Year End Procedure for 2022/2023 Lodge Year
Revised 01/13/2023 
Make sure member records are in order BEFORE the close of business on March 31. Updates to member records should be completed, payments posted, delinquents dropped and membership status changes completed. Make sure any active member count issues are resolved prior to the end of March 31. Please complete any transfers before the end of the lodge year!
Remember that calls to Grand Lodge CLMS Coordinators and the CLMS helpdesk will be difficult due to call volume the last days of March, so get your questions answered and resolved early in the month. 
Also make sure that the CLMS2 records reflect the correct Lodge Secretary in office on April 1, otherwise you will not be able to login after April 1 when the official change of the guard occurs. It is necessary to submit this information even if the same Secretary continues to serve in that capacity.
Starting at 3AM on April 1 CST, Grand Lodge will accept the records on file and auto file the Annual Reports for all lodges.
Prior to April 1 Lodges will be able to preview their annual report submission. Starting at 3AM on April 1 CST, Grand Lodge will accept the records on file as submitted by the Lodge Secretary and auto file the Annual Reports for all lodges. Notifications will be emailed to the Lodge Secretary in office indicating that the records are locked until the annual report submission and all processing has been completed. Another notification will be sent following the submission on April 1 along with a link to the Annual Report that was filed. An invoice for the appropriate per-capita will be emailed on April 1 to the lodge Secretary from the Grand Lodge Accounting Department and a paper copy of the invoice will be mailed to the Lodge. Finally, notification will be sent letting the Lodge Secretary know that the data-entry preparation for the new year has been completed and to proceed with April work. 
At the close of business on March 31, membership records, payments and member status should reflect your membership as of that day at the close of all business. Delinquent members should be dropped after the last Lodge meeting in March and before the end of business on March 31. Entering records retroactively once in the new Lodge year will not be possible, get it done before the close of March 31. Dues and member status changes received April 1 or after should be held until the email notification is received indicating that the Lodge is clear to proceed with April transactions. This should occur by April 5 at the latest, watch for the email and visit the CLMS2 website for progress updates.
If your member counts are off please review Knowledgebase article 154 before moving on to the next part of this document. The documents describe what needs to be done to reconcile the member counts so you can begin the new year in balance with the Grand Lodge. Requests to adjust the official ending member count for 3/31 must be in the hands of the Grand Secretary along with the required explanation and proof before June 1, otherwise the ending count in CLMS2 will stand until the following year.
It is advisable to capture the status of Lodge records at the close of business for the year ending 3/31/2023 for your permanent records and for troubleshooting either on paper or PDF format.
Checklist of things to do before the end of business on March 31:
· Drop Delinquent Members
Five (5) months and over delinquent members must be dropped after the 2nd meeting in March, prior to March 31.
· Lodge Officers and Committee maintenance
Review and update Officers and Committee persons for the new 2021/22 lodge year and confirm the list to be accurate if not done yet. Reconfirm if you have made any changes to the list since the last confirmation. Unless this is completed prior to March 31, the elected Lodge Secretary will not be able to log into the CLMS2 website on April 1.
· Lodge Info for the Grand Lodge Subordinate Lodge Directory
Review and update the Lodge Info for your Lodge to be included in the Grand Lodge Subordinate Lodge Directory for the 2022/23 lodge year and confirm the list to be accurate if not done yet. Reconfirm if you have made any changes to the list since the last confirmation. Note that this year you will also be including the Lodge Net Worth figures as part of the Lodge Info that was formerly submitted on the Annual Report in Section D.
· Top Recruiter
Review and correct Top Recruiter info for your Lodge for the 2022/23 lodge year. Note that the info displayed will be used this year as Section C when the Annual Report is filed.
· REPORTS - There are reports that should be printed for verifying the counts reported to Grand Lodge
Review the "Balance Count" report available under “REPORTS” then under “CLMS Status” on CLMS2WEB – this report may provide clues that reveal member records causing the year ending counts to be out-of-balance. If potential discrepancies are found, the report includes suggestions about each individual case. 
Next, also review the “Current Lodge Year Changes” report listed under “REPORTS” then under “Membership” on CLMS2WEB. This report may reveal where a member is counted as a + or – affecting your ending member count and shows instances where someone may have been counted more than once as a + or -. This may occur when the same transaction is entered multiple times. The report also can be used as an audit check to insure all of your new members are accounted for, drops, etc. From time to time Candidates may appear on the list because potentially incorrect transactions were used to process them. Investigate candidates that appear on this report that customarily only shows member transactions. Save a copy of this report for reference.
This may also be a good time to cleanup your candidates that never made it to membership status, either use the DECLINED or REJECTED option to indicate how they exited the process.
By printing the following report you should be able to validate the counts that you are submitting to the Grand lodge. You will need to be in CLMS2PC and you will need to be on the Roster tab.
1. Click on REPORTS 
2. Check GENERAL 
3. Select “Current Year - Year End Membership Lists ”. 
4. Click REPORT near bottom of the screen (“No records match that logical expression” will display if there are no names to report – skip to next report) 
5. Press Printer Icon to print report. 
Optional: 
Run the GL 5505 Member Report once with ACTIVE only checked and then unchecked. Print the file to PDF. This may be an invaluable tool down the road since it gives you snapshot of member records on the date you run the report. You would run this from the Reports tab, General Category, the name of the report is GL “5505” Member Report.
SUMMARY: 
. Verify that each list is complete and accurate. 
. Make corrections as needed to insure these lists are accurate and reprint. 
. Make sure a member is not counted on multiple add or drop unless you can prove this to be legitimate. 
. Also, DECEASED should include all members deceased this year and any that were overlooked in past years. 
· Additional reports that may be needed for reference:
To print these reports: 
6. Click on REPORTS
6. Check DUES AND FEES 
6. Select “Current Year - Fiscal Year End Transaction Lists”. 
6. Click REPORT near bottom of the screen (“No records match that logical expression” will display if there are no names to report – skip to next report) 
6. Press Printer Icon to print report.
You will be locked out of CLMS2 for a short time on April 1 so that Grand Lodge can accurately process all of the annual reports. Once you regain access please perform the following:
  When you log back on to CLMS2 please perform the following steps to validate that the information you submitted has been processed and updated. 
· Click Settings tab
· Validate “Elk Year Begins date" has been changed to the new lodge year.
· Validate the "Reported Elks April 1 numbers" has changed if you have reported any changes.
· Validate the "Life Members April 1 numbers" has changed if you have reported any changes
· Validate the “Default Values for New Membership Records" that the Exalted Ruler and Secretary names are updated for the new Lodges Year.
· Validate the “Default Values for Membership Cards" that the Lodge name is correct for imprint on the member cards.
  Review your Staffers, Cyber-Assistant and various Coordinators 
Review your list of Staffers to validate that the Staffers you have listed should have access and have the correct access level. Such as read only or read and write access. From this same list, also validate that the Cyber-Assistant and the various Coordinators are correct. The Coordinator assignments are very important to your Lodge, to Grand Lodge and to your State Association. Without these assignments, your Lodge committee chair or designated coordinator will not have online access to forward applications or winners to the next level. 
  60 Day reinstatements
CLMS2WEB automatically tracks 60 day reinstatements and updates the annual report if already submitted, to reflect the members reinstated 60 days from the March drop date. Visit the link http://www.elks.org/clms2web/reports/amountDueGrandLodge.cfm before issuing the check to the Grand Lodge for the updated amount due.
  Submit Payment to the Grand Lodge
Submit your payment to the Grand Lodge as required by Grand Lodge statutes by May 1. Visit the link http://www.elks.org/clms2web/reports/amountDueGrandLodge.cfm To view the current amount due to the Grand Lodge prior to issuing the check. 60 day reinstatements will affect the amount due throughout April and May as members are reinstated in your Lodge.
  Submit Charitable Giving Data
Submit Charitable Giving Data by May 1. Visit the link http://www.elks.org/clms2web/glSubmissions/charityReport.cfm.
  If your member counts are off please review Knowledgebase article 154. These documents describe what needs to be done to reconcile the member counts so you can begin the new year in balance with the Grand Lodge. Requests to adjust the official ending member count for 3/31 must be in the hands of the Grand Secretary along with the required explanation and proof before June 1, otherwise the ending count in CLMS2 will stand until the following year.
