NOTE TO ALL SECRETARIES

This document has been prepared by your CLMS Coordinators – Mark Cronin, Jim Fuller, John Mack, and Ed Rosenberg – to give you important information you need to prepare for Lodge Year 2009-2010.

It is important that you are using CLMS to manage your membership.  Grand Lodge is well on their way to managing all databases based on the information contained in the files you send to Chicago when you do a backup.  You need to be sending backups to Chicago on a regular basis to keep these databases up to date.

There are several advantages to you:

· You only have to update information ONCE, in CLMS.

· The reports you have been preparing manually and submitting to your DD, etc. will no longer be required – instead, the DD obtain these from the Grand Lodge web site.  Less work for you!

· You know the information is accurate, because you entered it.  You no longer have to rely in someone in Chicago re-keying information.

If you need assistance, please do not hesitate to contact any of us.

Change Lodge Settings to Calculate Dues Correctly
In Lodge Settings, put “11.00” in the “Per Capita” fields and “3.00” in the “GL Insurance” fields:
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When you have made these changes, your screen should look like this:
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Make sure you save your settings.

Next year, when you set up for 2010-2011, the fields for “Current Year” should be changed to reflect the $3.00 for GL Insurance and $11.00 for GL Per Capita.

Printing Dues Statements

Open “Reports”, and then click the “Membership Dues Notices” radio button:
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On the right of the next screen, click on “First Dues Statements – Valid Jan 1 to March 31”:
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You will need to print statements for Regular Members and again for Life/Honorary Life Members and Delinquents by selecting the appropriate radio button.
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Leave the “Custom Dues Statement” radio button selected – the Grand Lodge Form Code 591100 is no longer available.

Change any other options as desired.

On the printed statements, the “tick marks” on the right are fold indicators.  The statement is designed for use with a standard #10 window envelope, with the window on the left.  These can be obtained locally or ordered from Grand Lodge.  The statement is also designed to use a #9 window envelope with the window on the right as a return envelope.  These can be obtained locally or ordered from Grand Lodge, item # 590400, $22.00 per 500.

Printing Membership Cards

If you are going to use CLMS to print Membership Cards, these are the cards to order:

	Blank Membership Cards, 8-Up
	582808         $10.30

Sold in Lots of 100

	Blank ID Cards, 8-Up
	582908         $10.30

Sold in Lots of 100

	Blank Life & Honorary Life Cards, 8-Up
	583408         $10.30

Sold in Lots of 100

	Blank Regular & Spouse Combo, 2-Up
	582208         $10.30

Sold in Lots of 100


Dropping Members

If you need to drop members for non-payment of dues, enter “03/31/2009” in the “Dropped” field:
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DO NOT ENTER A DATE AFTER 03/31/2009 – DOING SO WILL IMPACT YOUR MEMBERSHIP NUMBERS, AS THOSE RECORDS WOULD BE INCLUDED IN THE REPORTS FOR 2009-2010 INSTEAD OF 2008-2009!!!!

Year-End Procedures

Follow the Instructions in the enclosed “CLMS Year End Steps”:

Backup

Lodge Officers Maintenance

Committee Maintenance

Lodge Settings – Exalted Ruler’s & Secretary’s fields.

Reports (to verify Year End Report)

Reports (reference)

Submit Reports to Grand Lodge (Page 1 and Page 2)

Lodge Settings – Do this AFTER GL has accepted your Year End Report.


Update the “Elk Year Begins” field – 2009.

Update the “Number of Reported Elks” field.

Update the “Number of Life Members” field.
