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Guidance for Masonic Secretaries 
 

"The Secretary is a Brother who endeavours to make  

a daily advancement in Masonic paper-work." 

 
That was a favourite comment of a former long-time lodge secretary.  Many a true word is uttered in jest! 

 

Introduction 
The idea of service to one's fellows, of service to one's organisation, sits very well within the 

broad principles of Freemasonry. But once a Brother has become familiar with Masonic ritual 

and meeting procedures and the work of lodge officers he may look around and think: What can 

I do that is really useful for the lodge or for the Craft? 

 

There is quite a range of worthwhile jobs a member can undertake if he is willing to make the 

effort; and there is no doubt that his services will be appreciated if he demonstrates skill. To 

name some: almoner, chaplain, director of ceremonies, organist, lodge custodian, lodge historian, 

newsletter editor, preceptor, education officer, auditor, treasurer and secretary. In larger lodges, 

there may be assistants appointed to give practical support to some of these officers.  

 

All of these positions are important for the effective operation of a lodge. This booklet aims to 

give confidence and guidance to Brethren who are invited, or persuaded, to "put their hands up" 

for the office of Secretary. 

 

In this context, it is pertinent to mention also that there are secretarial positions available from 

time to time in Craft organisations outside the lodge: for example, in committees or boards 

which manage the affairs of Masonic halls, in district almoners associations and in certain 

Masonic Trusts which do not require officers with professional training.  Each of these jobs 

makes its own demands for secretarial skills which differ somewhat from those required for 

lodge work; but this booklet will give some preliminary guidance for Brethren volunteering or 

called upon to assist in these areas.  

 

To those Brethren who take up secretarial work for the Craft, we wish you success and 

satisfaction in your task. There is potential for both.  Remember that you are not alone if you 

need help or advice; and try to bear patiently with other Brethren who would criticise your 

efforts without understanding what you do. 
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Letter to a Masonic Secretary 
 

Greetings Brother Secretary 

 

If you have just taken your chair of office in a lodge for the first time, you may still be able to 

recall the address of the investing Grand Lodge officer:  

 

“You having been appointed Secretary of the lodge, I have much pleasure in 

investing you with the collar and jewel of your office, which is two pens in 

saltire, an emblem of silent communication. The pen should never be used in the 

cause of oppression, but the fluid should flow freely from it in the defence of a 

Brother's character when assailed, and should be eloquent in the cause of the 

destitute and oppressed.” 
 

The office is a position of honour and considerable responsibility; and your appointment stems 

from belief and trust that you will have the ability and integrity to perform the duties of 

Secretary. This office is at the heart of the organisation and you come as close as a Brother can 

to passing “the test of indispensability”. If the duties cannot be performed, the lodge will fail to 

function in a normal and regular manner. Much, therefore, rests on the Secretary’s shoulders. 

 

From this point forward, these notes are for you; and it is hoped that you will study them 

carefully as the need arises. The notes are written with the thought that you may not have 

previous secretarial experience; and they will take you through the sequences of a lodge month 

and a lodge year. You will find that you are much more than a “silent communicator“: you will 

need skills as a “word-smith”, an advisor on meeting procedures and on membership 

requirements, an interpreter of rules, a scheduler of activities, a team-mate of your fellow 

officers and a diplomat when matters appear to need “putting back on the rails.” It will also help 

if you can type, preferably on a word-processor, and can use a photocopier.  

 

As you acquire knowledge and experience in your work, you will become aware that the only 

constant is change; and it is inadvisable to regard rules as "hard and fast" beyond a reasonable 

period of years. Consequently, for the performance of a task, there may be more than one good 

way. 

 

If you require further help in the shape of information or advice, the Divisional Secretary or the 

Grand Secretary will be happy to assist. Their contact references will be mentioned elsewhere in 

this booklet. 

 

 

Yours fraternally, 

 

 

National Education Committee  

New Zealand Freemasons 
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Guide for Masonic Secretaries 
 

PART 1:  What the Secretary is expected to produce 
 

1.01 The various items he produces are summarised as follows and the list is not exhaustive.  

Monthly: 

 Notices of meetings  

 Agendas 

 Minutes of meetings 

 Returns 

Annually: 

 Election documents 

 Membership records 

 Installation programme 

 Notes for Master’s report to District Grand Master 

As Required: 

 Letters, memoranda and e-mails 

 Briefing notes for  the Master / delegates 

 Information sheets / bulletins 

 Statistics 

 Advice 

 By-law certificates 

 Funeral notices 

 Eulogy information 

 

1.02 The summary in Para. 1.01 provides a framework for notes in Parts 7 to 21. 

 

PARTS 2: to 6: The “Tools” of Office 
 

2  Shortlist 
2.01 The “tools” are briefly listed as follows and additional comments are given in later parts: 

 

For General Ready Reference: 

 An up-to-date copy of the Grand Lodge Book of Constitution   

 A copy of the by-laws  

 A good dictionary  

 Benevolence guide 

 

For Communication: 

 Mailing, e-mail address and telephone lists 

 Telephone  

 Grand Lodge directory 

 List of Lodge widows  

 Paper and forms 
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For Record Purposes: 

 Application forms 

 Membership register 

 Minute Guard-book or File 

 A filing system 

 

For Technical Help: 

 A computer with word-processing capability 

 Access to a photocopier 

 

 

3  “Tools” For General Ready Reference 
3.01 The Grand Lodge Book of Constitution: An up-to-date copy of this [currently an A4-sized blue ring-

backed binder of loose-leafed Rules, Rulings and supplementary information] is an essential reference for a Lodge 

Secretary on an array of topics affecting a Lodge. The Master, the Senior and Junior Wardens should each hold a 

copy as four copies are on official issue to the Lodge.  

 

3.02 About April/May, after each Grand Lodge Communication the Grand Secretary distributes sufficient copies 

of the latest amendments for the four binders. Ideally, each holder of a binder should amend his own book; but the 

responsibility for seeing that each book is complete and current rests with the Secretary. The date of an update of the 

book should be written clearly on the amendment record at the front of the book so that Brethren can be confident 

they are using current rulings. Other members holding personal copies of the book should be informed about the 

new amendments so that they can request sets from the Grand Secretary.  For Brethren who have access to Internet, 

the latest edition to the Book of Constitution is available in downloadable PDF format in the “Members Only” 

portion of the Grand Lodge Website 

  https://www.freemasons.co.nz/members_only/documents/BookofConstitution.php 

 

3.03 An up-to-date copy of the Book of Constitution is required to be handed to each initiate: this is 

requisitioned from the Grand Secretary shortly before the ceremony. A copy is also presented to the newly installed 

Master [this would be the copy held by the previous Master].  

 

3.04 The by-laws: Each Masonic body [Lodge, Hall committee and District Almoners Association] is 

responsible for preparing its own set of by-laws which govern the way the body conducts its business [subject to the 

over-riding authority of the Book of Constitution Rules]. For a new Lodge, the Grand Secretary can provide a model 

set of by-laws to be adapted to the Lodge’s needs. As there are legal criteria to be met, the Board of General 

Purposes formally approves the by-laws when they have been scrutinised and passed by the Grand Registrar. 

 

3.05 The by-laws are essential guides for all executive officers of the body; and all other members should hold 

personal copies.   

 

3.06 The Secretary of a Lodge needs to have on hand a copy of the by-laws for presentation to each initiate, 

joining member and the newly installed Master. 

 

3.07 Dictionary: Masons are expected to uphold good standards in the use of the English language. The 

Secretary is by the nature of his work a continuous user of New Zealand English [which follows the British style 

rather than the American version]. For these reasons, it is desirable that the Secretary be able to refer to a good 

dictionary. The Reader’s Digest Oxford “Complete Wordfinder” and Collins English Dictionary & Thesaurus are 

suggested references. The Oxford Dictionary of Modern English Usage by HW Fowler is also a handy reference. 
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3.08 Benevolence guide: The Freemasons Charity, acting through the Grand Secretary, periodically issues 

policy statements; and it also issues and maintains a handbook on benevolence for the information of Lodges and 

Almoners Associations. The Lodge Secretary should ensure that he, the Master and the Almoner hold current copies 

of the handbook. 

 

 

4  Aids to Communication   
4.01 Telephone: The Secretary needs to be readily accessible by officers and other members of the Lodge, by 

District and Divisional Officers of Grand Lodge and by persons seeking information about the Lodge or 

Freemasonry generally. The Secretary also spends a good deal of time telephoning people about Lodge business. 

Consequently, a reliable telephone service is essential. Availability of a mobile ’phone is very helpful; and an 

answer-phone service is a bonus for occasions when the Secretary cannot take calls. 

 

4.02 Mailing, e-mail address and telephone lists: If the Secretary has not received these from his predecessor, 

he will need to prepare loose-leaf or computerised lists showing this information for each member. A computerised 

list of members’ addresses, sorted in Z to A order, is particularly helpful for preparing envelopes for bulk postings 

of surface-mail.  If the Secretary has an e-mail service, he will find a list of e-mail addresses useful to dispatch 

notices of meetings and copies of Minutes to members as this method saves time and postage. This service is also 

handy for acquainting a large section of the membership with urgent news. 

 

4.03 It is essential to keep all ready-reference lists up to date as details may change frequently. Computerisation 

of lists helps this process. The Secretary should also be aware of White Page and Yellow Page listings in the local 

telephone directory for Masonic Halls and Lodge contacts. He may need to take the initiative to have obsolete 

listings corrected. 

 

4.04 Grand Lodge Directory: The Grand Secretary provides each Lodge Secretary with a Directory containing 

comprehensive lists of Grand Lodge Officers in all Divisions and Districts, of senior Officers in other Masonic 

Orders, of contacts in other Constitutions within New Zealand and of Secretaries of all New Zealand Constitution 

Lodges and District Almoners Associations.   Details of locations and meeting dates of Lodges are also provided. 

Much of this information is also available on internet to Secretaries who have registered for access to the Grand 

Lodge website. Secretaries are responsible for ensuring that information/data supplied to Grand Lodge about their 

Lodges/other organisations is accurate, complete and kept up to date. 

 

4.05 The Directory is reviewed and re-issued   biennially and the Secretary should ensure that he holds an up-to-

date copy. 

 

4.06 The Grand Lodge Office contact references for the Grand Secretary and his staff are as follows: 

  Telephone   (04) 385 6622    [Ask the Receptionist for the staff member or section required.] 

  e-mail address: Secretary@Freemasons.co.nz 

  Postal address:   Grand Secretary 

    Grand Lodge of New Zealand 

    PO Box 6439 

    WELLINGTON 

 

4.07 List of Lodge widows: Lodges generally accept responsibility to maintain contact with the widows of 

deceased members, usually through the Almoner or the Pastoral Committee. The Secretary maintains a list of the 

contact addresses/’phone numbers of these  ladies so that [if they wish] they can be kept informed of Lodge news or 
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invited to attend special events e.g. the annual dinner for widows and elderly Brethren. The District Almoners 

Association may also seek information, e.g. for a pre-Christmas distribution of presents. 

 

4.08 Paper and forms: To run off copies of Notices of meetings, Minutes and Agendas, Secretaries generally 

have an arrangement with the office staff of a firm that has a photocopy machine. The Secretary provides copy-

paper, the “master-copies” and his labour; and the firm allows him to use the machine at a convenient time. Some 

Secretaries run off copies of letter-headed stationery by the same arrangement. By “shopping around” the Secretary 

can obtain reams of paper at best price. Coloured paper is usually more expensive than plain white paper.   

 

4.09 To produce some of the formal letters, memoranda and notices required in his work, a Lodge Secretary 

should refer:  

 a] to the templates in the “Forms” section at the rear of the Book of Constitution [These are guides to 

necessary wording and some other or additional wording may be justified by special circumstances. If in doubt, 

consult the Grand Secretary.]   

 or alternatively 

 b] to the Grand Lodge web-site  

https://www.freemasons.co.nz/members_only/forms/ 

which carries pro formas for a wide range of formal letters, returns etc. which may be submitted electronically. 

 

 

5 “Tools” for Record Purposes 
5.01 The first records are the Grand Lodge forms of application for membership of a Lodge, by initiation or 

by joining. These are contained in the Forms section of the Book of Constitution or on line. The completed original 

is despatched immediately to the Grand Secretary who checks the applicant against any previous records he may 

hold. A copy should be held in the Lodge records. 

 

5.02 The primary record is the Lodge membership Register, a hard-backed book with information columns 

each bearing printed headings.  The headings are self-explanatory. Over a period of years, the Register constitutes an 

important historical record of comings and goings of members. The final entries should be in ink; but it is sometimes 

advisable to make initial entries in pencil. The Secretary is the custodian of the Register. 

 

5.03 Minute Guard-book or File: It is necessary to have a sturdy form of long-term protection for the signed 

Minutes which are held in date-order. A lever-arch file is one form; but a more preferable form is a standard item of 

stationery such as a hardcover exercise book. The pages of Minutes are glued to pages attached to the spine of the 

book, providing a reference which should last many years. This reference may be checked by the Auditor as the 

Minutes should show what accounts have been passed for payment. 

 

5.04 Attendance Book: This is a standard item of Masonic stationery which may be purchased from Grand 

Lodge Office. Every Brother, member or visitor, attending a Lodge meeting is required to enter his name in the 

book. Apologies may be entered there also. Apart from being a record of those Brethren attending, the Attendance 

Book can serve as a useful check if some emergency causes the Lodge building to be evacuated: the Secretary or the 

Fire Warden picks up the Book from the vestibule on his way to the designated assembly area. 

 

5.05 Filing system: Over a period of at least the last eighteen months, the Secretary needs to be able to refer to 

correspondence which has been received and to copies of letters, returns and notices which have been dispatched. 

This calls for a simple series of labelled lever-arch files or box files where papers are placed in strict date order. The 

filed papers serve a variety of purposes; e.g. examples of how a recurring issue was dealt with before; confirmation 

that queries were actually answered; warning of when something will come up for further attention 

https://www.freemasons.co.nz/members_only/forms/
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5.06 Refer to Part 25 for guidance on retention of records with historical value and disposal of papers with no 

further use. 

 

 

6  “Tools” For Technical Help 
6.01 Modern recording and communication requirements have moved a vast distance from the feather quills and 

ink used by ancient scribes and secretaries: the pens in saltire displayed in the Masonic Secretary’s jewel. A 

typewriter or a computer with word-processing capability is an absolute necessity. If the Secretary does not possess 

one he needs to have a good neighbour, friend or relative who is willing [perhaps for a small consideration] to 

provide regular typing/word-processing services, working from drafts written by the Secretary. 

 

6.02 Access to a photocopier/printer is likewise essential nowadays. If the Secretary owns a printer which works 

on commands from a computer, that is a great advantage; and if his machine will also scan documents/photographs 

that is an added bonus. See also para. 4.08 in this context. 

 

Parts 7- 10: Routine for the period between regular meetings 
 

General Note: In the Parts which follow, the Grand Lodge Book of Constitution Rules and their supporting texts are 

mentioned periodically. Secretaries, Lodge Secretaries in particular, are urged to refer to relevant material in the 

Book of Constitution as additional important details may be supplied there. Rule and paragraph references are not 

quoted in this Guide because they are subject to change. 

 

 

7  Notices of Meetings 
7.01 These are the formal calls, invitations or summonses to attend; and the meetings may be regular, 

emergency or special. The essential features of a notice, as specified in the Book of Constitution, are the place, date 

and hour of the meeting together with the name of the body which is to meet and a statement of the business to be 

transacted.   The style of dress is generally specified in a Lodge summons. 

 

7.02 If a member has announced at the preceding meeting that he intends to move a motion, the notice-paper 

must include the proposed motion as part of the administrative business (= Motion of which notice has been given). 

Likewise, the wording of a proposed By-law or alteration to existing by-laws must appear in the notice-paper as an 

item in the administrative business (= By-law proposal). In the case of Lodge meetings, the Book of Constitution 

requires that “notice of a proposal for initiation or for a joining member shall be placed in the Lodge summons for 

the next regular meeting of the Lodge after the proposal has been made in open Lodge.” (= Ballot for Candidate or 

Election of Joining Member) 

 

7.03 A Lodge summons is required to be issued at least seven days prior to the meeting, to every member of the 

Lodge; and also to the Grand Secretary and the Divisional Grand Master and District Grand Master for the area. The 

Grand Secretary will check that the summons complies with the Book of Constitution requirements and will draw 

attention to irregularities/deficiencies. The Masters or Secretaries of other Lodges in the same District are usually 

furnished with copies to attract wider attendance and to make them aware of proposals for new members. 
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7.04 The style and layout of a Lodge summons is generally a matter of taste and custom decided upon by the 

Lodge as a whole; and may persist for many years if they are not annually or biennially reviewed for their 

effectiveness. A Secretary equipped with a good computer printing programme can do much to enhance the 

summons as a document designed to attract Brethren to attend.  A Brother should have foreknowledge of the entire 

programme for a meeting; e.g. prior tea gathering, the meeting itself and refectory proceedings to follow.  Details of 

an invited speaker and the subject of his presentation can be helpful. 

 

7.05 Subsidiary Notices: 

a] It is common practice for a Lodge summons to carry subsidiary notices of other meetings, e.g. of the 

standing committee or a finance group. It is also usual for the summons to announce the time, date and place of a 

rehearsal or “Lodge of Instruction”.  

b] Whilst members’ wives and/or female friends normally have no direct involvement in a Lodge meeting, 

there are many instances where the ladies are enabled to attend talks, dinners and presentations on Lodge premises. 

If the presence of the ladies is expected or invited, special mention of this should appear on the Notice-paper. 

This obviates reliance on the sometimes uncertain medium of “word of mouth”; and it assists visiting Brethren who 

are not acquainted with the Lodge’s activities. 

 

7.06 The dates and places of Lodge meetings are governed by the Lodge’s by-laws; but if temporary changes are 

needed there are provisions in the Book of Constitution Rules for dispensations to be granted on written application 

by the Lodge secretary (As a courtesy, the Master may ring the District Grand Master beforehand.). 

 

7.07 A specimen Notice is at Appendix I. 

 

 

8  Agendas  
8.01 Agendas are lists of things to be done. In the context of a meeting, an agenda is a schedule of matters 

needing attention. In the hands of a skilful chairman, the agenda can be a powerful tool for the control of a meeting, 

setting out issues in an order of priority (which may sometimes be modified to meet changed circumstances; or even 

challenged by committee members with other ideas.) 

 

8.02 For Lodge meetings, the order of business is usually set out in the Lodge by-laws as a simple broad-brush 

schedule which can be amended by the Master. This is a rough guide giving members little idea of issues which 

need to be examined in detail. To overcome this drawback, a Master may get together with his Secretary and 

Wardens prior to the meeting to formulate a detailed numbered agenda, even down sometimes to the wording of 

possible motions which could/should be passed and identifying officers who will give reports. Copies will be held 

by each of these four officers. Such detail keeps the Master “on track” for the entire business session; the Secretary 

is able to write notes on his copy as the meeting proceeds; and the other copies serve as training tools for the two 

Wardens who may be Masters-in-waiting. 

 

8.03 If a standing committee meeting is not being used as a surrogate regular Lodge meeting, its specially 

printed agenda should indicate the issues which have been referred to the committee for detailed consideration and 

recommendation regarding necessary action; and each committee member attending should hold a copy. 

 

8.04 It is important that between meetings the Secretary liaise closely with the Master regarding matters 

becoming due so that things are not overlooked; and also so that matters are dealt with smoothly in a meeting. 

 

8.05 Specimen Agendas are shown at Appendices II & III 

 



 

 

 Page 
12 

 
  

9  Minutes of Meetings  
9.01 These are the “permanent record” of the transactions of the Masonic body. One copy deemed to be the 

“original” of each set of Minutes is carefully filed in a guard book or similar for long-term protection, after it has 

been confirmed “a true and correct record” by a subsequent meeting. The Secretary is the official recorder of the 

meeting, i.e. he takes notes which are subsequently written up as Minutes; and he is the custodian of the guard-book.  

 

9.02 Photocopies of the Minutes of a Lodge meeting are customarily distributed to every member with the 

summons for the next meeting. 

 

9.03 The preserved Minutes are an important resource for researchers seeking to trace the history of the Lodge 

or of notable members. In addition, for Brethren who cannot attend meetings, the Minutes serve to keep members 

abreast of what is going on in Lodge. For these reasons, it is desirable that the Secretary adopt a narrative style in 

writing up the Lodge transactions. Brevity is necessary; but the Minutes of an occasion should tell a story. Use of 

full sentences is preferred, except where tabulation of details adds to clarity, e.g. lists of charges and charge-givers; 

lists of accounts approved. 

 

9.04 Resolutions appearing in the Minutes are the usual outcome of discussion of issues in a business meeting. 

They record the decisions reached; and if a decision means a change in policy it is common to show the resolution in 

bold type.  Where a contentious issue is raised, the Secretary may also briefly record opposing arguments; as well as 

showing the train of amendments processed leading to a final decision. A resolution may be reached by voting on a 

motion proposed and seconded: the chairman/Master may also declare a matter resolved by common consent.  

 

9.05 A decision to “receive” correspondence or a report is common practice but in reality is a fruitless exercise: 

the meeting has the item whether its substance is wanted or not!  Better to treat the item as part of an issue under 

consideration. 

 

9.06 Normally, the Minutes of a Lodge meeting would cease at the point where the Lodge retires; but if the 

Lodge retires to the refectory to hear a talk given, say, by a non-Mason or a presentation with the ladies present, it is 

appropriate to note the event at the end of the Minutes. 

 

9.07 A sample set of Minutes is shown at Appendix VII 

 

 

10  Returns  
10.01 It is necessary for the Grand Lodge Office to keep itself aware of meeting attendances in Lodges, of 

changes in office-bearers and membership, and of the nature of principal business transacted in Lodge. For these 

reasons, the Lodge secretary is required to submit a return immediately after each regular meeting. This is usually 

done by completing a standard form [Movements Sheet] supplied by the Grand Secretary and posting it to Grand 

Lodge Office; but a secretary with internet facilities can deal with the return by electronic mail. The Grand 

Secretary’s Office relies on these forms and their accuracy for issuing appropriate certificates such as Master Mason 

Certificates and Past Master Certificates.  The importance of these returns can not be too highly stressed. 

 

10.02 Annual Membership Return: Please see para. 19.01, Statistics.  
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Parts 11 - 14 : Annual Requirements 
 

11  Election Documents  
11.01 Candidate Profiles: When election time looms for a new District Grand Master or other senior Grand 

Lodge Officer in the administration hierarchy, the Grand Secretary or Divisional Secretary will issue to the Lodge 

Secretary instructions on the conduct of the election and the reporting of the outcome. A profile or C.V. [curriculum 

vitae] of each candidate for election will be supplied from the same source; and the Lodge Secretary is to ensure that 

every voting member [i.e. Master Mason or higher] receives a copy with the summons for the meeting at which the 

election will take place. If there is more than one candidate for an office, the profiles are to appear to have equal 

status. Note: If there is more than one candidate for the Master’s Chair, each candidate may supply a profile of 

himself and these profiles are to be treated in the same way. 

 

11.02 Ballot Papers: If an election requires the use of ballot papers for a secret ballot, these may be prepared by 

the Secretary and each will simply carry the name of the Office and the names in alphabetical order [of surname]. 

The methods of distribution of ballot papers to voting members, collection and counting of votes, and subsequent 

destruction of ballot papers may be described in the Lodge by-laws. 

 

11.03 If a Lodge conducts a postal ballot because of time constraints, candidate profiles and ballot papers are to 

be distributed at the same time, along with instructions on the voting procedure. 

 

 

12  Notes for Master’s Report to District Grand Master  
12.01 The Master is required to submit a written report shortly before the Installation meeting which marks the 

end of his term of office. It is a summary of the Lodge’s year of activities and achievements; and should include 

candid comments about the general state of the Lodge and its capability to go forward into the future.  The final 

report is seldom disclosed to Lodge members; but the Secretary may assist the Master greatly by drafting notes on 

activities and achievements, using his records for information. 

 

 

13  Lodge Installation Programme 
13.01 This is a booklet, usually opening out to A5 size pages, which gives full details of the Installing Master’s 

support team of Grand Lodge Officers and the agenda for each participant to follow. As the Installation of the new 

Master and the investiture of his Officers is usually a “Grand Lodge occasion” the Programme is customarily 

produced by professional printers. 

 

13.02 Several weeks before the Installation, as soon as the Installing Master can provide a list of his supporting 

Officers, the Secretary and the Master-elect work together using a copy of the previous year’s programme to create a 

draft for the printer. This is a time when all concerned are working to tight dead-lines; and the Secretary has to keep 

things moving. The number of copies required is usually assessed from the number who attended the previous year, 

with a few extra to spare. 

 

13.03 The Secretary and the Installing Master check the printer’s ‘proofs’ of the Programme for errors and 

omissions; and on collecting the printed Programme the Secretary ensures that the Installing Master receives 

sufficient copies for the supporting Officers and himself. 
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13.04 Leading up to and including the day of the Installation, the Secretary needs to have a checklist of all the 

numerous actions he is responsible for, set out in date/time sequence, and tick them off as they are completed. The 

checklist often gets more actions added to it; so it is advisable for the Secretary to retain it until he has to make one 

for the following year. 

 

13.05 On the day of Installation, in the Lodge, the Secretary makes sure that copies of the Programme are 

available for all members and visitors; and that he has: 

a] the confirmed Minutes of the meeting at which the Master-to-be was elected; 

b] the Book of Constitution and the Lodge by-laws; 

c] the out-going Master’s “Past Master’s Certificate”; and 

d] annotated “reserved seat” labels for the Officers to be invested. Additionally, he needs to have handy the 

“Ancient Charges” (in the Book of Constitution) as he is usually the person called on to deliver them. 

 

 

14] [Reserved Part] 

 

Parts 15--24: Matters arising on an “as required” basis 
 

15  Letters, Memoranda and Electronic Mail [e-mail] 
15.01 These items arise from a need to communicate about specific issues; and are generally treated at a meeting 

under the collective headings Inward Correspondence and Outward Correspondence.  This method, if not handled 

carefully, can result in the same subject cropping up twice and sometimes in reverse order, i.e. the reply coming 

before the enquiry. An alternative and preferable method is to deal with items as they relate to issues on the meeting 

agenda. There would thus be no need for the collective headings mentioned above. 

 

15.02 Letters generated by the Secretary: There will be times when the Secretary writes letters at the request of 

the Master or the Lodge. There will be other times when the Secretary knows a letter needs to be sent and he acts on 

his own initiative to prepare and dispatch it. He usually signs outward correspondence; but occasionally he may 

need to prepare letters for the Master’s signature. 

 

15.03 Letters and other correspondence should be kept as short as possible; and a “golden rule” is one letter: one 

subject. More than one subject may result in delay as the letter goes through several sections of the Grand Lodge 

Office. 

 

15.04 Some secretaries laboriously read all correspondence from top to bottom: this is unnecessary and time 

consuming. The content of mail can usually be summarised [lengthy items may have to be summarised!] 

 

15.05 Addresses on envelopes: Mail is customarily addressed to “Mr” or “Dr” [surname] and not to the recipient 

by Masonic rank: example: EW Plank, Divisional Grand Master Central, 182 Bridge Street etc. 

 

15.06 Electronic mail [e-mails]:  

 A] Use of this medium has the great advantage of speed in communication and it is inexpensive. In formal 

e-mails, care has to be exercised to observe usual courtesies of address. Paper-copies need to be made of all 

important e-mails, both inward and outward, for presentation to meetings.   

 B] Corporate signature blocks and advertisements should not appear on Masonic emails in the same way as 

you would not use corporate letterhead paper for Masonic letters. 
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16  Information Sheets/ Bulletins 
16.01 These are collections of news items of Masonic interest about people and places and about events of recent, 

current or future importance. Much of this information comes to the Secretary’s attention through inward surface or 

electronic mail; and it is usually transcribed to pages attached to the Summons either by the Secretary himself or by 

the Lodge’s newsletter editor [if the Lodge is lucky enough to have one]. The Secretary and the Master may also 

contribute items to newsletters; and information sheets should be encouraged as important means of communication. 

 

 

17  Briefing notes 
17.01 The Master or his Deputy is expected to attend the annual Divisional Conference and needs to be briefed 

beforehand as fully as possible on matters of interest to the Lodge: 

 a] already appearing on the Conference agenda [e.g. remits]; and  

 b] not scheduled but needing to be raised in “General Business”.   

The Master may prepare his own notes; but the Secretary can usually assist greatly using his records for information. 

 

 

18  Membership Records 
18.01 Striking-off a member should be a rare event, but the physical action involved is to:  

a] rule a single line through the member’s name in the Lodge Register in a way that does not obliterate the 

entry and    

b] record the date of striking-off. 

While there is any possibility of re-instatement of the member, the line should be in pencil. This is a sensitive area 

of Lodge administration and the Book of Constitution Rules needs to be consulted. When informing the Grand 

Lodge Office of a member being Struck Off the amount of dues owing should be included in the advice. 

 

18.02 When a Brother resigns his membership or dies, his name in the Register is ruled through; and the date and 

reason for the cessation are noted. 

 

18.03 Lesser records: For the purpose of checking accuracy of detail, the Grand Secretary periodically releases 

copies of history sheets pertaining to each member of a Lodge. These should be scrutinised by the Lodge Secretary 

and any necessary changes reported promptly to the Grand Secretary. 

 

18.04 The Lodge Secretary may also obtain a member’s history sheet from the Grand Secretary.  A Lodge 

Secretary with Internet access may also view the membership records for members of his Lodge in the “Members 

Only” section of the Grand Lodge website:  

https://www.freemasons.co.nz/members_only/ 

 

18.05 Members Transferring: Given the mobility of people moving around the country and between countries it 

is not uncommon to have brethren frequently relocating from one city/town to another. 

The Book of Constitution sets out a procedure to be followed with two options: 

1. Where the transferring brother is unfamiliar with the lodges in the locality and is keen to visit and 

find a lodge where he will be comfortable. 

2. Where the transferring brother knows which lodge he would like to transfer to 

The secretary of the brother’s current lodge should complete the appropriate form and send it to the lodge/s (as 

applicable) in the brother’s new locality. The form can also be found by visiting the Freemasons NZ website at: 

http://freemasonsnz.org/, logging in and going to the ‘Form of Requisition’. 

https://www.freemasons.co.nz/members_only/
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19  Statistics  
19.01 At the Lodge level and the Grand Lodge level, there are ongoing needs to keep “track” of membership 

numbers and trends, age composition, meeting attendances and types of Lodge programmes. For these reasons, there 

are regular exchanges of information between the levels and checks to confirm the validity of data received. Much 

of the statistical material held by the Grand Secretary finds its way into summaries presented in the Board of 

General Purposes Annual Report so there are deadlines set for the receipt of data. 
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19.02 Annual Membership Return: In May, the Grand Secretary sends to each Lodge Secretary a computer 

printout of details he holds about the members of the Lodge. The Secretary is asked to check the details carefully; 

e.g. omissions, duplications, mis-spellings and currency. The Secretary is required to return the printout, amended if 

necessary, by 28 June to the Grand Secretary. This information is used to calculate the Lodge’s Capitation Fees for 

the next 12 months so it is important that this return be looked at thoroughly and returned by the due date. 

 

19.03 The Lodge Secretary can assist the Master by keeping note of attendance numbers and regular unexplained 

absenteeism. This information can be correlated over a period with the kinds of principal business being transacted 

during meetings so that the Master may gauge what is wanted or popular and what is not well received. The 

information may also cause the Master to make diligent enquiries among Brethren who live nearby but don’t attend. 

 

19.04 The information the Lodge Secretary receives from the Grand Secretary enables him to compile lists which 

show the age-structure of members, the Mother Lodges of joining members, and the initiation dates of members. 

These lists can be helpful to the Master and District Grand Master; but discretion should be exercised in allowing 

other members to see them. 

 

 

20  By-law Reviews and changes 
20.01 The Secretary should ensure that the by-laws are reviewed at regular intervals so that they may be kept 

relevant and effective. If, after due notice, alterations and/or additions to the by-laws are passed it is the Secretary’s 

responsibility to forward two certified copies of each amendment to the Grand Secretary for the Board’s approval. 

[See Book of Constitution Rules.] 

 

20.02 Forms of resolution for enactment or alteration of by-laws are shown at Appendices I and II. Notices of 

Motion for change(s) to by-laws and Certificates are shown at Appendix III 

 

 

21  Advice 
21.01 Freemasons Deposit Scheme: Heartland Bank operate a series of “on-call” and “Term Deposit” accounts 

as a service available to Brethren, their families and Masonic widows. The Scheme is highly recommended. 

Information pamphlets and application forms are readily obtainable from Grand Lodge Office on request or by 

contacting the Bank direct [free phone 0508 FREEMASONS (0508 373362) or email 

freemasons@heartland.co.nz]; and the Secretary should hold a small supply. 

 

21.02 Benevolence: The Lodge operates its own systems of charitable funding in its immediate area.  It also 

participates on a District basis with the Masonic Almoners Association and in projects run under the aegis of the 

District Grand Master. At a higher level, it contributes to the benevolence funds of the Freemason Charity; and may 

participate in national projects sponsored by the Charity. The Secretary needs to have some knowledge of the 

handbook’s contents. 

 

21.03 Meeting procedures: By the time a member has reached the Secretary’s office, he will have a good 

general knowledge of Lodge meeting procedures. These have some resemblance to parliamentary or courtroom 

procedures where strict rules of debate are followed for dealing with issues. The Lodge by-laws should contain 

guidance on the customary procedures; but good additional guidance on conduct of issue discussions and on 

handling types of motions and amendments can be obtained by consulting the local librarian. The Secretary should 

make himself conversant with meeting procedures so that, if necessary, he can advise the Master. 
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21.04 Membership requirements: These are extensively covered in the Book of Constitution Rules affecting 

Lodges and in some Rulings of the Board of General Purposes; and also in Lodge by-laws. The Secretary needs to 

be acquainted with these references. 

 

21.05 Masonic Building Fund: A building fund has been established by Grand Lodge Office for the purpose of 

purchase, repair, renovation or maintenance of Masonic buildings. Guidelines and application forms can be obtained 

from Grand Lodge Office. 

 

21.06 A Gentle Warning! Because of his central position, a Secretary tends to be regarded as “a fountain of all 

knowledge” and many Brethren and others are likely to seek his advice on an array of matters. In reality, of course, 

he cannot be omniscient, although long experience will give him a lot of knowledge. The best he can do is know 

where to go or whom to approach to get a reliable answer. If a Secretary knows he cannot give a proper or complete 

answer, he should admit the fact and either undertake to obtain the information for his inquirer or refer his inquirer 

directly to a reliable source. A fudged answer leaves a bad impression and may do the inquirer a disservice. 

 

21.07 Confidentiality: In his central position the Secretary may sometimes be given information, particularly 

information about individuals, which is “sensitive”. That is to say the details are such that they should not be passed 

to other persons who do not have a need or right to know. The Secretary [along with the Master, the Treasurer and 

the Lodge Almoner] has to exercise a good measure of discretion in such matters. 

 

 

22  Liaison with other Masonic Organisations / officers in the district 
22.01 Hall Committee: If it is a tenant of a Masonic hall, a Lodge’s interests are usually handled informally by 

the Lodge’s representative on the Committee and the representative should report back. There may be times, 

however, when the Lodge has to request a change to its standing lodge-room/ rehearsal room booking, make a 

formal complaint or submit a detailed proposal: these matters are dealt with in writing by the Secretary and he will 

look for a written response. 

 

22.02 District Almoners Association: A Lodge is generally regarded as a “member” of the nearest District 

Almoners Association; and the Almoner is the Lodge‘s representative in the Association. It follows, therefore, that 

the Lodge Secretary will need to keep in contact with the Association’s Secretary to advise him of things like 

support of charitable projects and changes of Almoner. In return, he should expect to receive notices and Minutes of 

the Association’s meetings and copies of the Chairman’s or President’s annual report. 

 

22.03 Other Lodges: There are many “arrangements” between Lodges for annual exchanges of official visits. 

These necessitate correspondence between Secretaries to confirm details.    Additionally, when a Brother has applied 

to join another Lodge it is necessary for the Secretary of the receiving Lodge to obtain confirmation from the former 

Lodge that the Brother is in “good standing”. See the Book of Constitution for Transfer of Members and the relevant 

form in the “Forms” section. 

 

22.04 District Grand Master, Grand Lecturer and Divisional Grand Secretary: Through long association a 

Secretary may know any or all of these Officers on a first-name basis; but in official correspondence due regard to 

title and rank is preserved. 

 

22.05 If there is need for a Lodge to invite a senior Grand lodge Officer to attend a meeting or perform a special 

function, it is quite common for the Secretary or the Master to make an informal approach either directly or by 

telephone first; but, if time permits and there is a prospect of success, the approach should be followed up 

immediately  by the Secretary in writing [letter or e-mail]. 
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23  Death of a member 
23.01 When this happens, if it is Lodge custom, the Secretary arranges for the placement of a funeral notice 

in the local provincial newspaper, under the “Square and Compasses” logo.   A suitable wording follows: 

 

LODGE [Name] No 4xx 

Brethren of Lodge [Name] and sister Lodges 

are invited to attend the Funeral Service 

of the late Bro. Charles T Angel 

on Monday, 16 June 20xx 

at the Main Street Chapel. 

The Service will commence at 10.30 a.m. 

 

23.02 The Secretary will check that the Master and the Almoner are aware of the Brother’s death so that they may 

arrange for flowers or a donation to be sent to the family and the Master may confirm that a Masonic tribute at the 

funeral service will be acceptable to relatives  and the Minister.  

 

23.03  On behalf of the Lodge, the Secretary may write a  letter of sympathy to relatives; and the Master may call 

on the Secretary to provide information about the member for a eulogy at the next meeting. 

 

23.04 The Summons for the next regular meeting will advise Brethren that the Lodge will be “in sorrow” by 

being endorsed  

“Ceased Labour : 

Bro. [full name], 

[date]”. 

 

24] (Reserved Part) 

Parts 25 - 35:   Other Matters 
 

25  Archival material 

25.01 Lodges, particularly old ones, should maintain an inventory of items that are considered rare, historic or 

precious; e.g. jewels and badges, gavels, aprons, letters and photographs. The inventory would be in the care of the 

Secretary if there is no Lodge Historian. The inventory becomes particularly important if items of historical 

significance within an area are loaned to the area museum. 

 

25.02 Over a period of several years, a Secretary will find that there is a tendency to amass a lot of “paper”: 

circulars and memoranda, notices and letters, news bulletins and copies of mail which has been dispatched. His 

series of subject files should have enabled him to keep the paperwork under control and readily accessible for 

reference; but he will see that much of it has passed its time of usefulness. Grand Lodge circulars, for instance, tend 

to operate in annual cycles; and when a new cycle has begun old correspondence can be discarded.  Some copies of 

letters previously sent may be retained to serve as precedents for how an issue was dealt with then. The Secretary, 

when reviewing his collections of “paper”, needs to be alert to the possibility that some items have long-term value; 

and this guideline applies: If in doubt (about disposal) don’t! 
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26  Absence of Master 
26.01 If the Master is absent from, or not present at, a meeting of the Lodge, the Secretary will assist the Lodge 

Officer who is entitled, according to Book of Constitution Rules, to assume the Master’s Chair and to preside . 

 

 

27  Amalgamations 

27.01 When neighbouring Lodges decide to amalgamate, early reference should be made to the District Grand 

Master.   Guidelines on the information required by Grand Lodge Office for this event can be obtained from the 

Grand Secretary. 

 

 

28  Dissolution of a Lodge 
28.01 If there is any prospect of this happening, the Secretary is to acquaint the Master with the relevant Book of 

Constitution Rule and to assist the Master in any appropriate action which may follow. 

 

 

29  Master Mason’s Certificate 
29.01 [See Book of Constitution Rule and prescribed Form] A Certificate will be forwarded to the Lodge by the 

Grand Secretary after the Lodge Secretary has submitted a Monthly Meeting Report confirming that the Brother has 

completed the Third Degree ceremony. The full name of the new Master Mason is to be clearly printed and correctly 

spelled on the Report. Presentation of the Certificate forms part of the ceremonial business of a following regular 

meeting. 

 

 

30  Past Master’s Certificate 
30.01 [See Book of Constitution Rule and prescribed Form] This is forwarded to the Lodge by the Grand 

Secretary shortly prior to the end of a Master’s term in office. Presentation of the Certificate forms part of the 

ceremonial business of the Installation meeting.  

 

30.02 Where a Past Master is completing a second or subsequent term in office, the Grand Secretary will write 

requesting the Certificate for addition of a suitable notation. 

 

 

31  Commission of Lodge Representative(s) to a Grand Lodge Communication 

or Divisional Conference 
31.01 [See Book of Constitution Rule and prescribed Form] The Form of Commission required by the Grand 

Secretary [for Communication] or the Divisional Secretary [for Conference] must be completed and forwarded by 

the Lodge at least one month before the Communication / Conference so that the representative(s) may vote and 

[where appropriate] receive a travelling allowance. Note: The Form of Commission is a separate and additional 

document to the Form of Registration for attendance at Communication.) 

 

31.02 If the representative will be absent from home fourteen days before the Communication this must be noted 

on the Form and his voting power may then be obtained at the Communication. 

 

31.03 If the Lodge is not sending a representative, courtesy dictates that the Grand Secretary / Divisional 

Secretary should be notified as soon as possible. 
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32  Trustees of the Lodge 
32.01 The Secretary should ensure that the number of Trustees required by the Lodge by-laws are actually 

elected; and if there is a vacancy he (in consultation with the Master) must arrange for this to be filled. 

 

32.02 When a new Trustee is elected, the Grand Secretary is to be informed of: 

 a]  The Trustee’s date of appointment, forenames and surname, address and occupation; and 

 b]  What date the vacancy occurred and how [e.g. death, resignation]. 

 

 

33  Initiations, Passings & Raisings: Items required 
33.01 Initiation: 

   Bible or other appropriate VoSL  

   Book of Constitution 

   By-laws  

   EA Apron  

   Education Booklet 

 Passing:  

   FC Apron 

   Education Booklet 

 Raising: 

   MM Apron 

   Education Booklet 

   Ritual of Three Degrees 

 

NOTE: See para. 13.05 for items needed by the Secretary for an Installation.  

 

33.02 A Masonic Bible, Ritual and a copy of the Book of Constitution can be obtained from Grand Lodge Office 

[See List of Goods on Sale].  Education Booklets are available from the District Education Officer [some at a cost]. 

The M.M. Apron can be purchased from a supplier of Masonic regalia. 

 

 

34  Free items available from Grand Lodge Office 
34.01 From time to time, the Grand Secretary issues to each Lodge Secretary an updated list of free items. 

 

 

35  Handing over to successor 
35.01 A Secretary should understand the value of a good hand-over from his own experience of taking up the 

office. Some time spent in inducting a new Secretary helps greatly. All reference books and files and Lodge 

stationery are passed as part of the induction process. 

 

35.02 A Secretary wishing to relinquish the office should give as much notice of his intention as possible: 

preferably 6 - 12 months.  It may take all that time to find a suitable Brother to succeed him. 
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Appendix I:  Specimen Notice of Meeting / Lodge Summons 

  
  

LLooddggee  DDaawwnn  CChhoorruuss  NNoo  550000 

96 Rumjungle Street, Missionford 
 

Master: WBro RH Downabit 

30 Blue Frogs Road,  

Mt Cargill RD 9 

PALMERSTON 

Ph. 123 4567 

 

Secretary/ Treasurer: WBro IM Bright 

39 Steps Street 

PALMERSTON      

Ph. 456 7899 

e-mail:  imbright@telephone.net.nz 

 
Senior Warden: WBro MJ Kettledrum 

62 Royal Street 

PALMERSTON                   

Ph. 234 5678 

 

Junior Warden: Bro RN Bone 

21 Hailden Grove 

TROTTERS GORGE 

Ph. 345 6789 

 
       

 

Summons / Invitation to attend a meeting of  the 
Lodge on (day) (month) (Year) 

 
A regular meeting will be held in the Lodge-room tyling at 7.00 pm 

 
Dawn Chorus members are requested to arrive at 6.45 pm and to supply a plate of “finger” food for 

supper. 

 

Brethren wishing to participate in a light meal in the refectory prior to the meeting will be welcomed at  

5.30 p.m. They should bring a “pot-luck” contribution to the meal. The meal-time is regarded as an 

opportunity for socialising; and visiting Brethren and family members will be welcome also.   

 

Brethren wanting to rehearse may adjourn to the Lodge-room between 6.00 and 6.45 p.m. 

 

Dress to be [formal / informal]

mailto:imbright@telephone.net.nz
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Programme for the evening:   

7.00 - 7.45 p.m. Administrative business including receipt of reports and matters arising; confirmation of Minutes; 

consideration of a motion of which notice has been given**; and general matters.  

 

[** The motion is “that ……….” (Bloggs/Smith)] 

 

A collection for the Dawn Chorus Fund of Benevolence will follow.  

 

7.45 p.m. Admission of visitors, Prayer for Peace and fraternisation 

 

8.00 p.m. Principal Business of the evening; followed by outstanding administrative matters and notices. 

 

The Principal Business of the evening will be an address by… 

on the subject of… 

 

There will also be a demonstration of… by… 

 

After the Lodge is closed, Brethren and visitors will adjourn to the Refectory for supper, the formal and customary 

Toasts, and more socialising. The “Birthday Brethren” for this occasion are… 

… 

… 

 

Additional Notices:  
 

Lodge Management Committee meeting [date] [time] [place]. All members are entitled to attend. Please do so. 

Rehearsals: [dates] [degree work] in the Lodge-room.  
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Appendix II:   Master’s expanded agenda [sample only] for lodge regular 
meeting [Note: Secretary & Wardens hold copies] 

 

Lodge Dawn Chorus No 500 

Draft Administrative Business Agenda 
 

  Open lodge in 1
o
 

  Welcome Brethren, particularly any Bro. who has been absent for some time/ also any early visitor. 

  Pause to reflect: Are we in mourning for anyone?   

 If so:  Observe!          

 > Almoner & Secretary  Any absentees for sickness, emergency or distress or their work? Anyone travelling 

outside the district? Any concerns raised? 

 

 

  Late investitures? Yes; we have Bro. A. to be invested as Sen. Stwd Proceed with investiture if GL Officer 

present. 

 > Secretary  Confirm Minutes [Note that issues arising from M’s will be listed as agenda items under General 

Business] 

 

 > DC Admit any other DAWN CHORUS Brethren 

 Resource Managers’ Reports  

 > Membership and Pastoral [Including Ballots for candidates/joining Bn:  

   [Admit and welcome joining Brethren] 

 

 > Treasurer [Operating, Investment & Benevolence accounts ] He may move for the tabling of his audited 

Annual Statements and Balance Sheet [already circulated]. There may also be a move to have the 

Statements/Balance Sheet adopted [although this could appropriately be held over to the next meeting.] 

 

 > Property Manager To report on progress of/ planning for building maintenance or renovations. 

 

 General Business 

 > Secretary  Recommendations of Master Masons Board  [Confirm, modify, hold-over or reject 

recommendations of Board separately or en bloc after opportunity for discussion/ amendment.] 
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 Motions of which notice given: [details/mover and date to be shown in Summons]  

 

 Other Issues [arising from members’ concerns, from deferred items or from correspondence.]  see list 

 
 

 > Secretary  Announcements arising from notices received in correspondence 

 

 Nominations for Offices/ Awards 

 

 > Long-term Planning Committee Convenor’s report      

 

 Report of Social Activities convenor  

 

        

Proceed to 

  Collection for Benevolence                   

  > DC to attend to our visitors 
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Draft Ceremonial Business Agenda 
 

Note: Sample only: to be adapted according to Ritual and custom of the lodge and  

the degree or other work for the occasion. 

 

 Receive visitors [visiting masters to your right unless Grand Lecturer making a formal visit] 

 > Chaplain :Prayer for Peace 

 

 Announce principal business of the day:  this will be a working to initiate Mr. [Candidate’s Forenames And 

Surname] 

 CAND. TO KNEEL FOR BLESSING 

Ceremony according to Ritual book with local customs FINAL CHARGE    [Rt W. Bro. WOODGATE] 

………………….. 

 

CONGRATULATE Bro. [SURNAME] 

        

Entered Apprentice returns, salutes and is seated in NE Corner. 

  

  Secretary: ANY FURTHER BUSINESS ? [INCLUDING PROPOSITIONS OF  CANDIDATES/ JOINING MEMBERS] 

 

 1
st

 Call GOOD OF FREEMASONRY [FIRST RISING] 

   >SW to respond 

 

 2
nd

 Call GOOD OF FREEMASONRY [SECOND RISING] 

 > JW to respond 

 

 3
rd 

Call GOOD OF FREEMASONRY [THIRD RISING]] 

  Visiting Masters respond 

  RECIPROCATE GREETINGS  

 

SECRETARY TO NOTE ANY FURTHER APOLOGIES 

 
 TIME (Secretary to note) 
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Appendix III: Specimen agenda for meeting of lodge Management  
or Standing Committee/ Master Masons Board 

 
 

 

Lodge Dawn Chorus No 500 

Management Committee Meeting: 7.00 p.m. 11 JANUARY 200X  

Agenda 
 

  1] Welcome by Master 

  2] Apologies: Secretary to note 

        Any concerns raised? 

 

  3] Circulated Minutes of Previous M/Cttee Meeting  

on 15 Nov. 200W:  take as read, amend if necessary and confirm when deemed correct. 

 

  4] Matters arising from Minutes not on agenda. 

 

  5] Master: Workings for next three months  i] February 

       ii] March  

       iii] April. 

 

  6] By-Laws: Examine proposal to elect Master two months earlier [B/L # 9 (a)]. 

 

  7] Issues referred to M/Cttee by lodge [recommendations required]: 
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 [Name first issue]: Consider response from Hall Committee. 

 

 [Name second issue]: Consider Grand Secretary’s advice. 

 

 [Name third issue]: Consider Bro. A’s renovation proposal. 

 

 Outstanding dues: Treasurer to report.  Examine reasons case by case. 

 

 Ideas for remits to Division: Consider merits. 

 

 Request from Abracadabra lodge for visit: Consider feasibility 

 

  8] Social programme: Appointment of new convenor. 

 

  9] Urgent notices: Secretary to report. 

 

 10] Date of next meeting: [Tuesday  (Date?) ]TO N.E. Cnr 

  

 
  

Footnote: Secretary’s copy has double - spaced lines to allow room for him to make notes during the meeting 



 

 



 

 

 Page 
29 

 
  

Appendix IV: Notices of motion and certificates re changes to by-laws 

 

By-laws alterations, including additions to or deletions from by-laws, require a Notice of Motion to be placed in the 

summons for the meeting at which the motion will be discussed. The Notice should quote the by-law number(s) … 

and sub-paragraph reference(s), if applicable … and the intended alteration[s].  It can be helpful, also, to give the 

reason for each alteration. 

 

The result of the Motion needs to be reported to the Grand Secretary as soon as possible after the meeting. A letter 

applying for approval of a by-law amendment is to be accompanied by:  

 a] two copies of the amendment; and 

 b] a certificate signed by the Master and the Secretary, worded as follows: 

 

“We hereby certify that the enclosed copies of the amendments to by-law no ___ are true copies and the 

amendments were enacted on [date] in the manner prescribed in by-law no ___.” 
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Appendix V: Form of resolutions for enactment of new by-laws: 
 

1] That the by-laws contained in the document  circulated to members and submitted to the [lodge] [Hall 

Committee] [District Almoners Association] and identified by the signatures of the [Master] [Chairman] [President] 

and Secretary be adopted as the by-laws of the [lodge] [Hall Committee] [District Almoners Association], subject to 

approval by the Grand lodge Board of General Purposes. 

 

2] That the by-laws now adopted shall come into force on the ___ day of [month] next or as soon thereafter as 

the approval of the Board of General Purposes has been given. 

 

3] That on the coming into force of the by-laws now adopted all prior by-laws shall be revoked. 

 

4] That all appointments made, all accounts created, all authorities given and generally all matters arising 

under the prior by-laws shall be revoked. 

 

NB: In the case of a new [lodge] [Hall Committee] [District Almoners Association] Resolution no 3 will not be 

used; and Resolution no 4 will read as follows: 

 

That all appointments made, all accounts created, all authorities given and generally all things that could have been 

effected had the by-laws now adopted been in force when they were effected shall, on coming into force of the by-

laws, have the same effect as if they had been effected under the appropriate provisions of the by-laws. 
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Appendix VI: Forms of resolution for alteration of by-laws 

 

a] That by-law no ___ be revoked and the following By-law substituted therefore:  “………..” 

 

b] That by-law no ___ be amended by revoking the words “……..” [Or] by revoking all the words thereof 

from  

 the words “……” 

 

c] That the by-laws of the [lodge] [Hall Committee] [District Almoners Association] be amended by inserting 

next following by-law no 19(b) the following additional by-law no 19(c) “…….” 

 

d] That the alterations of by-laws now adopted shall come into force on the day following the day when the 

approval of the Board of General purposes is given thereto. 

 

Or 

 

Alternative  to d] above: 

That the alterations of by-laws now adopted shall come into force on the ___ day of [month] next or so soon 

thereafter as the approval of the Board of General Purposes has been given. 

 

 

 

 


