Secretary Reference
Compiled by Edward Sanman, PDDGER, CLMS Coordinator OR/ID/MT/WA

10/24/2023 – Notice for Lodges using OSG Billing.  Any dues changes for 2024-2025 must be approved by Lodge Floor, approved by GL Judiciary and entered into CLMS (as Prepaid dues) before Dec. 31, 2023.  Follow GL Statute 17.060.

To use a hyperlink, hover the cursor over the hyperlink and then hold down the Ctrl button and left click on the link.

Instructions for Installation and Use of the system

NOTE: Access to most of the following requires an elks.org account. 
· Click here to register if you need an elks.org account.
· If you are setup for CLMS2WEB, Click here to login.
· If you only have access to elks.org, Click here to login.
· Leave up the initial screen after your login until you are finished, this makes the system respond faster.
· Items with a * require CLMS2WEB access.  If you are a newly elected Lodge Secretary, see if the current Secretary will give you Read-Only Access to CLMS2WEB.  If you are given Read-Only Access, make sure the current Secretary REMOVES your CLMS Staffer privileges before you take office April 1st.

Americanism
· Americanism Manual
· Requisition for Americanism Supplies

Auditing & Accounting
· See FRS Below
· Auditing & Accounting Manual
· Sample Vouchers
· Year End – Upload Transmittal, Balance Sheet & IRS Forms

Awards - Elks
· Also see Youth Programs
· Certificates of Appreciation
· Elk of the Year, Officer of the Year, Citizen of the Year Awards
· Fraternal Committee Award Pin 
· GER Special Commendation Award - 2 Members
· ENF Lodge Chairman Challenge
· ER Flow Chart (Includes Important Contest Dates)
· Recruiters Watch/Desk Clock
· Recruiters Pin

Awards – Non-Elks
· Citizen of the Year (see Awards above)
· Public Safety Metals of Valor & Service (Certificates)
· Public Safety Metals of Valor & Service (Metals & Instructions)

Board of Directors (Lodge Secretary & Lodge Treasurer are voting members)
· Guide for BOD
· BOD & Trustee Test

Budget Process
· Auditing & Accounting
· Budget Process
By-Laws (Local Lodge) Revision and Amendments – By-Laws must be revised every 5 years.
· GLS Statute 17.060
· By-Laws Worksheet *
· By-Laws Revision/Amendment System *

CLMS – Membership System, Reports, Print Billings, Member Cards, ID Cards
· CLMS Overview
· March - Year End Procedures
· CLMS2WEB / CLMS2PC Quick Reference
· CLMS2WEB Help *
· CLMS2PC Online Help *
· CLMS2PC for Windows Help (Need to login)
· Upgrading to CLMS2PC for Windows 2023 
· Check if your PC can run CLMS2PC for Windows 2023?
· Instruction for deinstall CLMS2PC 2018 and then install CLMS2PC 2023
· CLMS2PC 2023 will look and operate just like CLMS2PC 2018
· CLMS2PC 2018 will operate on older PCs through Oct. 2023
· Windows 10 – Microsoft will drop support Oct. 2025
· Add a New Member (never been an Elk)
· 60 Day Reinstatement
· Regular Reinstatement
· Affiliation from another Lodge (Transfer Dimit, Cert. of Release, Absolute Dimit) 
· Drop Member Process
· Life Membership Overrides (Years and Age, Lodge By-Laws) *
· ENF Donation Account Setting *
· Expert Mode *
· Change Lodge Dues * (Need to be in Expert Mode)
· Change Lodge Fees * (Need to be in Expert Mode)
· Change Lodge Optional Donations and Fees * (Need to be in Expert Mode)
· Out of Balance
· Balance Count Report *
· Correction Methods - KB154 

Club Governing Board (House Committee)
· If Board of Directors, Lodge Secretary & Treasurer are voting members.
· House Committee Handbook
· Club Management
· House Committee Test
· Activities Manual
· Placemats – Mother’s Day, Memorial Service, Veterans, God Bless America, Flag Day, Elks Youth

Committees (Lodge)
· Statutory
· Lodge
· Committee Assignments - Annual Procedures

Contacts – Refer to your State Directory
· Other Nearby Lodge Secretaries
· District Deputy
· District Leaders (State Directory)
· Special Deputy
· State Sponsor (State Directory)
· State Elks Officers and Committees - AK
· State Elks Officers and Committees - ID
· State Elks Officers and Committees - MT
· State Elks Officers and Committees - ND
· State Elks Officers and Committees - OR
· State Elks Officers and Committees - SD
· State Elks Officers and Committees - WA
· State Elks Officers and Committees - WY
· CLMS Coordinators
· FRS Coordinators
· Grand Secretary

Contests – Lodge
· All American Lodge Contest
· Websites – Attractive & Informative
· Community Projects Contest

Community Programs
· Community Investment Programs (ENF)
· CIP Resources
· Toolkits, Final Reports, Webinars, Coordinators, Veterans Resources, ER
· Participation Report, Grant History, Grand Compliance
· Fly the Flag Program & Certificate
· Organ Donor Program
· Patriotism Week Proclamation
· Elks & Community Service Flyer
· Americanism Manual Supplement (includes Americanism Supplies Price List)

Drug Awareness Program (DAP)
· Main Web Page
· Drug Awareness Manual
· Drug Awareness Material Order Form
· Elks Drug Awareness Program – Youth Award (President’s Volunteer Service)
· Order/Request Order Forms
· Comic Books
· Enrique Camarena Award Nomination
· Poster/Essay Contest
· Ray Lozano Tour Request Form
· Heather Di Blasi Tour Request Form
· Presentations
· Reports


Elks Magazine
· Submit Fraternal News – Guidelines
· Submit General Interest Article

Elks National Foundation (ENF)
· Chair Challenge Award
· ENF Supplies Order Form

Financial
· Borrowing / Mortgage
· Credit/Debit Cards
· Restricted Funds
· Vendor Accounts (Food)
· Allow Vendors to Electronically transfer money from Lodge Checking?? (FSA, Sysco)

Forms / Member & ID Cards
· Application for Membership, Reinstatement, Affiliation (Order) *
· Request Form – Transfer Dimit, Cert. of Release, Absolute Dimit (PDF) *
· Granted Form - Transfer Dimit/Absolute Dimit/Cert. of Release * (if in CLMS, go into CLMS2PC Online and use ‘Forms/”5505” button, then select type to generate)
· Certificate of Release (PDF) * (if not in CLMS, but you have paper 5505)
· Membership & ID Cards - Order *

FRS
· FRS-Manual
· FRS-Auditing & Accounting Manual
· FRS-Training/Manuals/Coordinators/Q&A/Help/Contact
· FRS-Designated Email Accounts *
· FRS-Due Date Calendar 2023-2024

General
· Elks Structure
· Elks Acronyms
· Sticker – Member Cards
· Lodge Business Plan
· Records Retention

HELP
· See Contact above for CLMS Coordinators, DD, etc.
· Secretary Forum * (ask questions and other Secretaries will respond with help)
· CLMS2 Knowledgebase * (Frequent Questions, Instruction Videos,

Lodge Meetings
· Roberts Rules (Elks Version)
· Voting Rules
· Out of Order Motions
· Order of Business – Regular, Optional, Special
· Annual Election of Officers
· Fill Vacant Officer Position 
· Balloting on Candidates

Lodge Officers
· ERs, Officers, Committee Members Manual
· Lodge Officers Test
· Appoint Justice or Mediator from Another Lodge

Music Royalties – ASCAP, BMI, SESAC

Membership
· Manual for Investigation/Interview Committee
· Membership Program and Planning Manual
· Playbook for Adding New Members
· New Member Survey
· New Elk Orientation Video
· Membership Forum
· Candidate Statistics - Timings

OSG – Dues Statements
· Billing Calendar (Any dues change by Dec. 1)
· OSG Pre-check *
· OSG Enrollment/De-enrollment *

Other Lodge Corporations
· Incorporated Lodge
· 501(c)3 Charitable 
· For Profit Corporation
· PER Association can NOT form a separate corporation.

Public Relations
· Developing New Elks Lodges
· Privacy and Social Media Policy
· Public Relations and Media Handbook
· Social Media Guidelines

QuickBooks Training Materials (scroll to bottom)

Scholarships (ENF)
· Home
· Most Valuable Student
· Legacy Awards
· Emergency Educational
· Weigel Medical School
· Scholarship Guidelines



Secretary
· Secretary Manual
· Secretary Test
· Charity Giving Instructions
· Guide to Courts of the Order (Many Secretary Duties)
· Appointing Staffers, Coordinators
· Hoop Shoot Coordinator (instructions)

Trustees
· Incorporated Lodge Duties
· Unincorporated Lodge Duties
· Club Governing Board (if Trustees in charge of Club)

Veteran’s Programs
· ENVSC Voluntary Service Guide
· Lodge Veterans Chair Welcome Guide
· Lodge Veterans Chair Quiz

Youth Programs
· Youth Activities Programs Manual
· Hoop Shoot
· Cert. of Participation
· Soccer Shoot
· Cert. of Participation
· Americanism Essay Contest Theme, Entry Form
· Cert. of Participation
· Antlers Program (Junior Elks)
· Dictionary Program
· Dictionary Project Info
· Dictionary Project Brochure
· Order Dictionaries
· Junior Golf Program
· Cert. of Participation
· JROTC Awards Program
· President’s Volunteer Service YOUTH Award Application (DAP)
· Scouting (Eagle, Arrow of Light, Girl Scout) Certificates)
· Scouting (Boy Scouts-Marvin Lewis Award)
· Elks & Scouting Managing Guidelines
· Youth Protection Guidelines
· Youth Recognition Program (Teen/Student of the Month/Year)
· Youth Week Proclamation
