[bookmark: NewMember]New Member – (Never been an Elk)
1) Fill out “Membership Application” form.  Secretary Manual Exhibit C-1.
2) Pay Initiation Fee (per Lodge By-Laws)
3) Check if person is in the Expelled Report or Suspended Report (Reports tab)
4) Enter application into CLMSWEB.  Roster / Add Candidate / “has never been a member of the Elks”, and press Submit
5) Filling in “Candidate Contact Information” and Submit
6) You will then be in the “Application Milestones” section.  You can correct the Applied Date if it is not correct.  Proposed Date is date Application was read on the Lodge Floor. Proposer is the member who proposed the new candidate.  NOTE: Date must advance in sequence.  The Elected Date CANNOT be before the Proposed Date
7) Post the Candidates Name, City & State, Occupation, name of proposer and date when candidate will probably be voted on.  Vote Date must be at least 7 days after you posted the lodge bulletin board (GLS 14.010).
8) Within 3 days of receiving the application, you must refer the application to the Fraternal Committee for an interview and investigation.  Application is returned to Lodge Secretary.
9) Read Candidates name at the next regular Lodge meeting. (Update CLMS Proposed date)
10) When Fraternal Committee returns Investigation Report, update CLMS2 Investigation date).
11) Vote on Candidate at the Regular Lodge meeting as posted on the Bulletin Board.
12) Notify Candidates that they have been elected to membership and what date they will be Initiated and to bring a check/Credit Card/Cash for $$$ for their pro-rated dues and any remaining Initiation Fee.
13) On Initiation night, collect their dues and any remaining Initiation Fee.  Once you have their correct money, have them sign the By-Laws booklet and then print their Membership card and Spouse ID card before Lodge meeting.
14) Initiation.
15) At end of Initiation (or Lodge Meeting), give then their new Membership Card and ID Card.

[bookmark: SixtyDayReinstate]60 Day Reinstate Member from your Lodge (Dropped for Non-Payment)
1) Member was dropped from Non-Payment during March.
2) They have 60 days starting March 31 to reinstate by paying previous years dues plus the current year’s dues.  If they are NOT willing to pay TWO (2) years dues (last year and current year), then handle as a Regular Reinstatement below.
3) There is no application, no reading on the floor, no investigation, no election, no reinstatement fee.  
4) In CLMS2WEB, bring up member’s record (find in Dropped filter).  Use the Wizard Menu to perform a “60 Day Reinstatement”.
5) Apply the previous year’s dues.
6) Apply the current year’s dues. 
7) The Dropped Date Record will be removed from their history and they should show that they are paid current.
8) Print Membership and ID Cards and give to member.



[bookmark: RegularReinstate]Regular Reinstatement of Member from your Lodge (Dropped for Non-Payment or Holds Absolute Dimit from your Lodge)
1) Fill out “Application for Reinstatement”. Secretary Manual Exhibit D-1.
2) Pay Reinstatement fee (Dropped for non-payment or Absolute Dimit).  These are 2 different fees that are specified in your By-Laws.
3) Check is person is in the Expelled Report or Suspended Report (Reports tab)
4a) Find person’s CLMS2 record in CLMS2WEB (“Inactive”).   Use the Wizard Menu to “Reinstate Member”.
4b) If person is NOT in CLMS2, then find their old 5505 card, which shows their membership history. Use “Add Candidate” and select “is a former member of this lodge who is reinstating his or her membership”.
4c) If you can’t find their old 5505 card, see if they have an old membership card, old Elks Magazine with their mailing name and address.  Do they remember someone who was initiated with them?  If there is no documentation you can contact Grand Lodge and see if they have an old address record on the person.  If no one has any documentation, then treat them as a new member (orientate and initiate them).  Contact your CLMS Coordinator to help with these difficult cases.
5) The person will need to be Name Posted on Bulleting Board for 7 days before vote, Proposed on the Lodge Floor, Investigated, Voted on, Collect pro-rated dues (Lodge, State, GL) and finally Reinstated.  The Candidate will NOT be Orientated or Initiated.
6) Print Membership and ID Cards and give to member.

[bookmark: Affiliation]Affiliation by Transfer Dimit, Absolute Dimit, Certificate of Release or Certificate of Status from another Lodge.
1) Except for an Absolute Dimit, the other Lodge has to release the member before you can process him.  If the release is via CLMS, you will receive an “Incoming Transfer” (Roster tab).  
2) If you receive paper records with the release, on the Roster / Control Panel, you will need to “Add a Membership Candidate”.  Select the type “transferring” or one of the affiliating selections and press “Submit”.  For an Absolute Dimit or Certificate of Release it will ask you to enter the candidate’s Last Name and Old Lodge Number.  If it finds the record, it will populate the Candidate’s Record for you, if it can’t find the record, you will have to manually enter the data from the paper form.
3) Have candidate fill out “Application for Affiliation in”. Secretary Manual Exhibit E.
4) Candidate pays proper Affiliation Fee. There are 3 different fees specified in your By-Laws.
5) The person will need to be Name Posted on Bulleting Board for 7 days before vote, Proposed on the Lodge Floor, Investigated, Voted on, Collect pro-rated dues (Lodge, State, GL) and finally Affiliated.  The Candidate will NOT be Orientated or Initiated.  
a. NOTE: A Transfer Dimit does NOT have to pay and pro-rated dues since they are paid current with their old Lodge.
b. NOTE: For a COR, Absolute Dimit or Certificate of Status, be sure they have paid their pro-rated dues and any fees.
6) Print Membership and ID Cards and give to member.

