	Date


	Ward


Membership Audit
	True
	False
	N/A
	

	
	
	
	General Membership

	□
	□
	□
	1.  Do you have the records of every member of your ward?

	□
	□
	□
	2.  Do all the records in your ward fall within your ward boundaries?

	
	
	
	

	
	
	
	Contact Information

	□
	□
	□
	3.  Are the addresses on membership records correct?

	□
	□
	□
	4.  Are the phone numbers on membership records correct?

	□
	□
	□
	5.  Are email addresses on membership records correct?

	
	
	
	

	
	
	
	Move-in Records

	□
	□
	□
	6.  Are records requested in a timely manner? (within 2 weeks)

	□
	□
	□
	7.  Once records are received, does a clerk review membership record with member?

	□
	□
	□
	8.  Is there a process established for moving records in?

	
	
	
	

	
	
	
	Move-out Records

	□
	□
	□
	9.  Are records moved out of the ward in a timely manner (within 2 weeks)?


If no information, have you:
· Called a cell phone?

· Contacted their permanent home?

· Contacted friends or former roommates?

	□
	□
	□
	10.  Is there a process established for moving records out?

	
	
	
	

	
	
	
	Accuracy

	□
	□
	□
	11.  Does a clerk check the MLS Exception Report?

If problems exist, do procedures follow directions set forth in Church Handbook of Instructions?

	□
	□
	□
	12.  Once problems are found, are they corrected in a timely manner?

	
	
	
	

	
	
	
	Ordinations

	□
	□
	□
	13.  Have all priesthood ordinations been recorded in a timely manner?

	□
	□
	□
	14.  Have certificates been prepared and delivered in a timely manner?

	
	
	
	

	
	
	
	Members Reviewing Ordinance Information

	□
	□
	□
	15.  Do ward members have a chance to review their membership information at least once a year?

Training Note:  Ward Members should be given copy of their IOS, but should NOT be issued a copy of the form entitled “Membership Record”

	□
	□
	□
	16.  Have Individual Ordinance Summaries been distributed?.

	
	
	
	

	True
	False
	N/A
	

	
	
	
	Login Information

	□
	□
	□
	17.  Do leaders have an MLS login as needed?

	□
	□
	□
	18.  Are the correct rights assigned to each login?

	□
	□
	□
	19.  Upon release, are rights taken away?

Training Note:  When a member is released, a clerk should take rights away instead of deleting a user account. Delete the user account only when records are moved out of the ward

	
	
	
	

	
	
	
	Organizational Information

	□
	□
	□
	20.  Is ward organization information stored in MLS?

	□
	□
	□
	21.  Is ward organization information updated in MLS in a timely manner?

	
	
	
	

	
	
	
	Member Progress Reports

	□
	□
	□
	22.  Are Quarterly Reports submitted on time?

	□
	□
	□
	23.  Are Quarterly Reports accurate?

	□
	□
	□
	24.  Are Quarterly Reports reviewed by Bishop?

	□
	□
	□
	25.  Are Monthly Reports turned into stake in a timely manner?

	□
	□
	□
	26.  Are Monthly Reports reviewed by Bishop?

	
	
	
	

	
	
	
	Reports

	□
	□
	□
	27.  Do Bishops review New Convert Reports on a monthly basis?

	□
	□
	□
	28.  Do Bishops review Prospective Elders on a monthly basis?

	
	
	
	

	
	
	
	Temple

	□
	□
	□
	29.  Is temple recommend information kept in MLS?

	□
	□
	□
	30.  Is temple recommend information updated in a timely manner?

	□
	□
	□
	31.  Is temple recommend information off of the information sheet?

	
	
	
	

	
	
	
	Home Teaching

	□
	□
	□
	32.  Does every person in the ward have a Home Teacher?

	□
	□
	□
	33.  Are Home Teaching records being maintained in MLS?

	□
	□
	□
	34.  Are Home Teaching reports reviewed by Elders Quorum Presidency?

	□
	□
	□
	35.  Are Home Teaching reports reviewed by the Bishop?

	□
	□
	□
	36.  Are Home Teaching reports turned in to the stake in a timely manner?

	
	
	
	

	
	
	
	Visiting Teaching

	□
	□
	□
	37.  Does every sister in the ward have a Visiting Teacher?

	□
	□
	□
	38.  Are Visiting Teaching records being maintained in MLS?

	□
	□
	□
	39.  Are Visiting Teaching reports reviewed by Relief Society Presidency?

	□
	□
	□
	40.  Are Visiting Teaching reports reviewed by the Bishop?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	True
	False
	N/A
	

	
	
	
	Training

	□
	□
	□
	41.  Are new Secretaries trained in a timely manner?

	□
	□
	□
	42.  Are new Assitant Clerks trained in a timely manner?

	□
	□
	□
	43.  Do clerks review training on lds.org on a regular basis?

	□
	□
	□
	44.  Do Priesthood leaders review training on lds.org on a regular basis?

	
	
	
	

	
	
	
	Other Items

	□
	□
	□
	45.  Have marriages been recorded correctly?

	□
	□
	□
	46.  Have divorces been recorded correctly?

	□
	□
	□
	47.  Have the full-time missionaries serving from your ward been recorded properly?

	
	
	
	

	
	
	
	Computer Use

	□
	□
	□
	48.  Has your ward been adhering to policies set forth in "Computer Use Policy"?

	
	
	
	

	
	
	
	Backups

	□
	□
	□
	49.  Are backups created on a hard drive on regular basis?

	□
	□
	□
	50.  Are backups created on floppy disks or some other external means on a regular basis?

	
	
	
	

	
	
	
	


	Date



	Ward


	Unit Number


Part 2:  Certifications, Signatures, and Representations
	Auditor.  I have completed Part 1:  Audit Checklist and have recorded any audit exceptions in the first three columns of Part 3:  Corrective Actions Plans Work Sheet.  I have reviewed any audit exceptions with the bishop and the ward clerk for memberships, 

and I have assisted them in drafting their corrective action plans.
	Name

	
	Signature
	Date

	
	Phone

	Ward Clerk for Memberships.  I agree with the results of the audit, and I understand any audit exceptions.  I will follow up to make sure that any corrective action plans are completed and audit exceptions are corrected within 30 days.  Furthermore, I certify that there are no unrecorded exceptions.
	Name

	
	Signature
	Date

	
	Phone

	Bishop.  I agree with the results of the audit and I understand any audit exceptions.  For any audit exceptions, I have written our action plans on Part 3:  Corrective Action Plans Work Sheet.  I will follow up to make sure that the action plans are completed and any audit exceptions are corrected within 30 days.  Furthermore, I certify that there are no unrecorded exceptions.
	Signature
	Date

	Stake Clerk for Memberships.  I am aware of any audit exceptions for this unit, and I will assist in resolving them.  I will also provide any needed training. 
	Signature
	Date

	Audit Committee Chairman.  I have reviewed the ward's corrective action plans and have made changes or additions to them that the audit committee feels necessary.  I have written on Part 3:  Corrective Action Plans Work Sheet the name of the stake official who has been assigned to very completion of each action plan.  I will follow up to make sure this assignment is completed.  
	Signature
	Date

	Stake President.  I have reviewed the ward's corrective action plans and the audit committee's changes to them, and I concur with them.  I also concur with the follow-up assignment that has been made.  I will follow up to make sure the assignment is completed.
	Signature
	Date


	Ward


	Unit Number


Part 3:  Corrective Plans Action Worksheet

Complete this work sheet for any audit exceptions (checklist items marked "False").   The Stake President, Stake Audit Committee, and Stake Clerk over Memberships meet to review the action plans proposed by the Bishop and to make any needed adjustments.  The audit committee chairman then completes the last two columns of this work sheet.  All audit exceptions should be corrected within 30 days.  Attach addition pages if necessary.
	To be completed by Auditor
	To be completed by Bishop
	To be completed by the Audit Committee Chairman

	Checklist Item marked False
	Explanation of audit exception
	What will be done to correct the audit exception (corrective action plan)
	Who will do it
	When this action will be completed
	Person assigned by stake to verify that the corrective action plan is completed
	When follow-up will be complete

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Part 4:  Records Needing Correction

	List of Records that need to be moved in
	List of Records that need to be Moved out
	List of Records that Live Outside Ward Boundaries
	List of Records with Inaccurate Ordinance Information

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


