds should be received directly into the sub-category)
2. Top-level Ward Missionary category funds that equal the amount of 3 months surplus for each missionary serving from the ward (it is not necessary to keep additional general funds for a specific missionary who is already pre-paid) Note: It is a good idea to council with a missionary or family who would like to pre-fund the entire mission, this money is not refundable if the missionary comes home early for any reason, please suggest to them that it is their choice, but they need to understand the implications
Additional money beyond this is to be sent to the Stake, the Stake then sends this money to CHQ to benefit others who are unable to fund their own missions.  There is a vast amount of waste in these accounts.

End of Month Process
The following process should be completed after the final donation batch is processed for the month, and before the last day of the month.  

1. Print a current detail of the Income and Expense Report
a. Finance  Finance Reports  Income and Expense Report
b. Select the date range as ‘current year’
c. Print Income and Expense Report ‘Summary by Category’ {this is the default}
d. If you have separate accounts created for missionaries (suggested best practice) make sure you select this data as well.
2. Print a current detail of the Other sub accounts
a. Select Report Type ‘Summary by Sub-Category’
b. Select the date range as ‘current year’
c. Select Other (which should select all Other accounts and sub-accounts)
d. Print this report of the Other Account Summary
3. From these reports write 3 checks
a. Zero out the Temple Bus account
b. Zero out the Stake Temple Apartment account
c. Select excess funds from the Ward Missionary account to forward to the stake

These checks and reports should be mailed to the Stake President each Month.  Please include the reports with the checks.
President Jeremiah J. Morgan
9115 N Stark Ct
Kansas City, Missouri  64157
[bookmark: _Toc271721048]Other category
The Other Category, sometimes called the "Other" account, is one of the categories on the Tithing and Other Offerings slip. It also appears on the Unit Financial Statement.
What is this fund used for?
Wards and stakes use the "Other" category to collect funds for a defined purpose (Authorized member financed activity) and then distribute the funds to pay for goods or services.
The "Other" category is a place where funds can be collected into one account for a specific purpose and then distributed for that purpose. In most instances the "Other" category is considered a "pass-through" account. This refers to cases where funds "pass through" the account as they are collected and distributed for specific purposes. The "Other" category is not a place for funds without a specifically stated purpose. The "Other" category is not a place where unspecified excess funds are kept in case they are needed later. Please note that money designated for such things as Friends of Scouting, missionary funds, and the Perpetual Education Fund should not be deposited into the "Other" category.
What priesthood leaders should know
Bishoprics and stake presidencies should understand the following about the "Other" category.
· Stake and ward budget funds are used to pay for Church activities, programs, and supplies. Normally, members are not asked to pay fees to participate in Church activities. Leaders should carefully follow budget guidelines found in Handbook 1: Stake Presidents and Bishops,14.7.
· In cases where budget funds are not sufficient to pay for annual youth camps or similar activities, leaders may ask participants to contribute by earning their own money. The "Other" category may be used in these exceptional circumstances.
· All funds collected for special purposes should be tracked in the "Other" category. Petty cash funds and additional checking or savings accounts are not approved.
· Leaders should not solicit or deposit money into the "Other" category for purposes beyond the established guidelines.
· Occasionally wards or stakes create an "Other" subcategory to collect funds for national or international charitable causes. While many such causes are noble and worthy, members should normally be encouraged to contribute to the Humanitarian Aid or Fast Offering funds, not the "Other" category. This allows the funds to be carefully administered and used for the maximum benefit to those in need.
What members should know
Clerks and leaders should help members understand that when they designate money for the "Other" category, it should be for a specifically stated purpose previously approved by the bishopric or stake presidency. Most contributions to the "Other" category are not donations to the Church; rather they are payments for a tangible benefit. For this reason they are not considered charitable contributions and will not be included on the year-end tax-valid statement.


What clerks should know
Clerks should understand the following about the "Other" category:
· Funds in the "Other" category must be designated for a future purpose and then used for the stated purpose. The "Other" category is divided into subcategories, and the title of the subcategory should indicate the intended purpose. Subcategories in "Other" should be limited to those approved by the bishopric or stake presidency.
· If members designate money for the "Other" category and the purpose is not stated or does not fit within one of the approved subcategories, a bishopric member should contact the member and either return the money or have the member change the donation to another category.
· When receiving money into and disbursing money from the "Other" category, clerks should be careful to properly record the transaction to the proper subcategory. Receiving or disbursing funds in the wrong subcategory can lead to a deficit or a surplus of funds.
[bookmark: Unit_Financial_Statement]Unit Financial Statement
The "Other" category appears on your Unit Financial Statement. Unlike most categories on the statement, the Other category retains a balance of funds from month to month.
Common problems and their solutions
Problems in the "Other" category can become difficult unless they are resolved quickly and correctly. Some of the more common problems include the following:
· There is a surplus in the "Other" category because the clerk mistakenly uses budget funds to pay for an activity that should have been paid for from the "Other" category.
· The cost of an activity is more than the available funds collected, and the expense causes a deficit of funds in an "Other" subcategory.
· The cost of an activity is less than anticipated and leaves a surplus of funds in an "Other" subcategory.
· The "Other" category contains unidentified funds.
How to deal with surpluses
If there are excess funds in the "Other" category, and the funds do not have an identified purpose, you should first try to identify what the original purpose was. 
If the purpose of the excess funds is identified, and the funds were not used for the intended purpose, you can either: Return the leftover funds to the member by printing a check payable to the member from the applicable "Other" subcategory. Or obtain permission from the member to change the category of the donation from "Other" to a charitable category such as Fast Offering or Humanitarian Aid. To change the donation category you will need to make the correction in MLS. 
A Transfer can be done if there is a surplus in a subcategory of other. Here are some guidelines on transferring within the Other Category:
· Transfers are only done within Other Subcategories. You can't go from Budget to Other or Other to Ward Missionary.
· Transfers are done within subcategories that funds were generated for the same purpose (i.e. Scouts 2008 to Scouts 2009). Do not shuffle money around to zero out subcategories.
· Do not use the category Missionary or the parent Other category.
How to deal with deficits
If there is a deficit of funds in an "Other" subcategory, and the deficit results from money owed by members, collect the money from the members, and deposit it. If the money cannot be collected, or if the deficit does not result from money owed by members, bring the subcategory to zero by transferring funds from a budget subcategory. However, please note that if the deficit results from a clerical error or a returned check, you should correct the original problem rather than covering the error with budget funds. To transfer funds from a budget subcategory to an "Other" subcategory, print a check from the appropriate budget subcategory payable to the unit. Then deposit the check into the "Other" subcategory using a Tithing and Other Offerings slip in the name of the unit. Make sure that you make the deposit in the appropriate "Other" subcategory so that it will clear to zero.
How to deal with incorrect postings
Sometimes an activity is mistakenly paid for using budget funds even though funds were collected and designated for the activity in the "Other" category. To correct this error you can change the category of the check:
· In MLS, from the Finances screen, go to View/Update Expenses
· Find the incorrectly written check, and click on the check number link to edit it
· Change the category as needed
· Save the change
· Make sure you do a Send/Receive to transmit the corrected information to the Administrative Office.

Or you can write a compensating check and deposit in the ward's account:
· Print a check payable to the ward from the appropriate "Other" subcategory.
· Fill out a Tithing and Other Offerings slip in the name of the ward, cross out "Other" on the slip, and write in the name of the budget subcategory and the amount of the check.
· Record the deposit in MLS to the proper budget subcategory.
· File the white copy of the donation slip with one check stub and the expense information, and file the yellow copy and the other check stub with the donation information.
· Deposit the check at the bank using normal procedures.
How to deal with funds collected from many different people
Sometimes a collection of funds into a subcategory of the "Other" category entails donations from several different families in the unit (for example, annual youth encampments). This can cause confusion if one or more families does not donate the expected amount to the subcategory. The problem of knowing who has donated what can be daunting, especially if the same subcategory is used from year to year or there are many families contributing. There are at least two common strategies to avoid confusion:
· Maintain a spreadsheet that tracks all donations into and checks written from the subcategory (note that if the normal donation processing clerk misses a week, his replacement may not follow this method).
· Create a sub-subcategory for each family, by last name, that makes donations into the subcategory (note that this will require you to write one check with multiple sub-subcategories when paying for expenses out of that subcategory).
[bookmark: Special_subcategories]Training
In November 2006, the Church added a training course titled Understanding and Using the "Other" Category   to the online Record-Keeping and Auditing Training courses at http://lds.org.


Example Yearly Planning and Budgeting Process
Phase 1 (September)

Analyze the events of the current year.  Were activities canceled often?  Were activities rescheduled often?  What are the issues that caused these events?  Does the ward have traditional activities that help bond members and create a special atmosphere for belonging to a particular ward?  Did the planned activities represent what was spent in the budget?  How well did organizations do in meeting their budgets?  Are there budget items that are continually not meeting their numbers, or others that are continually going over?  It might be a good idea to keep a historical document with details on budget allocated and budget spent.

Phase 2 (October)
Hold a planning session in Ward Council.  Quorums, Groups, and Auxiliaries should come prepared from their own planning meeting to contribute actual dates and times for activities.  It may be useful to prepare ahead of time a calendar of previous activities (easily downloadable from the Ward Website), and a calendar of school district activities (what about holding a youth temple trip on a day they are out of school?).  The Bishop will finalize the calendar and approve all activities, the typical process will include some overlapping ideas, and the Ward Council led by the Bishop should agree on the final activity list, with the Bishop being the final authority.

Phase 3 (November – January)
From the approved activities list – have the Quorums, Groups, and Auxiliaries propose a budget for their activities based on what they think they will spend on those activities.  The historical data about previous year’s budget will come in handy at this point so the leaders can see what has been spend in the past.  Again, this will be submitted to the Bishop, the Clerk should compile this data and help the Bishop come to a conclusion as to the distribution of the Budget.

NOTE: The church budgeting system is not setup to plan this type of activity very well.  It is unfortunate that the next year’s budget is not known until after all this planning should be completed.  The best way to handle this process is to use the previous year’s budget number.  When the Final budget is received from CHQ and from the Stake, mid-January, you can go back in and correct the numbers.  By your Ward’s February Ward Council the finalized budget should be available and distributed.

Budgeting Reports should be distributed to the Ward Council members EVERY Ward council, or through an email distribution.  


MLS financial cleanup
It is helpful to clean up information in MLS periodically. Some cleanup needs to be performed before year end, because MLS will not allow some information to be deleted until it has been unused for the entire record retention period. 
[bookmark: Before_year_end]Before year end 
· Zero out any Other subcategories that are no longer needed 
· Zero out any Ward Missionary subcategories for missionaries that have returned 
· Cancel donations related to returned checks 
· Contact payees of any old (more than 3 months or so) outstanding checks to avoid the escheating process 
· Review the previous Financial Audit to make sure you have corrected except
After year end 
· Complete the MLS process for closing the fiscal year 
· Inactivate any subcategories of Budget, Other or Ward Missionary that are no longer needed 
· For any donors or payees who will never be used again (e.g., moved from the ward), set their status to Invisible 
· Enter new amounts for budgets (see Budget Allowance Accounting for guidance) 
· Reconcile the December Church Unit Financial Statement as soon as possible 
· Reconcile the budget category to make sure you have not missed any non-check expenditures 



__________________________________
(Staple Receipts on Reverse Here)
	Check #
	

	Date
	

	Clerk Init
	


 
 
Auxiliaries Reimbursement Form

	Auxiliary Name
	

	Payee
	

	Amount to Reimburse
	$

	Amount of Reimbursement that was tax
	$


Purpose:
________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________

______________________________________________________________________________________________









________________________________
Auxiliary President
Signature and Date

___________________________________
Bishopric
Signature and Date
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		Medical		High Priest		Other ______________________
		Other _______________		Elders
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				Young Men
				Young Women
				Primary
				Sunday School
				Library
				Building
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