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CHAPTER 1 - INTRODUCTION

A beginning is the time for taking the most dekozdre that the balances are correct....
from Dune by Frank Herbert

This book replaces former HP HandbooksHPG1andbooks, and all previous Officer
Guides.

It is meant as a guide fany Companion who wants to know how to maintain Chapte
Districts, and yes, individual Companions (inclugliyourself!) in good working order

It's not secret stuff. You can use it for RAM, otlasonic bodies, and really any place
you think it usefullf you copy it, or quote it, give us credit, and do’t quote out of
context!

This book doesn’t contain everything so if you ¢dimid something here are some other
places to look:

Grand Chapter Constitution
Your Chapter Bylaws
Grand Chapter Website

This book does contain a lot of useful informatibawever:

How to assess your Chapter or District
How to plan and implement programs
How to figure out the RAM organization
How to communicate

How to master all that paperwork (ugh!)



CHAPTER 2 - ELEMENTS OF ORGANIZATIONAL PLANNING

“It should be borne in mind that there is nothingma difficult to arrange, more doubtful
of success, and more dangerous to carry through thidiating changes. The innovator
makes enemies of all those who prospered undexidherder and only lukewarm
support is forthcoming from those who may prospeten the new. Their support is
lukewarm partly from fear of their adversaries, whiave the existing laws in their hands,
and partly because men are incredulous, neveryedalisting new things unless they
have been tested by experience.”fram “The Prince” by Niccolo Machiavelli

®*  What is an organizational plan?
o Short vs. long range plans
. Developing a consensus of opinion

Steps in developing an organizational plan:

Mission/Vision

Objectives

Critical Success Factors (CSF)
Goals

Action Plans

A A

Sample organizational plan for a Chapter

What is an Organizational Plan?

It is a map to get your organization where you whid go. It allows you to evaluate
what you want to do, what you can do, be creafind,flaws and resolve them, and gain
consensus at the beginning of the process whergdlaire easy to fix and not a lot of
work has been committed. It is an excellent salektb get new members to join and
current members to participate. It is short anthéopoint. It builds from the general to
the specific. It allows you to break big tasksarsmaller, manageable chunks.

A long range plan generally covers a period of tfroen 3 to 5 years
For example, to rebuild a Chapter a full long ranglan would cover all the steps
from getting enough to open to a mature Chaptee éblconfer all the degrees

A short range plan generally covers a year or less
For a Chapter, the short range plan generally addes the content of the meetings
for the Chapter year.

Developing a Consensus of Opinion

PROBLEM: Your Chapter isn’t doing too well. You wé&o write a business
plan, but no one can agree.



SOLUTION: Start thinking like a team and developngoconsensus!

There are always naysayer’s in any group that eatray a good plan if they are not
properly channeled. Properly channeled, naysagarisbe of value because they will
find hidden flaws and sometimes even come up withlgernate arrangement the best
way to have a plan accepted and implemented istte\g@ryone to take ownership. If
you're the leader here are some ideas to get yoqwoonway.......

Manage the planning process. In other words, halarato develop the plan.
Understand and control the process fairly. Make sl plan fits the needs and
temperament of your Chapter.

Note: If your Chapter is on the rocks the Compasioray be looking for a savior; if it is
doing well, your ideas may be more difficult td sel

Make and present a case for improvement by showirad’'s wrong with the old system.
And how the plan will fix it. Try to keep ego out e process - yours included.
Whatever you do, don'’t be critical of particulaeas$ until everyone has contributed.
Finally, analyze the ideas as a group - logicalbt,emotionally

Don't keep the plan a secret. If the planning isalby a select committee, make frequent
reports in Chapter and in your bulletin. Make cgtdo real work. If they knock down
your idea, challenge them to present one of their o

Steps in Developing an Organizational Plan

VISION/MISSION A statement at the highest level why the orgarunagkists
OBJECTIVESGeneral statements about the direction the orgadinantends to go
CRITICAL SUCCESS FACTORStatements about what absolutely must go right
GOALS Specific targets that are intended to be reached biven time

ACTION PLANSHow goals are to be implemented

Example Organizational Plan for a Chapter

Introducing ...... Broken Column Chapter #000

Broken Column Chapter has about sixty dues payiegbers, but only three regularly
attend: Companions Tom, Dick, and Harry. In thetmévapter, we will teach you how to
assess a Chapter into one of five categoriesdoutdw take our word for it - this

Chapter is dormani dormant Chapter communicates with its membeds@rand
Chapter, but not much else. It almost never hasgmto open, much less confer degrees




Tom has called the DDGHP to find out about thetiays. The DDGHP explains that
there are four:

1. Do nothing

2. Give up and turn in their charter

3. Seek a merger

4. Develop an organizational plan to revive the@éa- a new approach that he
learned about at Grand Chapter

After some debate, the Companions decided on deivgjdhe plan. Good thing for our
example, don’t you think!

Defining a Mission

The first step, the DD explained, is to define asian. Grand Chapter can help with this
and organizational objectives because they haweged Companions and Chapters all
over the state. Overwhelming Companions think fisi#e key mission. Formally, you
can state this as:

The mission of the Chapter is the preservation anahsmission of the ritual under its
jurisdiction

Companion Tom thinks there should be more in thesion. He stated that the Chapter
use to place great importance on the Scholarshig Before participation dropped off.
He thought they should do that again.

The DD replied that ritual is only the minimal mas for a Chapter, what makes it
unique as a Masonic body. The Chapter can add iémes if they like. He did suggest
they prioritize when they got to goals and actitanp.

Broken Column’s Final Mission Statement

The Companions finally decided on the following s statement:

“The mission of Broken Column Chapter, No. 000oisvbrk all the Royal Arch ritual,
and support the Scholarship Fund.”

Developing Objectives to Support the Mission

Now the Companions needed to develop some objsdiiveupport their mission. Grand
Chapter suggests three objectives to support tina:ri

QUALITY - is conformance to standards. It's a measof how well we perform our
mission. Poorly done ritual discourages particggatind continued membership, and
cheats the candidates. Take it easy and do it rigiry time!



EFFICIENCY - assume every member is busy, thaistctime and money to attend.
Remember the goal of the organization is primadlgonfer ritual. Don’t meet 12 times
if 8 will do and don’t meet 8 times if 4 will suffe.

SELECTIVITY - every Master Mason can become a RAM ahould be encouraged to
do so, but also be on the lookout for candidatasdle good ritualists and could help
your Chapter. Sell these people on your plan.

The Companions were on their own to develop objestto support the Scholarship
Fund. They finally decided on this one: 100% Parétton from the Chapter
Companions.

Changing the Plan

Companion Harry asked the DD if you find out sonmeghust won’t work, can you
change the plan?

You can, but you need to think carefully aboutas-carefully as you did in writing the
original. Executing the plan is like walking a tigbpe - you need skill, practice,
and.....determination!

Critical Success Factors (CSFs)

Some things just have to go right or your plan ¥ail before it gets off the ground.
Comp. Tom, Dick, and Harry identified these CSHsHmken Chapter:

The cooperation and support of Very Busy Lodge #1Where 90% of Broken Chapter’s
members come from The recruitment of at least Sractive participants.

Summary and a Look Ahead

Broken Column Chapter is off to a great start imali@ping a plan to revive their
Chapter.

Another way of looking at an Organizational Platoi€onsider it as a STRATEGY. A
Strategy is a pattern of goals, policies, and pthasspecify how an organization should
function over a given period of time. A strategyhie way we realize a successful
organization that conforms to the mission and dhjes we have developed in our plan.
In the next chapter you'll learn how to assess Yohapter, develop goals and action
plans, and plan and implement a Chapter year. \&sd give you an update on Broken
Column Chapter......



CHAPTER 3 - THE CHAPTER YEAR

“To be, or not to be: that is the question’from “Hamlet” by William Shakespeare
This next chapter will deal with the following pexses:

Assessment

The five stages of a Chapter’s existence

Planning

Goals and action plans for Dysfunctional Chapter

Goals and action plans for Dormant Chapters

Goals and action plans for Operational Chapters

Goals and action plans for Functional Chapters
Goals and action plans for Mature Chapters

Al A

Planning the Chapter Year

Developing a yearly calendar of events
Planning each meeting
Developing a budget

Implementing
Organize
Delegate
Manage
Communicate
Preside
and maybe...Lead
Review re-plan



The Five Stages of a Chapter’s Existence

Dysfunctional

- Doesn’t/can’t communicate with its membership

- Doesn’t/can’t communicate with Grand Chapterereto file the annual return

- Doesn’t hold meetings

- Provides no formal contact points - no membegkg(s) responsibility for the Chapter,
but Chapter still holds &harter

Dormant

- One or moreactiveCompanions

- An easily reached contact point

- Communicates with its members and Grand Chapter

- Holds regular meetings, but cannot open withgststance
- Has no program

Operational
- Enough Companions to open without assistance
- Limited or no program

Functional
- Confers one or more, but not all degrees
- Limited programs

Mature

- Confers all degrees at least once/year with anmim of outside help
- Program for every meeting

Goals and Action Plans for Dysfunctional Chapters

DISTRICT DEPUTIES.....DON'T LET YOUR CHAPTERS GROW URD BE
DYSFUNCTIONAL!!

DORMANT CHAPTERS THAT DON'T HAVE A PRAYER SHOULD G@UT OF
BUSINESS GRACEFULLY BY GIVING UP THEIR CHARTER ORPREFERABLY)
MERGING.

DYSFUNCTIONAL CHAPTERS ARE A BIG HEADACHE FOR GRANKCHAPTER
AND DEPUTIES.

DEPUTIES..... If you suspect that a Chapter may gafuhctional make sure the
following is done: Chapter records are in a safet dzcessible (by you) place. The
Chapter warrant is in a safe, but accessible (loy ptace.

Make sure that the primary caretaker of the rec@gdaerally the Secretary) provides
instructions to those who would handle the Cha@#éesrs in an emergency for proper



access to the records. Make sure you, as DDGHmfarened about Chapter records
physical access. Keep an up-to-date membershiyitistpphone numbers. Make sure
records are kept up-to-date and organized in ameeplf you suspect trouble, inform the
Grand Secretary. Encourage the Chapter to devebbgmao revive, pursue a merger, or
give up their charter. Doing nothing and waitingutt rarely works! Dormant Chapters
have the most risk of getting worse (e.g. dysfuumal) and the most opportunity to
improve. Most dormant Chapters do nothing and atally waiting for a leader to
emerge. This favors the outcome of becoming dysiomal. Assume that you have three
options:

1- Go out of business (give up charter)

2- Merge

3- Write a plan and try to get better

If you elect to try to get better, build some measwent into your plan - if you don’t get
better in a reasonable amount of time consider gther options. Consider all
alternatives before you give up!

GOAL 1 - DEVELOP AN ORGANIZATIONAL PLAN

Review Grand Chapter outline

Modify GC plan to fit your Chapter

Commit plan to writing

Review with active Companions and develop consensus

GOAL 2 - RECRUIT REQUIRED RESOURCES

Send copies of your plan to your membership togetiith a letter of explanation.
Follow up with a phone call to local members. Asktheir opinion and help. Contact
Masters of local Lodges. Explain your plan and ioffesend/review a copy. If they show
no interest try to find out why, and what aspedétthe plan they would change.

At this point take a checkpoint. Have you been sssful? If not consider these
alternatives:

Meet in conjunction with other York Rite Bodies by:
- Conferring degrees and/or orders on a rotdiagis
- Reducing organizational overhead
- Sharing resources

Investigate meeting as an adjunct to a Lodge. Tiegp@r meets (formally) to confer
degrees, receive official visitors, and elect arsiall their officers. This is perhaps four
to six meetings a year. This works well when they@ar draws from only one or two
Lodges in the same building.

PERHAPS YOU CAN THINK OF OTHER ALTERNATIVES THAT 1 YOUR
LOCAL CIRCUMSTANCES!



Assuming you found a way to get the resources yman
GOAL 3 - GET CANDIDATES EXALTED

Pick the best opportunity from other Chapters inryarea, or District, State or Multi-
state festivals. The quality of the event is impott Show candidates the best that RAM
can be to give them a tangible vision.

GOAL 4 - SET UP OFFICERS LINE

Develop fair criteria since most people are newerkedraw lots! Don't forget to involve
people who might not want to be officers. Rituakdtion, scenery and costumes,
refreshments, bulletins, charities and maintai@ir@hapter history are all areas where
extra hands can make a big difference.

GOAL 5 - BEGIN OPENING AND CLOSING RITUAL WORK

Make opening and closing ritual the focus of forrmaetings

Appoint one (and only one) ritual director. Thisais excellent position for an active PHP
or someone interested in ritual.

Practice several times a meeting.

Use books for several meetings.

Focus on getting things in the right order, flomry and the sword manual.

Invite the AGL to review.

Begin memorization of parts.

Don’'t make it all ritual work. Consider a potluck dinner with the wives before the

meeting, a quick and fun program after the practice or a fun activity after the
meeting. See the Program appendix for some ideas!

The Return of Broken Column Chapter, No. 000

Remember Broken Column Chapter #000? Can you seavhy we indicated that it was
aDormantChapter? One of the CSFs that Companions Tom, Riuk Harry identified
was the support of Very Busy Lodge, No. 1001, whgréo now 90% of Broken
Column’s members originate. The fact is that Brok®lumn is in a rural area, and the
next closest Lodge is a considerable distance audgye are the Goals and Action Plans
that the Companions put together:

Complete the Organizational Plan. Call and loocagenbers - 41 in all. As a result two
members expressed an interest in reviving the @hagmd were intrigued by the plan
Contact Very Busy Lodge, and presented the plaa.ddmpanions asked for permission
to contact the Lodge members to try to recruit somg Companions for the Chapter.

The Master and officers of Very Busy were not teceptive to the idea of contacting
their members. Companion Harry was pretty disceesiagnd even Tom, the usual spark
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plug of the group, was about ready to give up.ds\ompanion Dick, who was usually
pretty quiet, that had the idea. “You know, VerysBunas a full officers line, and even a
Fellowcraft Club, but Past Masters don’t have miactio. Suppose we suggest that the
Chapter meet six times a year on the same nigthtealsodge, by a combination of
expanding the Lodge schedule and sharing somemgs€tiCompanions Tom and Harry
were dubious, but decided to approach the offiokkgery Business once again. Much
to their surprise, the officers of Very Busy wem&rigued by the idea. They invited the
Companions to attend the Annual Past Masters ngeatid more than half the Past
Masters volunteered to help the Chapter. They ifiedita few other members, who were
not Past Masters that might be interested. It veasdéd that since the Lodge didn’t meet
on the first Tuesday in September or the third @agsn June, the Chapter would meet
on those occasions. Two other formal meetings wbaltleld on fifth Tuesdays
scheduled each year. The Lodge and Chapter wouklthair election meeting on the
same night, and would install on the same dayCthepter in the afternoon, and the
Lodge in the evening with a dinner between.

As it turned out Broken Column got about 20 acyi@ompanions and went on with their
plan:

1. Began work on the opening and closing
2. Began work on a charity campaign
3. And even began working on the Mark Master Md3egree

Companion Tom, has a small ritual part, and isomgér working on planning. He’s on
the Bylaws Committee. They're currently changing tlame of the Chapter to Very
Busy Chapter. They're trying to get a new numbeao! t

Brings a tear to your eye, doesn't it. We love haepdings! You may think this is all a
bit far fetched. To tell you the truth, we don’tdu of any Chapter that’s doing this in
New York, but we don’'t know why not either. We takds story to illustrate two points:
How to plan, and to encourage creativity - you alvays validate it with Grand Chapter
after you come up with the idea. The point is....'tiba afraid to think about new ways
of doing things! OK, let's move on to operatiorfakctional and mature Chapters........

Goals and Action Plans for Operational Chapters

Operational Chapters need to develop the abiliotfer a degree - here’s how!
GOAL 1 - SELECT A DEGREE TO FOCUS ON
“Work on one degree at a time!”
We recommend you select either the Mark or the HRA

If you confer either one you know you can go ocdafer them all
Gives your candidates a more favorable view ofChapter

11



GOAL 2 - DEVELOP AND UNDERSTAND THE DEGREE YOU SEKH

Overall Structure

Theme(s)

Floor work

Required equipment and props

Scope of each part

What is to be read and what memorized

GOAL 3 - ASSIGN RESPONSIBILITIES
Hint: a Degree Director is extreme helpful

GOAL 4 - DEVELOP A SCHEDULE

* Rehearsals (open book and close book)
®* Dress rehearsal
* First conferral

“‘FUNCTIONAL CHAPTERS ARE EASIER TO PLAN, HARDERVIKQVE
FORWARD!”

GOAL - ADD REMAINING DEGREES TO YOUR REPERTOIRE

® Use the process for operational Chapters
* Tryto get more Companions involved
* Re-plan rehearsal schedule

Goals and Action Plans for Mature Chapters

GOAL 1 - DEVELOP MAINTENANCE PROGRAM

* Review resources

* Recruit new participants

* Review degree activity

* Review non-degree activity

* Get feedback from candidates and members - arestiesfied?

GOAL 2 - IMPROVE DEGREES

* New costumes
* New props
* Improved stagecraft

12



* New patrticipants
* Polish performances
* Educational Nights to discuss degrees conferrals

GOAL 3 - EXPAND YOUR HORIZONS AND ADD NEW PROGRAMS
* Assist weaker Chapters
* Develop a Table Chapter
* Do Chapter programs to inform Lodges
* Have a social/family night once a year
* Be selective - don't try everything at once
* Do different programs each year (but always do eleg))
* Find ways to improve quality, efficiency, and Masocooperation
* DON'T GET COMPLACENT!!!

A MATURE CHAPTER IS IN THE BEST POSITION TO RUN ANBE
SUCCESSFUL AT A TRADITIONAL MEMBERSHIP RECRUITMENPROGRAM.
DON'T GET COMPLACENT - CONTINUALLY AND ACTIVELY LOOK FOR NEW
MEMBERS

13



Planning the Chapter Year

At some point in your Chapter career you may fimat it is inevitable you will be High
Priest. When you get the first hint, when you téel first urge, read this section because
a lot of this should be dormeforeyou take the chair.

* Developing a Calendar of meetings and events
* Planning each meeting
* Developing a budget

Developing a Yearly Calendar of Meetings and Events
Components of the Chapter Calendar
Regular Meetings-Current long range plan action plans (ex. degreeamsal)

Other programs - (ex. Family Night, Table Chapter, Apron Presg&atg,
Administrative (Elections and Installations), OféitVisits (DDGHP, AGL, Grand
Chapter Officer)

Extra Events - Christmas Party, Summer Picnic, Officers meeting(: Committee,
Temple)

Developing a Yearly Calendar of Meetings and Events

. District Events
- Grand Lecturers Convention/School of Instruction
- Council Officers
- PHPs Association
- Festivals
- Joint installations
- Visits to sister Chapters

° Grand Chapter Events
- Annual Convocation
- Order of High Priesthood
- Regional Meetings
- Dedication or Rededication

14



Sample Calendar for a Functional Chapter

e JAN Installation Tiled/Public

e FEB Rehearsal for MMM

° MAR  Confer MMM

* APR DDGHP Visit

d MAY  Rehearsal for PM

o JUNE No Meeting

° JULY  Family Picnic

° AUG  Long Range Plan Review & Open Book Resagor PM
e SEPT Confer the PM

d OCT  Grand Visitor / GL Visitation

° NOV  Education Night
Plan & Submit Chapter Tiesbard to DDGHP

° DEC Elections & Awards Night
. JAN Installation
. FEB Rehearsal for MEM

. MAR Confer MEM

15



Sample Calendar for a District

e JAN

° FEB

° MAR
e APR

° MAY
e JUNE
° JULY
° AUG
* SEPT
° OoCT
° NOV
° DEC

Joint/Separate Installation of Chapters
Council Officers Coordination Meeting

Apron Presentation - DDGHP
School of Instruction
Grand Lecturers’ Convention
Grand Chapter

Council Officer & Grand Officer Regional Meggin
DDGHP Visits
Scholarship Dinner

Apron Presentation - Grand Representative
DDGHP Visits

No Activity

Charity Fund Raiser
DDGHP Staff Meeting
Grand Visitor

School of Instruction
District Festival

Apron Presentation - Meritorious Comiggn
DDGHP collects trestlebofraim each Chapter

Royal Arch District Association Holid&mner

16



Sample Calendar for Grand Chapter Events District Mew

e JAN No Activity

o FEB No Activity

° MAR  Grand Chapter Convocation and Order of Higlegthood in Albany
e APR Grand Lecturer Visit

. MAY  Regional Officer Meeting

o JUNE No Activity

° JULY  No Activity

° AUG No Activity

e SEPT  Grand Chapter Officer Visit
. OCT Grand Chapter Officer Visit
e NOV  Grand Chapter Officer Visit

° DEC No Activity

Note: In addition to Regional and Grand Visitor datthe Grand Chapter Officers will
attend Dedications and Rededications, Anniversarggional Charity Fundraiser
Dinners and Steak Roasts and summer outings, Tideters, Scholarship
Presentations in conjunction with Grand Lodge, ked$ and major District events,
Apron Presentations, and Grand Lecturer’'s Convergiolhese visitations should be
included in the district wide trestleboard.
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Planning the Chapter Year

“Filling in the Detail”
The next step and probably the hardest are fillintpe details.

When - exact date and time
Where - exact location

The High Priest apparent should fill in the Chapsehedulea few months before he is
installed.He should confer with the DDGHP. The DDGHP appasduld fill out a
master schedulprior to the Chapter yearHe should confer with the current DDGHP
and the HPs apparent.

Note: Currently, the Grand Chapter requires the BIPGo contact each High Priest —
elect and collect their Chapter Schedules (treseds) prior to Installation of Officers.

The Final Result - A Composite Schedule! In the #rede should be a Composite
Schedule of all Grand Chapter and District eveutslable to each Chapter by January.
To this - each Chapter should add their own scleedndl review it with the current and
new DDGHP. This is an excellent tool to coordindgrees throughout the district and
to work in harmony with each Chapter.

The HP and other officers may then want to add {herisonal itinerary to the master
schedule (personal visits to other Chapters aner dftasonic meetings.)

If a Masonic Service Bureau is available, sendnedule to them. More and more of
these are kept on computer, and eventually maymmtmntributors about conflicts.
If you don’t have a clearing house, consider shipaitMaster schedule with other
Masonic Groups in your area on a more informaldasi

Note: Each Chapter has a page on our Grand Chaptewreb site. Please fill out your
Chapter trestleboard as well as all updated officecontact information. In addition,
we have a master calendar on our website which witle coordinated and updated by
our Regional Officers.

Other Hints on Scheduling

While it's important to have a program at every timgg and every Companion should
always be welcome, it isot necessary to please all of the people, all ofithe.t..so

don’t be afraid to have meetings devoted to reladsrbong range planning and the like.
Not all Companions want to con@everymeeting anyway. And rehearsals pay off big
on degree night when yalo want a lot of people to come!

Many Chapters and Districts make a big deal oatti@ihdance at events like Council
Officer Association meetings, and Schools of Ingian. It doesn’t really make much

18



sense, however, to have one Chapter with 10 Compsiaind another Chapter with no
Companions at a District meeting. Then a Distrieeting becomes just another Chapter
meeting. A better strategy is to make sure that €apter hasne representative at
each event. The attending Companion should rotatsg the officers. What a great
addition to your Chapter meeting to have the aitep@ompanions report to the Chapter
what transpired at the district meeting!

AVOID changing programs. There is nothing more jpiganting than showing up for a
degree and finding out it was canceled. If you MUW&icel, try to get the word out
before the meeting. Notice that in the example fingtional Chapter schedule, it took
more than one year to roll out the MEM degree. Dhisgs up two good points: As
Chapters become more capable, it is more diffantt time consuming to develop new
programsLong Range Planning often goes across Chapter yeaasd terms of office.
It is important to reach consensus on programbfaoliRPs get implemented.

Planning Each Meeting

Now that you have a schedule, fill out an agendgdor next meeting the day after your
last. Encourage anyone that has business to befogebthe Chapter to put it on the
meeting agenda - especially the Secretary. Thedimgsofficer has the right to clarify
anything he doesn’t understand - even if it meatigng a recess. There are guidelines in
the appendices on special programs such as offiGié$, apron presentations, and
dedications. Learn to delegate and set a time bmi¢ach meeting.

Developing a Budget

Often the Treasurer and/or financial committee tgva working budget for the HP that
he can approve with or without changes. A budgatfisancialplan. It is sometimes
necessary to spend beyond the budget to take adysmot opportunities or meet
unexpected expense. Sometimes you even get mamaéthan you think! Each year
you should review the budget and report on theipuswyear’s actuals vs.

estimates in open Chapter.

Financial problems can undo an otherwise sound t€hagdake sure you elect/appoint
responsible people to run the finances.

Strike a balance between running a good progranfiaadcial security

Address financial situations early. If you need enoroney, work toward a dues
increase

Financial hardship is one of the best reasonsmneider a merger
Remembeall Companions pay dues. Give out-of-towners a resstay a member.

Send them bulletins and maybe a letter once inilewhn Assistant Secretary might be
willing to communicate with infrequent attendeeghis fashion
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Implementing - A Guide for Presiding Officers

If you ever played the game, you know that you s@out the other team very well
(assessment) come up with a good game plast@htbse by bad execution. The
next few paragraphs are devoted to Implementinghaing game plan. This is chiefly
aimed at HPs, but its definitehot secret work!

Organize

The first step in bringing a plan to realizatioriasorganize. This is really matching
resources - people, time, space, money, equipnterdction plans. To accomplish this
we need to take the action plans developed in goyanizational plan (or provided in
this book) or a meeting you've scheduled, and atdildabout resources.

For example, suppose one of your action plans fallassigning people ritual parts. You

might:
- Make a list of the parts required and a list ofgilole candidates

Divide the list into three parts and assign thriéieers to call the people on the

list

Reevaluate after you find out who accepted

Ask another Chapter to fill in the missing partsay)

Each step is really about assigning resources e riine task possible
Delegate

If you've put degree teams together before, yountnmgt be quite this formal, and you
might not assign that list to others. Sooner arlgtough you will reach the limit of what
you can do yourself....then nothing happens ordelagate.

Delegation is a bad word in Masonic circles. Onewfless desirable traditions is to let
the presiding officer worry about and do everythinbis is interesting when you

consider that ritual is impossible to perform witha team effort! One way for presiding
officers to feel comfortable about delegating isdtunteer when they are junior officers.

When reviving a dormant Chapter or starting a naw, divide the work of the Chapter
among as many Companions as possible. It is aitvadvorth starting! Know your
people. Don’t delegate a phone tree job to someadmedislikes talking on the phone.
Give people jobs they are good at and like.

Delegating doesn’t mean abdicating! You have aaesibility to monitor the progress of

the work you assign, provide additional guidancemvrequired, remove road blocks,
and provide a helping hand where necessary.
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Managing

One reason for the presiding officer to delegate &sllow him to manage. Management
is sometimes defined as accomplishing through stli@ood managers find a deep
pleasure in see other people under their direcimteed. They are also masters at
leveraging other people’s talents.

Managers are paid more in business situations bedhaey take more responsibility.
Instead of being evaluated for their own perforngathey are rewarded for the delivery
of a group effort.

Managers are also chartered with maintaining tgeplature, of keeping everyone on
track, setting priorities, resolving conflicts, arenoving road blocks. A good manager
quickly evaluates his people and applies them @ suway as to maximize their
effectiveness.

If you're comfortable with all this... good. If yolérgetting a little queasy, relax. Part, a
large part, of the Masonic process is educationalyding organizational skills, so
here’s a few hints for beginners............

There are many styles of management, but for vatyrdrganizations consensus
management is strongly suggested, especially fginbers. A well thought out
organizational plan that gets everyone’s inputgead start. Ask for help, listen to your
Companions, and then make a decision. Admit yostakes, read up on the subject of
management, observe and learn from other managexsd-and bad and Delegate!

AND MOST OF ALL -Be committed to leaving the Chaptas good as, or better than
you found it!

Communicate
There are three ways to communicate with Companions

Face to Face
By Phone
By Mail (including e-mail!)

YOU CAN FIND ADDITIONAL INFORMATION ABOUT:

PREPARING BULLETINS AND SLINGERS
SPEAKING IN PUBLIC IN THE APPENDIX
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Preside

Nothing quite prepares you for the moment whergtneel is yours and you are in charge
of the meeting. Although you have served as ar@ffisat in the East in the Council,
presiding is...well...different. Here are some pais to get you through the experience!
FIRST....... STAY CALM!

Have an agenda filled obeforethe meeting. Meet with the Secretary and Treasurer
before the meeting and find out what is on thegkde

Encourage the Companions to approach you befomadating to inform you of issues,
announcements, and concerns they might have.

Although Masonic bodies vary somewhat fr&obert’'s Rules of Ordeit’s not enough
to worry about. Get a copy and study it!

Make it a rule to set limits on speeches and dslfaben the floor.

Don't be afraid to call a brief recess or give tem of speech and/or floor to allow you
to clarify a point.

Know the opening and closing ritual.
Know how to ballot.
Start and end the meetings consistently on time.

Be honest. If you not sure about how to proceedssayhen do the best you can. If you
make an obvious mistake admit it and move on.

If available, have a more experienced PHP siténBhast with you for guidance and some
morale support. Pick someone whose style you adame will help, not criticize. These
people often make good Chaplains, or you might lmenecouncil position that is filled

by a PHP.

If an issue is tabled (either formally or informyglimake sure you follow up. Listen more
than you speak. Speak less not more; don’t fdhwe with your own voice!

Think, don't react! Remember: like any new skillegiding takes time and practice to do
well. Don’t expect to be a super star the firstetiout. Remember your shortcomings and
try to overcome them, but don’t dwell on them. Qdry to be the whole show. Delegate
programs and certain business meeting tasks whepessible.
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And Maybe .....Lead
Managers get possible things done; Leaders get &sipte things done.....

True leaders are pretty rare, but fortunately eynot needed in most situations. There
is some truth to the adage that leaders are bdrmade. Management and planning
skills can be learned, however. If you follow theps we’ve outlined in this Chapter, and
work on improving your management skills, you'rellvea your way to getting your
Chapter wherever you want to take it. If you fihdttpeople naturally follow your lead,
so much the better. On this page we list some tshgetraits:

LEADERSHIP TRAITS

Comfortable with people

Ability to influence and convince

Higher energy level than average

Unshakable belief in yourself and your ideas

Ability to paint a vision

Do not depend on others for strength, rather goug gtrength to others in
tough times

Commitment

Ability to evaluate the capability of others quigkind use them to your
(and their!) advantage
Ability to speak and present yourself well

Review

The best plans need maintenance. Look them over @nwice a year and evaluate if
you're on track. Here are some items to look for:

Have you bumped against a Critical Success Fadomething that has to go
right, but isn’t?

Is an action plan taking longer than anticipatedanpletely stalled out?
Have goals changed?

Is another approach needed for an action plan?

Did you lose a critical resource?

Sometimes, of course, you can’'t wait for the padadview. If the situation is critical
enough, fix it immediately.

Re-plan
Re-plan - Types of re-planning.....There are thregsaa re-plan:

1. Start over
2. Continuous improvement
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3. Reengineer
Re-plan - Starting over

Starting over doesn’t necessarily mean failure. W@y have accomplished all the
objectives, goals, and action plans in your previplan, and you need to develop a next
step plan. In the case of a mature Chapter, thghinie a maintenance plan or a new
project plan.

If your current plan isn’t working, you may needdom some massive revisions on the old
plan. Now, however, you have experience in planaingj re-plan should be easier.

Re-plan - Continuous Improvement

One way that businesses execute quality programesaidopt a policy of continuous
improvement (ClI). Cl isn’t so much a plan as aituate. Once you have all your basic
processes in place encourage everyone to find teaysgprove.

Maybe you add a little stagecraft to your degrdesglop better costumes,
scenery, or effects.

Maybe you develop a new twist on raising monejtlier Scholarship program.
Maybe you have a special event for new Master Masomecruit new members.
Maybe....well, you get the idea.

Re-plan - Reengineering
Reengineering, unlike continuous improvement, ldoksadically change a process.
Reengineering is a tradition breaker, and its targee non value added activities and

processes that have out lived their usefulness.

Some of the best ideas come from Chapters. Sotlsiaking creatively, and share your
ideas!

Summary

WHEW! That was a long chapter. We would like toviegou with one final thought.
One of Freemasonry’s objectives is “to make good better.” Part of that are the
spiritual and moral lessons of our ritual, but prit is to teach more practical skills in
organization, presentation, and the social grakegry few come with these skills

already in place, but for most of us this is a glearning experience. AND THAT'S
PART OF OUR MISSION, TO TEACH AND LEARN TOGETHER.
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CHAPTER 4 - CHAPTER ORGANIZATION

“No man is an island, entire of itself........ thére never send to know for whom the
bell tolls; it tolls for thee” “Devotions upon Emergent Occasions” by John [2onn

1. Introduction

2. The Big Three - Master Masons, Candidates, adpganions

3. The Good, the Bad, and the Rest of Us

4. A Few Words About.....Division of Labor

5. The Elected Officers - Roles and Responsilslitie

6. The Appointed Officers - Roles and Responsibgit

7. Committees

8. But our Chapter doesn’t have enough people!

9. But our Chapter doesn’t do it that way!
Introduction
In this chapter we are going to discuss who shdald/hat to make Chapters work right.
RAM is a group activity, and no matter how much ywe willing to do as an individual,
without the help of your fellow Companions, youfret going to get very far. Yet many
Chapters depend on two Officers to do everythitige-HP and the Secretary! Needless
to say, they are not among the most successfult€tsap
We are not going to talk much about the physicghoization of a Chapter in this book.
For that, check your ritual book. It provides aofiplan of what the Chapter room should
look like, and what props and equipment are requibetailed forms and procedures, not
covered elsewhere, can be found in the Appendices.
The Big Three - Master Masons, Candidates, and Congmions
Master Masonsare all potential Companions of the RA, but theierest is not
automatic or universal. It is important to thinktbém as part of your Chapter activity,
however. Put on your best face when dealing wigdmthSpeak well of the RA and your
interest in it. Tell them your plans not your praols. Peak their interest, and inspire
them by your own commitment to excellence.
Candidatesare part of the Chapter. They have put their signaturéhe dotted line, but

never forget what you do in the time between metiind membership can determine
their participation for a lifetime. Treat them well
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Companionscome in many varieties, some good, some not sd,gsocan be seen
below.

The Good, the Bad, and the Rest of Us

Well, maybeOutstandingis a better term than good. Most Companions are fmothe
organization, even if they don’t attend many meggiActive Companionshowever, are
the life blood of the organization. They attend @étnever meeting, and are willing to
lend their talents to the program.

Some have an interest so strong that they areedictina lifetime. Some have a specific
goal, and are willing to work - often for many ygarto be HP, for example, but will then
move on to other activities. Some will be seledt@cigher office which may interfere
with their Chapter participation in the long or ghterm.

The Chapter needs to put these Companions to wWoekartheir talents are best served if
possible. Appreciate them and treat them well.

When a Companion becoméslinquent in the payment of their dues, let’s face it, we
think badly of them. In reality though, we almobtays need to take some of the blame
because of one or more of the following:

a. Someone talked them into membership and thgotfabout them

b. Someone talked them into joining, but they wénregry interested

c. The Chapter did a poor job of conferring therdeg when they were a
candidate

d. The Chapter never sent them anything but dugsaso

e. The Chapter doesn’'t have a program

Even if we do everything right, however, we willldtave the occasional NPD....so,
here’s what to do and not to do when the situadioses....

Do send a timely due notice. Send reminder lettermighout the year.

Don't let dues lapse more than one year. Contapopular belief you're not
helping anyone by doing this. Sometimes a NPD twitharound
miraculously, but don’t count on it happening tdten.

After a year, the best way to resolve it is byitagkto the Companion. Most
people don'’t like confrontation, so letters arecus®re often than not. If you
do get to talk to the Companion, approach it froriwdnat can we do to make
you more interested,” rather than, “pay up.”

While this job most often falls to the SecretaryH#t, a membership committee could be

used. Sometimes, particularly with newer Companidns useful to look back at the
petition and find out who made the recommendatimhsee if they will help
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If all else fails, try to talk the Companion intalemit - it is surprising how many Masons
don’t understand a demit - do you???

A Demitallows a Companion to withdraw from membership fra@hapter without
prejudice.

The Companion may take his demit to another Chapmtérapply foAffiliation (that is
become a member without taking the degrees agajnsbdrop out. A demit is granted
of rightto any Companion in good standing (paid up due8)owt the vote of the
Chapter. It is the honorable choice if you want out

Once you eliminate Candidates, Actives, and Dekmdg, you quickly find out that the
Rest of Us make up the majority of Chapter membyergis% - 80% is typical') Who is
this largely silent majority?

Attending Companions a.k.a. “Side Liners”are Companions that come to observe
Chapter activity. Unlike Actives, they don’t wawtdo, just be the audience. Although
this is perfectly acceptable for most of the réstaziety, for some reason, Masons tend
to constantly pressure everyone to get on stagehvidgione of the reasons why there
aren’t many “Attending Companions” anymore! Theestteason may be that there is a
lack of anything to observe in too many Chapters!

The lack of reward in attending Masonic events fasthe joy of being there is one of
biggest problems in the Fraternity today. Why? Beeathose whdon't attend, don’t
recommend!

The other class of Companions &drresponding Companions” They do not attend
much...maybe never! Many live out-of-town. They davever- pay their dues, and as
such-theyshouldget something in return such as a bulletin, oremdlly letter from the
Secretary or Membership Committee with along tHaes statement.

If you think you are doing a good job reaching th€ompanions, ask yourself if they
evervisit. Some (most???) don’'t even come to get theivice Awards anymore!

A Few Words About.....Division of Labor

The next section is mainly about Officers past pregent. Before we get into that,
however, let’s talk about one of those goofy, utken, Landmarks of the Craft, that we
need to trash...the quicker, the better.

Yes, we're talking about the presiding officer dpihall. Plan the program, write the
bulletin, confer the degrees, bring the food, ageathe special events, etc . . . . Well, you
get the point. Somehow, you need to get more penptdved. Old traditions die hard,
but if you're rebuilding a Chapter, decide righarfr the start that Scribes bring the food,
Kings do the bulletin, Captains of the Host rundegree team ... Well, and you get the
point...again
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In the words of John Heywood (1497-1580any hands make light work.”

Here’s another suggestion. If you find a Companiat really likes to cook, don't try to
make him a ritualist even if it's his “turn”. Belittle flexible. Winning football teams
don’t make linebackers wide receivers or visa ve¥acourse, there are some jobs
everyonehates that should be distributed equally. In toeds of another sage
philosopher;Never try to teach a pig to sing - it's a wastetiohe, and it annoys the

pig!”
Elected Officers - Role and Responsibilities

Elected Officers are voted into office by the Comipas who attend the election and in
accordance with the constitution of Grand Chapterthe bylaws of the Chapter. The
elected officers generally consist of the Coundflc@rs (HP, K, S), the Secretary, the
Treasurer, and the Trustees.

The High Priest

The High Priestis the Chief Operations Officer of the Chapted aas the following
duties:

Plan - before you're installed, before you're eteltplan. Line up what you want
to do for each meeting, and find all the resouymesneed and get their
commitment

Delegate - don't try to do it all yourself

Preside - create an agenda for every meeting; Rabert's Rules,

Lead by Example - set expectations. For exampleryeme knows you're not a
great ritualist, but you study hard, and the figiht you stand up with the ritual
book and say, "I'm not using this to open and lextpyou to do the same.” They
won’t notice the few mistakes you make, and thdy/stietch to do a better job,
too

Conduct officer meetings

Coordinate Chapter activity with the other activen@panions, especially the
Secretary

Support Long Range Planning. Commit to moving thager forward during
your term
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The Secretary

The Secretary has the most difficult job in the @ka It takes an extraordinary
individual to do the job well. The following areshiluties:

Keep the records of the Chapter

Attendance near 100%. Always have a back up!

Send out the dues notices, and manage collsction

Record bills and give them over to the Treasimepayment
Insure all records and property are availablenfgpection by the
Deputy

6. Submit the Annual Return to Grand Chapter -ime t

arwpbpPE

Provide the information needed by the BBforehe needs it. Be his chief mentor.
Discuss your requirements before the meeting, &p ¢an be added to the agendan’t
surprise him athelong term officer of the Chapter; make sure nevicefs understand
correct Chapter procedures from year to year. Gpmed with the Companions who
infrequently attend. This little extra can pay digidends to the Chapter.

Remember you're not the High PriestDon’t exceed the limits of your power (which is
considerable) and don’t try to run things behinel shene

The Treasurer

Not everyone can handle money, so pick the Treasarefully: Here are his major
duties:
Prepare the budget for the approval of the HP and@anions
Receive and deposit income
Pay bills as authorized by the vote of the Chapter
Maintain the financial records of the Chapter
Prepare a yearly report of budget performance gbudgainst actuals

If possible, the HP should appoint a Financial Comiittee to assist in budget
preparation and an Audit Committee to see that théooks are in good order. This
isn’t a reflection on the honesty or ability of theTreasurer; it's just good accounting
practice

The Council

Traditionally, the HP is busy and the King and Berare not. Let’s face it they're lumps!
But it doesn’t need to be that way. Here are sdnimgs they ought to be doing:

If not PHPs, as High Priests in training be goadiehts of the Chapter
Take on one major Chapter task - for example, safrents

Take an active interest in Long Range Planning

Learn the HP’s part (since they don’t have anyhefrtown)
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Be prepared to preside - for some reason, “movmgight,” so popular in
Lodges, isn’'t done much in Chapters. Why not try it

Elected Officers - Role and Responsibilities - Th&rustees

Trustees for individual Chapters are not requirethe constitution, but in practice
most Chapters have them. If your Chapter has Te(st¢hey should be elected.
Often the job is largely perfunctory. Occasionailygan be quite challenging. The
Trustees have two major duties:

Manage report and track the property of the Chaftelling something? - Not
without the blessing of the Trustees. Moving? Thastees need to be involved,
because property is involved. Trustees shouldraksoage long term financial
investments, especial if the amount is large, fond is designated for a particular
use. If you have enough Companions, an investnaentrgttee might be used to
advise the Trustees

There are generally three Trustees who are el¢égt8dear terms. Initially one
Trustee is elected for 3 years, another for twd, @mother for one. Then one new (or
current) Trustee is elected each year to a thraetgem.

An Elected Officer should hold only one electivéad at a time. This means
Secretaries shouldn’t be HPs or Trustees, for el@mm Elected Officer can also
hold an Appointed Officer position(s), althoughpkéully, as your Chapter grows
this won’t be necessary.

Appointed Officers - Role and Responsibilities

Appointed officers serve at the will and pleasuréhe High Priest, and are not
elected by the Chapter. They generally serve theedarm as other officers, but can
be replaced without calling an election.

If the Chapter has sufficient manpower the HP sthaplpoint seven officers as
follows:

Senior Floor Officers
Captain of the Host
Principal Sojourner
Royal Arch Captain
Junior Floor Officers
Master of the Third Veil
Master of the Second Vell
Master of the First Vell
Sentinel
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Most Chapters are not very complicated to run)aar fofficers typically have only a few
duties:

Learn their ritual parts in the opening, closiagd conferral of degrees

Help communicate to the members via a phone tree

More senior appointed officers might also hepdiegree teams. This would
involve make sure all the parts are covered, omjagpirehearsals, and set up/tear
down of the room before and after meetings

4. Serve on committees as required

wnN e

Sentinels

The duty of the Sentinel is to insure that only R&&hter the Chapter room, particularly
after the meeting has started. Many Chapters ahewsSentinel to leave the door open
after the meeting has started so he can withegadle¢ing and still guard the entrance
Sentinels also sit with candidates before deges should be able to be informative
and make candidates feel comfortable with the Gragptperience

Finally, Sentinels should insure that Companiomspeepared to enter the Chapter room.
Do they have an apron on? Need help with the wandssigns? Have they signed the
register?

Appointed Officers - Role and Responsibilities

Other Appointed Officers

Occasionally Chapters will appoint other officds,example, a Chapter Historian or
Musician. Always ask yourself if the office realias a purpose. Although it is
appropriate to sometimes have an honorary appoirifrase it sparingly.

Two offices that are often good ideas aréAanistant SecretaryandAssistant

Treasurer. There is usually not enough work to warrant théfees on a continuing
basis. However, the following situations may cafl them:

When two Chapters consolidate there can be a Segr@atd Treasurer from each. A
good transition is to make one the primary offiaed the other the assistant for a while.
When the current officer is going to retire make t@placement an assistant for a year for
the purpose of transition

A Final Note

If an Appointed Office is to be a permanent positio the Chapter it should be specified
in the bylaws.

ALL elective Offices other than the Council, Secretargt Treasurer must be specified
in the bylaws.
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Committees

TheGOLDEN RULE of Committees:

Never appoint a committee without defined delivesgland a definite time frame!

For example, the Financial Committee is requiredrtivide a budget for the ensuing
year by the annual meeting.

There are two kinds of Committees:

Standing Committeesthat have a specific mission every year (for exampl
Finance, Auditing, Long Term Planning)

Special Committees thatare created to handle one event and then disaffpear
example, Bylaws Revision, 125th Anniversary, Meyger

Since most Chapters have pretty simple organizalistnuctures not a lot of committees
are required. Still, they have their uses providing follow the Golden Rule of
Committees. On the next few pages are examplesmfmon committees, who should be
on them, what they should do, and, where appragraat alternative approach.

Standing Committees

The Finance Committeehas the mission of preparing the budget each \taar.
minimally composed of the Treasurer and HP. Thee$axy, King, and Scribe
could also be involved. Many Chapters write lesstB5 checks a year and have
only a few thousand dollars of income. Under tr@seimstances the creation of a
budget is pretty perfunctory and the need for emdrbudget process questionable
unless you have shortfalls. If the Chapter hag aflmoney, a budget is a must
because it's human nature to want to spend it.’3hatv Chapters with lots of
money go broke!

The Auditing Committee checks to see that the financial records are atzusare
this checks the honesty of the Treasurer, but nmypertant, it catches mistakes in
the process. One capable Companion who is notfexeiois the best choice. Again,
most Chapters have so little money that this iartg issue.

An Investment Committeeis appropriate where the Chapter has a significant
amount of money in long term accounts under thérobaf Trustees. This
committee periodically reviews the investment vidsdor this money, and advises
the Trustees on alternatives. If you look, you riiag that you have a financial
advisor or two in your membership roster that wdalge to do this. Most Chapters
that have money keep it near liquid which makesdier to spend, and returns a
small amount of interest. An Investment Committae kelp correct this.
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The Long Range Planning Committees a must. It should review the long range
plan every year, make corrections, and help thelétBrmine the current year’'s
schedule of activities. It should be made up ofHilReand the next three officers
that will become HP in succeeding years. In a péserld the committee would
consist of the HP, King, Scribe and Captain oftiwost.

The Membership Committeecan have two missions. One is to develop programs
to increase membership. The best vehicle for thike Long Range Planning
Committee’s plan, but various kinds of presentatiahlocal Lodges, and phone
and mail campaigns, are also appropriate. The &ihdrof membership committee
has a focus on the current membership and triesate then feel good about the
Chapter and encourage them to attend. They mayaeriirthday cards, write

short notes with the dues cards, or have a spmeaiber appreciation night. These
committees can be made up of interested PHPs ntwifecers, and interested
Companions. In the absence of this committee, nofithe work falls to the
Secretary.

The Charities Committeeorganizes the Chapter’s charity efforts for theryea
Sometimes this is done on a District basis, in Witiase each Chapter might have a
representative on the District Committee. Mail Cargps and Scholarship Dinners
are two possible activities for this committeesbme areas, all local Masonic
organizations take part in a joint Charity eventyActive, interested Companions
can serve.

The PHPsmay also meet annually or when required to revidagler activity and
make recommendations for Grand Reps, DeputiesA&ids from their Chapter.

Special Committees

The Bylaws Committeeis formed when the Chapter needs to Change itsiByla
Such changes must be reviewed by the Grand Chapigapproved by the
membership of the Chapter to take effect. If thar@fe is small; for example, a
change of time and/or place of meetings, one or@ampanions can handle the
work. Larger changes, which are rare, may requesmpeople

Merger Committeesare set up in both Chapters that intend to mergey Ehould
negotiate the structure of the new Chapter, ardviaihe checklist in the
appropriate appendix. They need to keep their csgeChapters informed and
pave the way to a smooth transition. Both Grandp@raand the membership of
both Chapters must approve the merger.

Special Event Committeesre set up to manage recognition nights, Chapter
Anniversaries, and other special events. The cortplef the event and the
confidence of the Officers dictate when such corteeg are required. Most
Chapters have few, if any, committees. In pars, isibecause Chapters are small
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and lack the manpower for formal committees. StheeChapter organizational
structure is usually simple, most jobs can be dgnene Companion. This is, in
many cases, the most efficient approach - more éharperson on any task puts
additional time and effort in the project just mnemunicate and reach a consensus.

Nevertheless, committees can be a good approaggtting things done. They are most
useful when consensisimportant, when the task large, or when more than one
person should be accountable.

“But Our Chapter Doesn’t Have Enough People!” HELP!

Now that we’ve told you the party line, let's gear for a minute. Most Chapters don’t
have enough people. So here’s how to assign ysourees if you have a dormant
Chapter.

THE TWO MOST IMPORTANT FUNCTIONS FOR DORMANT CHAPHS:

The Secretaryis vital. If you don’t have a functioning Secretaiqur Chapter is
dysfunctional, out of business, Kaput! The Secyeteaeds to communicate to
Grand Chapter and the Companions of the Chaptiectdues, and make an
Annual report.

Long Range Planning Committee Whoever is active needs to be on this
committee and thinking about the options: Giving Merge, or Rebuilding.

As your Chapter grows you’ll want to add a sepafaeasurer and Trustee function, then
your other elected and appointed officers.

Important Insight :

If there are only one or two Companions involvedhie Chapter, good record keeping
when you spend or receive money, or acquire opseferty is a must. Keep the Deputy
involved as well!

“But our Chapter doesn’t do it that way!”.....RELAX

This Chapter is meant to be a general guide ontbaet up and maintain a Chapter.
Chapter bylaws are a way to customize the geneles set down in the Grand Chapter
constitution. Those bylaws were approved by Grahdp@er so you know you're in
conformance if you follow them. And for Heaven ssiken’t worry if you can’t comply
because you lack resources - but do set your canrsesolving the issues!
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CHAPTER 5 - THE GRAND CHAPTER

We the people of the United States, in order tmfarmore perfect union.Preamble to
the Constitution of the United States of Americaq1)

d Introduction

° The Role and Responsibility of Grand Chapter

° What happens at a Grand Chapter Convocation?

° How to sign up for a Grand Chapter Convocation

* The Role and Responsibility of Grand Chapter cont’d
o The Organization of Grand Chapter

° Grand Chapter Publications

. Corresponding with Grand Chapter

®* The Role and Responsibilities of General Grand @rap
o Corresponding with General Grand Chapter

*  The Royal Arch Charity Programs in New York

e Here’s a little historyThe Grand Chapter of the State of New York, RoyahA
Masons was formed on March 14, 1798 by five Chapt@eWitt Clinton served as
the first Grand High Priest. A few months earlitbe General Grand Chapter was
formed (October 24, 1797), by three Chapters, t@mmfMass. and one, Temple,
from NY. The first General Grand High Priest washEgim Kirby, but later DeWitt
Clinton would hold this office and so would manyets from New York, as
well.....As fascinating as history is, that’s aballtwe can relate here. Our mission
is to explain the current, not the past, organiratf Grand Chapter and General
Grand Chapter. Let’s start out by answering thastjon you're dying to ask:

“Why is there a Grand Chapter, anyway?”
Role and Responsibilities of Grand Chapter

If you peek ahead a bit you will see that in ouxtr@hapter our quote is “All your
strength is in union”. That's equally applicabledeGrand Chapter, because it's a union
of many local Chapters can accomplish much morne éimy could accomplish
individually. Here are some of Grand Chapter’s oesibilities:

Standardize the work of constituent Chapters
Resolve disputes between Chapters

Constitute (Warrant) and dissolve constituent Cérapt
Dedicated and rededicated constituent Chapters
Provide the legal entity required by the State efM\York
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Provide stewardship over the property of the Gi@hdpter and it's constituent
Chapters through its Trustees

Develop charity programs for the good of RAM anchkiad, in general

Provide communications and training for and betw&bapters through the
offices of District Deputy Grand High Priest, Agaist Grand Lecturers, and
Regional Officer

Provide for an Annual Convocation of constituena@iers

Maintain a constitution and regulate the bylawsaistituent Chapters

Provided for a uniform method of correspondencebeh sister Grand Chapters
by maintenance of a Grand Representative systdmar btasonic Bodies through
the Office of the Grand Secretary and the GrandhHigest, and with General
Grand Chapter through its Past and Present Gragid Piests

Anoint and consecrate the elected High Priestoos$tituent Chapters by the
administration of the Order of High Priesthood

What happens at the Grand Chapter Convocation?

The Grand Chapter Convocation is held in Albanyrduthe week that contains the first
Friday in March.

OnThursday afternoon, the DDGHP may have a training semiar Grand Chapter
Line Officers meet and rehearse, and some committeet. In addition, the Thomas
Smith Webb Research Chapter meets. In the evethadnvited Guest Banquet is held.

OnFriday morning, the Grand Chapter session meets to reggiters, conduct
administrative business, and elect officers. Theeemen’s lunch and a ladies’ lunch.
The GHP elect has lunch with the Deputies and ttea&Lecturer with the AGLs. After
lunch, there is a rehearsal for the Order of Hige$®hood. The Order is conferred mid
afternoon.

Friday evening is the Grand Chapter Banquet which is opei.

On Saturday morning, Grand Chapter is reconvened and buscwsduded. The Grand
Chapter Officers are then installed in a tiled oeyay. After a short recess a public
installation is held. The Grand Chapter Line Officgenerally have a meeting before
departing, but everyone else gets on the roaddoreheither after the tiled installation or
the public installation

HERE'S ATIP
Register when you arrive. You'll get all the infaation you need, and Grand Chapter

will get all the information it needs! Registratiengenerally set up Thursday night and
Friday morning near the Check-In area.
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How do you sign up for a Grand Chapter Convocation?

Your District Deputy receives information about @daChapter which he should in turn
distribute to the Chapters. You can sign up foehmservations and meals through your
Deputy.You still mustegisterat Grand Chapter

REMEMBER......every Chapter should send the Coudfficers or it's proxies to Grand
Chapter!

Role and Responsibilities of Grand Chapter

The Grand Chapter is a sovereign body within itsggephic domain (New York). This
means it's the final authority on Royal Arch Maspir New York State, but...

It recognizes the Lodge as the basis of all Masammyg the Grand Master of the State of
New York as the supreme Masonic authority, andan@r_odge recognizes Grand
Chapter as a legitimate Masonic body in its contstin.

Grand Chapter is governed by its constitution. A@br addresses issues specific to it in
its bylaws, under the general principles laid dowthe Grand Chapter constitution.
Issues not covered by either would revert to thestitution of Grand Lodge Grand
Chapter ichartered as a business entity by New York State, and imwarrants
Chapters.

A distinction must be made between the jurisdicodGrand Chapter - all Companions
and Chapters within New York State - and the aatushbers of Grand Chapter - those
who can vote in a given year.

° With the exception of a relatively few Permanentiliers, the composition of
voting members may change considerably from yege#o. If you're a Scribe for
your Chapter this year and your Chapter electstgd{ing and then HP in
subsequent years, you will be a voting member ah@iChapter for those three
years. When you enter the ranks of PHPs, howeltbough you can attend Grand
Chapter Convocations, you won'’t be able to votgoli get to be a DDGHP, you'll
again have a vote until you go out of office.

o Remember, any Companion in good standing can atten@rand Chapter
Convocations!

° If your Chapter has 50 or less Companions youlgegtvotes - one for each
Council Officer. For each additional 50 or less rhens, you get one additional
vote. The additional votes are cast by the senaamCil officer present. So if your
Chapter has 102 members and all your council oBie&tend, the Scribe has 1 vote,
the King has 1 vote, and the High Priest has 3svotme for the first 50, one for
the second fifty, andne for the next 2.
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“But I'm a Grand Rep and | vote.”

This may be true..if you're also a Council officer in your Chapt@ne of the confusing
aspects of all this is that Companions can weatiphelhats.

In the next few pages we’ll discuss The Grand Higlest, Permanent Members,
Appointed Grand Chapter Officers (except the DDGHIPristees, and Grand
Representatives.

If you want to know about Chapter Officers go b&xkChapter Four...If you want to
know about DDGHPs and AGLs and the District andi®® organization move on to
Chapter Six.

The Grand High Priest

o In keeping with Masonic landmarks and traditiohg Grand High Priest is given
sweeping and exhaustive powers by the constituibteast, in theory! In practice,
he’s limited and this power is balanced in sevesiays:

. SCOPE - there is a lot more to do than one persald @ossibly handle so Grand
High Priests typically concentrate their effortsglected areas and delegate
extensively.

* TERM - the Grand High Priest office is up for elentevery year. Although there
is nothing constitutionally to prevent a Grand HRgtrest from run again, in
practice, it doesn’t happen.

° SELECTION and TRAINING - a lot of thought goes il selection and training
of Grand Chapter Officers who one day could be @idigh Priests. There is a
long apprenticeship.

The Masonic Organizational Structure is essent@lyservative and slow to change.
Most permanent changes need to be developed themngensus rather than dictated.
Ultimately, the real power of Grand Chapter and@nand High Priest emanates from
the local Chapters.

The Constitution - The Constitution states theswleder which all Companionsyen
the Grand High Priestmust operate. It is not easily changed. In fagtconstitutional
change can be made in less than two annual Convnsat

Duties

The Grand High Priest approves all appointmenenegally on the recommendation of

the Regional, District, and Chapter leaders, ardPrmanent Members. The Grand
High Priest develops, in conjunction with the Pesgive Six the program for his term of
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office and supervises its execution. The Grand Highst presides over Grand Chapter
Convocations.

The Grand High Priest, as the CEO of the Grand @nhamepresents the Grand Chapter
within New York, and on visits to foreign jurisdichs.

Don't DDGHPs and Grand Reps do that?

Yes,but only when the Grand High Priest cannot be pnesié is important to realize
that most offices in the Grand Chapter are delegaésponsibilities and prerogatives of
the Grand High Priest.

The majority of Permanent Members are Past Gragt RAriests. Past and present Grand
Council officers, and past and present Grand Satestand Treasurers are also
Permanent Members. They provide an important adyvissde within Grand Chapter, and
particularly to the Grand High Priest, since mastdserved in this capacity.

They also execute important committee and trusites within the Grand
Chapter.
They may cast a vote in their own right at Granayglér.

Permanent members are...well...permanent. Ther@ eenstitutional mechanism to
remove them. Therefore, barring a lapse in thembership (such as suspension), they
hold this designation for life.

Trustees

Are elected to five year terms
May hold no other Grand Chapter Office while a Tees
Must be a resident of New York State

The Grand High Priest may appoint a Trustee umtilrtext Grand Chapter Convocation
if a vacancy occurs in mid term, but at the nextvazation an election is held to fill the
unexpired term.

Duties

Trustees control the long range funds and the phlproperty of the Grand Chapter as
specified by the State of New York. Although indival Chapters may have trustees,
they are subservient to the Trustees of Grand @hagtd are not required by law.
Remember, Chapters are warranted not chartered!

The Trustees of Grand Chapter maintain five majad$é which are summarized in this
chapter. For more information see Article Il of Benstitution.
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ThePermanent Fundis the long term operational fund for Grand Chap@erly its
interest may be used to offset yearly Grand Chagterinistrative and operational
expense without special action by two convocatmiGrand Chapter.

TheDiseases of the Lungs Relief Funid for the most part a legacy fund since it is quie
large and adequately fulfills its mission of prawigi relief to those suffering from TB and
other diseases of the lungs. Only interest carsbd unless special action is taken by
Grand Chapter.

The Royal Arch Mason Scholarship Fundis one of two active charitable funds. Interest
is used to fund scholarships. Principal can’t bedusithout special action by Grand
Chapter.

The other active charity, tHieoyal Arch Medical Research Foundation maintains a
fund for use in support of the Medical Researchiligam Utica.

A Miscellaneous Fundhas recently been created to consolidate severarmi
operational funds of Grand Chapter. The exact ls@ak of this fund can be found in
theProceedings.

The Elective Officers

Consist of the Grand Council, the Grand Secretadytae Grand Treasurer

The Grand Council Officers succeed the Grand HigésPin order of rank if he is
unable to execute the responsibilities of his effithe Grand Council officers have
duties similar to the appointed Grand Chapter efic

The Grand Secretary runs the office facilities tich), performs the administrative
functions of Grand Chapter, receives and accouamtsibney paid to the Grand Chapter,
and keeps records of the constituent Chapters @amesponds with them as specified in
section 122 of the Constitution.

The Grand Treasurer is the chief financial officeGrand Chapter and accounts for all
money not under the jurisdiction of the Trusteespexified in section 121 of the
Constitution. The Grand Secretary and Treasuret breibonded when in office.

The Appointed Officers consist of The Grand Captain of the Host, Priricgmourner,
Royal Arch Captain, Masters of the Veils, and satiers that will be discussed shortly.

DUTIES OF THE ABOVE OFFICERS

* Execute the ceremonial duties pertaining to thifice
Staff key committee and project roles

* Serve as Regional Officers

Make official visits to Districts throughotite State
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Other Appointed Officers include tli&rand Sentinel, Grand Musicians, and Grand
Chaplains who perform specific duties mostly ceremonial ature, and...

Assistant Grand Secretary or Treasurerwho (surprise!) assist the Grand Secretary or
Treasurer and...

A Judge Advocatewho is the legal advisor to the Grand High Praast acts only by his
requestand....

A Grand Lecturer who exemplifies the Standard Work in annual Distievel
conventions, and elsewhere as required. He istaddiy an Assistant Grand Lecturer in
each District, who works for him, and...

A Grand Historian who studies, records, and maintains the histograhd Chapter,
and...

District Deputy Grand High Priests who will be discussed in the next Chapter.
The Grand Representatives

There are a few Masonic chestnuts that can be plopp@nsuspecting Companions who
think they know it all. Almost everyone, for examptalks about putting on degrees.
Degrees are conferredlothes are put on. And then there is the maftére Grand
Representative®.......

° No Grand Representative who is a Companion of @ Mork Grand Chapter is a
Grand Representatite anywhere except New York. Pick a foreign jurisidict
let's say Scotland. If you're from New York and tGeand Representative
involved, then your title i3he Grand Representatif'om the Grand Chapter of
Scotlandnear the Grand Chapter of the State of New Y#¥idur commission
comes from Scotland, and you are appointed by #dwiivalent of a GHP, on the
recommendation of our GHP. There is a Companidcotland who does the same
for us.

° So don’t get caught with your Masonic pants down!

Special note - a Permanent Member or Grand Ch@tieer (including past and present
DDGHPs) can’t be Grand Reps.

Duties

A Grand Rep appointment is often considered hogofidrere is no doubt it is an honor,
but there is some real work involved:

Correspond with the Grand Chapter you're repitasg

Assist visitors from your Grand Chapter wherythisit our jurisdiction
Visit your Grand Chapter when feasible

Attendour Grand Chapter when feasible

coow
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e. Help out in your District and Chapter

How are Grand Representatives selected? Occasighallrand High Priest may
recommend a Grand Representative for appointmesttti. However, in most cases, a
form should be filled out that represents a recomaagon from a Chapter and approval
by the DDGHP, Regional Officer, and any Permaneeairiders in the area.

Committees

Just like an individual Chapter, Grand Chapterdnhasmber of committees to perform
specific tasks.

There are two types of Committees:
STANDING - committees that have an ongoing function frommrye year

SPECIAL - committees that are created to perform a speftifiction or project on a
one time basis (although it may take more thanyaae to complete!)

On the next few pages you'll find summaries of @Gr&hapter Committees. See the
Directory for a complete list with Chairman and nfers, and the Proceedings for
annual reports of the various committees.

Finance and Accounts essentially responsible for the Grand Chapteigbt
By-Laws - reviews and approves/disapproves changes tot€@hay-laws.
Credentials - responsible for registration at the annual caation.

Fraternal Correspondence- reviews and summarizes proceedings of sister

jurisdictions.

Jurisprudence - reviews constitutional changes.

Masonic Education- develops and disseminates educational materidhé&

Grand Chapter.

7. Assistance of Royal Arch Masons & Their Dependentwith Respiratory and
Chronic Diseases of the Lungs administers this charity within the guidelinds o
the Trustees.

8. Custodians of the Work- maintain the ritual.

9. Appeals and Grievances maintenance and interpretation of the Grand @nap

decisions, rules, policies, and procedures.

10.Royal Arch Library and Museum - maintenance of the Royal Arch collection at
the Livingstone Library in New York.

11.Royal Arch Mason Scholarship Aid Fund- administration of this charity within
the guidelines of the Trustees.

12.Royal Arch Medical Foundation, Inc. - administration of this charityNote -

this is a separate 501c3 with elected and appoioféders

PN
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Special Committees
Here are some of the more permanent special coaemitt

Masonic Home Royal Arch Exhibit- maintains this exhibit in Utica.
Charters - reviews re-districting, consolidations, and néhapters.
Arrangements - makes arrangements for the annual convocation.

Mileage and Per Diem- administers mileage and per diem checks at dnnua
convocation.

Publicity and Publications - currently, the main concern of this committeéhis
New York Supplementin theRoyal Arch Magazine.

Royal Arch Charity - responsible for fund raising programs.

Royal Arch Seals- administers the Royal Arch Seal Program.

Long Range Planning- development of the long range strategy for Grand
Chapter.

o rowbpE
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There are a number of publications of Grand Chapterall active Companions should
have.

1. Constitution - many of the topics in this chapter are summarfesformation
found in the Constitution which is the definitiveusce.

2. Directory - the who's who of New York RAM.

3. Proceedings- a record of each year's Grand Chapter convocatith lots of
other great information, as well.

4. Ritual - the standard red ritual book in plain English reently been published.

5. Leadership- The RAM Handbook & Leadership Guide.

6. Leadership- The Royal Arch Leadership Course.

Corresponding with Grand Chapter

If you think you need to correspond with Grand Gkagpt is probably a good idea to
check with your Chapter Secretary or DDGHP fitdse theDirectoryto communicate
with specific Officers, Committees, Districts, on&pters. The Grand Secretaries Office
is the main clearance center for Grand ChaptereéSpandence:

Office of the Grand Secretary

The Grand Chapter, State of New York, Royal Arcrsies
C/o Masonic Care Community

Utica, New York 13501-1788

(315)-798-4887
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The General Grand Chapter of RAM International

General Grand Chapter is made up of member Graagt€lts. It was formed in the
Northeast US (New York had a big part!), and i stiongest in the US, although it has
several member Grand Chapters in Canada, Southidéan&urope, and Asia.

It is not a sovereign body, although it is recogdiby the Grand Lodge of New York
(and one would presume others) as a Masonic bobdgsIino authority over its member
Grand Chapters, but provides a forum for coopegatiteraction.

Every Past Grand High Priest of member Grand Chagea Permanent Member of
General Grand Chapter. It has an Officer Line sintib Grand Chapter, and Regional
Officers (who may also be line officers) who viséch of the member Grand Chapters
once a year. Each Grand Chapter has an Ambassadarepresents that Grand Chapter.
The General Grand Chapter meets once every thegs gea Triennial.

General Grand Chapter provides a number of Serticés members. These include:
®* The Triennial Meeting
* Royal Arch Education and Research
* Communications
* Royal Arch Promotion
* Starting and Mentoring new Grand Chapters
® Support of Masonic Youth

Because New York has largely developed its own aimmg, many of their services, such
as their charity program, are largely unknown tavNéork Royal Arch Masons.
However, there are some you should be aware oNXIRAMs receivelhe Royal Arch
Masonmagazine, a fine publication produced by Generah@iChapter. Much of the
literature on RAM and the York Rite in general wses produced by General Grand
Chapter.

Each year a representative of General Grand Cheigits the New York Convocation,
in Albany. Each year General Grand Chapter pressr@dronze medal to a worthy NY
State Companion. A Silver Medal is award one tegaan every three years, and three
gold medals are award world wide every three years.

The current elected officers, including the Graedrstary, can be found in our
ProceedingsTo correspond with the General Grand Chapter Educ&ureau write to:

The General Grand Chapter, Royal Arch Masons latemnal, General Offices to:
Mr. James H. Hodge, General Grand Secretary, Po®01R8, Greenfield, Indiana
46140-0128, Phone: 317-467-3600 ~ FAX: 317-467-389%ail- ramintl@sbcglobal.net
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Charity Programs in New York State

Grand Chapter supports three Charities in New \Sidte:

* The Royal Arch Scholarship Fund
* The Medical Research Foundation

* Assistance of Royal Arch Masons and Their Depersderih Respiratory
and Chronic Diseases of the Lungs

Specific committees support each Charity, in addito the Charities Committee itself
which develops programs for general fundraising.

Scholarships

The Royal Arch Scholarship Fund grants $500 arelha$1000 scholarships to children
and grandchildren of Royal Arch Masons. Money isad by a Grand Chapter
solicitation via mailing each year, by District aBtapter fundraising, and by sales of
Royal Arch Seals.

All money raised by th&eals Prograngoes directly to Scholarships. Other donations
can be designated to direct scholarships or tondovwement fund, or left to the discretion
of the GHP.

Two committees are in place to support the SchiollaBrogram - one to support the
Seals Program and one to administer the Scholaship

How to apply for a Scholarship

You should contact your Chapter Secretary or DD@d#Rhe latest forms. Also, the
latest forms are downloadable from the Grand Chapdbsite.

FOLLOW THE INSTRUCTIONS CAREFULLY!!

NOTE: You must thoroughly fill out the applicatimnm. Failure to do so will
automatically disqualify the application.

Submit between Jan 1st and Apfil Scholarships are awarded on scholastic
achievement, character, and financial need. Betswsend the completed forms to the
Chairman of the Scholarship Committee

How to hold a Scholarship Dinner

Scholarship Dinners are an excellent way to rars@eness and money for the
Scholarship Program. Here’s how to get started:
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Find a sponsor (District Organization, for ex#npsee next chapter)

Pick a location

Send an invitation teveryCompanion in your District(s)

Invite Scholarship Winners and recognize thethadinner. Ask them to speak
about their course of study and future plans

Make it a family affair

Keep the (Masonic) speeches short!

PN

o g

The Medical Research Foundation

The Medical Research Foundation was created toosupiparitable activity directed at
the Masonic Medical Research Facility in Utica. &aising for the Foundation has more
of a special project focus, and has been primeg#ponsible for the construction of a
two floor Royal Arch Medical Research Wing. Theridation also donates money to the
research labs for equipment and other requirem@uisipanions should consider the
Foundation as part of their charitable giving egear. Grand Chapter solicits donations
through direct mailings and focus campaigns. Inesgcases, District programs have also
been initiated.

Assistance of Royal Arch Masons and Their Dependesitvith Respiratory and
Chronic Diseases of the Lungs.

This charitable fund is no longer a fundraisingy&rof Grand Chapter since the
endowment is at this point is quiet large. RoyattA€ompanions and their dependents
may apply for aid if they suffer from any diseasé¢he lungs including lung cancer. This
aid is provided from the interest of endowment fund

You should check with your Chapter Secretary or BAPJor the latest application form.

Companions may apply at any time with the consétiier Chapter and the support of
an attending physician.
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CHAPTER 6 - THE CAPITULAR DISTRICT

All your strength is in your union/All your dangerdiscord -The Song of Hiawatha
(1855) Henry Wadsworth Longfellow

The Role and Responsibilities of the District Dggatand High Priest
The Role and Responsibilities of the Assistant Gtaecturer
The Role and Responsibility of Grand Representtivéhe District

The Role and Responsibilities of Grand Chapter IOfféecers and Permanent
Members in the District

The Role and Responsibilities of Regional Officers
District Organizations
The District Installation

In preceding chapters we’ve discussed the locapténand the State level Grand
Chapter organizations. In between is the Distliallows Grand Chapter to support and
communicate with the local Chapter.

The leader of the District is tH2istrict Deputy Grand High Priest. He is appointed by
the Grand High Priest to represent him when hetgarsonally be present in a particular
District. Although the DDGHP has counterparts ihestMasonic organizations, beware.
The rules governing DDGHPs are in several caséardift, as we will explain shortly.

TheAssistant Grand Lecturer is responsible for improving ritual performancetie
District through interpretation, training in inddual Chapters, and holding District
Schools of Instruction. Although appointed by theu@ High Priest, he actually works
for the Grand Lecturer, who like the GHP has treui#ing everywhere at once.
Although the DDGHP and AGL are the primary Diststaff, they can and do get help
from several sources:

* Past DDGHPs and AGLs
* Current Grand Chapter Line Officers

* The Regional Officer who is also a Grand ChapteelOfficer and watches
over several Districts

e Past GHPs

* Grand Representatives

*  Council Officer Organizations

® Past High Priest Organizations

* A staff of interested Companions which they cancamip
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Role and Responsibilities

The duties of the DDGHP are set forth in the coumstin. They are briefly summarized

here:

1.
2.
3

To officially visit each Chapter once a year.
Deliver the message of the GHP.
To examine the books and records of the Chapter.

These include the minute book, Treasurer’'s recdrdgjster, Book of Marks, and

the Warrant.

To call and organize a District meeting twicgear with the Council Officers and
Secretaries of each Chapter in the District forsaussion of administration and
promotional subjects. The constitution specifies ohthese meetings be with the
Grand Officer visiting the District. The other igreently with the Regional
Officer.

In addition, the Deputy should:

NogogkrwbhPE

Provide information on Grand Chapter charities.
Promote cooperation between Chapters.

Provide guidance to weak and rebuilding Chapters
Promote the development of District Organizagtion
Help Chapters work through problems and diftiesl
Provide training and guidance to Chapter officer
Provide information on Grand Chapter.

What Deputies can’t do:

1.

Deputies can’t issue dispensations. This pgeleesides only with the GHP

2. On official visits and business, DDGHPs outratilbbut the GHP. However,

when not on official business, the DDGHP is outexthky all the Grand Line
Officers, Grand Chaplains, the Judge Advocate thedsrand Lectureihis is
different than other Masonic OrganizatioMhen not on Official business, the
Deputy must make an alarm to enter a Chapter

How Selected

A form is sent to the Deputy each year by the @fi€the Grand Secretary for the
recommendation of the new Deputy. Generally, Degsuderve two year terms, but must
be re-appointed each year. The form must alsesfgbmitted each yearyen in the
event the current Deputy will serve another year.

Deputies are generally selected by a District cawtiPast Deputies. They may also
include other current Grand Chapter officers. Altglo the form is submitted and signed
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by the Deputy, it is a good idea to have it sighgdhe Regional Officer, any active
Grand Chapter Officers and PGHPs residing in trstriot.

Qualifications

A Deputy should be:
e APHP
* Aknowledgeable Mason
* A good organizer
* A worker

To put it another way, if you were the GHP, woubdliywvant this Companion to represent
YOU???

The Official Visit

Each year the DDGHP is required to makeDdficial Visitto each Chapter in his
District. The visit formats can vary, but the fallmg general format is usually followed:

* Audit the Secretary’s and Treasurer’s records aedcondition of the
Chapter’s equipment.

® Optional dinner hosted by the Chapter.

* Chapter opens (Deputy may be present or wait ajtfigresent he is asked
to retire and be officially received).

* Deputy received and given Grand Honors and thelgave

Deputy recognizes AGL, active Grand Reps, currean@ Chapter Officers, and PGHPs
Staff Officers give presentations (optional) Depdéfivers GHP's message, Question
and Answer period, Deputy retires.

o Chapter closes
. Informal refreshments

The District Staff

The Deputy may elect to have a staff in his Distfilie AGL is in a sense a staff officer
in charge of ritual activity. The AGL is the orfigrmal staff officer, and the only one to
receive a title: Very Excellent. Other staff offisecould be assigned for Charities or
Membership, for example.

The AGL, like the Chapter Secretary, has a diftippib. To do it effectively, he must

constantly monitor the ritual activity of the Cheyst in his District. While you can be an
effective DDGHP by selective visits and excepticemiagement, the effective AGL
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needs to constantly visit all the Chapters in hgtrizt. Only mature Chapters that can
independently confer degrees can be visited inEatjy.

Yet for many, the AGL position is a labor of lowd many serve for several
consecutive years. The duties of the AGL are:

1. Train and assist Companions and Chapters ipribhjger execution of Royal
Arch Ritual.

2. Organize at least or8xhool of Instructiofior the Grand Lecturer’s District
Visit once/year. OPTION: conduct extra Schoolsnsitiuction during the
year at which the AGL selects the topics and mddsra

3. Facilitate multiple Chapter degree cycles astivals.

4. The AGL doesiotchange or maintain the ritual. That duty belongth&
Custodians of the Work in conjunction with the Gtarecturer.

What is a School of Instruction?

A School of Instruction is held at a host Chaptet & a District event. Once a year the
Grand Lecturer visits each District to conduct &&x of Instruction. The AGL may
hold other sessions during the year using a sirfolanat. The GL’'s School is conducted
as follows:

Optional Dinner

1. Chapter is opened if it is held on a regulartingenight for the host Chapter.
(Keep business to minimum)

2. Deputy receives GL

3. GL conducts the ritual to be reviewed (AGL makese that Companions from
the District are prepared to exemplify the ritual)

4. GL ends session

5. Chapter closes

6. Informal refreshments

Note that the GL usually remains in the Chaptenrdor opening and closing.

Qualifications...The AGL should:

* Be a Past High Priest

* Be a good ritualist

®* Be agood teacher

* Be patient

* Be willing to visit Chapters often
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Hobert C. Cook Award

This award was created by Grand Chapter as an Honall Chapters who support the
Grand Lecturer’s conventions with their time angbiast in our Capitular Ritual. It is
our Grand Chapter’s equivalent of the coveted Poastard, which is presented to Craft
Lodges for the same dedication.

The award will be presented to any Chapter whichtha following six (6) officers in
attendance at any Grand Lecturer’'s Convention: Higést, King, Scribe, Captain of the
Host, Principal Sojourner, and Royal Arch Captaifihese must the true elected and
appointed officers of the Chapter; no proxies maygaunted.

This distinguished award is named for our Grandlee Emeritus, the RE\ Hobert

C. Cook, who continues to serve our Grand Chapt&rairman of the Custodians of the
Work. Itis a fitting tribute to a Companion whasserved this Grand Chapter in a most
exemplary fashion for decades. It will be presdrgach year at the annual Convocation
of the Grand Chapter, State of New York, Royal Aktdsons.

How Selected

AGLs are usually selected by the same caucus ¢textts the DDGHP. However, the
District would do well to ask past AGLs for thepinion.

It is not unusual for a good AGL to serve for mgewars. Good AGLs are tough to find -
cherish them. The AGLs are appointed by the Graigtt Rriest on advice from the
Grand Lecturer. AGLs work for the Grand Lecturerowbports to the Grand High Priest.

The Role of the Grand Representative

The responsibilities of the Office of Grand Repreagve have nothing to do with

District responsibilities. However, most Grand Raps appointed because of their
devotion and service to RAM, and are more thanmglto help with District programs.
They are most often leaders in their individual gtkss, and can help DDGHPs and AGL
understand and fulfill Chapter requirements. Actdsand Representatives should be
received or recognized at all formal District exent

The Role of Grand Chapter Line Officers in the Distict

Grand Chapter Line Officers are statewide resourfiesy need to distribute their time
and energy on a fair and equitable basis overiattitts. In addition, because of their
rank, they can easily overpower and overshadowibis¢aders. This is hardly a good
way to encourage new leaders to emerge. AlthougtyrG&LOs refuse to give up their
active District activities, they would be well aded to take a more low key role.

On the other side, the Deputy should keep GCLQOmmm¢d of District events and
problems. They are good sources of advice. GCL@naerve as Regional Officers for
their own District, again primarily in an advisaigle. GCLOs should sign all
recommendation forms in their District.
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The Role of PGHPs in the District

PGHPs are often active in their Districts as ts&atewide responsibilities are reduced.
They should be received or recognize at all Disgients and within their own Chapters
if they choose They should be kept appraised of District afféiy the Deputyf they
request it They should also sign all recommendation foiftisey request this privilege.

Role and Responsibilities of Regional Officers

Each year the GHP appoints each Grand ChapterQfiieers to supervise three or four
Districts in a geographic area. The GHP does neeses a Regional Officer. Although
Regional Officers may supervise a District for salgears, an attempt is made every
year to assign Regional Officers as close to th@me District as possible. This
redistribution, as well as, the normal progressibGrand Line Officers, means that
Regional Officers sooner or later change. The ReiO®fficers program is not mandated
by the constitution. It was established by Grandiér to provide an extra level of
support to Districts.

Role and Responsibilities of Regional Officers
The Regional Officer is an emerging role, but ulsudleir duties include:

Advisor to the District

Provide first level of contact between Grand Chaptel Districts
Provide assistance to Deputies

Provide additional training

Coordinate inter-district activities

Foster communications and the exchange of ideagebetthe staffs of
different Districts

Regional Officers are free to adjust to the requeets of their Districts. They are not
required to follow a particular program unless diegl to do so by the GHP.

Capitular District Organizations
Two popular Districts organizations:

Fraternal Union and Past High Priest Associatiaa the name suggests this organization
is open to Past High Priests and often current figésts and even Council Officers.
These organizations can be purely social (dinneatimgs, for example) or support
specific programs such as Ritual Teams, Scholai3mpers, or Joint Installations. They
may also meet at different Chapters to boost meshiger

Council Officers Organization - are made up ofttivee or four top officers of a Chapter.

They are almost always working organizations tlamh @nd support District events such
as joint installations.
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Because of the small size of a Capitular Distrashpared to Lodge Districts, there are
few Right Excellent/Very Excellent organizations.

However, York Rite organizations such as York Ritdlege and KYCH often provide
support to the primary York Rite Bodies in theiear

District Installations

District Installations are an efficient way to iakll the Chapters is a District. Here are
some ideas:

Organize through a District organization.

Rotate host Chapter responsibilities. The host @nagovides equipment
and perhaps locations if large enough. Otherwissnge for a neutral site
Have a dinner before and cake and coffee after

Make it open. Invite family and friends, as wel] Exal Lodges and
concordant bodies.

Use a District team to install. Pick a good Mastie€eremonies/Installing officer and
Marshall. Parts can be effectively read from adetor memorized. The obligation
should be given at the altar from memory. In gelnei@n’t mix reading and memory
work; pick one method and stick to it. Remembeuy gre trying to provide a quality
event to an audience that may include potential begsn DO GOOD WORK!

See additional information in this RAM Handbook:for

1. Protocol or Who Comes In First

2. What is protocol?

3. Some general questions and answers

4. Order of reception

5. The strange case of the DDGHP

6. Draping the Altar

7. Setting up a head table

8. Chapter etiquette or the well dressed RAM
9. Glossary of terms used in Chapter etiquette
10. Protocol
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What is Protocol?

Protocol
Some Questions and Answers
Do all Masonic bodies have the same protocol?

No. Each has slight variations. If you are in cleangpu need to obtain the correct
protocol. The host organization determines thequalt

At many events, a protocol list can’t be found, antuch discussion ensues. Who has
the final word?

The senior officer present or his designate. Thgenerally the DDGHP at
Chapter/District events. The Grand High Priestthadinal word at Chapter events if
present (unless the Grand Master is also predarityyill usually have his Grand Captain
of the Host organize the work

How are visitors from other jurisdictions received?

Generally, first, since they have no rank in oursgiction

Remember that many jurisdictions don’t requireRlast Master degree. Companions
who haven't received it must be obligated beforadp@admitted Regardless of rank
Generally, the Chapter is opened, dropped to a Bdfe and the visitor(s) admitted and

obligated. Work is then resumed in the Chapterd€are available from the Grand
Chapter that proves that a Companion has receneBM degree.
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Order of Entrance

Grand High Priest
District Deputy Grand High Priest (in his district)

Group 1
Grand King
Grand Scribe
Grand Treasurer
Ass’t Grand Treasurer
Grand Secretary
Ass’t Grand Secretary

Group 2
Grand Captain of the Host
Grand Principal Sojourner
Grand Royal Arch Captain
Grand Master of the 3rd veil
Grand master of the 2nd Veil
Grand Master of the 1st Veil
Grand Chaplains
Judge Advocate
Grand Lecturer
DDGHP (active, not in own district)
Grand Sentinel
Grand Representatives (active)

Group 3
Sitting High Priests

Group 4
Grand Lodge
Grand Council
Grand Commandery
Scottish Rite

Group 5
General Grand Chapter
Other Grand Jurisdictions

Note: When the Grand Master of Masons of the Stadew York is attending the event,

the Grand Marshal will coordinate the order of earice. Most generally, the Grand
Master will come in last and be greeted by the @rkingh Priest.
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The Strange Case of the District Deputy

As you can see, a DDGHR his own districis a pretty important fellow according to the
protocol. Remember though:

If you have been appointed Deputy, it is an horiavlach you can be proud.
However, the protocol is extended to tféce not to you personally. For that,
you need to earn the respect of your Companiogeun own right As DDGHP;
your Companions will look to you for guidance onttees of protocol. Be sure
you understand the topics in this appendix anagpendix on the reception of
official visitors. If you are a past DDGHP you ar@t normally received. The
exception would be if you had a roll in the busmesthe evening (e.g.. installing
officer) or were being honored Active DDGHPs beiageived in another District
fall considerably down the list

If you have attended Grand Chapter, you will rettadk the GHP is received first,
not last. Why? Because he is the presiding oftacel host of Grand Chapter, and
must be present for Grand Chapter to function. DB&HP is the host of district
events, and should be received first at distrieihés. Examples are the visit of the
Grand Lecturer for a School of Instruction, or Eadl visit of a Grand Chapter
officer.

Draping the Altar
The Altar must not be covered or decorated by #i®nal or any other flag or banner
Procedure of Draping the Altar on the death of a Cmpanion(s):
Before reading the name(s) of departed CompaniaigHP shall raise the Chapter. He
then orders the CH to see that the Altar is drdped period of thirty days. The CH

orders the PS to drape the Altar. The PS accompdayi¢he RAC advances to the Altar
in a coordinated fashion.

The RAC holds the Holy Bible while the PS placess ¢loth of mourning on the Altar
(black cloth of reasonable size to fit the Altdr ttloth isneverplaced over the Holy
Bible. The Chaplain may then lead the Chaptershat prayer. During the ceremony,
the Chapter remains standing until the sound ofjhwel in the East
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Setting Up a Head Table

The head table diagram is a typical setup for &rbior Chapter event with ladies
present. In general, the highest ranking Compapiesent is seated audience left of the
lectern.

If ladies are present, his lady is seated to liishext to the lectern. The master of
ceremonies sits audience right of the lecternisliddy is present, she sits to his right,
next to the lectern. The next ranking Companioguest of honor is seated audience left
of the highest and so on as pictured. You showe ize same number of people or
couples on each side of the table. At some poiatnged to switch to the other side of
the table and seat the next highest ranking Coroparext to the MC. Try to have the
same number of people on each side

The general rule then is to seat people in ordeark starting in the center and moving
out (except for the MC who always sits next toldetern, audience right)

Ladies should never sit at the end of the tablemddly, head tables have 10-16 people.
If you have more, consider two levels of head tablde Captain of the Host and
Chaplain can be moved to the floor if necessaryolf move one, move both! Flags
should be at the same level as the table.

If the Grand High Priest is present, the CaptaithefHost determines seating. The
Grand Chapter Banner should be displayed behin&Gthe. If the Grand Master is
present, the Grand Marshall determines seatingGraad Lodge banner should be
behind the Grand Master. The Star Spangle Banrsemig first, followed by the
Canadian anthem.

The overall rule is doing the best you can to canfto the model above, but stay
flexible. Some things that may compromise the sibna

Space constrains

Not a balanced number of people

Special seating requirements (e.g.. two people teebd together, but the rank
structure is incorrect)

Equipment not present
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Chapter Etiquette or the Well Dressed RAM

Masonry gives you the opportunity to learn the albgraces. The next few pages give
you some guidelines on dress and behavior. As argkrule, however:

Askif you're unsure what to wear or what to do.
Observe and emulate the behavior of successful @oiops.
Be conservative and follow the dictates of goodetas

Chapter Meetings

There is no official dress code for Chapter agtegit The Grand Chapter
recommends the following:

Companions should wear a business suit or spdetjadth tie. Officers can wear a tux
at every meeting (many Chapters do), but should aeax for any special event
especially degree conferrals. Companions must ew&wyal Arch apron (white trimmed
with red) and should wear the apron of the higb&gte. Past or present office.

When wearing an apron, the coabigtoned and the apron is worn on tbatside of the
coat The only exception is when wearing a cutaway,omhich most Companions never
do.

Companions may wear a jewel (or medal) if theyeantitled to (e.g.. PHP or PDDGHP)
on the left breast pocket or on a ribbon arounchétek. Companions may also wear
honorary medals (e.g.. General Grand Chapter maddlare encourage to do so. A
name badge may be worn. Regalia (e.g.. apronseavelg) of other Masonic bodies
should not be worn at Chapter meetinly)odestjewelry from other organizations (e.g..
lapel pin) may be worn. KYCH pendants on a ribbosard may be worn, butever

with other jewels hung around the neck.

Public Events

Chapter regalia are never worn in public, unleesGhapter is to perform a ceremony as
a unit, and has permission from the DDGHP. Examg@tegpublic installations and
parades. Modest jewelry (e.g.. lapel pin) may abvag worn in public. Chapter dinners
and social events:

* Aprons and jewels of office areeverworn

* Honorary jewels should be worn

* KYCH pendants on a ribbon or cord may be worn addtwe neck
* Name badges may be worn
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Jewelry

Suits generally have one lapel button hole for @tdsaniere (this term is from the French
for buttonhole). If you're not wearing a flower|apel pin may be substituted Notme
buttonhole - one pinYou probably have many- choose one for the everSoge

jackets don’t have a buttonhole on the lapel. AvBoor pin goes on youeft lapel Don’t
wear inappropriate jewelry with formal wear (etee.clips on lapels) Excessive jewelry
is considered bad taste.

Accessories

When wearing a tux, there are many accessorievés, cummerbund, suspenders).
You can never go wrong if all accessories are blatkays wear black shoes (not boots)
and black dress socks. You may wear red accessoriascent. Typically a tie. Be
careful, too much makes you look garish. When vnggai suit, the same rules apply.
Less is better than more. Avoid boots, belts withbduckles, non-dress shirts, string ties
(this is a Chapter event, not a rodeo!)

For the Ladies
Although, strictly speaking, women should wear Igogvns if men are in tux, shorter
dresses and even pants are ok at social eventslipgpthey have an elegant look
Generally, the later in the day, the more eledamistyle of dress
When men are in business suits, the style of theems clothing may be slightly more
casual. Women who wear a more tailored look dutiregousiness day (the equivalent of
a man’s business suit), would soften the look so@al setting especially in the evening.
Remember...You are somebody’s idea of a RAM....Make@adyimpression!

Glossary of Terms
Bow tie - the style of tie worn with a tux. Bow ties comehree styles: clip on, necktie
with hook (a piece of material goes around the raaakis hooked together; required for

open style collars), and tie (ties in similar fashto a regular tie)

Business suit a two or three piece suit of one color and stWern with a dress shirt
and tie.

Cummerbund - a wide belt like piece of material worn with éwalo to cover the belt
line. Cummerbunds have pleats. The open sidesgfl#ats should face up.

Cutaway coat- a formal coat that is not buttoned. Used withtevtie and tails and
morning suits.

Dress Shoes patent leather shoes with a hard shinny appearaorn with formal wear.
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Formal - white tie and tails - sometimes used incorretlynean a tux (a tux is
consideregemi-forma). White tie and tails are not worn fany RAM functions in NY.

Morning suits - a form of formal wear used by Grand Chapterkef§. As the names
implies, morning suits should be worn for eventsdiected in the morning.

Semi-formal - tux. It's ok to, and maybe better to, put tuxiovitations and the like to
avoid confusion.

Sports suit- a two piece suit with a jacket and pants ofedtéht, although
complementary colors. Worn with a dress shirt atid gor Chapter events.

Suspendergaka braces) - a pair of straps placed over thaldbrs used to hold up the
pants for formal wear. May be used with busine#s .ddeverused with a belt.

White dinner jacket - a form of tuxedo jacket traditionally worn besveMemorial Day
and Labor Day.

White gloves- formal glove worn in certain Chapter ceremonies.
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Receiving Visitors, Companions, Official Visitor, Goup of Official Visitors,
DDGHP, the GHP.

Retiring the DDGHP or GHP and Receiving/retiring in an Open Meeting

In protocol, we discussed the order of receptiorvisitors to a Chapter. How we
actually get them into the Chapter is discussddissection. All Chapters routinely
receive Companions who wish to enter the Chapter afis opened - mostly their own
Companions who are late. These Companions arediunteal without name or title. When
Companions are received officially they are introeld specifically by name and title.

DDGHPs may enter by right in their own district,teke mechanics are a
bit different.

The GHP also enters a Chapter by right anywhelYiunder the
direction of the Grand Captain of the Host.

In an open ceremony everything is a bit less formal

Receiving a Companion

Sent *kk kkk *

RAC (rises, draws sword, walks around in front of €id, salutes)CH, there is an alarm
at the outer door

CH Attend to the alarm

RAC (goes to the outer dopt** *** *  (opens doorWho comes here?
SentCompanions (A Companion) properly clothed seek¢shission

RAC (closes door, returns to face CH, salutes, repdasSentinel’s message)
CH (comes to Sign of Fidelity and repeats message”o H

Receiving the DDGHP

Notes:
The DDGHP is always received on the degree of Rayat Mason
The HP of the Chapter should appoint someone ilChepter to act as
escort for the DDGHP
All business should be cleared from the Secretalgsk and
announcements made before the DDGHP is received.
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Sent *kk kkk %

RAC (rises, draws sword, walks around in front of the, GHlute$ CH, there is an alarm
at the outer door

CH Attend to the alarm
RAC (Goes to the outer dopt** *** * (- opens door Who comes here?

Sent Right Excellent , District Deputy Grand HiBhest for the Capitular
District, Royal Arch Masons is about to enter

RAC (leaves door open, returns to face CH, salutessa&pthe Sentinel’'s mes&dg
CH (comes to Sign of Fidelity and repeats message jo HP
HP (standing ***

DDGHP (enters on escort’s right arm and proceeds to alsatutes, and proceeds to the
East)

HP (receives DDGHP) Companions, Right Excellent __, District Deputy Grand
High Priest of the __ Capitular District and Resarting Most Excellent , Grand
High Priest of the Grand Chapter of the State a/Nerk, Royal Arch Masons. Grand
Honors taking time from the escorting officer

Escorting Officer... Grand Honors

HP (gives a word of greeting to the DDGHP and presémts the gavel)

Retiring the DDGHP or GHP

When the DDGHP is finished with his remarks and®@P isn’t present, he may retire
as follows:

DDGHP (***) Excellent High Priesthe comes to sign of fideljty am about to retire
(the escorting officer comes to the East withoohgpting, the gavel is returned to the
HP, the Companions present come to the Sign olifiddhe DDGHP is escorted to the
altar where both he and the escorting officer giign, then exit. The RAC should rise
and open the outer door as the DDGHP approaches)
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Receiving Visitors in an Open Meeting

An open meeting of Royal Arch Masons admits thedipubhe Sentinel greets visitors,
answer questions, and keeps order in the anten@dher than guarding the door

Ordinary visitors don’t give an alarm, and can galtg enter and exit quietly during the
meeting except when prohibited from doing so byruttion. One time when an ordinary
visitor can’t enter or exit is when distinguishagkegts are being received. Guests are only
asked to raise for the DDGHP and the GHP, and pitissa guest of honor. Guests
should normal only be asked to stand once, anaietheir feet until all have been
received. A guest of honor should be receivedhestre the DDGHP

To receive distinguished visitors below the rankwfrent DDGHP, individuals or
groups are brought in by escorting officers inahaer outlined in the appendix on
protocol

If you are an escorting officer, and next to besiee, proceed only when the floor and
East are clear and the receiving officer in thet Bamals he is ready. Escorting officers
proceed to the altar and introduce distinguishsdoris as described in a preceding
section of this appendiNO signs are given except the Sign of Fidelity!

When the receiving officer first notices that trexnto be received is the guest of honor
or the DDGHP he gavels up the audience. The DDGHi3¢orted to the altar, where he
gives a slight bowhut no signs and then proceeds to the east, where he is inteatlby
the receiving officer as described earlier in tppendixHe isn’t given Grand Honors
but a round of applause can be called for by theiveng officer. He is then given the
gavel. If he is the last to enter he may keep thesor give it up as appropriate for the
meeting.

The GHP is preceded by the GCH, who enters theingeas described earlier in this
appendix. The GCH escorts the GHP to the altaryevtiee GHP gives a slight bolt

no signs He is then escorted to the East as describe@reiarkthis appendix. The GHP
isn’t given Grand Honors or Private Grand Honotg,the GCH may ask for a round of
applause. The Grand High Priest is then given #welgwhich he may keep or return, as
appropriate for the purposes of the meeting

The DDGHP or the GHP may retire from public cererasnas well. No signs are given
except the Sign of Fidelity!
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How to Get the RAM Things You Need

Chapter Furnishings, Royal Arch Regalia, Pamphdatd Booklets, Jewelry and other
Sundries, Books and Educational Materials, Ceuifés and Awards, Addresses and
Phone Numbers for Sources Mentioned

Chapter Furnishings

If you're looking for banners, swords, a trianguddtar, officer and Companion aprons or
any of the myriad of other Chapter furnishings tevwehere to go:

Check you own District for equipment that may baikable due to consolidations, or a
Chapter giving up its charteCheck with the Grand Chapter for other districts that
may have equipmentlf you want to buy new, contact McCoy etc.

If you can’t get what you need from them, try the@ Chapter office for other sources
Many Chapters have built or adapted commonly avkslaems for some of their needs
(e.g. seven branch candle stick, pot of incensepiarod, the ark, the altar) Chapter
pennies should generally be ordered through thed>&cretary’s office

Royal Arch Regalia

There are two items that are Chapter Regalia: Apemd Jewels (medals). These can be
consider part of the normal and required Chaptdoun, as opposed to items such as
lapel pins which are optional. The High Priestnsitteed to wear an apron and jewel of
his office.

At this point in time, New York has not definedtarglard for High Priest's regalia. You
are pretty safe in ordering aprons and jewels fidmecoy and Klitzners that are specified
for a High Priest. They shouldn’t resemble Grand@ar (DDGHP, AGL, Reps, or line
officer) aprons or jewels.

They shoulchot be border in gold which is reserved for Grand @G&approns Grand
Chapter aprons and jewels are specified by Graraptehand should be ordered through
the Grand Secretary’s office.

The Grand Chapter has standardized the aprons of Birict Deputy Grand High
Priest, Assistant Grand Lecturer and Grand Represetative. The Official Supplier
is:

Fraternally Yours, Inc.
132 West 36TH 11 FL.
New York, NY 10018
516-933-6054 or 212-921-9770 Extension 4
EMAIL: AK@ALANK918.COM

WEBSITE: fraternallyyours.com
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Aprons as follows:

RA 203 HIGH PRIEST APRON W/ CASE $275.00
RA 204 GRAND REPRESENTITIVE APRON W/ CASE $375.00
RA 205 DISTRICT DEPUTY GRAND HIGH PRIEST W/CASE $375.00
RA 206 ASSISTANT GRAND LECTURER APRON W/CASE $250.00

CUSTOMIZED FLAP EMBROIDERY IS INCLUDED IN PRICE UPO FOUR LINES MAX.

The website is capable of credit card sales asagettix and shipping so that's in place.
Pamphlets and Booklets

These items are used to provide potential membignsinformation on the Royal Arch
General Grand Chapter has an extensive line ofaidumal pamphlets and booklets.
Write or call them for a list. Also inquire as tdvat you can copy and what you can't.

Forms required to conduct Royal Arch activities &ndiness can be obtained from your
Chapter Secretary or the Grand Secretary. Masorigfissymbolism has inspired many
artistic expressions. If you're looking for jeweligiothing, ornaments, and other visible
expressions (some would say guilty pleasures) ohbegship, consider the following:

There are usually jewelry stores in larger metribpolareas that cater to Masonic
interests:

There are several good mail order sources incluliagoy, Kliitzner.
Write or call for catalogs.

Many Grand Chapters (including New York!) issueleatibles every so
often. Check the Royal Arch Magazine for ads

You many find Companions willing to sell you Masoitems

You can often find Masonic items in flea marketd anch

You can often find Masonic items on the Interneg.(eBay)

Books and Education Materials

The Grand Chapter Office has supplies of handbaaoHsritual references currently used
in New York. New York has one of the best Masorilaréries in the world in the
Chancellor Robert R. Livingston Masonic Librarythe 14th floor of the Grand Lodge
Building in New York (also a branch in Utica). Thayow borrowing of books by mail
and have many reading courses including two oyl Arch. To order the RAM
reading course call 1-800-3MASON4, contact Tom Sisad request the course. Also,
consider joining a Masonic Study Group or Rese&umtiety:

Thomas Smith Webb Chapter No. 1798

A few years ago, the Grand Chapter State of Nevk i@rranted the Thomas Smith
Webb Chapter No. 1798. All Royal Arch Masons whe rmembers, in good standing, of
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a Chapter in jurisdictions recognized by The Gr@hdpter of the State of New York,
Royal Arch Masons are eligible for membership. rérare three different classes of
membership:

Active Member - open to any Royal Arch Mason. Active membersesreouraged to
attend meetings, deliver papers and may standfficeo

Corresponding Member- open to any Royal Arch Mason, or member of a ©oohant
Body recognized by The Grand Chapter of the Staldewv York, Royal Arch Masons.
Corresponding members are encouraged to submitgpégpeanclusion in the
Transactions of the Chapter and may attend meethoggever, they may not stand for
office.

Fellowship - an honor conferred upon a Royal Arch Mason fast@anding achievement
in Masonic research and publication. In additiammdfide academic organizations may
apply to subscribe to the Chapter.

The affiliation fee is $5.00 and dues for an ActiMember are $10.00. A due for a
Corresponding Member or Subscribing organizatidbif0 per year.

The website address for the TSW Chapteintig://www.thomaswebb.org

There a few Grand Chapters, such as Massachuedtigiminia, that have research
bodies, and all general Masonic research organizaitiave some percentage of papers
addressing the Royal Arch.

New York has three Research Lodges in Buffalo,aJtsnd New York City. If you want
to be a corresponding (not attending) member jugnNYC one. They provide a journal
of papers once a year.

The Philalethes Societys perhaps the best know national research sodwgnbership
gets you a very readable bi-monthly magazine

Quatuor Coronati - England’s premiere research lodge. Its activerdauting members
areveryscholarly and focus on historical accuracy andaeteexcellence. They also
have access to the Library of the Grand Lodge @fd&rd. Corresponding membership
gets you an annual collection of papers. They laés@ high quality books for sale

Scottish Rite Research Societya new comer, it offers an annual collection gfgra -
theHeredom a newsletter, and a free book every year asgbgdur membership
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Places to buy books

* Anotto be missed history of the Royal Arch infeolumes has recently
been reissued by the General Grand Chapter.

* Both Grand Lodge Sales and Macoy offer books fta. sa
* The Livingston Library occasionally offers surplusoks for sale.

* Kessinger provides copies of public domain Masdtitecature - much of it
from the Masonic romantics such as Waite, Wilmshansd Hall. Type
quality of these books is only fair - and you nezthe knowledge to explore
this type of literature.

* There are a growing number of Masonic Internessitise Internet search
engines to find these sites.

Certificates and Awards

Meritorious Companion

A Certificate of Merit was established by the Gr&tuhapter in 1936

This award is restricted to a Companion who haenserved as a HP, but has a record
of unusual loyalty, perseverance, courage and digielity. He may have rendered this
service to his Masonic affiliations or the commuynlh the past Sentinels, Chaplains,
Chapter Secretaries, and dedicated sidelinersreaeé/ed this honor.

The Companion should be presented his certificatiadd DDGHP, ideally at a public
event. The Companion is entitled to the initial<CMafter his name in all Chapter
correspondence. An application form can be obtafred the Grand Secretary.
Completed forms should be sent to the Grand Seygréihere is a modest charge

Services Awards

Provision for service awards was made in 1943. Gongns with 25, 50, 60, 65, or 70
years of continuous membership in good standingatidled to these awards. The award
should be presented by the DDGHP, ideally at am @went. Call or write for services to
the Office of the Grand Secretary. There is a mioclegrge.

Address and Phone List for Sources Mentioned:

Grand Secretary address tbtr. James W. Hemstrought, Jr, c/o Masonic Care
Community, 2150 Bleecker St.., Utica, New York, @351.788 (315) 798-4887

The General Grand Chapter, Royal Arch Masons latemnal, General Offices to:
Mr. James H. Hodge, General Grand Secretary, Po®01R8, Greenfield, Indiana
46140-0128, Phone: 317-467-3600 ~ FAX: 317-467-3898ail- ramintl@sbcglobal.net
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Chancellor Robert R. Livingston Masonic Libraryti4loor, 17 West 23rd Street, New
York, N.Y. 10010-4171, http://www.nymasoniclibrary.org

Macoy Publishing & Masonic Supply Co., Inc., 301t Oumbarton Rd, Richmond,
VA, 23228, (804) 262-6551 fax (804) 266-8256

Harry Klitzner Company, 44 Warren Street, Providerigl 02907, (800) 621-0161 fax
(401) 621-6744

Kessinger Publishing, LLC, P.O. Box 160, Kila, MI%0 (406) 756-0167 fax (406)
257-5051

Scottish Rite Research Society, 1733 16th Stréaf, Washington, DC 20009-3103

American Lodge of Research addressMo: Harvey A. Eysman, 15 Stonehenge Rd.,
Great Neck, New York, 11023 (516) 487-2495

The Philatethes Society, P.O. Box 70, Highland 8y, VA 23075-0070

Quatuor Coronati Lodge, No. 2076 addressNtr: John E. Zabel, 371 Lyndon Rd.,
Fairport, New York, 14450
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How to Ballot, Petitions, Balloting Procedure

Petitions

A standard petition maybe obtained from your Chapexretary or the Grand
Secretary’s Office. A petition and the report of thvestigating committee mawly be
received at a stated communication, not at a Sp@ammamunication.

A ballot is theonlymeans by which a petition can be accepted or egjedthe
Investigating Committee should meet personally whth petitioner, and give a favorable
or unfavorable report. The Committee should dedtareecommendation as a report to
the whole Chapteneverto an individual or individual officer. An unfavdske report
can't be used to disqualify a petitioner - only a ballot

Procedure for Balloting

The HP orders the CH to prepare the ballot box.

The Chaptemustbe opened and tiled.

The CH directs the PS to see that the ballot bgxdapare (there are an ample number of
white and black ballots) and presented.

The PS, after preparing the ballot box, presentseach Council Officer for inspection
(order HP, K, S)

After examining the ballot box each Council Offioasts a vote (order HP, K, S).

The HP then orders the PS to place the ballot Inox pedestal or small table design for
that purpose. Although the ballot box can be plamethe Altar, it is less desirable. It is
neverplaced on the Great Lights, nor should they bpladeed for this purpose. The
ballot box shouldhotbe carried to a Companion for his vote; as thishoeis not secure
and the ballomustbe secret. Balloting, once started must procedaowttpostponement.
No one may be excused from his duty to vote. A Camgn musheverdeclare his
ballot.

When all have balloted, the balloting is declarleded by the HP. The PS carries the
ballot box to the East for the inspection of thau@al (order HP, K, S) The HP asks the
Council Officers for a report of the ballot (K, She HP then declares the ballot, and
closes the process. Once the ballot is declaretebiP it can’t be reconsidered.

PLEASE NOTE: The Constitutions clearly defines pinecedure for further balloting and
rejectionsUnlike Grand Lodgegne ballot againsmeans the petitioner must tected.
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How to Conduct an Election

Introduction, Prologue, Short form election, Lowg election, Epilogue
Introduction

Chapters should conduct elections once a yearcordance with their bylaws
Chapters should elect the High Priest, King, S¢r8eeretary, Treasurer, and one or
more Trustees.

Normally, a Chapter has three Trustees who eadle sethree year term. Each year one
is elected or reelected. However, various circuntga might dictate electing more than
one. Chapters may also optionally elect other effdn accordance with their bylaws.

There is no Masonic ritual for elections. Good jaankentary procedure should be
followed. Refer, for example, ®Robert’s Rules of Order.

Elections should be organized, efficient, and akadlv&ir. The procedures in this
appendix may be used, but shouldn’t be consideofti@al form.

The vast majority of Chapter elections are non-cetitige in nature and not contested. In
such circumstances, a short form of election maydael if no Companion objects either
publicly or privately. If the request in confidendgeshould be kept that way. A short
form election is essentially a non-secret ballot

Remember only Chapter members in good standingvoiay

The High Priest can conduct the election himseltadl on a Past High Priest
experienced in the procedure

HP: * We are about to elect the officers of Chgtlo.__ for the ensuing year. |
would ask that Comp. and Comp. servellasst

The tellers should be stationed at a small tabkl wvo chairs and a place to deposit the
ballot (such as a bowl or hat)

Short Form Election

HP: if there is no objection, | will conduct this eten in short form(a short explanation
can be given)Hearing none, | will proceed.

The following procedure should be planned befoeedllection. The 1st and 2nd Comp
can nominate all officers or different Companioas be used.

HP: Nominations are now open for the office of HP.

1st Compg | nominate Comp. for the office of HP
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2nd Comp: | second the nomination.

HP: Are there further nominationgPause. If another is nominated the long form of
electionmustbe used)

HP: Comp (name of 1st Comp) you may cast the bélhet Companion goes to the
tellers station and cast the ballot)

HP: Companion Tellers report.

Teller: We find one ballot for the unanimous election ohtp for the office of
HP.

HP: Comp (name of candidate), you have been electttetoffice of HP. Do you
accept?

Candidate: Yes!
HP: | declare you duly elected *
This procedure is repeated for all officers to bected

Long Form of Election

HP: Comp Captain of the Host ...distribute the ballots.

CH: Comp Principal Sojourner and Royal Arch Captastribute the ballotéenough
small pieces of paper are given to each Chapter loeerior the election of all officers).

HP: Nominations are now open for the office of EFbmMpanions make nominations)

HP: Are there further nominations? Hearing none | alechominations closed.*

HP: The Companions on the south side of the Chaptgmoa cast their ballots.

HP: All other Companions may now ball@@gmpanions in the East and West may
ballot. The presiding officer doesn’t normally lmd|lbut remains in the East to supervise

the election process)

HP: Have all Companions ballote@ause)Companion tellers count the ballgtghen
complete)Companion tellers report.

Teller: We find x ballots for candidate #1, and y balkamiscandidate #2.....

HP: Comp High Priest elect, please give the name®of gppointed linédone).
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Presiding HP: Companions, this concludes the elections for (Brapame and Number)
(If the presiding officer isn’t the current HExcellent High Priest, | now return the
gavel to you.

HP: Thank you, Excellent (name of presiding HP)

How to Conduct a Chapter Installation

Introduction, Checklist, Why have an open install@® Do’s and Don’'ts, Why have a
District Installation? District Installation checist

Introduction

Each year Chapters should install their electedagopiinted offices in accordance to the
constitution of the Grand Chapter and their Chaptay-laws. Installations may be tiled
for the benefit of RAMs only, or open to the publiastallations may be conducted by an
individual Chapter or as a district event involvisgyeral Chapters.

Checklist
Before the installation:

Decide on the format of the Installation (openiledi Chapter or district)
Set a date and a rough agenda for the installation

The installation should take no more than 1 tohbhérs

A typical installation would include:

Receive visitors 7:30PM
Install officers 7:45-8:45PM
Brief remarks 8:45-9:00PM
Refreshments 9:00PM

Select a installing staff

Installing Officer/MC (IO)

Acting Captain of the Host (ACH)
Acting Secretary (AS)

Acting Chaplain (AC)

Checklist
Send out invitations
If tiled - all Companions of the Chapter, ActiveaBd Chapter Officers (DDGHP, AGL,

active Grand Reps, active Grand Chapter line aBiceand PGHPs, HPs and Secretaries
of sister Chapters
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If open - all of the above, family and friends, Mas and Secretaries of area lodges,
Grand Lodge Officers in area (DDGMs, AGLs, Grandige Line Officers in area)

Also, it is important to arrange for refreshmentd have a rehearsal. (This is
particularly important for an open installation).

On the evening of the installation:

1. Set up Chapter room as usual. Add enough cimerseparate area (triangle or
semicircle in the west or on the sidelines in tbehwest) for the officers to be
installed

2. Set up chairs for installing officers.

3. If the Chapter is tiled, the retiring HP opemsghe usual manner. Receive guests
as specified elsewhere in this manual. When busiisesompleted have the
Captain of the Host escort the installing officethe east, and present him the
gavel.

4. |If this is an open ceremony, the retiring HRerees the installing team. The
installing officer then receives the other guestsecified elsewhere in this
manual.

The following ritual is then performed:

I10: Acting Captain of the Host - will you escort tbiicers of Chapter to
their chairs in the westhe ACH retires and escorts the officers of the ¢
single file, to their chairs in the west. aptbceeds to his chair in the east
I0: We are taught as Freemasons that before entapmg any important
undertaking we should always invoke the aid of Rd{Bives upward gesture
with his handspPlease give your attention to the Chaplain
AC: (gives prayer suitable for the occasjon
10: (may express his pleasure in performing this duthefevening or he may
proceed with the installatigrActing Secretary - will you please read the dist
officers - elected and appointed for Chdptethe ensuing year.
AS: (reads list of officers for the ensuing ygar

Note: Follow the procedure found in the back of tifauthorized Chapter Guide. Start

with the Sentinel and finish with the HP. In additin, the Installation of Officers will
be found in Book Five of the new Plain English Ridlt
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When the ritual is complete, the 10 returns theefjaw the elected HP. The HP may
make brief remarks. In general, only the DDGHP $thepeak after the HP. The
DDGHP speaks, of course, at the end of the cerenMake all presentations and
announcements before the DDGHP speaks

If a tiled meeting, the newly installed HP closkes Chapter. The DDGHP, if present,
may declare the Chapter closed. The newly instédledisks the Chaplain to give a
benediction.

The newly installed HP calls on the Captain ofwuest to escort the DDGHP, the
Installing team and himself from the Chapter. tiled ceremony, all stop at altar and
give signs. It is unnecessary to make alarms she®DGHP may enter and depart at
will. If an open ceremony, all stop at altar anavislightly to the East.

The installing team may optionally assemble in files through which the HP and
DDGHP pass. The lady of the newly installed HP fnaescorted to the East to
accompany him when he retires. The Chapter isrgfte care of the King to which the
HP tenders the gavel. After the HP has retireckiihg should dismiss those in
attendance.

Why have an open installation?
An open installation serves two important functions

It provides a way to include family and friendgire Masonic
experience
It provides a way to have potential members atee®RAM function

Only consider an open installation if you can pdavihe following:

A quality presentation - people will see Capitular Masoniysebest.
An organizedpresentation - people know what they are goindptol he
evening starts on time and stays on schedule.

An efficientpresentation - the ceremony is crisply performguteShes
are held to a minimum.

There is time for somtin- a good social hour after the ceremony.

Do’s and Don'ts

Don't have an open installation if your Chapter’tdo a good job. Consider reading the
ritual for open installations. The art of memoryaisimportant skill learned in
Freemasonry. In closed meetings, the Companion®kamant of mistakes. The public,
however, is use to flawless, profession presemtsat&s seen in business, church, theater,
and TV. If you can’t put the work into your presatidn at this professional level, save
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memory work for your closed meetings. Read thalittom a lectern, andractice your
reading

Do limit speakers. Normally only the HP and DDGHfeak. Organize presentations and
announcements after the ceremonies.

Don’t use Masonic signs or passwords at open iaitats. The Grand Chapter, unlike
Grand Lodge, has never sanctioned the use of sitpes than the Sign of Fidelity in
public. Applause can be substituted for Grand Hserildnere is no secret work in the
installation ceremony. It may be recited completelyas it is in the ritual book.

In an open ceremony, the Bible should be opernremdom page in the Old Testament.
The Square and Compasses should be on the Billlsgparated.

Why have a District Installation?

District installations

Helps weaker Chapters in the District

Provide a way for new Chapter officers to meetrtbeunterparts in other
Chapters each year

Allows for a more lavish event, with better qualignd more FUN!

District Installation Checklist

A committee should be formed well in advance ofdhee with representation from all
participating Chapters. The work should be distebover the Chapters participating.

Determine who will:

Host the event or arrange for a neutral location

Send out the invitations.

Arrange the social parts of the event, e.g. food

Arrange for the installation team.

Try to get the best ritualists the District baoffer.

Arrange for the Chapter room set up - Especiallyortant if held in a neutral
location - don’t forget key pieces of equipment!

7. Clean up!

ogkwnE

How to Form a New Chapter

Why form a new Chapter? Keys to success, Checklist
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Why Form a New Chapter?

While the formation of a new Chapter is generaflgrsas much more positive than
mergers, they are far less likely to succeed.

New Chapters are, in almost all cases, justifidgt by the need to provide access to
Royal Arch Masonry where none can currently beiakdtaough reasonable travel

It is never a good idea to start a new Chapteegolve issues between members of a
current Chapter. In such cases, the Chapter shiseldther means to resolve differences
including intervention by the DDGHP or, in extrecases, the GHP provide enthusiasm
for Royal Arch Masonry in a current chapter wheiis limited or non-existent. The
newness quickly wears off and the new Chapter besatormant or dysfunctional. It is
much better to work to maintain the existing triaxtis of the current Chapter.

Keys to Success

In order to give a new Chapter a reasonable chaihseccess the following keys are
required:

Commitment a new Chapter must be able to confer all ofdiagrees to receive a
warrant. This means a committed effort from thenfding members during the period of
dispensation.

Sufficient numbersa new Chapter must have at least 9, and ideaHi/Slinitial
members.

Prospects a new Chapter must have reasonable access getadho are supportive of
its efforts - this is the source of its future memrsh

Agreement the nearest warranted Chapter must agree totimation of the new
Chapter.

Location- the Chapter must have a place to meet.
Conformanceo Section Il of the Constitution of the Grandapler.

Resources a new Chapter must be able to acquire furnishgugh as an altar, banners,
aprons, and jewels.

Insure that you can or have fulfilled the requiretseas outlined above. Contact the
Charter Committee of the Grand Chapter. The cu@wirman’s name, address, and
phone number is found in the directory. The conesitvill assist you in getting a
dispensation. During the time the dispensation jglace you must:

1. Demonstrate proficiency in the ritual
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2. Develop by-laws which are approved by the Byd@&ommittee of Grand
Chapter

3. Acquire the minimum furnishings necessary todumt the Chapter in good
form

4. After the Chapter has performed the requiretviéiess, it will be issued a
warrant if there is a favorable vote of the Grardter

5. The Chapter may not hold a regular convocatitil iis officers are installed
by the GHP or his proxy. If the meeting place habaen used for RAM
activities prior to this Chapter, it must be dethch

Steps in Organizing a Dedication of a Chapter

What is a Dedication and Why Do We Need One?

If a Chapter is moving to a location that Imeverbeen used for Chapter work agy
Chapter before it, the building must be dedicatetthé use of Royal Arch Masoneyen
if it was dedicated by the Grand Lodge for Masamick.

If no one is sure, it should be dedicated! Theiti@d of dedicating a meeting place is
strong in Freemasonry. Some believe this is basemlioconnection to operative
Masonry. The symbolism of dedication should remisf the need for dedication in
our own lives and actions.

The ritual of dedication belongs to the office loé {IGHP and his officers, and may not be
performed without his permission.

A dedication is an open ceremony, and affords grodpnity to share Royal Arch
Masonry with friends, family, other Masonic orgaatinns, and the general public
If the Chapter can’t support a public dedicatioméy be conducted in a tiled Chapter

If you believe your Chapter requires a Dedicatioyau are contacted by the Grand
Chapter that one is required, contact the Grandarapf the Host to set up a date

The Grand Captain of the Host will answer any qoastyou may have about the
ceremony. The ceremony is generally conducted $atarday afternoon to facilitate the
travel required by the Grand Line officers

Other arrangements are possible at the discretitredGHP. If you opt for a normal,
open dedication you should do some planning orstbee of the celebration

If at all possible, have a dinner or at least &p&ion after the ceremony.

Generally, refreshments are provided free to tren@GIChapter officers and their ladies.
Other travel expenses are defrayed by the Grand Chmer
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Checklist for Dedication

This is a typical schedule to be followed for tleslitation:

1:00 PM Grand Chapters Officers arrive and setepdhapter room

2:00 PM Grand Chapter Officers rehearse. Distriticérs and the HP of the
Chapter should attend the rehearsal

3:00 PM Ceremony of Dedication
4:00 PM Presentations, Remarks HP, DDGHP, and GHP
4:30 PM Dinner or Reception

6:00 PM Grand Line Departs

Required furnishings for the Ceremony

Note

CoNoOkwNE

The Ark of the Covenant with Cherubim

Seven branch candlestick

Pot of Incense

Four pedestals for furnishings

Original warrant of Chapter (or a copy that barread)

List of current Officers of the Chapter

Extra chairs at each station

Four banners

If you don’t have an item(s) on this list makeesthe Grand Captain of the
Host knows well before the actual day of the cemgymno

: Cleaning and shining of equipment makes arbpggession on your guests!

Plan the dinner / reception

Make sure that you invite all your members anddistrict officers, and consider inviting
other Chapters, Masonic organizations, and fanmty faends. Make sure someone will
be at the temple to open it up for the Grand Lirfigc€rs, and assist in the set up. Do
your part to make it a fun day!

Steps in Organizing a Rededication of a Chapter

What is a Rededication and why do we need one?kGs$tec

Everytwenty five yearsa Chapter may have the GHP and his officers pertbem
ceremony of rededication. This ceremony rededica@€hapter room to Royal Arch use
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Its symbolism reminds the Companions of their agd@hments and rededicates them to
future effort. The ritual of the ceremony belongshe office of GHP and his assisting
officers. It may not be perform without his pernniss If you believe you are eligible for

a rededication or receive a letter from the Graed&ary to that effect, contact the
Grand Captain of the Host for a date and detaiisttuctions.

Rededications, unlike dedications, are optionaé fiddedication is designed for an open
meeting and is an excellent opportunity to shargaRArch Masonry with family,

friends, other Masonic organizations, and the gdnmiblic. Rededications have a
similar format as dedications addressed in theipusvappendix. The same preparations
are required. Do your part to make the rededicaimpvent your Chapter can be proud
of!

Steps in Organizing an Apron Presentation

The apron’s role in Capitular Masonry, Presentingapron to a HP/PHP, Presenting
an apron to a AGL, Presenting an apron to a Gramgiesentative, Presenting an apron
to a DDGHP. Lastly, why we don’t present apron§tand Chapter Line Officers?...and
What to Do Instead.

The Apron is a badge of a Capitular Mason andstéwlved over the years. Over time,
the Royal Arch Masonry’s organizational structueed&ime more complex as well. An
Apron is used teymbolizehe rank of a Companion in Capitular Masonry. Heevethe
Office is conferred by certificate or other docurnerot an apron. It is a breech of
Masonic etiquette to wear an apron to which younateentitled. All Companions must
wear aprons in open Chapter

Chapters should have standard aprons of white gbeddy red that all Companions may
wear. Chapters should have officer aprons so theeod may be differentiated by the
Companions for work and instructions.

Capitular aprons may not be worn outside of Chdptections (for example at Lodge
functions), without proper permission from bothamgations. If you have doubts about
wearing an apron, call your DDGHP or the Grand &ecy.

When a Companion receives an office in Capitulasday it is indeed a great honor for
the Chapter. Therefore, Chapters should presenhapo HPs, AGLs, Grand
Representatives, and DDGHP. When financially pdssthe Chapter should purchase
the apron for the Companion. It is certainly polestb reuse aprons of Companions who
no longer need them - it honors both CompaniondtéMaure that Companions sign a
document agreeing to return the apron to the Chagten they die or receive an apron
for an office of greater rank
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Presenting an Apron to a HP/PHP

Most Chapters present aprons to outgoing HPsallidehis is done at the installation of
officers, although it can be done at any Chaptertng. The ceremony is informal.
Generally, the new High Priest presents the Apatthpugh it may be any PHP.

It is customary to offer a few words of appreciatfor past service. Note that a
Companion is entitled to the apron of HP upon deetien, installation, and
consecration. A HP may receive his apron when liest# that is the wish of the
Chapter.

Presenting an Apron to an AGL

AGLs receive their authority from the Grand HigheBt through the Grand Lecturer.
They are installed at Grand Chapter. Generallyjrteillation ceremony is reenacted in
the District by the DDGHP or the GL at his ConventiThe ceremony may be open or
closed. It is suggested that three officers beluady one to give the obligation, one to
read the commission, and one (from the Chaptgrjesent the apron.

Lead Installing Officer

Companion Captain of the Host, escort Excellent Gamon West of the
altar.(Don’t use his new title until after the obligatjon

*** (Installing officers descend to thea}. Are you still willing to serve?

Companion
Yes

Lead Installing Officer

You will come to the sign of fidelity! Say(pausg, pronounce your name in fupduse
and repeat after me: promise and swear that Iseilve this Grand Chapter as Assistant
Grand Lecturer for the term for which | have beppanted; that | will perform all the
duties appertaining to that office to the best gfahility; and that | will support and
maintain the constitution and general regulatidrithe Grand Chapter, State of New
York, Royal Arch Masons(Companions be seated)

Second Installing Officer
(Reads the certificate or commission of appointinent

Third Installing Officer
(Makes a few introductory remarks and places apornhe new AGL with the assistance
of the C of H)

Lead Installing Officer

Companion Captain of the Host, escort Very Excellen to the East. ***
Companions (and ladies) Grand Honors (or a heatityd of applause)

(extends gavel to AGIMWould you like to address the Companions (ladies)
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New AGL
(Comments)

Lead Installing Officer
(Thanks all for assistance and returns gavel todfiEhapter)

Presenting an Apron to a Grand Representative

A Grand Representative is appointed by the juriszhdhat he is representing. He is
recommended by the Grand High Priest of New Yohe @pron presentation may be
performed by the DDGHP, past DDGHPs, or Grand Ghapfficers. The following
officers are suggested: A lead Installing Officdronreads the duties of a Grand
Representative, A second installing officer whadsethe commission and a third
installing officer (from the chapter) that presetiits apron. The meeting is turned over to
the Lead Installing officer.

Lead installing Officer
Companion Captain of the Host, escort Excellent gamon west of the
altar.(Don’t use new title until after presentation)

You have been appointed by Most Excellent Grand High Priest of the
Grand Chapter of on the recommiendait Most Excellent
of our own Grand Jurisdictiorctaa their representative in the

State of New York.

Following your installation you are to write to t@@and Secretary of
and the Grand Secretary of the State of New Yatrgj that you have been duly
installed and are ready to fulfill your obligatias related to your assignment, and
furnished each with your current address.

It is your duty to represent atAmmual Convocation. Immediately
following the Grand Convocation of your Grand Clesipyou will communicate with the
Grand Secretary and Grand Representative of giving them a concise
report of the transactions of our Grand Chapter.

It shall be your further duty to keep our jurisghetinformed of all important Capitular
events in to further cement frataelations between the two
jurisdictions.

It shall be your explicit duty, as Grand Represeveato attend the Annual Convocation
of the Grand Chapter, State of New York during yiemure as Grand Representative,
health and business permitting.

If the Grand High Priest you represent, or hisespntative, attends our annual
Convocation, you are to act as his personal esogrhost, introducing him/them to the
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Companions present. You will, of course, be advisdds Companion will be a guest of
our Grand Chapter.

The Grand secretary will advise you of the nameaddtess of your counterpart in the
Grand Jurisdiction you represent. While the appoertt is usually for a period of three
years, you hold the commission at the pleasuretif Brand High Priests

Second Installing Officer
(Reads the commission)

Third Installing Officer
Makes a few introductory remarks and places apnothe new Grand Representative
with the assistance of the C of H

Lead Installing Officer

Companion Captain of the Host, escort Right Exotlle to the East. ***
Companions (and ladies) Grand Honors (or a heattyd of applause)

(extends gavel to New Grand R&jpuld you like to address the Companions (and
ladies)?

New Grand Rep
(comments)

Lead Installing Officer
(Thanks all for assistance and returns gavel todfiEhapter)

Presenting an Apron to a DDGHP

DDGHPs receive their authority from the Grand HRyfest. They are installed by the
GHP at Grand Chapter. Generally, the installatieremony is reenacted in the district,
by a past DDGHP(s) and/or other Grand Chapter @#icThe ceremony may be open or
closed. If open, follow the protocol explained ther appendices. It is suggested that
three officers be involved, one to give the obligatone to read the commission and one
(from the chapter) to present the apron.

Lead Installing Officer

Companion Captain of the Host, escort Excellent gamon West of the
altar.(Don’t use his new title until after the obligatjon

*** (Installing officers descend to the altaBAre you still willing to serve?

Companion
Yes

Lead Installing Officer

You will come to the sign of fidelity! Say(pause) pronounce your name in fuhause)
and repeat after me: promise and swear that Iseilte this Grand Chapter as District
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Deputy Grand High Priest for the term for whichavie been appointed; that | will
perform all the duties appertaining to that officghe best of my ability; and that | will
support and maintain the constitution and genegulations of the Grand Chapter, State
of New York, Royal Arch Masons. The Companions (kuties) be seated.

Second Installing Officer
(Reads the certificate or commission of appointinent

Third Installing Officer
Makes a few introductory remarks and places apnothe new DDGHP with the
assistance of the C of H

Lead Installing Officer

Companion Captain of the Host, escort Right Exotlle to the East. ***
Companions (and ladies) Grand Honors (or a heattyd of applause).

(extends gavel to DDGHRNould you like to address the Companions (anck&g@

New DDGHP
* (comments)

Lead Installing Officer
(Thanks all for assistance and returns gavel todfilehapter)

Question: Why You Don’t Present Aprons to Grand Chater Line Officers? And
What to Do Instead!

Appointed Grand Chapter Officers serve at the piesasf the GHP. Elected Grand
Chapter Officers serve at the pleasure of the G&mapter in both instances aprons are
provided by the Grand Chapter. The retiring GHRrezs an apron from the Grand
Chapter, not his own Chapter.

Therefore

Chapters may not present aprons to Grand Chaptiee@for PGHPs. Chapters however
may purchase a collar for the outgoing Grand Higed®. It is appropriate to hold a
reception for the Grand High Priest, which may pensored in whole or part by his
Chapter.

All about Dispensations

What is a dispensation? Who can grant a dispensatidow to get a dispensation?
Common dispensations, Common request not requéridigpensation, when in doubt?
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What is a Dispensation?

A dispensation is a release from an obligation.t@owy to popular belief, a dispensation
can’'t be grant to allow deviation from the constdn of Grand Chapter. Only
dispensations specifically stated in the consttuthay be invoked by those empowered
to do so. Only the GHP is empowered to grant dispigons under the constitution of the
Grand Chapter. Dispensations are issued by thed@aoretary under the signature of
the GHP. DDGHPs cameverissue dispensations in Capitular Masonry in NewkYo
State.

How to Get a Dispensation

The request for a dispensation should be in tha fufra letter addressed to the Grand
High Priest stating the reason for the requestfrithedispensation if they aren’t stated in
a motion. It should be signed by the HP and attietstdy the secretary with the Chapter
seal impressed thereon. Send to the Grand Secsetdiige. If time is short, the GHP
may give verbal permission to execute the dispensat his discretionThis is a matter
of timing only. In no case may the formal request the signed dispensation be
dispensed with completely. To do is a violatiortre constitution. Only the timing may
be modified.

Common Dispensations

Failure to elect and install (Section 36 of thestdntion)

To receive and ballot upon petitions at the sanmy@cation (Section 60)
Invitations to or from a Chapter in a foreign juliigtion (Section 67)
Conferral of more than two degrees at the sameamation (Section 74)
Waiving of the seven day waiting period betweendbeferral of the Most
Excellent Master Degree and the Most Sublime Degfélee Holy Royal
Arch (Section 74)

A change in Tabernacle location, or to hold a c@ation in another Masonic
Lodge room, within the territorial jurisdiction eaid Chapter (Section 30)

IN ADDITION

Although not requiring a dispensation, any Chahtesting a visit of a GHP from a
foreign jurisdiction should inform the GHP of NY axommon courtesy.

Common RequestsNot Requiring a Dispensation
To change the date of a stated convocation.
This can only be done by amending the Chapter ls/8ylaws should have a provision

for changing time and/or place of meeting with dne timely notice to members
(usually 10 days)
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To hold a special convocation. This may be hekthadiscretion of the HP
(Section 30)

To wear Chapter aprons at a Symbolic Lodge functioe Lodge must get the
permission of the Grand Master.

When in Doubt

If you find the need to do something out of theilmady, and don’t know if a dispensation
is requiredASK. Call or write the Grand Secretary.

Judge Advocate and Masonic Law, ByLaws etc

The Role of the Judge Advocate, And Other Mattelksw and Order, The relationship
of Grand Lodge to Grand Chapter The Constitutiothef Grand Chapter, The Bylaws of
a Chapter, The Relationship of Grand Lodge to Gr&@&h@pter.

The Grand Chapter has sovereign authority over Rlaydn Masonry in New York State
(this means that there is no higher authority &d@yal Arch Masonryo which the Grand
Chapter must answer)

The General Grand Chapter is an organization mpa# many Grand Chapters which
meet as equals to serve Royal Arch Masonry in baglsense, and in areas where no
sovereign power exists. Its power devolves fronmi&nbersiot visa versa. The Grand
Chapter recognizes the Grand Lodge’s authority altévlasonry in New York, and
requires its members to be Master Masons in gaotisig to be members of the Royal
Arch. Therefore, in matters of general Masonic pcacand law the constitution of the
Grand Lodge is the first source of government &®eyal Arch Masons. The Grand
Lodge recognizes iits constitution that the Grand Chapter of Royal Arcagdns is a
legitimate Masonic organization.

The Constitution of the Grand Chapter

Purpose

The constitution of the Grand Chapter address ssstipractice and law specific to
Royal Arch Masonry such as the time and place ®Ghand Chapter Convocation, the
creation of Chapters, the offices of the Grand @&rapequired committees, and the
officers of a Chapter. It can’t conflict with thertstitution of the Grand Lodge.

Amendment

The method for amending the constitution is comrtdiim the constitution itself (Article
VII) and won'’t be repeated here.
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Roles and Responsibilities

The powers of the Grand High Priest are outlinethéenconstitution. The GHP is the
defender of the constitution and his powers aresitamed by the constitution.

Because the GHP may not be an expert in constitaitiaw, aJudge Advocateis
provided who is a lawyer licensed to practice iwWN\¥ork State. The Judge Advocate is
the personal advisor to the GHP currently in offitenatters of law and constitution
involving the Grand Chapter. No other Companion maysult him directly.

The Jurisprudence Committeeis responsible for the process of amending the
constitution. No amendment may be presented aaad3Chapter convocation unless it
is received 30 days before by the committee foiereyv

The Constitution of the Grand Chapter

The constitution may only be amended by the voth@iGrand Chapter in session as
prescribed in Section VIl of the Constitution. Andarg the constitution requires two
votes over two Grand Convocations to complete.

The Bylaws of a Chapter

The bylaws of a Chapter provided procedures spacifan individual Chapter that can’t
be specified in the constitution. This includesdiand place of the meeting of the
Chapter, dues structure, and committees to narae.alihe bylaws can’t conflict with
the constitution of Grand Chapter or Grand Lodgeari bylaw must provide a
procedure for amendment which must be followedneyGhapter. In addition, any bylaw
change must be approved by the Grand Chapter.

The Bylaws Committee of the Grand Chapter must@mpall bylaw amendments. The
Bylaws can only be changed by a vote of the Chaptaccordance with the process set
out by its bylaws.

To Modify Chapter Bylaws

Occasionally Chapters need to change somethirgeinby-laws. Some common reasons
are a permanent change of day, time or place ofinggehange in fees, change in
Chapter organizational procedures, and the cora@ia of two or more Chapters.
To modify the bylaws of a Chapter, the followingppedures are prescribed by our
Constitution in Section 325.2. It requires theduling items be submitted in order to
officially amend a Chapters bylaw:
- A copy of the Chapter Summons and proposed amertdmearder seal, signed by

the High Priest and attested to by the Secretary.

A verification of the vote of the Companions, undeal, signed by the High

Priest and attested to by the Secretary.

A complete copy of the bylaws existing before theppsed amendments.
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The above items should next be sent (as a fullyptet® attachment) to the Bylaws
Committee for approval. If these procedures arevwad and the by-laws don’t violate
the constitutions, there should be no problem Wething them approved. If the
Committee doesn’t approve your by-law amendmerms,will be informed and
corrections may be submitted. If approved, infon@ €ompanions of the Chapter, make
copies, and provide them to all interest Companain®ur Chapter

How to Consolidate Two or More Chapters a PracticalGuide

Introduction

One of the ways you cdesolve a Chaptes through consolidation. Consolidation use
to be viewed negatively; as giving up. It is diffi¢do give up your unique identity as a
Chapter, so careful thought should go into any otidation initiative. However,
sometime consolidation is the right thing to dot Gut may come a better Chapter
experience for your Companions. The goal for amsotidation should be a resultant
Chapter that is stronger and has a plan!

Starting the Process

If you're thinking about a consolidation, the fistep is to talk it over with your own
Companions. Make it the program of the eveninggatdhe word out well before the
meeting. Let everyone have a say, and then seetidatajority would like to do.
Assuming the majority of Companions want to corgiifiiney’ll have to formally approve
a merger, so you might as well find out now), famommittee to represent the Chapter
and oversee the consolidation on the Chapter’'slbétiantify a potential Chapter(s)

with which your Chapter could merge. Inform the DBX&of your intentions. Contact
the HP(s) of potential partners. Indicate what goeilooking to do, and find out if they
have any interest and would like to meet to distiegpossible merger.

Continuing the Process

Assuming the potential partner Chapter(s) is/atkngito proceed, determine a time,
place, and agenda for a meeting. The primary perpbghis meeting is to establish
interest level and a plan going forward. If thegmatal partner Chapter(s) is/are willing to
proceed they should appoint their own committe&{ghis point the combined
committee should inform the Grand Secretary’s efaad state their intentions. A letter
will be sent outlining the Grand Chapter processctimsolidation. At the same time, the
Companions of the potential consolidation shoudditstisiting and having some joint
functions to establish their affinity for each athe

Finishing Up
Once affinity has been establish, the committeesl @ meet to attend to the details,

including a new time and place of meeting, Chapéene, and officer slate for the new
combined Chapter(s). Bylaws need to be createthéonew Chapter. Follow the Grand
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Chapter process which is thorough, but straightfmdyv\When approved, the GHP or his
representative will perform the consolidation cevemofficially creating the new
consolidated Chapter. Have a party to celebratéiltzen get to work making the new
Chapter successful!

All about the Order of High Priesthood History

Requirements and Procedures, Penalties for Notikegethe OHP
History

The origins of the Order of High Priesthood arenown, save that it was undoubtedly of
American invention. It appeared for the first timéMasonic literature in the late 1790’s.
It is thought to have begun as a passing degreeh tike the actual Past Master in the
Lodge, but was elaborated over time to the forhad today. It is believed that Thomas
Smith Webb and others in his circle were involweds creation and acceptance. In
1802, one of Smith’s circle, ME\ Erza Ames, our second GHP, conferred it in New
York. This is the earliest record of conferral hevk E\ Ames championed the Order
throughout his career.

The legends of the degree are taken from Gene¥is Kie battle of the kings and the
Blessing of Abram by Melchizedek. Central to tlighe concept of the priest who also
rules.

The degree was irregularly conferred, sometimesdsonorary optional order that a HP
might elect to receive; sometimes, as an obligaboder that he must take. In 1853,
General Grand Chapter was asked to regularizedfeed and determine whether it
should be required to assume the office of HP. Amittee determine that it was not
within the power of General Grand Chapter to davbch effectively allow each state to
decide for itself.

The majority of States made the degree honorargmtie control of a Council of
Anointed High Priests which meet in conventionsdafer the Order. In general, it was
conferred by Anointed High Priests.

In a few States, including New York, the Order waade mandatory and was placed
under the control of Grand Chapter, specifically @HP. The Order is conferred at the
annual convocation of Grand Chapter (althoughntloa conferred elsewhere by
dispensation).

Although not stated as such, tradition in New Yorékes the presence of the GHP or a

PGHP necessary to confer the Order. The Ordet easst today, has a austere beauty
and spiritual impact unknown in all but a few kegqges of Masonic ritual.
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Requirement and Procedures

Any Companion who has beetected and installetb the office of HP for the first time
mustreceive the OHP. This is a constitutional requiretm&he Grand Secretary will
inform Chapter Secretaries who file Chapter rep@nsuding a report of elections)
concerning the time and place of the Order in iseavhere a new HP is elected. Failure
to receive this notice doesn’t absolve the HP ftaking the Order - it is provided as a
courtesy. The OHP is currently offered in Albanytbe Friday afternoon of the annual
Grand Chapter Convocation.

The GHP may issue a dispensation to convene a @Gboreof not less than three
Anointed HPs to confer the Order at other locati@ang timesif he deems it appropriate.
No fee is imposed on a Companion receiving the GEtimpanions receiving the OHP
should dress as they would for a Chapter meetingu are uncertain of what to do, call
or write the Grand Secretary. Companions will reee certificate proving they have
received the Order. Companions may join the Fratédnder of Anointed High Priests if
they desire - it is not required. Any Companion vias received the OHP may attend
any conferral of it. HPs of Chapters are encourdgextcompany new HPs to their
reception of the OHP.

Penalties for Not Receiving the OHP

HPs, although elected and installed, may not ezerany of the duties of their office
after the Annual Convocation of Grand Chapter uhgl next succeeding his election,
unless he has received the OHP. No Elected anallestHP shall be entitled to rank as
past or present HP until he has received the OHP.

How to Organize a Table Chapter

A typical agenda, logistics, al about Toasting Poatl
Introduction

A Table Chapter is the familiar Table Lodge fornma& Chapter setting. Although there
are a few types of Table Lodges, we will focuslom $o-called English style. This style
is characterized by a formal agenda (not just &yPaand a central focus around a
toasting protocol.

A Table Chapter makes a nice yearly event, butlshoat be over done. If you intend to
dispense with your usually meeting in order to earich Table Chapter, you must receive
dispensation from the GHP.

You must inform your members if you dispense wit hormal meeting, as well as, any

changes in time and place in accordance with yglaws. There is no official format for
a Table Chapter, so budding authors can write their if they desirebut keep it short
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and tastefullf you don’t want to write your own script, sevehave been created in NY
and elsewhere. Contact the Grand Secretary fotiaddi sources.

If you're new to all this, you might try to atteote in another area for ideas. Although
there have been attempts to invite the ladies bdeT@hapters, but there a two reasons to
makes them “Companion only” events: It is a momenfa and more masonically focused
event and more care must be exercised in the usar&hapter ritual. It is our opinion
that there are better and more interesting progthatsan be offered to include the
ladies.

Introduction

There is some historical evidence that the Tabldgeqand Table Chapter) format was
used by very early Masonic Lodges. It is thought #uch Lodges met in private rooms
in taverns, and the entire meeting was held aetdhditual activity is thought to have been
done off to the side or perhaps in another roonaniycase, the ritual was very
perfunctory compare to our modern day conferralg. f@odern practice of having
refreshments and social time before and/or aftestimgs may owe its origins somewhat
to the early Table Lodges. There is little evideticd early Royal Arch Chapters, a much
later phenomenon, were ever held at table

Table Chapter

The High Priest, Presiding at Table (not necesstré HP of the Chapter) calls the
Companions to order. An opening ceremony is perfoknBe sure to include an
invocation and a pledge to the Flag whatever edsedp. A brief introduction to the
evening’s events is also in order.
Remember, early Table Lodges were minimalist...sdtdyat carried away. A good
presiding officer will keep a balance between fad formality. If held in a restaurant,
make sure the staff understands that some of tleéimyesvents are private. Assign a
Companion to work with the restaurant staff to nestconformance. Dinner is served and
cleared away.

A Typical Table Chapter Agenda

The first series of toasts

See the information on Toasting Protocol latehis appendix

A total of nine is a good number for a Table Chgpmten’t you think?

Do 5-6 before the address, and 3-4 after
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Some ideas for toasts:

To our Country and the President

To our Chapter and the HP

To the Grand Chapter and GHP

To the General Grand Chapter and GGHP

To the Grand Lodge and the GM

To our departed Companions

To our new Companions

To our visitors

To Royal Arch Masons whosesoever dispersedtbediace of the earth

©CoNoOA~WNE

The address

Arrange for a guest speaker such as a respectald\Miason or a Grand Chapter officer
Since this is a Masonic ceremony, it is most appabg to have an address on a Masonic
subject. The address should be 10-20 minutes gthen

The remaining toasts
A closing ceremony

A suitable song such as Old Lang Syne or God BAessrica is a nice way to
end the evening.

Benediction
Logistics

A Table Chapter can be held in a Masonic buildingh@a private room at a restaurant.
There are a large number of ways to make the ramdn some ambiance for the event.
Here a few ideas: Have the Chapter Bible, SquadeCaompasses open in a place of
honor and a US Flag (both are a must). Arrangeatbles to form a Chapter symbol -

like a triangle. Have simple table center pieceth @iRAM theme. Bring the Chapter
Banner. Prepare a booklet about Table Chaptersoasting for each Companion

Don't get carried away - a little goes a long wagmember you want to develop a
repeatable tradition in your Chapter - if you mékeo hard, eventually it will be
dropped.

Dress
Companions should dress as they would for a fo@halpter event. Tux is always a nice
touch, especially for officers. Aprons are NEVERrwat Table. The first time you spill

your drink on it, you'll know why! Collars and jewgeon long ribbons are NEVER worn
at Table. The first time it drops in your soup ybkihow why! Jewels that can be pinned
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on a jacket (e.g. PHP jewel) may be worn. Jewelsdhe orshortribbons (such as
KYCH pendant) may be worn.

All about Toasting Protocol

The HP at Table will call for each toast in turxaBple: “I now call on Companion John
Smith for the first toast of the evening.” Eachstiea isproposedoy a Companion who
rises to deliver it. Note: he doesn’t use his glakse proposing a toast. Example: “I now
propose a toast to the United States of Americaglraany our flag stand as a symbol of
Freedom and Liberty!”

The toast is theput by the HP at Table. Example: “To the United Statie&merica.
Raise cups. Partake! Lower cups”

An optional ritual may be preformed on the “Partakemmand. For example, the glass
might be moved to form a Royal Arch Symbol sucla 8siangle before taking a sip
All participants should attempt to raise cups, @eat and lower cups in unison!

In some, but not all cases, it is appropriate $po@d to a toast. This is generally done
when someone is present who has the right to relsfpam example, the HP might
respond to a toast to the Chapter or the DDGHP tmegtpond to a toast to The Grand
Chapter and/or the GHP. Usually there is no Congraniho has the right to respond to a
toast to our Country in attendance, so the respsnsdpped. The last toast suggested,
“To Royal Arch Masons whosesoever dispersed ovefabe of the earth,” never
receives a response. When a response is approphietdP at Table will call for it

Let us suppose the toast was to the Grand Chapdethe GHP. The HP at Table might
say, “I now call on our REDDGHP to respond to thast.” The DDGHP raises and
might response, “On behalf of the MEGHP and then@@hapter, | congratulate XYZ
Chapter, No. 000 on their many contributions toi€Cégr Masonry and on a successful
and enjoyable Table Chapter. May your Chapter naetio prosper!” He then sits.

NEVER respond to a toast with a toast! Never sagpa person with a toast or response;
they should be prepared and comfortable. Embawuigssaple don’t support future
events! You might want to have standard toastgespbnses prepared on 3x5 cards for
those uncomfortable with making one up. You shaeidainly allow a Companion to be
creative within the bounds of the protocol, howeWear departed Companions, a
venerable Companion can optionally make a resp@itteugh none is also appropriate,
or a short prayer) Leaving a empty chair to repredeparted Companions is also a nice
touch For new Companions and visitors, a willingresentative should be foubdfore

the table convenes. Alcohol is not a requiremeut jfoyou elect to use wine, encourage
all to drink responsibly - including the use of idested drivers. Always have an optional
non-alcohol alternative for those who require it.
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Chapter Programs

Chapters will engage in many types of programsudRiand Rehearsals, Administrative,
Social, Education, Activities, Non-Masonic, No Aag vs. Too Much Program.

If your Chapter programs are too long, too borimgjrelevant, you won'’t succeed.
Remember that people have access to many sociahf@nchational outlets unknown
even a few years ago. Your programs will be contgpari¢h professional programs that
people have access to today. However, a combinafiorieresting subjects they can'’t
find elsewhere, presented in a quality manner carttve day.

The Paradox of Programs
“No Program vs. Too Much Program, is your prograntotog?”

Chapter meetings should last approximately two fio00ne half an hour to open and
close, one hour for a program, one half an hourdtyeshments. The Chapter meeting
may last slightly longer for degrees nights. Ifiangr precedes a meeting add an hour.

Typical timings:

7:30 PM to 9:30 PM (no dinner)
6:30 PM to 9:30 PM (with dinner)

Many Masons believe they need non-Masonic progtamsscceed, but do you expect to
hear about coining collecting at a stamp club? Mayint only once in a long while.
Companions join a Chapter to participate in MasoMur programs need to focus on
that.

Wanting Value vs. Wanting Social

Chapter programs need to balance a need for gikimm@ompanions a program that they
feel is a valuable experience and allowing for adgportion of socialization and fun.

R&R: Ritual and Rehearsal

For other than mature Chapters the focus shoutthb®eastering the conferral of degrees
Remember: take the ritual out of a Chapter and fraue NOTHING unique. You could
accomplish the same in a Lodge!

Administrative

Several administrative functions are required ef@napter each year. Some of these can
be combined or are combined with social or edupatiunctions. They include:

Elections (social)
Installation (social)
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DDGHP Visit (social, educational)
Some events occur more infrequently:

Developing a Chapter plan

Hosting a School of Instruction (educational)

Bylaw changes or other non-routine Chapter business

Hosting a Regional Officer’s visit (educationalcis)

Hosting a visiting Grand Chapter Officer’s visit(eational, social)
Conducting a town hall meeting at the Chapteryidistregional, or state level to
generate new ideas and answer questions (edudagsongl)

Apron presentation (social)

Social

Awards Presentations (administrative)

Picnics

Table Chapter

Apron Presentations (administrative)

Visitations (administrative)

Ladies’ Night

Installations (administrative)

Educational

Masonic short talk

Short Talk Bulletins from the Masonic Service Asation of North America,
8120 Fenton Street, Silver Spring, Maryland 20978% Tel (301) 588-4010 are
good sources of ideas

Visitation (administrative, social)

A guest speaker (Local Chapters of AMD or Philatstare good sources)
A Guest speaker from a Grand Chapter Committee

Charities are particularly good

A guest speaker from another Masonic organization

Moving up night

Bring a Brother Night (open)

Non-Masonic

Clean and polish Chapter furnishings

Build scenery

Make costumes (invite the ladies to teach and help!

Fund raisers (open)

Putting together the Chapter bulletin

Is there any reason not to have a program everyimge&?
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Communications

Publishing a Chapter Bulletin, Slingers, Public 8keg for RAMs, The Role of the
Master of Ceremonies (MC), A Sample Banquet Agenda

Why Publish a Bulletin?

We need bulletins to keep your members informdxy tertainly can't participate
effectively if they don’t know what’s going on! Aubletin also keeps in touch with non-
active Companions. They might be active somedagrfething changes in their life that
gives them more time. You also give them a reasdretinterested. They also get
something (like a bulletin!) for their dues! A betfin also helps the HP and his officers
think out a vision and plan out a year. A bulletirould be created no more than monthly,
no less than once a year. In looking at the expsiageof things a quarterly or semi-
annual is a good compromise.

In order to publish a bulletin, you will need a fisber - someone who takes actual
responsibility for printing and distributing thellatin, an editor - someone who
organizes the material in the bulletin, and chetf® correctness (accuracy of
information, grammar, and spelling), a writer - smme who writes a part or all of the
bulletin, a reporter - someone who collects infdiorafor the bulletin (writers and
reporters are usually the same person(s). The parsen can do it all or different
people can do each job.

The Editor needs to think about the overall forofahe bulletin and get the materials
from various writer/reporters. The HP has a scheedund the theme/vision/plan (we
hope!), the Secretary needs to provide and redgpiestation, the Committee chairmen
need to announce events and report on activity.

Try to get as many Companions mentioned as possilalgicles about their participation
and accomplishments, or lists of upcoming life égdar them such as birthdays,
interesting facts about RAM, in general, or youa@ter in particular. Also you need to
have contact points where Companions can get méwemation

The Editor needs to get Reporters/Writers to previck actual information. This is often
the hardest part! The Editor then fits the matendhe space available, corrects and edits
the material provided, and creates a proof copy.

Creating a Proof Copy, and Formatting your Bulletin

A Bulletin can easily be created on your compulée traditional is a folded (book style)
bulletin. The usual size is a folded 8 1/2 by ¥itdr size) sheet of paper giving you a
four page booklet. Variation 1 - uses 11 by 17 @rBx 14 (legal size) for more page
surface. Variation 2 - use more sheets to givergote pages. You can produce an
excellent bulletin with a home computer and a copi® need to go to an expensive
printing service. Almost every Chapter has a compltff willing to get involved!
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Currently, word processing software such as Midtddtrd allows you to format a page
any way you want. Once you create your first buldlgbu can save it as a template for
future editions. Once you have created the bullgtimt it out for a proof copy. You can
pass the same page through your printer twicetta geuble sided proof or use a copier
to do this after printing out the two, one-sidedgs

Slingers

A slinger is a piece of malil that is used to comioate a focused message. Use slingers
to inform local members of an upcoming meetingraalternative to phone trees. You
can use post cards to save money. You can buygrdditanks - some home printers will
do the printing directly on the card, or use atgshop.

Don't Forget the Internet. You many want to offersend bulletins and slingers via e-
mail. It is fast and cheap, but you need to figpuehow best to send it, because many
Companions, even those with computers, may not bangatible word processing
When you use e-mail be sure to treat the mail éxastyou would a bulletin. Never put
your bulletin on a public web site since it is poblic information - your members have
a right to, and an expectation of, privacy.

SPEAKING

Public Speaking for RAMs, The Role of the Mast€&atmonies (MC), A Sample
Banquet Agenda

I'd Rather Die than Speak in Public!

Did you know that a majority of people list fearspfeaking second only to fear of dying?
It's not that bad - really! This is one of the mactical secrets of Freemasonry!

This section is not a course in public speakingt gufew points specific to Masonic
speaking.

There are many, many books, tapes, and videos licgpeaking. Sample a few to find
a style and approach that suits you. Freemasoomydas a wonderful opportunity to
develop this valuable skill in a non-threatening/iva

In general it is important speak less, not more 3ingle biggest mistake is falling in
love with your own voice. Develop your own stylene with which you’re comfortable
Be careful in the use of humor - delivery is muehder than it looks. Have reasonable
expectations.
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Types of Masonic Speaking

Presiding

Questions and answers (you hope!)
From the floor

Ritual

Guest Appearances

Brevities

Remarks

Response

Address

Presentations/Lectures

Presiding

If you are running a meeting or have a signifigargisentation, have an agenda and
follow it. Use your authority to be fair and kedyetmeeting on track. Speak less, not
more. Be brief and to the point. Don’t be afraiddke breaks to clarify points privately.
Table items to get clarification and know and fallcules of order.

Questions and answers are the most dangerous &ttiptly embarrassing forms of
public speaking because it is spontaneous. Adnoitdan’t know the answer if you
don’t, but promise to address the question whendgo(preferably in privateAlways
follow up.

Speaking from the floor is one of the most dangel@nd potentially embarrassing forms
of public speaking because it is spontaneous! Tautkyour point before you raise your
hand or get on your feet. Be brief and to the poydu’'re more likely to be heard. Try
not to get too emotional and stick to the factenr’tlassume or guess. Listen to others -
has your point already been made? Listen to thporese - be very careful in responding
to a response, as it can quickly become an argurAegiiments almost always make one
or both parties look bad. The winner is the one vdmains calm and thinks in terms of
resolution ...not victory. Follow protocol, let otlsespeak without interruption.

Ritual

Start with small parts. Don’t stop studying a palnen you can get through it. Get really
comfortable. Rehearse your part in front of an enck if at all possible; it imuch
different speaking in front of an audience - dawéit until show time!

Train yourself to live in the moment when speakivgrk to ignore mistakes and keep
going. This is very difficult, but the mark of agbessional! It's ok to review later, and
practice to avoid the same errors the next timegbuo’t be too hard on yourself. Even
the best make mistakes - it's human. Remember gonary audience is the candidate.
They don’t know the ritual and won't be criticalyibu’'re not letter perfectf you keep
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your head. It is also important to understand thled' and how” of prompting during the
ritual. There should only be one designated prorhpte

Guest Appearances

If you're a DDGHP, an AGL, or a Grand Chapter Gdficyou will be visiting other
Chapters and may even sit at a head table for gquedand be expected to speak. Even
Chapter officers may find themselves in this spaasionally. In general, set and
understand expectations ahead of time. Coordinglketiae presiding officer at a
meeting, and the Master of Ceremony (MC) at a bahqu

Brevities

Brevities are the simplest type of speaking. ligsally a sound bite of 30-60 seconds.
Generally, you are congratulating a Chapter or Comign on some milestone or
accomplishment

Remarks

Remarks are a little longer than brevities; usus minutes. A few brief points or
adding some color to the primary point. Humor ifitsvell for remarksjf you're
comfortable with the delivery.

Response

The response is the remarks given by a persorviegean award or other form of
recognition (e.g. apron presentation). Usually theygiven after all other brevities and
remarks, but before the address. This is not a &raddast rule - generally it is determine
by the senior mason present i.e. the one givingtligess. Generally, should be from 1-5
minutes in length

Address

The address is the major speaker of a programanibe anywhere from 5-20 minutes in
length. There should only be one address at art.eSeweral points can be made during
the speech. No one generally speaks after an agdnesept the presiding officer,
chaplain, and/or MC to close the meeting. The afieusually given by the highest
ranking mason present. Experience will show yot dlndiences respond much better to
5 minute addresses than 20 minutes addresses astadvery case!

Educational format
Should be supported by visual materials (such asvarhead projector) if possible
Ideal length is 45 minutes with 15 minutes for digess. If longer, give people a 10

minute break every hour or so - retention goes aayn if you don’t
Make it interactive if possible - it helps to ketbe attention of audience.
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The Role of the Master of Ceremony (MC)

Think of the MC as the presiding officer at a bastfdinner. He organizes the head table
in conjunction with the Grand Captain of the Hakti{e GHP is there) and the Grand
Marshal (if the Grand Master is there). He detegriwho will speak and when,
introduces the head table, speakers, commentdng @fvn to control the continuity of
evening.

A Sample Banquet Agenda

MC calls the guests to order - announces the esgrahthe head table

Head table enters - everyone is asked to rise

MC introduces the Chaplain for the Invocation

MC calls for the presentation of the colors (opéiboolors may alternatively be place at
their stations before the beginning of the banquet)

Pledge of Alliance lead by MC

US National Anthem followed by Canadian Nationaki#em (optional) (announced by
MC)

Every one is seated

Welcome by MC or optionally by another

Head table introduced by MC

Dinner

MC introduces speakers

Brevities

Remarks

Response

Address

MC calls on the Chaplain for the Benediction

MC bids everyone goodnight and a safe trip home!

Forms

Forms Available From the Grand Chapter
Several forms are available from the Grand Segre&ince these forms are updated
periodically, they are not included in this book.

Common forms include:

Petitions

Applications for:

Scholarships

Assistance for diseases of the lungs

Checklists for forming new Chapters

Checklists for the consolidation of two or more Qteas

DDGHP visit report forms

Recommendations for DDGHP, AGL, and Grand Reprasees, MC
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Chapter Record Keeping - the Secretary

Secretaries should maintain good records includinggister, a Book of Marks, an up to-
date inventory, an up-to-date roster, and, of eguasminute book. For the last three
items above, in particular, a computer can be edassistance. Use a spreadsheet (e.qg.
Microsoft Excel) and a database (e.g. Microsoftéss) program to easily create and
update inventories and rosters. Use a word procéssoeate highly readable minutes
Tip: Create a preprinted minutes form with the dead Chapter meeting agenda. Include
checklists of members who usually attend, PHPsncomactivities, etc, to reduce note
taking. Just check off the people that are appat@riSpend your note taking time on
exceptions and important issues and events

Chapter Record Keeping - the Treasurer

Chapters usually have low transaction volume fackk and deposits. Manual ledger
books are not too difficult to maintain, but a cartgy and a spreadsheet program such as
Microsoft Excel can save time and improve accurawlude date, check/deposit

number, description, debit and credit columns, andnning balance. Tip: maintain a
separate manual or computer roster with columnsdch year’s dues date and check
number. This keeps detail clutter off the main kdg
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-A-

Action Plan
Definition 4
Affiliation
Definition 27
Altar
Procedure for draping 56
Annual return 6, 29
Aprons
Purchase DD, AGL, GR 64
HP 234
Grand Chapter 234
Role in Capitular Masonry 283-284
Presenting
AGL 78-80
DDGHP 82
Grand Chapter officers 83
Grand Representatives 81
HP/PHP 78-80
American Lodge of Research
Contacting 68
Appointed Officers 31
Assistant secretary 31
Assistant treasurer 31
Assistant Grand Lecturer (AGL)
Apron presentation 80
Definition 49
How selected 51
Qualifications 50
Schools of instruction 50
Assistant Secretary 31
Assistant Treasurer 31
Award, Hobert C. Cook 51

-B-

Balloting 69

Banquet, Sample agenda 99
Broken Column Chapter 4
Books of the Chapter 48
Booklets 65

Boutonniere 59

Bow tie 59

Brevities 98

Bulletins 21, 93

Business Suit 59
Buttonholes 59

-C-

Canadian Flag
Position at head table 57

Index
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Candidates 25, 10,11,12,20
Chapter
Assessing 7
Budget
Developing 14, 19, 29
Bylaws 33, 86
Merger 87
Consolidations
How to 87
Introduction 87
Dedications
General 77
Checklist 78
Doing nothing 5
Dormant
Definition 8
Goals and action plans 32
Dysfunctional
Definition 8
Goals and action plans 8
Five stages of existence 8
Functional
Definition 8
Goals and action plans 15
Giving up 34
Implementing
General 7, 20
Installation
Checklist 72, 53
Duration 72
Introduction 72
Staff 72
Tiled vs. Open 74
Mature
Definition 8
Goals and action plans 12
Merging 8
New
Checklist 74
Keys to success 74
Why form? 74
Operational
Definition 8
Goals and action plans 11
Organization 25
Introduction 20
Not enough people 25, 34
Planning
Each meeting 19,7,15
Sample Trestleboard 14
Implementing
General 20
Record keeping 100
Rededications
General 77
Checklist 77
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Re-planning 23
Scheduling
Hints on 18
Table Chapter
Agenda 90
Dress 91
Frequency 89
Logistic 91
Introduction 90
Format 90
Ritual 92
Turning in charters 5, 9
Clinton, DeWitt 35
Communication 95
Companions
Active 24
Attending (a.k.a. “Side Liners) 27
Corresponding 27
Delinquent 26
Outstanding 24
Consensus
Developing 3, 38
Constitution
Of Grand Chapter
Amending 38
Purpose 85
Roles and Responsibilities 86
Council Officers
Association 52
Role and responsibilities 28
Continuous Improvement (CI)
Definition 24
Cl vs. reengineering 24
Cook, Hobert C. Award 51
Critical Success Factors (CSFs) 3
Definition 6
Cummerbund 59
Cutaway coat 59

-D-

Demit
How to 27
Dispensations 82, 84
Common types 84
Definition 84
Getting a 84
Requests not requiring 85
District

Assistant Grand Lecturer (AGL) see separate hgadin

Calendar sample 16

District Deputy Grand High Priest (DDGHP) -seeaepe heading

Installations 53
Organization 47
Organizations
Council officers’ 52
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KYCH 53
Past High Priests Associations 52
Right Excellent/Very Excellent 53
York Rite College 53
District Deputy Grand High Priest (DDGHP)
Apron presentation 82
Definition 172
How selected 48
Official visit 49
Qualifications 49
Role and responsibilities 48
Staff 49
What they can’t do 48
Division of labor 27
Dress
Accessories 58
At Chapter meetings 58
At dinners and social events 58
At public events 58
Formal 60
Ladies 60
Semi-formal 60
Shoes 59
Things to avoid 59
Use of red 59

-E-

Educational Materials 64
Elected Officers
Council officers 26, 37
Role and responsibilities 26
High Priest (HP) 16, 28
Secretary 29
Treasurer 29
Trustee 30
Elections
General 70
Long form
Procedure 71
Short form 70
And non secret ballot 70
Procedures 70
Etiquette
General 58
At Chapter meetings 79

-E-

Floor Officer 30
Forms

Available from Grand Chapter 45, 65, 67
Furnishings

Sources 64, 78
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-G-

Goals
Definition 4, 3

General Grand Chapter
Ambassadors 44
Books 44
Booklets and Pamphlets 44
Correspondence 44
Educational materials 44
History 35
Organization 44
And Royal Arch Masomagazine 44
Not sovereign 44
Medals 44
Services 44
Triennial 44

Grand Chapter
Appointed officers 38

Calendar of events, sample for District/Chapter 17

Charter vs. warrants 37
Charity programs
Current 40
Medical research 40
Seals 43
Scholarship
Applying 45
Dinners 45
General 45

Respiratory and Chronic Diseases of the Lungs 46

Committees
Directory listing of 42
Types
Standing
Current 40
Definition 42
Special
Current 43
Definition 42
Convocation
How to attend 37
Importance of registering 36
Schedule 36
Corresponding with 43
Elected officers 40
Funds
Permanent 40
Tuberculosis Relief 40
Royal Arch Mason Scholarship 40
Royal Arch Medical Research 40
Miscellaneous 40
Grand High Priest (GHP) - see separate heading
History 35
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Members
Voting vs. non-voting 37, 38
Permanent members 39
Role and responsibilities 86
Publications of 43
Trustees
Duties 39
Funds which are controlled by 39
Term 39
Grand Chapter Line Officer (GCLO)
Apron presentations 83
Role and responsibilities 51
Grand High Priest
Duties 38
Grand Honors 49, 62, 63, 75, 80
Grand Lodge
Relation to Grand Chapter 37
Grand Representatives
Apron presentation 39
Duties 39
How selected 42
Proper title 39
Role and responsibilities 39
Who maybe a 42
Grand Secretary
Contacting 43
Guest Appearances 93

-H-
Head Table
Diagram 57
Setting up 57
High Priest
Apron presentation 80
How to

Communicate 21

Delegation 20, 28

Lead 7, 23, 28

Managing 21

Organize Chapter activity 7,20
Preside 22, 28

Role and responsibilities as elected officer 22

Historian, Chapter 31
--
Introduction

To book 2
Internet 65, 67, 96
-J-
Jewels

HP 64
Sources 64
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Jewelry

Excessive 59

Lapel Pins 64
Judge Advocate

Role and responsibility 85
Jurisprudence Committee

Role and responsibility 86

K-

Kissinger Publishing
Contacting 68

Klitzner, Harry (Company)
Contacting 68

-L-

Lapel Pins 64

Leadership
Leadership vs. management 21, 23
Traits 23

-M-

Macoy publishing
Contacting 64

Master of Ceremony (MC)
Role 99

Master Masons 25

Meritorious Companion 67

Morning suit 60

Musician, Chapter 31

-N-

NPD (Non payment of dues)
What to do 26

-O-

Open meeting
DDGHP at 61
GHP at 61
Signs at 63

Visitors at 63
Order of entrance 55
Order of High Priesthood
History 88
Penalties for not receiving 89
Requirements and Procedures 89
Organizational Plan
Developing 3

-P-

Pamphlets 64
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Past High Priest
Association 52
Past Grand High Priests (PGHP)
Role in District 49, 52
Permanent Members
Definition 39
Petitions 69
Philalethes Society
Contacting 68
Planning
Long vs. short range 3
Presiding
Guidelines 20
Programs
Activities 93
Administrative 93
Educational 93
Non-Masonic 93
Paradox of 93
Ritual and rehearsal 93
Social 93
Protocol
And the DDGHP 56
Definition 54
Order of entrance 55

_Q_

Quatuor Coronati
Contacting 68

-R-

Receiving
Companion 61
DDGHP 61

Group of distinguished visitors 61

Official visitor 61

In an open meeting 63
Reengineering

Definition 24

Reengineering vs. continuous improvement 24
Regalia

Definition 64
Regional Officers

Role and responsibilities 52, 18, 40, 51

Remark (re: speaking) 98
Re-planning 24
Response (re: speaking) 98

Retiring
DDGHP 62
GHP 62
-S-

School of Instruction 50
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Secretary

Role and responsibilities 29
Sentinel 31
Service Awards 67
Side Liners (a.k.a. Attending Companions) 27
Sign of Fidelity 75, 63
Slingers 96
Speaking 96

From the floor 97

In general 97

In Public 97

Types of Masonic 97
Sports suit 60
Suspenders 60

-T-

Toasting (re: Table Chapter) 89
Treasurer

Role and responsibilities 29

Record keeping 100
Trustees

Role and responsibilities 30

-U-

US Flag
Position at head table 57
-V-
Vision
Definition 4
-W-

White dinner jacket 60
White gloves 60
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