STATUTORY DUTIES
OF LODGE SECRETARY
Section 12.050. The Secretary of the Lodge shall:
a. Keep accurate minutes of all meetings.
b. Maintain accounts between the Lodge and its Members.
c. Assign to each Member a number, which is shown on their membership card.
d. Receive all monies due the Lodge and pay them over to the Treasurer.
e. Inform applicants for membership of their acceptance or rejection.
f. Notify all Committee Appointees.
g. Prepare the Annual Report to the Grand Lodge.
h. Report all expulsions and suspensions to the Grand Secretary.
i. Read and answer all correspondence of the Lodge subject to the approval of the Exalted Ruler.
j. Give bond of at least $5,000 or in a greater amount as may be provided in the By-Laws (this is automatic under Property Plus $50,000 bond).
k. Present a written report of the transactions of his office to the Lodge at the first session in April and October.
l. Receive compensation as fixed by the By-Laws.
m. Perform all duties required by the Local Lodge Forum.
n. Attend all District Deputy Clinics unless excused for good cause.
p. Collect all records, materials, other information and personal property of the Lodge as described in Section 12.180.
ELKS NATIONAL HEADQUARTERS — CHICAGO 
For when you need to contact us, following are the various Grand Lodge Offices in Chicago: All mail:— (name of person/agency), BPO Elks, 2750 N. Lakeview Avenue, Chicago, IL 60614-1889.
OFFICE/AGENCY	PHONE         FAX		E-MAIL 
Grand Secretary		773-755-4708 773-755-4790 	grandlodge@elks.org
Supplies/Shipping 	773-755-4710 773-755-4711 	shipping@elks.org
Central Accounting 	773-755-4712 773-755-4713 	acctg@elks.org
Insurance 		773-755-4840 773-755-4840 	insurance@elks.org
Veterans Service 		773-755-4736 773-755-4736 	vets@elks.org
Internet 773-755-4724 	773-755-4724 			webmaster@elks.org
Convention/Meetings 	773-755-4722 773-755-4723 	conv@elks.org
Foundation/Pledges 	773-755-4764 773-755-4729 	pledges@elks.org
Foundation/Scholarships 	773-755-4732 773-755-4729 	scholarship@elks.org
Magazine/Articles 	773-755-4740 773-755-4792 	magnews@elks.org
Magazine/Circulation 	773-755-4742 773-755-4743 	magcirc@elks.org
Label Orders 		773-755-4744 773-755-4745 	labeldept@elks.org
* * * AUTOMATED DIRECTORY SERVICE — 773-755-4704 * * *
MEMORIAL BUILDING HOURS/TOURS INFORMATION — 773-755-4876

*YEAR-ROUND DUTIES
Keep correct minutes of all sessions.
Keep correct accounts between the Lodge and its Members.
Assign to each New Member a number and create a record file.
Maintain bulletin board notices and posters.
Keep membership records, including mailing addresses, correct in CLMS2Web.
Receive all monies due the Lodge, from any source whatever, paying same to the Treasurer at the earliest practicable moment and obtaining receipt.
Receive all dues from Members, paying same to the Treasurer at the earliest practicable moment, and issue Membership Cards and, if Lodge desires, identification cards.
Assist Lodge Auditing and Accounting Committee in their review of Lodge financial operation and data.
Arrange for ordering and receiving of supplies from Grand Secretary in cooperation with Lodge Trustees.
Attend to all correspondence subject to the approval of the Exalted Ruler.
Promptly handle document/record transfers with other Lodges for transferred/reinstated Members.
Assist the Exalted Ruler in applying for contests and awards available to deserving Members.
Notify appropriate Lodge personnel of required license renewals, government reports and property inspections.
Supervise entry year-round of charitable/community service statistics into Pending Charity Report at elks.org or, as now required, directly into CLMS2Web upon completion by Committees involved.
Inform persons elected to membership of that fact, and notify rejected applicants.
Attend District and State Association meetings.
Notify the Members of all Committees of their appointments, together with the subject given into their charge, and provide them with appropriate manuals.
Supply Lapsation Committee with monthly Delinquent List.
Report to the Grand Secretary each expulsion or suspension (do not include those dropped from the rolls for nonpayment of dues, or House Committee suspensions).
Report immediately to the Grand Secretary’s office any changes in Exalted Ruler’s and/or Secretary’s names, addresses, phone numbers or E-mail addresses.
Serve as a Member of the Standing Relief Committee.
Perform all duties required in connection with Local Lodge Forums.
Any additional duties approved by the Lodge.
CHRONOLOGY OF DUTIES
April:
Finalize Annual Charity Report in CLMS2 and save.
Send per capita dues to Grand Secretary as soon as possible after April 1. (Sec. 14.150, Stats.) MAY 1st DEADLINE.
Report on year’s activities to the Lodge. (Sec. 12 .050, Stats.)
Notify the Members of all Committees of their appointments, together with the subject given into their charge. (Sec. 12.050, Stats.)
Attend District Deputy Clinic.
*Continue Year-Round Duties.
May:
*Continue Year-Round Duties.
June:
Prepare Forum Box with the aid of Trustees. (Sec. 1.210, Stats.)
*Continue Year-Round Duties.
July:
*Continue Year-Round Duties.
August:
Attend District Deputy Clinic.
*Continue Year-Round Duties.
September:
Prepare all records for District Deputy Official Lodge Visit.
Order Membership Cards on Grand Secretary-supplied form.
Verify Lodge vote on Constitutional Amendments (if any) on Grand Secretary-supplied form.
Order “Key Cards” for next year.
*Continue Year-Round Duties.
October:
Report on half year’s activities of your office to the Lodge. (Sec. 12.050, Stats.)
*Continue Year-Round Duties.
November:
*Continue Year-Round Duties.
December:
Prepare Forum Box with the aid of Trustees. (Sec. 1.210, Stats.)
*Continue Year-Round Duties.
January:
*Continue Year-Round Duties.
Print and read the CLMS Year End Processes (CLMS2WEB Home page, Lodge Secretary News.
February:
Prepare Directory Information Forms Packet supplied by Grand Secretary.
Provide ballots for election (if needed).
*Continue Year-Round Duties.
March:
Begin preparing for cut-off of fiscal year in all accounts and records by March 31st.
Installation: Make sure ALL new Officers have paid their dues.
Annual Membership Report
