
ROSTER GUIDELNE 
 
Although rosters can be received by UCD in many different file types, the preferred format to be 
received is in a text format.  The consultant should work with BOTH the coordinator AND the person 
who will be creating the roster, usually the church secretary.  Reason for this is because information isn’t 
always given to the person creating the roster. 
 
The church usually has all their membership information in a church software data base which allows 
them to create various reports they use, among which can be a membership roster.   
 
Most of the church software programs have the ability to create a report file, then do a save or export 
the data to a file.  These files can be exported/saved in a text format, cvs, word processing, Excel or PDF 
formats. 
 
To help the church, guide them to their church software stating that usually they can go to their report 
menu to select the type of file they want to produce.  Usually they are given different format options, 
one being as text, tabbed delimited, csv, comma delimited or ASCI.  Any of these formats will export 
their data to a text file. Sometimes they are also given the choices of Word, Excel or PDF. A one column 
Word or PDF format is preferred.  Excel should produce a file in rows, not columns. 
 
When a text file is opened, it will look “funny” showing spaces, quotation marks and/or a lot of commas.  
This is a “good” file and will import into UCD templates   
 
If they are in doubt, the church can submit a sample file to the office, which in turn, will send it on to the 
person doing the rosters. The file will then be opened, and will then convey back whether or not it is an 
acceptable format. 
 
A church should not send in rosters with special formatting because all is “lost” when importing into the 
templates used by UCD. 
 
Rosters are placed at the back of a directory book.  They usually consist of all member families, active 
member families only, or non-photographed families. 
 
A roster listing consists of each member family which includes all members in the household living at 
one address, such as parent’s names followed by children’s names if applicable. The entry can also 
include streets address, city, state, zip code, telephone numbers and email addresses. 
 
Sometimes a church will want to list children living at the same address as their parents as a new 
complete listing by themselves.  That is NOT acceptable.  ALL peoples living at one address should be 
listed with the address listed ONE time. 
 
Example only of included data: 
Smith, John & Sally 
John Jr., Anita 
1717 Anywhere St.  
New City, ST 11111-1111 
219-129-2190 
smithjs@email.com 

mailto:smithjs@email.com


 
The consultant should be clear to the church as to what is and what is not acceptable for printing. 
Go through the roster BEFORE submitting and bring it up to date, removing members no longer in 
church, adding new members, updating addresses and other information. 
 
Information printed in directory: 
Last name 
Names of husband & wife 
Names of children 
Street address 
Seconds address such as PO Box 
City, State, Zip code 
Total of two telephone numbers.  Can be cell phones and/or landline numbers 
Total two email addresses 
 
Information not printed in Directory: 
Be aware UCD will NOT print children’s telephone numbers or email addresses. 
Unlisted telephone numbers (UL will be shown) 
Work/business telephone numbers 
Birth dates or anniversary dates 
Non member information such as hospitals 
Middle initials unless two members have same name and can only be identified with initial 
List either a proper name or a nick name, NOT both 
 
IF the church chooses to have a symbol beside a name (such as an asterisk (*), BE sure it is listed AFTER 
the name.  Otherwise IF they put BEFORE a name, when sorting into alphabetical order, it will sort out of 
order. 
 
IF a church chooses to print second addresses, such as the “snowbird” churches, note there can be a 
charge to the church. 
 
ALSO if the church coordinator insists they CANNOT produce a file on a disk or CD, the typed format 
needs to be one column WITHOUT any writing or crossed out information whatsoever.  This type of file 
does not scan correctly. 


