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Foreword 

As Lodge Secretary, you are the backbone of your Lodge and the point of contact for the Provincial 

Office. You are responsible for the good management and constitutional running of the Lodge, so you 

should read all the advice and communications from the Province keeping a file for future reference. 

Although often demanding and frustrating, the Office is rewarding. 

This booklet is for the information of all Lodge Secretaries and Scribes and is intended to be a useful 

aide-memoir when checking on a particular method or action required, prior to implementing a change 

of policy within the Lodge. Hopefully it will complement information given in the Book of 

Constitutions and at training seminars. 

It is the Provincial Grand Master’s recommendation that Lodges operate a policy that all Lodge 

appointments should be for a maximum of five years. It is therefore essential that you as Lodge 

Secretary give adequate training to the Assistant Secretary or another possible replacement.  

Build up a happy working relationship with your Lodge Director of Ceremonies by providing him with 

information that he needs to know, such as advance news of the work to be undertaken and updated 

Toast lists etc. Your Lodge Treasurer may need your help in relation to members attending meetings 

and numbers of guests etc. Remember that your Master is only there for a year, so give him the benefit 

of your experience and help him as much as you can. 

Notification of correspondence from Provincial Grand Lodge to your members is an important part of 

every Secretary’s duties. For instance, it is insufficient to  say in passing, that it is available on your 

desk after the meeting; provide them with copies of the information, physically and/or electronically, if 

necessary précised with the salient points.  

Should you be in any doubt regarding the correct course of action to take for any particular problem, 

then a telephone call or e-mail to the Provincial Grand Secretary could save you considerable time and 

worry. In all probability, the problem or unusual situation that is presenting itself to you is one that has 

been previously seen and dealt with by others. Remember that the Provincial Grand Secretary and the 

Secretariat are always happy to help and support you. 

The rules and regulations and general principles outlined in the document apply equally to Mark and 

Royal Ark Mariner Lodges in the Province of Middlesex and reference to ‘Secretary’ also refers to 

‘Scribe’  

 

All correspondence, forms and returns from any Lodge to Mark Grand Lodge must be sent 

through the Provincial Grand Secretary.  

 

The prime objective of the Secretariat is to administer all matters pertaining to the Province in 

accordance with the requirements and wishes of the Provincial Grand Master and the Constitutions and 

Regulations of the Grand Lodge of Mark Master Masons. 

 

It is also our objective to support and assist all the Lodges within Middlesex to comply with the 

guidance of the Constitutions and Regulations and conform to the administration requirements of the 

Grand Lodge of Mark Master Masons. Should a Lodge be considering handing its warrant back, it is 

imperative that the VO and the relevant APGM be involved prior to the decision being made. 

 

Darrel Palmer 

Provincial Grand Secretary       



3 
 

CONTENTS 

                                                                                                                                                                                   PAGE 

1. ACCOUNTS 5 

2. AGENDA - EXAMPLE - See Annex A 5 

3. ANNUAL RETURN - GRAND LODGE 5 

4. ANNUAL RETURN - PROVINCIAL GRAND LODGE 5 

5. BOOKS - REFERENCE 6 

6. BY-LAWS - LODGE 6 

7. BY-LAWS - PROVINCIAL 6 

8. CANDIDATE(S) - CERTIFICATE 6 

9. CANDIDATE(S) - ADVANCEES/EXALTEES 6 

10. CANDIDATES - JOINING MEMBERS 7 

11. CONSTITUTIONS 7 

12. CORRESPONDENCE 7 

13. DISPENSATIONS 8 

14. FEES 8 

15. GRAND LODGE - MEETINGS 8 

16. GRAND RANK 8 

17. HONORARY MEMBERS 8 

18. INSTALLATION RETURN - MARK GRAND LODGE 9 

19. INSTALLATION RETURN - PROVINCIAL GRAND LODGE 9 

20. LODGES OF INSTRUCTION 9 

21. MEETINGS  9 

22. MEMBERSHIP LISTS 9 

23. MINUTES - EXAMPLE - See Annex B 9 

24. NEW LODGES 10 

25. OFFICIAL VISITS 10 

26. PRECEDENCE - LODGE 11 

27. PRECEDENCE - SEATING 11 



4 
 

28. PROVINCIAL GRAND LODGE - ANNUAL MEETING 11 

29. PROVINCIAL GRAND MASTER 11 

30. PROVINCIAL GRAND RANK 11 

31. GRAND RANK / PROVINCIAL GRAND RANK - ABBREVIATIONS 11 

32. RECORDS - LODGE 12 

33. RECORDS - MEMBERS 12 

34. BOOKS - RECORDS 12 

35. REGISTRATION - NEW MEMBERS 11 

36. RESIGNATIONS/EXCLUSIONS/DEATHS 12 

37. RETURNS AND FORMS 12 

38. RULES - BOOK OF CONSTITUTIONS 13 

39. SALUTES - GRAND OFFICERS 13 

40. SUMMONS 13 

41. TOAST LIST - See Annex D 13 

42. YEAR BOOK RETURN 14 

43. VISITING OFFICER 14 

ANNEX A - Agenda Example        15 

ANNEX B - Minutes Example      18 

ANNEX C - Recommended Abbreviations of Ranks  22 

ANNEX D - Toast List 23 

 

     ANNEX E – Meeting - Secretary’ Check List                                                                                                           25 

 

     ANNEX F – Meetings – Timings                                                                                                                                26 

 

     ANNEX G – Mark Grand Lodge Fees                                                                                                                      27 

 

     ANNEX H – Provincial email Addresses                                                                                                                  29   

 

      ANNEX I – Brief Aid Memoire                                                                                                                                30 

     ANNEX  J – Lodge Closure Guidance                                                                                                                      31 

 

 

 

 



5 
 

 

1. ACCOUNTS 

Lodge by-laws cover the presentation and approval of the annual accounts. Subsequent to the 

meeting at which they receive approval Rule 132(i) Page 449 requires 3 signed copies of the 

approved accounts to be sent to the Provincial Grand Secretary; however a scanned copy may 

be sent electronically. 

2. AGENDA: EXAMPLE 

    See Annex A 

3. ANNUAL RETURN: MARK GRAND LODGE 

All secretaries will receive the Mark Grand Lodge Annual Return through the Mark Grand 

Lodge website Keystone-on-Line; these are usually available in September. 

The Annual Return, which should be printed off by the secretary, includes a list of all the 

members of the lodge together with the schedule of fees payable by the lodge and 

instructions from Mark Grand Lodge on the rendering of the Annual Return. 

The procedure is that: 

• A copy of the completed Annual Return together with the cheque, made payable to 

‘Grand Lodge of Mark Master Masons (GLMMM)’, should be sent to the Provincial 

Grand Secretary giving enough time for payment to be forwarded to Grand Lodge in 

the time frame required. If you pay electronically, then you must notify the Provincial 

Grand Secretary that you have done so, immediately, quoting your reference. 

• One copy of the return should be retained by the secretary, and one copy sent for 

retention by the Lodge Treasurer, as it is his duty to ensure that the cheque drawn is 

for the correct amount.  

It is imperative that secretaries, whose responsibility it is, ensure that the Mark Grand Lodge 

database is up to date prior to the required date for the Annual Return to be submitted. No 

alteration can be made to the annual return so checking the data, prior to 31st August and 

in sufficient time for amendments and corrections to be made, is the only way to ensure it is 

correct.   

4. ANNUAL RETURN: PROVINCIAL GRAND LODGE 

All secretaries will receive copies of the Provincial Annual Return of Membership and Dues 

through the Provincial Grand Secretary in September. Secretaries are responsible for 

ensuring all the details are correct 

The Provincial Grand Lodge has the power to raise a levy from Lodges in the Province to 

cover the administrative expenses of the Province. Provincial dues are based on the number 

of subscribing members. That number will be the same as notified by GLMMM on Keystone-

on-Line. It is therefore imperative that any changes to the lodge membership is notified to 

the Provincial Grand Secretary on an ongoing basis and as soon as possible. 

The procedure is that: 

• A copy of the completed Annual Provincial Return together with the cheque, made 

payable to ‘Provincial Grand Lodge of Mark Master Masons of Middlesex’ 

(PGLofMMofM), should be sent to the Provincial Grand Secretary. If you pay 
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electronically, then you must also notify the Provincial Grand Secretary that you have 

done so, quoting your reference. 

• One copy of the Return should be retained by the secretary, and one copy sent for 

retention by the Lodge Treasurer, as it is his duty to ensure that the cheque drawn is 

for the correct amount. 

Note: If you believe that the Annual Return to Mark Grand Lodge or Provincial Grand Lodge 

is incorrect, then contact the Provincial Grand Secretary. Do not change the numbers shown 

on the relevant return. 

 

5. BOOKS: REFERENCE 

The following reference books and booklets will need to be kept by the Secretary: 
 

5.1. Mark Grand Lodge Year Book and Book of Constitutions and Regulations 

5.2. Provincial Year Book  

5.3  United Grand Lodge of England Constitutions 

6. BY-LAWS: LODGE 

Amendments to the by-laws, having been approved by the members of the lodge following 

appropriate Notice of Motion, three copies will need to be submitted to the Provincial Grand 

Secretary, for approval by the Provincial Grand Master on behalf of the Grand Master. 

Secretaries are strongly encouraged to consult with the Provincial Grand Secretary before 

making any arrangements to amend existing by-laws. 

A model copy of Lodge By-Laws is available from the Provincial Grand Secretary and the 

Provincial website. 

Secretaries are reminded that it is essential for all Advancees and Joining members to be 

presented with a copy of the by-laws of the Lodge as well as the Mark Grand Lodge Year 

Book. 

It is strongly recommended that a lodge reviews its’ by-laws at least once every 5 years to 

ensure their relevancy. 

7. BY-LAWS: PROVINCIAL 

A copy of the By-Laws of Provincial Grand Lodge is printed in the Middlesex Year Book. 

8. CANDIDATE(S): CERTIFICATE 

The secretary should on all occasions when reading out the details of the Candidate in Open 

Lodge prior to the ballot being taken ensure that he reads out the statement that “...having 

made due and proper enquiry with regard to his character that in the opinion of the 

Master/Committee he is a fit and proper person to be admitted a member of the Lodge”. 

9. CANDIDATE(S) - Advancees/Elevatee 

A Candidate must apply in the prescribed form. If he is proposed in Open Lodge at one 

regular meeting he must be balloted for at the next or the proposal will lapse. He must be 

advanced within one year or the election is void. If his proposal is not made at a meeting then 

the required information must be provided to members at least 14 days prior to when he is to 

be balloted for. All candidates must produce their Master Masons Certificate. The secretary 
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must before the ballot is taken satisfy himself that the body granting the certificate is 

recognized by the United Grand Lodge of England or by Grand Lodge as the case may be, in 

any case of doubt shall make any necessary inquiries of the Provincial Grand Secretary.   

Secretaries are reminded of the need to strictly adhere to the requirements of Rule 134 of the 

Book of Constitution and ensure that in all cases the Summons must include the following 

details on all Candidates for Advancement: 

Full name (surname and forename(s)) 

Date of birth  

Place or places of abode 

Name(s) and number(s) of Craft Lodge  

Names of Proposer and Seconder  

Date of proposal in Open Lodge 

These requirements also apply to the Royal Ark Mariner Degree, with the additional 

stipulation that the name(s) and number(s) of the Candidate’s Mark and RAM Lodges, if any, 

shall also be included.  

10. JOINING MEMBERS 

A Candidate for Joining, or Re-Joining, must apply, be proposed, seconded and balloted for 

in the same way as an Advancee. 

Before the ballot he must produce his Mark Grand Lodge Certificate and Clearance 

Certificates for all the lodges of which he is or has been a member. 

The same details must be given for joining and re-joining members except that instead of his 

age the names and numbers of his lodges must be given. 

11. CONSTITUTIONS 

Secretaries are reminded that it is essential for the Book of Constitutions, together with a 
copy of the By-Laws of the Lodge, (Rule 141 (i) to be presented to all Candidates on their 
Advancement, and Masters, at their Installation. In addition, Candidates and Masters should 
be presented with a copy of the Middlesex Year Book. The Advancee Pack, provides a tie, 
token, Middlesex Year Book and some interesting literature.   
welcomepacks@middlesexmark.co.uk 

12. CORRESPONDENCE 

All correspondence should be addressed to the Provincial Grand Secretary. On no account 

should any correspondence, forms or returns be sent direct to the Grand Secretary, or 

a member of the Provincial Executive. The only exceptions relate to the summons which 

should be dispatched in accordance with the instructions detailed in the appropriate section 

elsewhere in the Guidance Notes, and those matters where secretaries are asked to write 

specifically to a named person. welcomepacks@middlesexmark.co.uk   

mailto:welcomepacks@middlesexmark.co.uk
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13. DISPENSATIONS 

      All requests for Dispensations should be submitted to the Provincial Grand Secretary, well 

                 in advance of the meeting, preferably 6 weeks before. Last minute requests, even if the request 

                 is received in advance, may be too late, in which case a more expensive ‘Dispensation 

        Nunc pro Tunc’ must be issued. 

 

If you think your Lodge will wish to elect as Master a brother who does not fulfill the criteria 

set out in the Book of Constitutions please contact the Provincial Grand Secretary, prior to 

the election. 

 

Application for Dispensations should be made to the Provincial Grand Secretary, clearly 

stating the reason for the Application and accompanied by the appropriate fee. 

The main reasons for an application for a Dispensation are: 

i. Change of date or venue of a meeting. 
ii. Master /Commander Elect not qualified. 

 

The Provincial Grand Secretary will be pleased to advise secretaries on all matters relating 

to Dispensations. 

14. FEES 

A schedule of current Provincial and Grand Lodge Fees are sent out with the Annual Return. 

They are also available at Annex G of this document. They will also be available on the 

Provincial website. This document will be updated on an annual basis regarding fees 

15. MARK GRAND LODGE: MEETINGS 

The Mark Grand Lodge meets at Freemasons’ Hall, Great Queen Street, WC2B 5AZ on the 

Tuesday next before the second Wednesday in March, June and September (unless otherwise 

stated in the Paper of Business). The Annual Investitures take place at the June and September 

meetings. The Grand Assembly of Royal Ark Mariners meets at Freemasons’ Hall, Great 

Queen Street, WC2B 5AZ on the second Tuesday in December 

16.  GRAND RANK 

Recommendations for Grand Rank are the sole prerogative of the Provincial Grand Master. 

17. HONORARY MEMBERS 

Honorary Members can only be elected by ballot. A Notice of Motion must be given at the 

meeting prior to the ballot. Their details to be on the Summons at the subsequent meeting. 

Although an Honorary Member may take part in discussions, he cannot vote or hold office 

in the Lodge but he may still propose or second a candidate providing he is a past master of 

the Lodge. His name is not included in the annual return of members and no fee is payable. 

Lists of Honorary Members should be shown in order of seniority of the ranks in the Order 

held by the Brethren concerned, except that the Provincial Grand Master, Deputy Provincial 

Grand Master, and Assistant Provincial Grand Masters should precede all other Brethren with 

the exception of the Grand Master, Pro Grand Master, Deputy Grand Master and Assistant 

Grand Master. 
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18. INSTALLATION RETURN: GRAND LODGE & PROVINCIAL GRAND LODGE 

Only one return is required and covers GLMMM and Provincial Grand Lodge. This return 

should be sent to the Provincial Grand Secretary immediately after the Installation meeting 

and copied to the Provincial Grand Registrar registrar@middlesexmark.co.uk . One copy of 

the Installation Return should be retained by the secretary. Blank returns for both Mark and 

Royal Ark Mariner are available on the Provincial and Grand Lodge websites. 

Note: 

"There is often a requirement, particularly in lodges with a low number of members, for a    

member to occupy 2 of the offices. This is not an issue unless the 2 offices are what are 

termed "Regular Offices", where it is not permissible, unless by dispensation from the 

Provincial Grand Master, for this to happen. The Regular Offices are Master/Commander, 

Wardens, Overseers, Treasurer, Registrar of Marks, Secretary/Scribe, Deacons, Inner 

Guard/Guardian and Tyler/Warder. " 

Solution: 

"Should a need arise for a member to occupy 2 of the Regular Offices then, on the 

Installation Return the member is shown as being appointed/invested in only 1 of the 

Regular Offices with no details entered for the second office. During a meeting, the 

member concerned can occupy the second office, if required, and that can be recorded 

in the minutes" 

 

19. INSTALLATION RETURN: PROVINCIAL GRAND LODGE 

No longer required as it is covered by the Grand Lodge Installation Return 

20. LODGES OF INSTRUCTIONS 

Details of the approved Lodges of Instruction appear in the Middlesex Year Book. Brethren 

should be encouraged to attend so as to ensure that in the Province a high standard of ritual 

work is maintained. 

21. MEETINGS  

  Secretaries Check List - Annex E 
 
  Timings for meeting – Annex F  

22. MEMBERSHIP LISTS 

If the summons does not include a list of the names and addresses of all the members of the 

lodge, an up to date membership list should be sent to the Provincial Grand Secretary, once 

a year, with the summons for the Installation Meeting, at the same time as to the members of 

the Lodge. 

23. MINUTES  

 Example – Annex B 

24. NEW LODGES 

The Provincial Grand Secretary, who should be consulted at an early stage, will be pleased 

to advise prospective Petitioners. 

mailto:registrar@middlesexmark.co.uk
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Petitions for new lodges must be submitted to the Provincial Grand Secretary for 

consideration by the Provincial Grand Master. 

The Provincial Grand Master will require to be satisfied that any new lodge will be well 

supported both immediately and in the foreseeable future.  

Approval is required from the Grand Master. 

25. OFFICIAL VISITS 

This section refers primarily to Official Visits undertaken by the PGM, 

DepProvGM and the AProvGMs (Executive Visiting Officers). 

See also Section 43 “The Visiting Officer” 

Each Lodge in the Province may expect to receive only one Official Visit in every 

Masonic Year, usually carried out by one of a team of Visiting Officers appointed by 

the Provincial Grand Master for that purpose. The Deputy Provincial Grand Master and 

the two Assistant Provincial Grand Masters (Executive Visiting Officers) will normally 

make annual visits to around 3 Lodges per year within the Group for which they have 

responsibility. This will be in place of, rather than in addition to, a visit by a Visiting 

Officer. 

Lodge Secretaries will be notified of an impending Official Visit to their Lodge by a 

member of the Provincial Executive by the Provincial Grand Director of Ceremonies or 

one of his Deputies, early in the Masonic year.  Secretaries so advised should forward a 

copy of the Summons for each meeting until the Official Visit has taken place to the 

appropriate Executive Visiting Officer and to the Provincial Grand Director of 

Ceremonies or his Deputy, as appropriate. 

An appropriate item should always appear on the agenda of the Summons for meetings 

at which the Provincial Grand Master, Deputy Provincial Grand Master or Assistant 

Provincial Grand Master is to make an Official Visit. 

E.g. “To receive the Provincial Grand Master” 

The Provincial Grand Master, Deputy Provincial Grand Master or Assistant Provincial 

Grand Master, when making an Official Visit must always be received in due form. 

Official Visits are usually made in the Mark Degree. 

Please note, however, that if an Executive Visiting Officer also attends the RAM 

meeting as opposed to making an Official Visit in this Degree, the item on the agenda is 

“To welcome”. 

The Provincial Grand Director of Ceremonies or his Deputy will be responsible for 

making the necessary arrangements and will give guidance to the Lodge Secretary, 

Worshipful Master and Director of Ceremonies regarding the ceremonial requirements 

in the Temple and at the Festive Board. 

The Provincial Grand Inspector of Works will notify the Lodge Secretary of the names 

and contact details of those Provincial Grand Officers who will be Escorting the 

Executive Visiting Officer on his Official Visit. They will each be responsible for their 

own dining fees and will be requested to contact the Lodge Secretary direct to arrange 
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their dining requirements. The Lodge Secretary will be requested to send a copy of the 

Summons for that meeting to each of the Provincial delegation attending. 

 

26. PRECEDENCE: LODGE 

The following order of precedence should be observed in processions in Lodge and when, 

for example, listing Officers on the Summons. It should be noted that the Immediate Past 

Master, I.P.M. is not an Officer of the Lodge. 

Master*, Immediate Past Master, Senior Warden*, Junior Warden*, Master Overseer*, Senior Overseer*, 

Junior Overseer* Chaplain *, Treasurer*, Registrar of Marks* Secretary*, Director of Ceremonies**, 

Almoner **, Charity Steward **, Senior Deacon*, Junior Deacon*, Assistant Secretary ***, Assistant 

Director of Ceremonies ***, Organist (if not a subscribing member, list after Tyler) ***, Inner Guard*, 

Steward (s) ***,Tyler*. 

 

*: Regular officers of the Lodge (a brother may not hold two without dispensation) 
**: Additional officers who must be appointed (a Regular officer may also hold one additional office) 

***: Other Additional officers 

27. PRECEDENCE: SEATING 

If the Worshipful Master invites a Past Master to work a degree, the Past Master will occupy 

the Chair and the Worshipful Master will be seated on his immediate left. 

Grand Officers should be seated on the Master’s right in order of precedence. 

The Official Visitor who is representing the Provincial Grand Master should be seated on the 

Master’s right and take precedence over all other Grand Officers present at the Meeting and 

at the Festive Board. 

The Advancee should be seated in the Lodge in the north-east and at the Festive Board to 

the right of the Master, even if an Official Visitor is present. 

28. PROVINCIAL GRAND LODGE: ANNUAL MEETING 

The Annual Meeting of the Provincial Grand Lodge of Mark Master Masons of Middlesex is 

held at the Grand Masters pleasure. All secretaries will receive notification of the date of the 

next meeting as soon as it is fixed. As soon as the date is notified it should appear on the 

Lodge Summons and it is the wish of the Provincial Grand Master that Brethren should be 

encouraged to attend. In accordance with the Provincial by-laws all Lodges must be 

represented at this Annual Meeting.  

29. PROVINCIAL GRAND MASTER 

The Provincial Grand Master takes precedence over all in the Province save the Grand 

Master, Pro Grand Master, Deputy Grand Master and Assistant Grand Master. He is entitled 

to the prefix ‘Right Worshipful Brother’ (R.W.Bro.). The Provincial Grand Master is assisted 

in the discharge of his duties by a Deputy Provincial Grand Master and two Assistant 

Provincial Grand Masters.  

30. PROVINCIAL GRAND RANK 

Appointment to and promotion in Provincial Grand Lodge are the sole prerogative of the 

Provincial Grand Master. 
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31. GRAND RANK / PROVINCIAL GRAND RANK: ABBREVIATIONS 

Examples shown in Annex C 

32. RECORDS: LODGE 

It is important that lodge records should be kept in a place of safety and in conditions which 

will ensure that they are still legible in 100 years’ time. Many lodges use their own banks and 

the Provincial Grand Secretary will be pleased to give additional advice on the storage of lodge 

records. 

33. RECORDS: MEMBERS 

The secretary should keep appropriate information on all members relating to such matters as 

attendance, work carried out and offices held. A Visiting Officer finds such items helpful and the 

Provincial Grand Secretary will on occasion request such information when updating his records, 

in consideration of appointment to Provincial or Grand Rank. 

 

34. BOOKS: RECORDS 

The secretary is obliged to keep the following official Record Books: 

 
Attendance & Minute Book, Rule 126 

Register of Members, Rule 127 

Declaration Book, Rule 136  

35. REGISTRATION: NEW MEMBERS 

One copy of the original application form, properly completed - including the signature of both 

the Proposer and Seconder - together with a cheque in respect of the Registration Fee made 

payable to ‘GLMMM’, should be sent to the Provincial Grand Secretary. 

One copy of the form should be retained by the secretary. 

36. RESIGNATIONS/EXCLUSIONS/DEATHS 

Secretaries should inform the Provincial Grand Secretary of the death of any member, and also 

the details of any resignations and exclusions together with a brief reason or explanation. See 

Form MR4 (2019) available on the Provincial website or from the Provincial Grand Secretary. 

The death of the Master, a Grand Officer or the Secretary, should be reported without delay to 

the Provincial Grand Secretary. 

37. RETURNS AND FORMS 

The Forms and Returns which need to be made during the course of the year are detailed as 

appropriate in these Guidance Notes but may be summarized as follows: 

REGISTRATION FORM - United Grand Lodge of Mark Master Masons  

ANNUAL RETURN - United Grand Lodge of Mark Master Masons  

ANNUAL RETURN - PROVINCIAL GRAND LODGE 

INSTALLATION RETURN - Grand Lodge of Mark Master Masons  
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38. RULES: BOOK OF CONSTITUTIONS 

The appropriate Rules are quoted throughout the Notes of Guidance. A selection of the most used 

rules are detailed below but secretaries are reminded that, “you will find that there is scarcely a 

case of difficulty can occur in the Lodge which that book will not set you right.”  

39. SALUTES: GRAND OFFICERS 

It is not customary to salute Grand Officers in their own private Lodge. Visiting Grand Officers 

and Provincial Grand Officers should be saluted with the Claps of the Degree as follows: 

  Grand Master and Pro Grand Master with 11 
  Deputy and Assistant Grand Master with 9 
  Provincial Grand Master and R.W. Brethren with 7 
       Deputy Provincial Grand Master, with 5 
      Past Deputy Provincial Grand Master, within their own Province with 5 
       Assistant Provincial Grand Masters with 5 
     Past Assistant Provincial Grand Master, within their own Province with 5 
     V.W. Brethren with 5 
       Other Provincial Grand Officers, Present and Past with 3 
 

40. SUMMONS 

Provincial By-Law 18 requires the sending of one electronic copy of the summons for each 

meeting to the Provincial Grand Secretary (or to recipients as directed by him) as well as copy 

to each member of the Lodge, to arrive not less than fourteen days prior to the date of the 

meeting, in whatever format the members of the Lodge resolve. In order to assist in the 

production of the summons a draft should be sent to the Assistant Provincial Grand Secretary 

prior to the distribution to members, ideally 28 – 35 days in advance, that he may be able to 

look through it for anomalies and inconsistencies, and to ensure it complies with the 

Constitutions and Regulations of Grand Lodge, (the consequence of Non Compliance, may 

be that part or all of that meeting has been invalidated). He will then discuss with the 

secretary any amendments that he may feel are needed. A final electronic copy of the Summons 

should be sent to the Assistant Provincial Grand Secretary who will distribute to the Provincial 

Executive as necessary.  

If documents are sent by post, please note that masonic styles and titles should not be used on 

the envelope. 

In addition, one copy of the Summons should be sent to the Visiting Officer who will be visiting 

the Lodge as the Representative of the Provincial Grand Master and, if appropriate and so 

advised, to the Provincial Grand Director of Ceremonies or his Deputy. A copy of the 

membership list should also be sent if it is not printed on the Summons. 

The Summons will not be understood as an invitation, nor require an answer. If the presence of 

the Provincial Grand Master or a member of the Provincial Executive is especially desired at any 

meeting, a letter of invitation should be sent through the Provincial Grand Secretary. 

41. TOAST LIST 

A copy of the up to date Toast List is attached as ANNEX D and can be downloaded from 

the Website 
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42. YEAR BOOK RETURN 

The Year Book Return is used to provide information for the printer. It has been simplified 

as much as possible and only alterations, deletions and amendments to the previous year’s 

entry need to be shown. 

The Year Book Return should be sent to the Provincial Grand Secretary immediately after 

the Installation Meeting.  

One copy of the Year Book Return should be retained by the Secretary. 

Forms are downloadable from the Provincial Website. 

43. THE VISITING OFFICER 

Each Lodge will have a Visiting Officers assigned usually for a period of 5years. The Visiting 

Officer is the representative of the Provincial Grand Master, and one of the prime tasks of a 

Visiting Officer is communication. Although each lodge will only receive one official visit 

each year, additional unofficial visits may take place at the discretion of the VO.  

It is the Provincial Grand Master’s request that the VO be copied into the following documents 

when they are submitted to the Secretariat: 

▪ Summons 

▪ Registration forms 

▪ Resignations or Change of Status 

▪ Installation Returns 

▪ Annual Accounts 

▪ Annual Returns 

 

The Lodge’s Visiting Officer (VO) should not be part of an in-going procession when making 

his official visit. The VO should take his reserved seat in the East to the right of the WM before 

the Lodge is opened. Also it is not the custom in Mark for Visiting Officers to receive salutations 

but as the representative of the PGM they are to be accorded every dignity and be officially 

welcomed. If there is a procession out of the Lodge, however, he will follow immediately after 

the Wardens. 

date of his intended visit and may request certain information be provided prior to that meeting. 

He will also specify any other requirements he may have for the visit. Please co-operate with 

these requests which are made for a reason and are a requirement of the Province. 

Any recommendations for Appointment or Promotion to Grand Rank or Provincial Grand Rank 

must be made via the Visiting Officer using the appropriate form. (M3 or R3) 

The Visiting Officer is a vitally important link between the Lodge and the Province. He is a 

very experienced Mason who is there to help and spread best practice. His reports will be 

factual, objective and constructive. Secretaries should take advantage of his experience when 

they need help or guidance, particularly where they feel this be better coming from outside the 

Lodge membership. 
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ANNEX A: - AGENDA - EXAMPLE        

1. LODGE OPENED 

To open the Lodge. 

2. DISPENSATION 

To read the Dispensation (s) 

3. MINUTES 

To read and, if approved, confirm the minutes of the regular meeting of the Lodge held on 

.......... and   the emergency meeting held on .......... 

To consider and, if approved, confirm the minutes of the regular meeting of the Lodge held on 

.........., previously circulated, and the emergency meeting held on .........., previously circulated. 

4. BALLOT 

To ballot for as a Joining Member/Re-joining Member, Brother .........., Member (Past Master) 

of .......... Lodge No. ..... and .......... Lodge No. ....., formerly a member of .......... Lodge No. .....  

Residing at ....... Proposed by .......... and seconded by .......... in Open Lodge on .......... 

To ballot for (and if elected) Advance, To ballot for as and Advance, Brother. ..........,  Date of 

Birth ........., Residing at .......... A Member of …….Lodge No….. Proposed by .......... and 

seconded by .......... in Open Lodge on .......... 

5. ADVANCEMENT  

To Advance Bro. .......... elected on ......... 

6. GRAND LODGE CERTIFICATE 

To present a Grand Lodge Certificate (s) to Bro. (s) .......... 

7. ALMS 

  To contribute to Charity/collect Alms. 

8. ANY OTHER BUSINESS 

To transact any other business. 

9. 1st RISING 

 Report on the Proceedings of Grand Lodge 

 Communications received from Grand Lodge 

10. 2nd RISING 

 Report on the Proceedings of Provincial Grand Lodge  

Communications received from Provincial Grand Lodge 

 The Visiting Officer may wish to speak at this Rising 
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11. 3rd  RISING 

 Any other Lodge business 

      Proposition of Candidates for Initiation/Joining/Re-Joining 

 Resignation of Members 

 Apologies for absence 

12. LODGE CLOSED  

 To close the Lodge. 

13. ELECTIONS 

At the ‘Election’ meeting; 

With the annual election of a Worshipful Master/Commander and Treasurer the following 

agenda item should be included in the summons;   

To elect for the ensuing year:- The Worshipful Master and Treasurer 

The only nominees of which the Secretary is aware are Bro A. Another, as Worshipful Master 

and W Bro B Another as Treasurer, and subject to the provisions under Rule 97(i) and 108(i) of 

the Constitutions and Regulations, it is proposed to declare the ballot in their favour. Any 

Member may, however, demand a ballot. 

  To elect for the ensuing year:- The Worshipful Commander and Treasurer 

The only nominees of which the Secretary is aware are Bro A. Another as Worshipful 

Commander and W.Bro B Another as Treasurer, and subject to the provisions under Rule 14 of 

the Constitutions and Regulations, it is proposed to declare the ballot in their favour. Any 

Member may, however, demand a ballot”. 

1. A Tyler or Warder 

2. Brethren to serve on the Lodge Committee, in accordance with By-Law No.. 

 

The other annual election should be at the Installation Meeting:1) To elect for the ensuing year 

two Brethren to serve as Auditors, in accordance with By-Law No and Rule 132(ii) 

14. ANNUAL ACCOUNTS 

To receive the Report of the Treasurer and consider the Accounts for the year ended ……….. 

15. INSTALLATION 

 To Install Bro. .......... as Worshipful Master 

16. PROCLAMATION 

 To Proclaim W.Bro. .......... as Worshipful Master. 

17. APPOINTMENT AND INVESTITURE 

 To Appoint and Invest the Officers. 
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18. PRESENTATION 

To present a Past Master’s Collar and Jewel and Past Master’s Breast Jewel to W.Bro. ........... 

19. HONORARY MEMBERSHIP 

 To ballot for as an Honorary Member, W.Bro. ......., in recognition of ....... 

20. NOTICE OF MOTION 

Pursuant to Notice of Motion given at the meeting held on .........., Bro.......... will propose that:  

The Annual Subscription be increased from £..... to £..... 

21. MOTION 

To consider a motion/resolution/proposition by Bro. .......... seconded by Bro. ....... that a Past 

Master’s Breast Jewel be presented to W.Bro. ....... 

22. RESOLUTION 

To consider a resolution/motion/proposition by Bro. .... that the Tyler’s fee be increased from 

£.. to £.. 

23. PROPOSITION 

To consider a proposition/resolution/motion that a grant of £..... be made to a Brother (widow) 

in distressed circumstances. 

24. CONGRATULATIONS 

To congratulate W.Bro. ......... on his having been invested in Grand Lodge/Provincial Grand 

Lodge with the rank of .........  

25. ORATION  

To receive a Lecture entitled .......... by ..........  

26. REPORT OF ALMONER 

 To receive the Report of the Almoner. 

27. REPORT OF CHARITY STEWARD 

 To receive the Report of the Charity Steward. 

28. LODGE CALLED OFF 

 To Call the Lodge Off 

29. LODGE CALLED ON 

 To Call the Lodge On 
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ANNEX B: MINUTES - EXAMPLE  

1. INTRODUCTION 

The Minutes of the ...th Regular Meeting of the .......... Lodge No. ...., held at Cole Court, London 

Road, Twickenham, Middlesex, on Monday ..th November 201.. 

2. PRESENT: 

  W. Bro.  A.B., PProvGJD., as Worshipful Master 
  W. Bro.  C.D., PProvAGDC.,  Senior Warden 
   Bro.  E.F. Junior Warden 

 Bro.  G.H  Master Overseer 
 Bro.  I.J. Senior Overseer  
 Bro.  K.L.  Junior Overseer 

  W. Bro.  G.H., PProvGJW as Chaplain 
  W. Bro.  I.J., PProvAGDC.,  Treasurer 
    W.    Bro                                     Registrar of Marks 
  W. Bro.  L.M., PProvGJD., Secretary 
  W. Bro.  N.O. Director of Ceremonies 
  W. Bro.  P.Q., PProvGAlm., Almoner 
    Bro.  R.S., PProvJGD  Charity Steward 
     Bro.  T.U. Senior Deacon 
     Bro.  V.W. Junior Deacon 
  W. Bro.  X.Y. Assistant Director of Ceremonies 
  W. Bro.  Z.A. Organist 
  W. Bro.  B.C., PProvGJD Assistant Secretary 
     Bro. D.E.  Inner Guard 
      Bro.  F.G. Steward 
     Bro.  H.I.  Steward 
     Bro.  J.K.  Steward 
  W. Bro.  C.M., PProvGJW Tyler 
 
Members: 
W.Bro. N.T., PProvGJD, 
Bros.  V.S., A.U., and R.W. 
 
Visitors: 
W.Bros. X.J. Alma Lodge No. 3534, Z.B. Robert Mitchell No. 2956 
Bro.  G.C. Wyke Green No. 8208. (3) 
 
A total attendance of 26. 

3. LODGE OPENED 

The Lodge was opened in due and ancient form and with solemn prayer by W.Bro. A.B, 

PProvGJD acting as Worshipful Master at 4.30 p.m. 

W.Bro. A.B. warmly greeted all the Visitors; and apologised for the absence of the Worshipful 

Master W.Bro. Z.X. who was unable to attend because of a severe infection he had contracted 

whilst on holiday in Spain. 



19 
 

4. MINUTES 

The Minutes of the ...the Regular Meeting held on Thursday ... May 201. were previously 

circulated, confirmed and signed. 

5. ADVANCMENT  

Following a report, Bro. A.J.M., who was properly prepared, and had been elected at the meeting 

held on ..st May 201..,  was admitted into the Lodge and advanced into the mysteries and 

privileges of Mark Master Masonry by the Worshipful Master.  

6. INSTALLATION 

The Worshipful Master asked the Chaplain, Secretary, Director of Ceremonies, Assistant 

Director of Ceremonies to continue in Office during the Ceremony of Installation and the 

following Past Masters to act as: 

  Senior Warden:  W.Bro. B.C., PProvGJD 

  Junior Warden:  W.Bro. P.Q., PProvGAlm 

  Inner Guard:   W.Bro. I.J., PProvAGDC. 
 
The Officers were then asked to line up in the North to be thanked by W.Bro. A.B., on behalf of 
W.Bro. H.H the Worshipful Master, for their support during the previous year. 
 
The Master Elect, Worshipful Brother C.D. was presented for Installation by the Director of 
Ceremonies. 
 
His qualifications for the office having been satisfactorily tested, all Mark Master Masons were 
asked to retire and a Board of Installed Masters was opened. 
 
The Master Elect was installed in the Chair of Adoniram according to Ancient Custom by W.Bro. 
A.B. 
 
The Board of Installed Masters was closed. 
 
All Mark Master Masons were re-admitted, and the Worshipful Master was saluted and 
proclaimed  
 
The Working Tools were presented by W.Bro. X.Y. 
 
The Warrant, Book of Constitutions, By-laws and the Middlesex Masonic Year Book were 
presented to the Worshipful Master. 

7. APPOINTMENT AND INVESTITURE OF OFFICERS 

The Worshipful Master appointed and invested the Officers as follows:  
 
Bro. E.F. Senior Warden 
Bro. C.D.  Junior Warden 
Bro. G.H  Master Overseer 
Bro. I.J.    Senior Overseer 
W.Bro. K.L.  Junior Oversee 
  
Going through the list of officers until complete ensuring that any who were absent are clearly 
marked as such  
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The Address to the Master was given by W.Bro. A.B., PProvGJD. The Address to the Wardens 
by W.Bro. N.O. and The Address to the Overseers was given by W.Bro A.A. The Address to 
the Brethren by W.Bro. B.C., PProvGJD. 

8. NOTICE OF MOTION 

Pursuant to Notice of Motion given at the meeting held on ..th May 20., W.Bro.A.B., PProvGJD 

proposed and W.Bro. I.J., PProvAGDC, seconded that: 

“As part of its contribution to ‘Middlesex 20’ the ...... Lodge No. .... make a donation sufficient 

to enable it to become a Patron of the Grand Charity.” The proposition was carried 

9. PROCEEDINGS OF GRAND LODGE 

The Secretary reported that all communications, of Grand Lodge had been circulated to all the 

members. 

10. ANY OTHER BUSINESS 

None 

11. ALMS 

Alms were collected at the Festive Board and amounted to £197.00p 

12. THE WORSHIPFUL MASTER ROSE FOR THE FIRST TIME 

The Secretary gave details of the letter recently received from the Grand Secretary regarding the 

Craft and the Methodist Religion. 

13. THE WORSHIPFUL MASTER ROSE FOR THE SECOND TIME 

W.Bro. A.B., PProvGJD., read out a letter of thanks and appreciation from R.W.Bro. ……, the 

Provincial Grand Master, thanking the Brethren for their very kind hospitality at the previous 

meeting. 

W.Bro. A.B. advised the Brethren that he had received a copy of the Annual Report of the MBF 

W.Bro. A.B. gave details of the forthcoming Annual General Meeting of the Royal Masonic 

Hospital on … December 20. 

The Secretary informed the Brethren that the Annual General Meeting of T.D.M.C. would take 

place on ..th November 199. and that of the Middlesex Sports Association on ..th November 201.. 

W.Bro. A.B. indicated that Christmas Cards in aid of the Royal Masonic Benevolent Institution 

were available from, the Charity Steward. 

The Secretary announced with regret that under Rule …. the membership of W.Bro. D.V. had 

ceased for non-payment of dues. 

14. THE WORSHIPFUL MASTER ROSE FOR THE THIRD TIME 

W.Bro. A.B. announced that a raffle would be held at the Festive Board in January for the 

MMBF. 

 
Apologies for absence were received from: W.Bros. J.B., R.C. and D.S.;  Bros. F.G. J.K. and 
L.N. 



21 
 

15. LODGE CLOSED 

The wages having been paid, all dues rendered and the working plans deposited in a place of 

safety there being nothing further offering for the good of the Order in general or this Lodge in 

particular, the Lodge was closed in  due and ancient form  with solemn prayer, and in peace and 

harmony at 6.45 p.m. 
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ANNEX C: RECOMMENDED ABBREVIATIONS OF RANKS 

Provincial Grand Master  ProvGM 

Deputy Provincial Grand Master  DepProvGM 

Assistant Provincial Grand Master  AProvGM 

Provincial Grand Senior Warden  ProvGSW 

Provincial Grand Junior Warden  ProvGJW 

Provincial Grand Master Overseer  ProvGMO 

Provincial Grand Senior Overseer  ProvGSO 

Provincial Grand Junior Overseer  ProvGJO 

Provincial Grand Chaplain  ProvGChap 

Provincial Grand Treasurer  ProvGTreas 

Provincial Grand Registrar  ProvGReg 

Provincial Grand Secretary  ProvGSec 

Provincial Grand Director of Ceremonies  ProvGDC 

Provincial Grand Inspector of Works  ProvGIWks 

Provincial Grand Sword Bearer  ProvGSwdB 

Provincial Deputy Grand Chaplain  DepProvGChap 

Provincial Deputy Grand Secretary  DepProvGSec 

Provincial Deputy Grand Director of Ceremonies DepProvGDC 

Provincial Grand Senior Deacon  ProvGSD 

Provincial Grand Junior Deacon  ProvGJD 

Provincial Grand Charity Steward  ProvGChStwd 

Provincial Assistant Grand Secretary  AProvGSec 

Provincial Assistant Grand Director of Ceremonies AProvGDC 

Provincial Grand Almoner  ProvGAlm 

Provincial Grand Organist  ProvGOrg 

Provincial Grand Standard Bearer  ProvGStB 

Provincial Grand Inner Guard  ProvGIG 

Provincial Grand Steward  ProvGStwd 

Provincial Grand Tyler  ProvGTyler 
 

 

For Grand Ranks, remove the Prov. 

For Past Ranks, insert a P before the abbreviation 
 

 

 

Provincial Royal Ark Mariner Grand Rank  ProvRAMGR 

Royal Ark Mariner Grand Rank  RAMGR 
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ANNEX D: TOAST LIST 

Provincial Grand Lodge of Mark Master Masons of Middlesex Mark Toast List  

The Queen 

 ________________________________________________________________  

The Grand Master Most Worshipful Brother His Royal Highness Prince Michael of Kent GCVO 

 ________________________________________________________________  

The Pro Grand Master Most Worshipful Brother Raymond John Smith  

The Deputy Grand Master Right Worshipful Brother John Herbert Prizeman  

The Assistant Grand Master Right Worshipful Brother Stephen Davison  

and all other Grand Officers, present and past 

________________________________________________________________  

The Provincial Grand Master Right Worshipful Brother Edward R. Garty 

________________________________________________________________  

The Deputy Provincial Grand Master, Very Worshipful Brother David C. White  

The Assistant Provincial Grand Masters, Very Worshipful Brother Steven M. Vanhinsbergh  

Worshipful Brother Peter J. Hyde  

and the rest of the Provincial Grand Officers, present and past 

________________________________________________________________  

The Worshipful Master 

                             ________________________________________________________________  

                                                                                    The Candidate * 

                             ________________________________________________________________                  

                                                                                      The Visitors *  

                              _______________________________________________________________  

                                                                                     The Tyler’s Toast 

                              ________________________________________________________________ 

                                                       * Optional Toasts Correct as of 24 Oct 2019 
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 Provincial Grand Lodge of Mark Master Masons of Middlesex Royal Ark Mariner Toast List  

The Queen 

 ________________________________________________________________  

The Grand Master Most Worshipful Brother, His Royal Highness Prince Michael of Kent GCVO 

________________________________________________________________  

The Pro Grand Master Most Worshipful Brother Raymond John Smith  

The Deputy Grand Master Right Worshipful Brother John Herbert Prizeman  

The Assistant Grand Master Right Worshipful Brother Stephen Davison  

and members of the Grand Master’s Royal Ark Council 

________________________________________________________________  

The Provincial Grand Master Right Worshipful Brother Edward R. Garty 

________________________________________________________________ 

 Holders of Royal Ark Mariner Grand Rank 

________________________________________________________________  

The Deputy Provincial Grand Master Worshipful Brother David C. White  

The Assistant Provincial Grand Masters Worshipful Brother Steven M. Vanhinsbergh  

Worshipful Brother Peter J. Hyde and  

the holders of Provincial Royal Ark Mariner Grand Rank 

________________________________________________________________ 

 The Worshipful Master 

 ________________________________________________________________ 

 The Candidate * 

 ________________________________________________________________  

The Visitors * 

 ________________________________________________________________ 

 The Warder’s Toast * Optional  

Toasts Correct as of 24 Oct 2019 
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ANNEX E: MEETING - SECRETARY’S CHECK LIST 

Before setting out for the meeting check if you need or require to take the following: 
 

1. DISPENSATION 

2. RECORD FILE 

3. MINUTE BOOK 

4. DRAFT MINUTES 

5. ATTENDANCE BOOK 

6. REGISTER OF MARKS 

7. ATTENDANCE REGISTER 

8. DECLARATION BOOK 

9. SPARE AGENDAS/Summons 

10. SPARE STATEMENTS OF ACCOUNT 

11. LIST OF OFFICERS 

12. OFFICERS NOT INVESTED 

13. CONSTITUTIONS/YEAR BOOK 

14. BY-LAWS 

15. RITUAL 

16. GRAND LODGE CERTIFICATES 

17. VOTING SLIPS 

18. BALLOT BALLS 

19. SECRETARY’S EXPENSES 

20. CHEQUE FOR REGISTRATION FEES 

21. RITUAL TO BE CARRIED OUT BY ? 

22. OFFICIAL VISITORS / Visiting Officers 

23. IN MEMORIAM 

24. APOLOGIES 

25. RESIGNATIONS 

26. PROPOSALS FOR MEMBERSHIP 

27. GRAND LODGE COMMUNICATIONS 

28. PROVINCIAL GRAND LODGE COMMUNICATIONS 

29. TOAST LIST 

30. WINE TAKING LIST 

31. BLANK APPLICATION FORMS 

32. REGALIA 
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ANNEX F: MEETING – TIMINGS -MARK 

 

        Minutes Minutes
      Coming In 4 
 Openings  4   

  

 Minutes 4 8  

 

 Risings 5    

 Closings 4   

  

 Going Out 4 13 

 

 Ballot  5   

  

 Grand Lodge Proceedings 3   

 Presentation of Certificate 5   

 Accounts 4   

 Almoner’s Report 4   

  

 Charity Steward’s Report 4   

  

 By-Laws 2   

  

 Election WM/Treas/Tyler 8   

 Dispensation 2   

    

 Advancement  40   

  

 Restore Comforts 5   

  

 Installation 60    

 Investiture of Officers 30  

 Presentation of PM Jewel 2 92 

 

The timings are estimates and although they take in to account fast and slow speakers and fast 

and slow deacons; in practice the total time taken is usually some 10% more than the sum of 

the individual parts. 
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Annex G – Grand Lodge Fees 

 

 

 

 

 

                    
 
GRAND LODGE FEES  

              1st SEPTEMBER 2019 

UK & EUROPE   

 

   

Registration on Admission or a Joining Brother   
from another Constitution not previously registered           25.00              5.00           30.00  

Registration of a Joining Brother previously registered           19.17              3.83           23.00  

Issue of a duplicate Grand Lodge Certificate           25.00              5.00           30.00  

Dispensations           25.00              5.00           30.00  

Dispensations (nunc pro tunc)           48.33              9.67           58.00  

Founder member of a new Lodge being a Brother  
already on the Register of Grand Lodge              6.67              1.33              8.00  

Annual dues payable per member for the year commencing  

1 September 2018 and due from 31 August 2019           26.25              5.25           31.50 

Annual dues per member of an Installed Masters’  
Lodge for the year commencing   
1 September 2018 and due from 31 August 2019           13.13              2.62           15.75  

Annual dues payable per member for the year commencing  

1 September 2019 and due from 31 August 2020          26.67              5.33          32.00 

Annual dues per member of an Installed Masters’ 
Lodge for the year commencing  
1 September 2019 and due from 31 August 2020        13.33           2.67         16.00 

Other Fees 
Grant of a Warrant of Constitution 
Grant of a Warrant of Confirmation 
Grant of A Celebration Warrant 
Patent of Appointment 
 
Year Book - Mark 

 
 
31.67 
31.67 
31.67 
31.67 
 
13.00 

 
 
6.33 
6.33 
6.33 
6.33 
 
NiL 

 
 
38.00 
38.00 
38.00 
38.00 
 
13.00 
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            Provincial Grand Lodge Fees 

 

Dues payable on 31st August per Qualifying 
Member 

 

5.00 

Yearbooks  
 

8:00 

Yearbook Postage (If required, otherwise collected at Provincial Meeting)  8.00 

Provincial Dispensations  0.00 

Approval of By-Laws  0.00 

Fee of Honour for first Provincial Appointment  40.00 

Fee of Honour for each subsequent appointment  20.00 

 

Note: 

As per the Provincial By-Laws, the fee of Honour for the Appointments listed below are at £0.00  

 
a. Provincial Grand Chaplain (only if in holy orders)  

b. Provincial Grand Registrar  

c. Provincial Grand Secretary  

d. Deputy Provincial Grand Secretary  

e. Assistant Provincial Grand Secretary  

f. Tyler 

 

 

 

 

 

 

  



29 
 

 

Annex H – Provincial eMail Addresses 

  Provincial Email Address 

Executive   

PGM R.W.Bro. Edward R. Garty pgm@middlesexmark.co.uk 

Deputy PGM V.W.Bro. David C. White deppgm@middlesexmark.co.uk 

APGM V.W.Bro. Steven M. Vanhinsbergh apgm1@middlesexmark.co.uk 

APGM W.Bro. Peter J. Hyde apgm2@middlesexmark.co.uk 

   

Secretariat   

PGSec W.Bro. Darrel Palmer pgsec@middlesexmark.co.uk 

Deputy PGSec W.Bro. Steve Heynes dpgsec@middlesexmark.co.uk 

Assistant PGSec W.Bro. Reg Austin apgsec@middlesexmark.co.uk 

Registrar W.Bro. Tony Hammell registrar@middlesexmark.co.uk 

Assistant to Registrar W.Bro. Paul Lane asst2reg@middlesexmark.co.uk 

Inspector of Works W.Bro. Omaid Hiwaizi iow@middlesexmark.co.uk 

Webmaster W.Bro. Peter J. Hyde webmaster@middlesexmark.co.uk 

Assistant to Webmaster W.Bro. Marcus Padman Asst2web@middlesexmark.co.uk 

Merchandise W.Bro. Bill Brodie merchandise@middlesexmark.co.uk 

   

Principal Officers   

DC W.Bro. John Billett pgdc@middlesexmark.co.uk 

Treasurer W.Bro. Martin Hickman-Ashby treasurer@middlesexmark.co.uk 

Almoner W.Bro. Roger P. Tomlinson almoner@middlesexmark.co.uk 

Charity Steward W.Bro. Headley O’Brien pgchstwd@middlesexmark.co.uk 

MMBF Chairman W.Bro. Peter Warner mmbfchair@middlesexmark.co.uk 

   

Generic Inboxes   

Craft Meets Mark W.Bro. Reg Austin craftmeetsmark@middlesexmark.co.uk 

VO Reports W.Bro. Darrel Palmer voreports@middlesexmark.co.uk 

Lodge Accounts W.Bro. Andrew Elliott lodgeaccounts@middlesexmark.co.uk 

Communications W.Bro. Alex Boothroyd comms@middlesexmark.co.uk 

Events W.Bro. Peter J. Hyde events@middlesexmark.co.uk 

bonusball W.Bro Vic Burton bonusball@middlesexmark.co.uk 
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Annex I - Brief Aid Memoire 

 

1. Dispensations – Requested from PGSec, if possible, request 6 weeks in advance. 

2. Grand Lodge Installation Return sent to PGSec within 1 week of Installation. 

3. In August of each year check that KoL is correct as per the Lodge Membership 

4. Grand Lodge Fees and Provincial Grand Lodge fees to be paid within 1 Month after issue. 

5. Candidate Registration Forms should be sent to PGSec, with appropriate fees, within 1 week. 

6. Change of Status form to be sent to PGSec within 1 week of change notification. 

7. Lodge Summons to be sent out, at least 3 weeks in advance of the Meeting 

8. Copy of Summons to be sent to Asst Prov Grand Secretary prior to distribution to the Lodge. 

9. 3 copies of the signed Lodge accounts to be sent to the Provincial Grand Secretary, immediately 

after approval by the Lodge, annually and copied to lodgeaccounts@middlesexmark.co.uk  

10. Up-Dated Membership list to be sent to the PGSec, once per year, if list not on Summons. 

11. Date of the next Ancient and Honorable Fraternity of Royal Ark Mariners will be Tuesday 8th 

December 2019 at Freemasons’ Hall, to be shown on Summons. 

12. Date of the next Provincial Grand Lodge Meeting to be shown on Summons (28/10/2020). 

13. Date of the Royal Ark Mariner Assembly to be shown on Summons (31st March 2020). 

14. Review Lodge By-Laws at least once every five years. 

15. If you have an Advancee, have you ordered an advancee pack ?. 

 welcomepacks@middlesexmark.co.uk  

16. All Advancees must receive a Copy of the Constitutions and Regulations plus By-Laws of the 

Lodge 

17. If a Master/Commander is being installed for the first time, have you applied for the PGM’s 

congratulatory letter. 

18. Have you informed the New Master/Commander that he is now eligible to join MIMM/MICL 

19. Remind all those advanced from 24th Oct 2019 to 27th Oct 2020, that they are eligible to attend 

the AGM and be presented to the PGM, obtaining a very special Lapel pin. 

20. Applications for 40 Year Certificates must be submitted to the Provincial Grand Secretary as 

soon as possible, in order to be integrated into the official Provincial Visiting schedule. 

Application for 50 & 60 Year Certificates must be submitted to the Provincial Grand Secretary 

at least 14 weeks in advance of the date required, 

(See Note 1 below) 

21. It is important to note that if something is not covered by RAM Constitutions and Regulations, 

those within Mark Constitutions and Regulations then apply, and if it is not covered within 

Mark Constitutions and Regulations then those of UGLE apply:  

RAM Rule22: Save as stated in the RAM regulations, Mark constitutions apply  

Mark Rule 171: Save as stated or implied in the Mark regulations, UGLE constitutions apply. 

 

Note 1:  

40 years - Province produce a certificate to be presented by a member of the Exec. 

50 years - Grand Lodge produce for presentation by a member of the Exec. 

60 years - Grand Lodge produce for presentation by a member of the Exec. 
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1. Introduction
These Notes are prepared as a Guide line
for Lodge Officers, in particular the
Worshipful Master, Treasurer, and
Secretary, after the decision has been
made to close the Lodge.

It is very important that the Provincial
Executive are kept up to date at every
stage and will be able to assist with any
questions related to the closure.

The Lodge will need to distribute any
Charity money, decide what happens with
any balance in their account and how to
dispose of the Lodge belongings

The preparation of a Lodge History is not a
requirement of the Closure Process; its
suggested inclusion on the agenda of the
Final Meeting is to provide a focus for the
celebration of the Lodge’s achievements.
Many Lodges will have had a history
prepared for earlier anniversaries that will
simply require updating. If this is not the
case Bro. Secretary’s powers of persuasion
will need to be applied to a capable senior
brother to prepare one from scratch.

Notes on Closure

3

It is important that the closure of a Lodge
does not cause any Brother to be lost to the
Mark Degree and every effort should be
made to ensure that they go to alternative
Lodges either within or outside the
Province.

There is a process for the Lodge, the
Prov.G.Sec, the DepPGM/APGM and the
GLMMM to follow culminating in the
erasure of the Lodge at a Quarterly
Communication.

The process for the Lodge requires at least
two Meetings to properly complete the
closing of the Lodge. Timing is of the
utmost importance and should be
arranged carefully to ensure that the
following is taken into consideration.

a. The process does not carry into a
new Masonic Year as this will involve
additional Grand Lodge & Provincial
Grand Lodge dues.

b. Sufficient time is available for the
Secretary, Treasurer and Almoner to
fully complete the formalities.

c. Sufficient time is allowed to make
arrangements for the members to
join alternative Lodges so they do
not break their length of service
record.



2. Book of Constitutions and Regulations

Rule 94
(i) Save as hereinafter provided a Lodge
cannot meet without its Warrant of
Constitution, specially entrusted to the
Master at his installation, who shall be
responsible for its safe custody, and who
shall produce it at every meeting of the
Lodge. Such Warrant remains the property
of the Grand Master and shall be
surrendered to him on the dissolution of
the Lodge, and it cannot in any
circumstances be transferred. No
endorsements or other markings shall be
made on the Warrant.

Rule 146
The Secretary of a Lodge shall (a) if so
required by a member grant a certificate
stating that he is a member and whether or
not he is indebted to the Lodge; (b) if so
required by an ex-member grant a
certificate stating the circumstances of the
termination of his membership, whether at
the date of such termination he was
indebted to the Lodge, and if so whether
such indebtedness has since been
discharged. Any such certificate shall be
dated, and either handed to the Brother or
sent by registered post or by recorded
delivery in an envelope plainly marked
“Private and Confidential”. Such certificate
may be transmitted electronically provided
the recipient has previously agreed to this
method of transmission. No other form of
certificate shall be given by a Lodge or any
Officer thereof.
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Rule 148
(i) A visitor to a Lodge shall give the
name and number of some Lodge (which
may be a Lodge or Royal Arch Chapter
working the Mark Ritual under any
recognised Constitution) of which he is a
subscribing member, or if he is not a
subscribing member of any such Lodge or
Chapter, shall describe himself as
“unattached”. An unattached Brother may
not visit the same Lodge on more than one
occasion.

Rule 150
(iv) Whenever a Lodge of Instruction
ceases to exist, the books, papers, and
other documents become the property of,
and must be handed to, the Lodge under
whose sanction it worked, or to the Grand
Secretary on behalf of the Grand Master.
The other property of a Lodge of
Instruction shall be disposed of in such a
manner as its members shall determine
and Regulation 156 shall apply to property in
the possession of, or under control of,
Officers of the Lodge of Instruction by
virtue of their office.

Rule 151
(i) A Proposal for the surrender of the
Warrant of a Lodge must be set out, with
the names of the Proposer and Seconder,  in
a summons dispatched to members not  less
than 14 days before date of the
meeting at which such proposal is to be
considered. If such resolution is carried by a
majority of those voting, a report of the



proceedings shall be forwarded to the
Grand Master, in a Province or District
through the Provincial or District Grand
Master, and the Grand Master shall decide
whether he will accept the surrender of the
Warrant or whether the Lodge shall
continue, and if so under any and what
conditions. Provided that members unable
to attend the meeting may by letter inform
the Secretary of the Lodge whether they
support or oppose the proposal for the
surrender of the Warrant, and any such
letters shall be forwarded to the Grand
Master with the above mentioned report.

(ii) Should the number of members of a
Lodge at any time become less than Three
the Lodge shall cease to meet save by
dispensation form the Grand Master, and
after the expiration of Six Months the
Lodge shall become extinct and be erased
unless the Grand Master otherwise directs.
(iii) Should a Lodge fail to meet for one
year, it shall be liable to be erased.

Rule 153
Upon the dissolution of a Lodge, the
Warrant, together with all the books and
papers relating to the affairs of the Lodge,
must be delivered up to the Grand Master.
Its other property shall be disposed of as
the Lodge may, prior to its dissolution,
have resolved, or in default of or subject to
any resolution, as the Grand Master may
direct. A warrant cannot in any
circumstances be transferred.

Notes on Closure
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Rule 156
(i) The property of Grand Lodge, a
Provincial Grand Lodge, or any private
Lodge, not vested in special trustees, shall  be
held as set out below in trust for the
members of the respective Lodges.

(iv) In the case of a Private Lodge by the
Master and Wardens, unless the By-Laws
otherwise provide.

Rule 160
(iv) Documents may be served by
electronic means provided the Brother
receiving them has given prior agreement  to
receiving documents in electronic
format.

Rule 164
(g) Annual Dues: The Annual Dues and
Fees payable by each Lodge for each year
ending 31st August in respect of every
Brother who has been a subscribing
member of that Lodge, during any part of
that year are due on 31st August of that
year. They shall be such amounts as shall
be determined by resolution of Grand
Lodge at the March Communication to take
effect from 1st September following that
Communication.



3. Procedure for Provincial Grand
Secretary

As soon as it is known that the Lodge
wishes to hand in its Warrant, The
Prov.G.Sec. will notify the Provincial
Executive.

A member of the Executive will be
delegated to oversee the day to day
management of the closure of the Lodge
and will offer advice and guidance to all
parties.

The Prov.G.Sec. will attend the closure
meeting and will take the Warrant and
Centenary Warrant at the end of the
meeting.

The Prov.G.Sec. will return the Warrant
and Centenary Warrant to the Grand
Secretary for consideration of removal of
the Lodge by the Board of General
Purposes before inclusion on the summons
of a Quarterly Communication of GLMMM
(March, June and September).

4. Procedure for Provincial Grand Director
of Ceremonies.

The Prov.G.D.C will be responsible for all
ceremonial matters relating to the
closure.

It is likely that the Prov.G.D.C will need to
arrange a team of Provincial Officers to
attend the meeting to fill vacant offices
and will liaise with the Lodge Secretary to
ascertain the requirements.

Notes on Closure
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5. Procedure for DepPGM/APGM

The DepPGM/APGM will be the point of
contact.

As soon as the Lodge notifies the Province
that it intends to hand in the Warrant, a
member of the Executive will be
appointed to oversee the process. The
DepPGM/APGM will set in motion the
administrative process to ensure the
closure is carried out in accordance with
the Book of Regulations and Constitutions
and with the necessary Ceremonial
bearing in mind that it will be a sad
experience for the members of the Lodge.

The DepPGM/APGM will report on the
closure process to the regular Executive
meetings.

The DepPGM/APGM will attend the final
meeting, deliver a response, receive the
Warrant and Centenary Warrant on behalf
of the Grand Master and then pass it to
the Prov.G.Sec. (who will also be in
attendance) for onward transmission to
GLMMM.



6. Procedure for Lodge.

Having decided to surrender the Warrant,
the Lodge Secretary should notify the
Prov.G.Sec. using the letter at Appendix 2.
A member of the Executive will be
assigned for the closure.

Once the DepPGM/APGM assigned for the
closure is known, The Lodge Secretary
should keep the DepPGM/APGM, The
Prov.G.Sec. and the Prov.G.D.C. informed
throughout the closure.

The Lodge should prepare a programme
for the closure process.

A minimum of two meetings of the Lodge
are required. It is critical that there are
Notices of Motion (see appendix 4) at one
Regular Meeting followed by resolution
and vote at the next.

The Notices of Motion can only be given
at a Regular Meeting of the Lodge. The
resolution and vote and indeed handing in
the Warrant may be at an emergency
meeting specially called for that purpose
which could be the next valid day and
provided a Dispensation shall have been
granted.

If a Lodge does not make a specific
resolution for disposal of property (which
can be delegated to the Committee of
Trustees), the artefacts pass to the Grand
Master, via the Prov.G.Sec for him to
dispose of as he sees fit. (Rule 156).

Notes on Closure
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Following the last meeting, the
Prov.G.Sec. will return the Warrant and
Centenary Warrant to the Grand Secretary
for consideration by the Board of General
Purposes before inclusion on the
summons of a Quarterly Communication
of GLMMM (March, June and September).
This will take up to three months.

Each remaining member of the Lodge is to
submit a letter of Resignation.

The Lodge Secretary is to issue a
Certificate of Clearance for these
members. (Rule 146) (Appendix 10) and
should make those members who do not
belong to any other Mark Lodge aware of
the restrictions on visiting other Lodges
(Rule 148).

1st Meeting
Members agree to close the Lodge
and inform all members.
Three notices of motion that at the
next Regular meeting, the Lodge:

o Surrender the Warrant.
o Dispose of assets.
o Nominate a “committee of

Trustees” to complete the
after proceedings.

(This committee should include the
Secretary and Treasurer as a minimum).



2nd Meeting

To ballot for the propositions and, if
approved, to close the Lodge for the last
time and return the Warrant.

Surrender the Warrant to the
DepPGM/APGM.
DepPGM/APGM passes the Warrant
to the Prov.G.Sec to forward to
GLMMM.
Clearance Certificates given to all
members who qualify.

After Closure
Closure committee:

o Complete final accounts.
o Distribute funds.
o Dispose of Assets.
o Deliver the following Lodge

Property to the Prov.G.Sec:
§ Minute Books.
§ Signing in Book.
§ Copy of Final accounts.

7. Procedure for GLMMM.

Upon receipt of the Warrant and
Centenary Warrant, the Grand Secretary
will submit an item to the Board of
General Purposes who will include
recommendation for erasure in their
report to the next Quarterly
Communication of Grand Lodge.

The Lodge remains in existence until the
Quarterly Communication resolution for
erasure is passed. The period between
handing in the Warrant and erasure is
therefore available for the final formalities
to be completed, final cheques issued and

Notes on Closure
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books accounts etc. made up and handed
over. (Rule 153).

8. RAM attached to the Lodge.

It is very likely that any Royal Ark Mariner
Lodge attached to the Mark Lodge will be  in
a similar situation and will surrender its
Warrant at the same meeting.

The process and ceremonial are the same  as
for the Mark Lodge.

If for any reason the Royal Ark Mariner
Lodge want to continue, it might be
possible to attach to another Mark Lodge.
The Prov.G.Sec. should be consulted if this  is
the case.

9. Lodge of Instruction.

Whenever a Lodge of Instruction ceases to
exist, the books, papers, and other
documents become the property of, and
must be handed over to, the Lodge under
whose sanction it worked, or to the
Prov.G.Sec. The other property of the
Lodge of Instruction shall be disposed of
in such a manner as its members shall
properly determine. (Rule 150).

10. GLMMM & Provincial Dues

GLMMM and Provincial Grand Lodge Dues
are paid in arrears. That is to say the last
payments made by the Lodge were for the
previous financial year. New Dues become
payable if the Lodge is in existence on the
first day of September. (Rule 164).



Appendix A Frequently asked questions

1. My Lodge is in difficulty due to falling numbers, who do we notify?
Answer
The initial enquiry and request should be made from the Lodge to the DepPGM/APGM
allocated to the Lodge and, at the same time, the Provincial Grand Secretary.

2. What happens to a Brother who is put forward by his Lodge to receive a Provincial
appointment and the Lodge closes before the Provincial Meeting?
Answer
He must be a member of a Middlesex Mark Lodge to be eligible to receive a First
Appointment or Promotion at the date of the Provincial Meeting. If he becomes
unattached consequent to handing in the Warrant, he must join another Lodge within the
Province before the Annual Meeting.

3. What happens about future recommendations for Provincial Honours?
Answer
If a Lodge is not in existence it cannot recommend honours.

4. For Brethren joining a Lodge from a closing Lodge, when does their membership of the
receiving Lodge commence and the closing Lodge end?
Answer
Membership of the Lodge he joins begins from the meeting in which he is elected as a
Joining member and his membership of the closing Lodge ceases on the last day of the
Lodge financial year.
NB: - An unattached Brother can attend any number of Lodges, but only a specific Lodge on
one occasion (whilst he is unattached). (Rule 148).

5. What happens to Honorary Members?
Answer
As the Lodge will cease to exist from the date of the closure meeting so Honorary
membership of that Lodge also ceases.

Notes on Closure
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6. What is the status of a Worshipful Master if a Lodge closes or amalgamates whilst he is
in Office?
Answer
If it is the first time the Worshipful Master is in Office, he will not have served in that
position from one Installation until the next. He cannot be classed as ‘Past’ and cannot
wear a Past Collar but is entitled to wear the Apron. He will have to serve again in that
position BEFORE he will be considered for Provincial Honours.

7. What is the status of Wardens?
Answer
This is similar to 6 above. Those in qualifying Offices for the first time will have to serve in
those Offices again before they can progress.

Notes on Closure
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Appendix B First letter to the Provincial Grand Secretary
informing him of the intention to close the Lodge

LODGE HEADED PAPER

The Provincial Grand Secretary
64 Monarch Road
Eaton Socon
St Neots
PE19 8DF

Dear Provincial Grand Secretary

Lodge name & No.

This Lodge has been in difficulty for some time with falling membership and all the problems that stem
there from.

Our current strength is ............... of which ................ are actually active.

Accordingly, the members, having considered carefully the current position, will at the meeting to be held
on ................ be voting on a proposition to close the Lodge and return the Warrant.

We request that you inform the Right Worshipful Provincial Grand Master of our intention. Yours sincerely
and fraternally.

Name
Lodge Secretary

cc. APGM
NB: This letter can be emailed.

Notes on Closure
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Appendix C Notices of Motion

“W.Bro xxxxxxx will give Notice of Motion that at the next meeting of the Lodge to be held
on [date of Meeting ] the proposition will be made that due to [here you must state the
reasons for closure – i.e. diminished membership, lack of prospects, lack of initiates, etc.]
the ABC Lodge, No.0000 has ceased to be viable and should be closed and its affairs
finalised, the meeting of the Lodge to be held on [date of Meeting 2] to be considered as
the last meeting at which the Warrant of the Lodge will be surrendered to the
DepPGM/APGM to be returned to the M.W. The Grand Master”

NOTES:
a. This should only take place once a meeting/s of the Lodge general purposes committee

and members of the Lodge have discussed their situation and that it has been agreed
that the Lodge has no alternative but to close.

b. All members of the Lodge must have the opportunity of voting on this proposal it is
therefore the responsibility of the Secretary to contact all members unlikely or unable
to attend the 2nd meeting in order that their postal votes can be received before the
Meeting and included in the total votes cast.

c. It is suggested that this Notice of Motion is put forward by the Worshipful Master. This
responsibility should never be given to the junior members of the Lodge.

d. Before the summons is distributed, it is essential for the Secretary to advise the
Provincial Secretary of the Lodge’s intentions. Also the Lodge’s APGM and VO should
be kept informed and consulted if need be for advice in applying these Notes.

e. At this stage the Treasurer should contact all brethren with outstanding dues or other
payments and request that they be brought up to date, it is important to remember
that a clearance certificate cannot be given if a brother is not in good standing, and
that once the Lodge has closed then the required clearance can only be issued by
Provincial Grand Lodge of MMM of Middlesex.

f. The Treasurer should begin to prepare all the Lodges final Account/s

Notes on Closure
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Appendix D Duties of Committee of Trustees

The first and overriding duty of a Trustee is to see that the Lodge Closure procedures are carried out
correctly so that the Lodge can be closed with dignity.

They should work closely with the DepPGM/APGM and the Provincial Secretariat (who will provide
guidance and answer any questions the Trustees may have).

Set in motion the procedure for:-

1. The payment of debts. (Including Grand Lodge and Provincial Grand Lodge dues).

Grand and Provincial Dues are paid annually in arrears according to the Annual Return. This
includes current members, joining members, excluded members, and members who have ceased
membership during the year, i.e. all members included on the final Annual Returns.

(i.e. If at the commencement of the subscription year the Lodge had, say fifteen members and during
the year two members died, three resigned and one was excluded and, in addition two joined and one
was Initiated, the Dues payable would be in respect of fifteen members plus two joining members
and one Initiate, giving eighteen Dues payable). The Lodge must discharge all debts and liabilities
before closure will be permitted.

2. The bringing up to date of all record books.

3. Preparation audit and approval of closure accounts and disposal of funds. Consider allocating funds
for joining fees to another Lodge.

4. An inventory of property and arrangements for its disposal, storage or transfer, particularly your
banners. Check for Trust deeds which may impose conditions on disposal.

5. Alternative Lodges of the Brethren recorded in the closure minutes.

6. Notification to any national Masonic Charities assisting members or dependents.
7. Disposal of surplus funds to charity, or to members.

8. Preparation of Certificates of Good Standing. Requirement of Rule 146 in Book of Regulations and
Constitutions.

9. Consult the Prov.G.Sec to ascertain whether closing Annual Returns for Province or Grand Lodge
are required.

10. Obtain and issue Grand Lodge Certificates to new Mark Master Masons.

11. Close Lodge of Instruction.

Notes on Closure
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Any monies and other assets which have been donated or purchased for charitable purposes must be
disposed of accordingly. All other monies and assets, which are the property of the members of the Lodge,
can be disposed of as they legally see fit. For example:

• Lodge regalia and furniture can be donated/sold to the Province, other Lodges, Lodges of
Instruction, Masonic Centres etc.

• Paying the joining fee of brethren wishing to join another Lodge.

• Holding a memorable final Festive Board.

Where a Lodge has a beneficiary from the Mark Benevolent Fund, this Brother/ Dependent will normally
continue to be looked after by the nominated Case Almoner. If this is not appropriate, advice must be sought
from the Provincial Grand Almoner.

Notes on Closure
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Appendix E Lodge Documents, Books etc. Check List

Warrant*

Centenary Warrant/

Notes on Closure
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Lodge name No Date of last meeting

Document Date handed over & to whom Document

Type of record No of
volumes/files

Dates covered for each
volume/file: e.g. 24 Sept 1934 –
19 May 1964 (please provide
year coverage where exact dates
are unknown) Delivered to and
dates

Minute Books:

Signature books/Attendance registers:

Declaration books

Record books/Membership registers:

Lodge Committee Minute books:

Account books (e.g. Cash Books; subscription
registers etc.)

Other accounting/financial records

Correspondence files

Annual returns

Regalia, bible, working tools, cushions, wands,
banner, furniture, jewels, etc.



List compiled by ............................................................Date: .................................

Notes on Closure
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Miscellaneous ephemera (please provide details
e.g. noteworthy summonses/ ladies night
programmes etc.)

Photographs/Photograph albums

Lodge of Instruction Minute books

Lodge of Instruction account books/other records
etc.



Appendix F The final Meeting

The final meeting of the Lodge can either be the Second Meeting where the propositions are voted on or a
subsequent meeting.

The last meeting summons could be:

• 1 To open the Lodge

• 2 To receive the Visiting Ruler, W Bro ............

• 3 To read and if approved, confirm the minutes of the previous Regular Meeting held on ................

• 4 Pursuant to Notice of Motion given at the last Regular Meeting, W Bro .............................. will
propose that due to diminished membership and lack of prospects, this Lodge has ceased to be
viable. Accordingly this meeting will be considered as the last and that thereafter the affairs of the
Lodge will be finally wound up and the Warrant and Centenary Warrant returned to the Grand
Master.  All the books and papers relating to the affairs of the Lodge will be returned to the
Province.

• 5. Pursuant to Notice of Motion given at the last Regular Meeting that, subject to the proposal to
surrender the Warrant being carried. W Bro ...............will propose a resolution to dispose of the
Lodge assets as recommended by the Trustees

• 7 To receive a brief address on the History of the Lodge by W Bro ............ .

8. Response by the DepPGM/APGM

9. To close the Lodge for the final time.
10. The Prov.G.D.C. receives the Warrant from the Worshipful Master.

11. The DepPGM/APGM receives the Warrant. from the Prov.G.D.C.

12. The DepPGM/APGM hands the Warrant to the Prov.G.Sec for onward transmission to GLMMM.

Notes on Closure

17



Appendix G Closure Ceremony

The Brethren being already assembled in the Lodge Room, the WM opens the Lodge in the usual  way.

A Report is given. The Prov.G.D.C. will seek admission and announce that the DepPGM/APGM, accompanied by
…………………etc., is at the door of the Lodge and requests admission.
DepPGM/APGM Enters in procession with the Prov.G.Sec.

W.M. Greets the DepPGM/APGM, offers him the gavel which the DepPGM/APGM
accepts and assumes the Chair. The WM moves to the IPM’s seat, who in turn
moves one up.

DepPGM/APGM Is saluted under the direction of the Prov.G.D.C.
DepPGM/APGM Returns thanks.

DepPGM/APGM Requests that the minutes be read by the Secretary and approved by the  Brethren
DepPGM/APGM Addresses the Lodge.

If the Ballot (by a show of hands) to surrender the Warrant is taken on the night, it should be  done at this point by the
DepPGM/APGM.

DepPGM/APGM Calls upon the Lodge Secretary to read the Consecration minutes of the Lodge
(if available).

DepPGM/APGM Calls upon W Bro…… to present a short history of the Lodge including happy
or momentous reminiscences.

DepPGM/APGM Calls upon the Prov.G.Sec to read the original Warrant (due to age this may
have to be transcribed beforehand) The Warrant will already be on the
Master’s pedestal unframed and rolled with a band or ribbon.

DepPGM/APGM Hands the Warrant to the Prov.G.D.C. who delivers it to the Prov.G.Sec.
Prov.G.Sec . Reads the Warrant.

DepPGM/APGM Instructs the Prov.G.D.C. to Process the Lodge Warrant unfurled around the  Lodge.
Prov.G.D.C. Calls upon the Lodge Wardens to form in the East.

Prov.G.D.C. “Brother Senior Warden, Bro Junior Warden, you will form in the East” The
S.W. moves to a position in the North West and waits for the J.W. who will
pass around in front of the S.O. and stands on the Left of the S.W. they then
proceed down the North of the lodge, stopping in the East in front of the
Masters Pedestal

Notes on Closure
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Prov.G.D.C. Will then escort the W.M. to stand in front of the Wardens, the Prov.G.Sec will
then move to a position behind the Wardens with the unfurled Warrant.

Prov.G.D.C. Will lead the procession at a slow pace around the Lodge Three times with
the Prov.G.Sec displaying the Warrant (accompanied by the Hymn “Now thank
we all our God”).

After the three circuits the Procession stops in the East, the DepPGM/APGM  invites the W.M.
to resume his chair, the Prov.G.Sec returns to his seat with  the Warrant and the Prov.G.D.C.
escorts the wardens back to their seats and then resumes his seat.

W.M. Will thank the DepPGM/APGM.
W.M. Calls upon the Chaplain.
Prov.G.D.C. “To order Brethren” (with the Sign of Reverence thumb down)

Chaplain “We give thanks G.O.O.T.U. for the work and achievements of the
………….Lodge No… since (Date of Consecration) for the vision of its Founders;
for all who have served within it; and for the contributions they have made to
the building of that spiritual mansion in which thy Holy Name is Honoured
and Glorified.

We call to mind with thanksgiving, the Founders, Past Masters and Brethren  who have
ascended to the Grand Lodge above; remember the good deeds they  wrought while on this
earth, and let their reward be with them and their recompense before them.

We beseech Thee to continue to preserve our Order and to look with mercy  upon all the
Brethren of the ………….Lodge No…. Bless them with Thy Grace and strengthen them with
thy mighty power that they may continue to  practice the genuine precepts of the Degree
and enrich the dignity of our Order where so ever they may be. May they walk in the light of
Thy Truth; and at  length attain that celestial Temple, where we hope to enjoy eternal life, to
the honour and glory of thy Holy Name.

All “So mote it be”
Prov.G.D.C. “Be Seated Brethren”
W.M. Conducts the remainder of the agenda
W.M. Closes the Lodge

Following the Closing of the Lodge the Prov.G.D.C. should present the
Warrant of the Lodge to the WM who will then present it to the
DepPGM/APGM with suitable words.

The DepPGM/APGM will respond and then call upon the Prov.G.D.C. to pass  it to the
Prov.G.Sec. with instruction that it be returned directly to GLMMM.

Notes on Closure
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The Lodge DC will form the retiring procession during the singing of the  closing Ode as
follows;

The Lodge Deacons and Wardens are collected in the usual manner by the  Lodge DC /ADC,
they will stop in the South facing West allowing extra space  between the Deacons and
Wardens for the remainder of the column to be  placed.

The Prov.G.Sec with the Warrant is placed by the Prov.G.D.C. directly behind the Wardens
followed by the Lodge Secretary carrying the Minute Book who  stands on the right of the
Prov.G.Sec.
The DepPGM/APGM and the W.M. are then placed in front of the Wardens.

Prov.G.D.C. “Brethren Forward”

Notes on Closure

20



Appendix H Clearance Certificate

Every member of a Lodge is entitled, free of charge, to a letter of Good Standing (as per Rule 135 (ii) in the
Book of Regulations and Constitutions). Should a Brother still be indebted to the Lodge this must be stated
on the Certificate at the time of issue.

A personal copy to be given to every member at the Closure meeting of a Lodge.

Suggested format for a certificate of Good Standing (Clearance Certificate).

Lodge Headed paper
We the undersigned Worshipful Master, Secretary and Treasurer of the above named Lodge, do hereby
certify that W. Bro/Bro. ........................ previous to the closure of the Lodge* has paid all Dues, satisfied the
demands against him and that he is up to this date and entitled to full enjoyment of every Masonic privilege.

[OR if the Brother is indebted to the Lodge insert after * was indebted to the Lodge in the sum of
£..........and then do not include the wording thereafter]

Given under our hands this day [insert the date here] ........................................................Worshipful Master
........................................................Secretary ........................................................Treasurer

A SIGNED copy of the Clearance Certificate with the name of the Brother left blank should be given with
the Final Letter to the Prov.G.Sec, together with a list of those to whom it was issued and identifying those
who were in debt, and by how much.

IT SHOULD BE POINTED OUT TO THE BRETHREN THAT THE CLEARANCE CERTIFICATE IS
THEIR PROPERTY AND IT SHOULD BE KEPT SECURE. A BROTHER MUST NOT ALLOW IT TO
BE RETAINED BY ANY NEW LODGE HE MIGHT WISH TO JOIN AS HE WILL NEED IT FOR THE
REMAINDER OF HIS MASONIC CAREER TO PROVE HE LEAVES THE CLOSING LODGE IN GOOD
STANDING. IT WILL BE IMPOSSIBLE TO OBTAIN DUPLICATE CERTIFICATES ONCE THE
LODGE HAS BEEN ERASED.

Notes on Closure
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Appendix I Final letter to the Provincial Grand Secretary

Lodge Headed paper
Dear Provincial Grand Secretary

Further to the letter dated ..................... informing you of the intention to close the Lodge
due to the reasons stated, a proposal was made at the meeting held on ................ that the final meeting of
this Lodge would be held on .......................... A vote was taken the result of which was.......... for and ...........
against.

Accordingly, arrangements were made to formally hand over the Warrant at the final meeting to the
DepPGM/APGM    W Bro ........................ From that date the Lodge ceased to operate as a working entity.

After due consultation with the DepPGM/APGM, W. Bro. ................ the required formalities have been
observed:

All outstanding Dues and debts have been paid or settled and the accounts brought up to date, audited and
closed.

Provision has been made for the disposal of all surplus funds to Charity or as otherwise decided by the
members (see Appendix A).

The Lodge Records have been completed.

Provision has been made for the disposal or storage of the Lodge equipment and artefacts (see Appendix B).

Alternative Lodges have been approached and the Brethren either joined or accepted to join, according to

each individual’s choice (see Appendix C).

A copy of the Certificate of Good Standing given to all the members is attached (see Appendix D).

The Lodge Minute Books, Declaration Registers and Accounts have been placed in archive boxes and an
inventory of the contents thereof has been placed inside that box, a copy pasted to the lid and also two
copies delivered to the Provincial Office and the box has not been sealed.

Having completed the above arrangements I would therefore request that you make the necessary
arrangements for the RW Provincial Grand Master to be informed and for the Warrant and other appropriate
items to be returned to the Grand Lodge of Mark Master Masons.

Though deeply regretting that this course of action has become necessary, we are grateful for your kind co-
operation and assistance.

Yours sincerely and fraternally

Lodge Secretary
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Appendix A

Lists the names and addresses of all the Charities and the sums donated. Shows where joining fees have
been paid for the members.

Appendix B

Lists all the items and the Lodges to which they have been donated.

Lists all the items that are to be transferred to Province for storage before being donated to Lodges in need.

Appendix C

Lists all the members showing which Lodge they have joined.

Lists members who have not joined another Lodge and the reason(s) why and whether or not unattached.

Appendix D

A signed copy of the Clearance Certificate with the name of the Brother left blank, together with a list of
those to whom it was issued and identifying those in debt and the amount.
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Appendix J Letter to the Grand Secretary

PROVINCIAL GRAND LODGE OF MIDDLESEX
Grand Secretary
Grand Lodge of Mark Master Masons
86 St James’s Street
London
SW1A 1PL

Dear Sir and Brother

Date

............................LODGE No.....

I regret to advise you that despite sustained efforts to save the above mentioned Lodge, they find themselves
no longer viable.

A resolution was agreed unanimously at their meeting on .......................... that the meeting on
.......................... would be the last and the Lodge Warrant surrendered.

The Warrant is enclosed with a request that the erasure be put before The Board of General Purposes as
soon as possible for inclusion on the Agenda at the Quarterly Communications to be held on .....................

Yours sincerely and fraternally

Name
Provincial Grand Secretary

Enc: Warrant

On duplicate copy insert:

Received by ................................................................ Print Name..................................................................

Date..............................................................................
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