MONTHLY MEMBERSHIP AND ACTIVITIES REPORT INSTRUCTIONS

Following are instructions on how to use the Microsoft Word document named M&A.doc.

First retrieve the file from http://www.lions14k.org/Forms//M&A.doc and save the document in a convenient place to you on your PC.
After the document is open, choose which field you wish to start with by clicking on it.  The logical choice will probably be the field after the word ACTIVE in the upper left hand corner.

Proceed to enter data in the fields pertaining to your requirements for the month.

To change to a particular field, use the Tab key until you reach that field and again enter your data.  When you get to a check box, enter an X (uppercase) in the appropriate box.
When you get to the field under                  enter your data. At the end of your sentence and each additional sentence, enter return/enter and continue until you are finished. Your report is now complete.  
Once you are satisfied that everything is as you want it, save the file to some convenient name which makes sense to you (i.e. November 07, 1107or Nov 07) or whatever meets your fancy.

When you have saved the file, email it to the district officers on your list, which should be the district governor, vice district governor, region chairperson, zone chairperson, maybe the Tattle Tailer editor who prefers United States Mail, and to yourself as a test whether the file was transferred properly.  You might also wish to send me a copy at lolelion@ptd.net. This would allow me to extract information pertaining to upcoming Fund Raisers which I will put on the website.  You may want to add a group pertaining to these addressees to your email list.
As a time saver, the first time you use this form, you may want to enter you club name, secretary’s name, phone #, address, city and zip and save the file to a name, other than M&A.doc, of your liking to be used each month.  You may want to keep M&A.doc just as a backup.
Lot’s of luck.

Any problems, contact me at

lolelion@ptd.net
610-966-3841
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