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PREFACE

The information contained herein is an update of a manual originally
prepared in 1967. The original preface follows.

Ronal d A. Poeter, PM Wbrshipful Master 2000-01

The information contained in this manual has been conpiled with the
assi stance of an advisory commttee consisting of the follow ng
menbers.

Rt. Wor. Arthur B. Coe, P.D.D.G M

Rt. Wor. WIlliamH Tenpleton, P.J.G D

Wr. Cdifton H Dill, P.M

It has one main purpose, to guide the appointed and el ected officers
with regard to their responsibilities and duties to Madi son Lodge. It
contains many of the fine points to be considered by the officers in
each station beyond the formal responsibilities with which each officer
is charged at the tinme of his installation. These represent years of
polishing and refinenment to achieve a snooth running Lodge and many of
the Past Masters have contributed to naking this Manual as conplete as
possible. | wish to thank each of these fine Masons.

It is hoped that this Manual will bring as much useful guidance to
those for whomit is intended, as its preparation has brought
satisfaction to those who contributed to it.

My special thanks go to Worshipful George C. Graf for allowing this to
be conpl eted and published during his year

Philip T. Sproul

Wor shi pful Master 1966
Madi son, N.J.
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MADI SON LODGE NO. 93 OFFI CERS MANUAL
PURPOSE

To be an officer of Madison Lodge is an honor and privilege that cones
to few men. Those who have gone before have created the Lodge in which
the new officer is beginning his years of service. Every officer should
have but one continuing thought in mnd, the well being of the | odge,
remenberi ng that he may one day becone Worshipful Master. No nan feels
wort hy of that high position, but he who uses the years he spends in
goi ng through the chairs in preparation for the responsibility ahead
will strengthen hinmself and his Lodge. The Lodge should, at all tines,
have first call on his Masonic services. However, good judgnment wll
dictate that the length of his Cabletowwi Il |imt his activities.

An officer should be dignified, alert and attentive. He should know his
duties and responsibilities to a high level so that he is able to work
with precision and without hesitation. The vicissitudes of life, at
times, make it inpossible for a line officer to proceed through the
years, advancing fromstation to station in the Iine, and having the
time and ability to master all duties and requirements as expected.
However, it should be the goal of each officer to be able to advance
one station at the first neeting after his installation

An officer is also a greeter of our visitors. It is his responsibility
to introduce himself, introduce themto the Master and other officers
and arrange for their needs. Renmenber that first inpressions are

| asting.

This Manual is divided into three sections; (1) Appointed Oficers, (2)
El ected Oficers and (3) Appendi x. The first section is intended for
the use of a junior officer as he starts his long journey upward. He
will find the informati on on each succeedi ng place of increasing val ue.
This section will serve as his guide through all the appointed
positions. The second section is intended for first use by the newy

el ected Juni or Warden and for his study and use through his all too
short trip to the East. The Appendix is included to record

m scel | aneous information of use to the officers in the affairs of the
Lodge.
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SECTION | — APPO NTED OFFI CERS
I NTRODUCTI ON

Pl an to use your early years in the line to learn the Ilengthy lectures
and other nmore difficult work. Demands on your tine increase as you
proceed upward t hrough the chairs such that |earning the | onger work
beconmes more difficult. A schedule for your guidance is contained in
the section below Procrastination in following this schedule will add
to your burden later. Also use this tinme to expand your know edge of
Freemasonry and Madi son Lodge through conversations with your brethren
readi ng and the nunmerous web sites that exist and the New Jersey Mason

Your years as an officer of the Lodge are to be enjoyed!! Newy
appointed officers will enjoy the close association with other nenbers
that will develop over tine. The things to be expected as an officer
are sinple. You should be friendly, cooperative, hel pful and sincere in
your work. The opportunity to build your personal Masonic Tenple is
greatly enhanced by your appointnent. This includes the opportunity to
hel p shape the future of our Fraternity. Masonry will return many-fold
the effort you put into it. As an officer you should visit other | odges
with your brothers and get acquainted in our District (the Eleventh).

Ext endi ng your area of friendship over the State will be very
worthwhile. If you are fortunate to becone Master, your years in the
line will formnuch of the foundation for your acconplishnents as
Mast er .

SCHEDULE OF MEMORY WORK

Regul ar rehearsal is the key to inpressive degree work. In Madison
Lodge, great enphasis is placed on adequate rehearsal where each
officer is expected to polish the work of his station or place. You
shoul d al so use this opportunity to observe the work of the place
ahead. Attendance at the District Lodge of Instruction each nonth is
expected of each officer. Here you will get an opportunity to learn the
esoteric ritual fromthe District Deputy Grand Master and the District
Ri tual Instructor.

You nmust do your homework and meke your own time to learn the ritual
You will learn the floor work in rehearsal but nust be prepared with
your ritual. Rehearsal is the tinme to refine ritual, not learn it

The list below covers all work that will be | earned through the years
as an officer. The station in which each part is expected to learn is

i ndicated. As nentioned previously, this list provides for |earning the
| onger parts early, when nore tine is avail able.
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Work - Given By To Be Learned By

Ent ered Apprentice Degree

Wor k

Preparati on of Candidate

First Section

To be given by

Senior Mof C
All Oficers

To be Learned by

Seni

or

St ewar d

Two St ations Ahead

Apron Presentation Mast er Juni or Warden
Wor ki ng Tool s Any O ficer Juni or Steward
Mode and Manner Lecture Any O ficer Junior Mof C
Third Section Any O ficer Juni or Steward
Char ge Any O ficer Junior Mof C
Recepti on Address Mast er Juni or Warden

Fel |l owcraft Degree
Wor k
First Section

To be given by

All Oficers

To be Learned by

Two St ations Ahead

Wor ki ng Tool s Any O ficer Juni or Steward
M ddl e Chanber Lecture Seni or Deacon Senior Mof C
Char ge Any O ficer Junior Mof C

Mast er Mason Degree
Wor k

First Section

Wor ki ng Tool s
Second Secti on

To be given by

All Oficers
Any O ficer
All Oficers

To be Learned by

Two St ations Ahead

Juni

or

St ewar d

Two St ations Ahead

Seaf ari ng Man Juni or Deacon Juni or Steward
Cr af t smTan#10 Juni or Warden* Juni or Steward
Craf t sman#11 Seni or War den* Juni or Steward
Craf t smTan#12 Mast er * Juni or Steward
Ruffian #1 Juni or Warden* Junior Mof C
Ruffi an #2 Seni or \Warden* Junior Mof C
Ruffi an #3 Mast er * Junior Mof C
Lecture Any O ficer Seni or Deacon
Char ge Any O ficer Senior Mof C
Recepti on Address Mast er Juni or Warden

The Master and Wardens may do either part or designate soneone to
present the renmining part.

Appoi nted O ficers

CHAPLAI N

“It is the duty of the Chaplain to aid us in those solem services

whi ch we should constantly render to our infinite Creator; and which
may, by refining our souls, strengthening our virtues and purifying our
m nds, prepare us for admission into the society of those above, to
share with themthat happi ness which is unspeakabl e and everl asting.”

These are the words charging the Chaplain with his duties at his
installation. As noted above, you should be prepared at the
installation with the closing prayer, which you will be called upon to
gi ve when the new Worshi pful Master closes the Lodge.

The Chaplain will be called upon at other tinmes for special prayers.
The chapl ai ns of Madi son Lodge have shown good judgnent and dedi cation
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in the past by being able to deliver a personal prayer at the closing
of the Lodge after a funeral service for a deceased brother

It is the mark of proficiency and dedication for the Chaplain to be
prepared and privileged to give an invocation at a special event of the
Lodge when call ed upon.

The Chaplain is responsible for arranging the altar prior to the
obligation and for seeing that the Secretary has prepared the

i nstructional books (Claudy or others) and the exam nation booklets for
presentation for all degrees. You should see that the working tools are
in place and that the names of the candi dates have been placed on the
Deacon’s and Masters of Cerenpnies’ rods. These nanmes should al so be

pl aced in the south, west and east and at the Tyler’s desk. For the

Ent ered Apprentice degree he should place the proper nunber of aprons
on the perfect ashlar

Above all, you should be alert to all activities of the Lodge. You
shoul d practice tinmng your presentation of the psalns with the

ci rcumanbul ati on, particularly in the Master Mason degree. All your
wor k shoul d be perforned with nmeaning and sol emity.

MARSHAL

“It is the duty of the Marshal to nmeke all necessary proclamations, to
arrange all processions of the |odge and to preserve order according to
the fornms prescribed. Skill and precision are essentially necessary to
the faithful discharge of these duties.”

Conducting candi dates is the major function of the Marshal. You should
learn fromthe Senior Warden the proper placenent of candi dates at the
altar. Although you never performthis function, it is your
responsibility to select and train the sub-marshals for this inportant
fl oor work. You should advise them when to pronpt the candi date and
when not to.

The Marshal is responsible for having the proper working tools
avai | abl e and proper instruments in the South and West for the Master
Mason degree. You should know the correct nethod to give Grand Honors.
Prior to each opening you should see that the “Exit” sign is

illum nated and the Warrant of the Lodge is properly displayed and
returned to the vault after closing. Wien needed, you should help the
Chaplain in arranging the altar for the obligations, particularly for
the Master Mason degree.

Attend to the letter G at the conclusion of the opening and after
cl osi ng.

You shoul d consider |earning the various charges and | ectures and
freely volunteer to give them when the opportunity arises.

ORGANI ST

The Organi st renders appropriate nusical selections at such tines as
prescri bed by Lodge custom Appropriate nusic greatly enhances the
ritual work. The Organi st should be available for the entire

comuni cation. The openi ng and cl osing cerenoni es serve to set the
at nosphere of the Lodge apart from our normal world and nusic is

i mportant to achieving this purpose.
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HI STORI AN

The Historian collects and preserves everything of inportance
pertaining to the history of the Lodge and observes and records al
worthy events. He keeps his records up-to-date and these are
periodically published for the benefit of the nmenbers. These efforts
are assisted by the Madi son Lodge Library, for which the Historian is
responsi bl e, and which contains extensive records of Mudi son Lodge as
wel | as Masonic references. The Historian should file all prograns and
other itens of interest needed to record the |odge activities in the
l'ibrary. The Worshi pful Master may appoint a Librarian to assist the
Hi storian in this work and to be responsible for the operations of the
library.

TYLER

“As the sword is placed in the hands of the Tyler to enable him
effectually to guard agai nst the approach of cowans and eavesdroppers,
and suffer none to pass or repass except such as are duly qualified and
by perm ssion of the Worshi pful Master, so it should norally serve as a
constant adnonition to us to set a guard over our thoughts, a watch at
our lips and a sentinel over our actions; thereby preventing the
approach of every unworthy thought or deed, and preserving consciences
void of offense towards God and towards man.”

As the guard of the outer door, the Tyler is responsible for the
security of the Lodge. You should famliarize yourself with the visitor
card systemand insure that it is kept in good order. You are
responsi ble for all visitors being vouched for and properly clothed.
You shoul d request an exam ning comittee fromthe Worshipful Master
when required. You are responsible for seeing that visitors enter in
order of rank. As the first person a visitor sees when ascending the
stairs, it is your responsibility to greet themin a friendly nanner so
that they will feel welcone and that Madi son Lodge is a worthwhile
place to visit.

It is inmportant that the Worshi pful Master be advi sed of the name, rank
and | odge of each visiting brother prior to his adm ssion. This is best
acconpl i shed by passing the visitor card to the Juni or Deacon when he
answers the alarm

On eveni ngs when a | arge nunmber of visitors are expected, the Tyler
shoul d prepare hinself with a systemto identify each visitor, have the
guest book signed, etc. You should request assistance for the evening
fromthe Master prior to opening, if necessary.

On travels of the Lodge, to funerals or other functions where aprons or
other regalia are required, it is the responsibility of the Tyler to
see that it is available. You should also keep the outer room neat and
orderly and the aprons and white gloves clean and in order. After Lodge
is closed, aprons, gloves, jewels, etc. are to be left in the assigned
pl aces. You should be sure the sword is returned to the East after each
conmuni cati on.

You shoul d obtain a Trestl eboard for each candi date on degree nights.

The Tyler may be asked to wait with a candi date when the Masters of
Cerenonies are inside the Lodge with a precedi ng candi date.
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Your year as Tyler is a golden opportunity to learn to know t he
brethren by name and to gain an appreciation of the activities that
take pl ace outside the door. This experience will aid greatly when you
take your place in the East.

STEWARDS

“It is the Stewards duty to assist the Deacons and other officers in
performng their respective duties, and to naeke all necessary
arrangenents for the conveni ence of the brethren when assenbl ed.”

The Stewards are responsible for serving refreshnents to the Lodge
after each regular communication and at any other time requested by the
Wor shi pful Master. You will work with the Worshi pful Master or Junior
Warden as required in selecting suitable refreshnents. You should set
up the tables and clean up the dining roomand kitchen, stacking dishes
for the custodian to wash.

The Senior Steward is responsible for these duties, with the Junior
Steward assisting. The senior will train the junior in the operation of
t he kitchen equi pnent and other functions of the position. The Seni or
Steward nust estimate the attendance prior to each neeting and purchase
suppl i es accordingly. Care should be taken to insure plenty rather than
scarcity is available. The senior officer will handle the nonies of the
Lodge entrusted to himfor refreshnents and will present an accounting
of these funds to the Auditing comrttee at the end of his term The
senior will advise the Junior Warden of his needs for funds, so that
the appropriate resolution can be introduce to the Lodge. The Juni or
Steward will assist in all these duties, acting for the Senior Steward
in his absence.

In addition, nore progress in learning the ritual is expected, with an
i ncreasing participation in giving this work in Lodge. In the ritua
wor k, the Junior Steward should give special attention to his rod work.
This is the first of six positions requiring rod dexterity and it
shoul d be thoroughly | earned here.

I n Madi son Lodge, the Junior Steward is responsible for noving the
candl e on the south side of the altar whenever there are nore than two
candi dates, for placing chairs for the candi date and exam ner, when
requi red and for passing out song sheets on the south side of the Lodge
for the second section of the Master Mason degree.

MASTERS OF CEREMONI ES
“It is the Masters of Cerenpnies duty to require all candi dates to give
full and free assent to the prescribed interrogatories before they are
admitted to the Lodge.

Their conduct should be courteous and dignified, without levity or
aught else that may tend to divert the mnds of the candidates fromthe
solemity of the inportant cerenpnies in which they are to take part.”

The Masters of Cerenpnies have one of the npbst inportant places in the
Lodge for the new candidate has his first contact with Masonry through
them Therefore, they nust conduct thenselves with dignity in the
preparati on room The senior officer is responsible for these duties
with the assistance of the junior officer. The senior nust give from
menory the charge pertaining to the Preparation of the Candi date and
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performthe Interrogatories. Prior to the initiation of a new

candi date, the senior shall obtain fromthe Secretary a statenent of
the initiation fee due and shall collect that anmount as his first
responsibility.

These officers are charged with properly preparing the candidate for
each degree. The proper preparation is learned in the esoteric work and
shoul d be checked off before giving the alarmat the inner door. Wen a
candidate is waiting at the inner door, both doors should be closed at
all times. The Tyler may be asked to wait with a candi date when the
Masters of Cerenpnies are inside the Lodge with a precedi ng candi date.

Seni or Master of Cerenpnies

The Seni or Master of Cerenpnies should | ook after the initiatory

equi pnent and clothing in the preparation room He should keep this
roomorderly and see that the uniforns are kept |aundered and in
repair. His needs for supplies should be directed to the Secretary. For
the Master Mason degree, he shall assure that the sprig of acacia is in
its proper place and that hoodw nks are on the Treasurer’s desk for the
second section.

Juni or Master of Cerenonies

In the Lodge, the Junior Master of Cerenpnies has three special duties.
He shoul d nove and replace the candles on the north side of the altar
when there are nore than two candi dates.

When balloting, the small table should be placed i nmedi ately west of
the altar for the ballot box. For the second section of the Mster
Mason degree, he should distribute hymn cards on the north side of the
Lodge.

JUNI OR DEACON

“lIt is the Junior Deacons duty to attend to all alarns at the outer
door, carry nmessages fromthe Senior Warden in the West to the Junior
Warden in the South and el sewhere about the Lodge as directed, also to
see that the Lodge is duly tyled.”

This is the first place that is directly concerned with the conduct of
t he busi ness of the Lodge. The principal responsibility of the Junior
Deacon is the control of the outer door and the adm ssion of nenbers,
visitors and candi dates, all properly clothed. You should understand
fromthe Worshi pful Master the procedure he wi shes followed in

adm tting brethren. You nust be alert during the entire Lodge neeting
to the Master's desires and familiarize yourself with his order of
business. In this duty you must work closely with the Tyler

To work snoothly in this critical chair, the Junior Deacon mnust bring
alarns at the outer door to the attention of the Master at appropriate
tinmes, as indicated by the Master, so the business can be orderly. You
shoul d establish (with the agreenent of the Master) periods in the
early part of the evening at which the Tyler will announce nenbers and
visitors. You should assure that all nenbers outside the door are

adm tted before degree work begins and, again with the Master’s
approval, that |ateconmers are adnitted unobtrusively after the degree
wor k has begun.
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An inportant duty is that of inform ng the Master of the identity of
visitors before their admi ssion to the Lodge. Any brother in | odge has
the right to object to sitting with a visiting brother, in which case
the Master will not admt him The Tyler will hand you the visitor
cards when the alarmis answered, you will announce the visitors (nane,
rank and | odge) and carry the cards to the East before admtting the
visitors.

You will announce Grand Lodge (Gold Collar) dignitaries in the
prescri bed manner. This information shall be obtained fromthe

Wor shi pful Master, Ritual Advisor or the District Deputy G and Master
The latter is the final authority.

When the lodge is on refreshnent, you nust stay in or near your place
and are responsible for securing the door when the Master returns the
Lodge to | abor. You should be prepared to assist the Senior Deacon in
draping the altar when requested to do so by the Worshi pful Mster
You are also responsible for illumnating the “Exit” signs and

unl ocking the fire escape door before the neeting starts and

ext i ngui shing the signs and | ocking the door at the conclusion of the
nmeeting.

While it is the customin Madi son Lodge to close only the inside door
when the Lodge is at | abor, be alert to the need for closing both
doors. This is essential when noise fromoutside would disturb the

| odge and the solemity of its work.

SENI OR DEACON

“It is the duty of the Senior Deacon to attend to all alarns at the

i nner door, receive and conduct all candidates for initiation or
advancenent, introduce and accommobdate visiting brethren, carry orders
fromthe Worshi pful Master in the East to the Senior Warden in the West
and el sewhere about the Lodge as he may direct.”

Many, who have occupied it, consider the Senior Deacon’s chair to be
the nost inportant and nost enjoyable place in the Lodge. It is you who
are, inreality, in charge of the floor work during the degrees. You

| ead the processions, receive the candidate, and generally pace the

fl oor work. The precision and finesse with which you discharge these
responsibilities will act as a guide for the junior officers in
supporting you. As you have | earned your ritual before your appointnent
as Seni or Deacon (including the Mddle Chanber |ecture), you should
concentrate on your floor work; using it to set an exanple for the rest
of the officers.

When you attend the altar at opening and cl osing, you should nove with
dignity and assurance. You should practice lighting the candles so you
can do it gracefully, using only one match. You nust, of course, be
ready to drape the altar when requested by the Master, being assisted
by the Juni or Deacon. The Deacons nust nove snoothly and confidently
when working together. The senior leads in all floor work and the
junior follows him

As the occasion may frequently arise, you will school yourself in the
proper introduction of visiting dignitaries. You will handle the ball ot
box during voting and should | earn every step of this procedure, which
shoul d be carried out as precisely as any other floor work
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At the installation, the Senior Deacon in Mdison Lodge is normally
el ected as Proxy to the Grand Lodge. As such you have no vote unless
the Master and both Wardens are absent fromthe G and Lodge neeting.
However, this is the tine to study the responsibilities of an elected
of ficer and becone thoroughly famliar with the Constitution and By-
Laws of the Grand Lodge. Your presence at Grand Lodge is essenti al

You will be invited to attend your first neeting of the Eleventh
District Masters’, Wardens’ and Past Masters’ Association in August of
your year as a “guest”. This is an inportant invitation. You should
attend and begin to becone acquainted with the other Senior Deacons in
the District, with whomyou will need to work closely during your years
as an elected officer.

For many years it has been the customin Madi son Lodge to hold a
Thanksgi vi ng Vesper Service in the Lodge roomthe Sunday precedi ng
Thanksgi ving. If the Master decides to continue this custom he will
ask the Senior Deacon to take charge of the event. You should be ready
to respond to this request, inquiring as to the Master’s w shes
concerning selection of a speaker and any other special itens he may
wi sh on the program

Most of your duties are set by ritual. However, you should set up the
stairway for the second section of the Fellowraft degree and be sure
to have the proper instrunents to receive each candidate in the first
section of each degree.

SECTION Il — ELECTED OFFI CERS
I NTRODUCTI ON

El ective office brings increased responsibility. Now for the first
time, you are not approached in the fall by the incom ng Master to

di scuss an appoi ntnent. Your election to the South is the decision of
the Lodge, not of the Master. The realization of this change will help
in your preparation for your year as Worshipful Master, which conmes al
too quickly.

As Juni or Warden, and increasingly so as a Senior Warden, you should
continually assist the Master in his duties in any way you can.

This trio, along with the Treasurer and Secretary, nust function in
harmony for the Lodge to prosper. In Madison Lodge, the junior begins
to |l earn the workings of the business of the Lodge, particularly in
provi di ng Masonic | eadership for the brethren. The senior is a nenber
of the Finance Commi ttee and nust prepare for the business of the year
ahead, when he is Worshipful Master

As to the ultimate el ective office, that of W rshipful Mster, words
cannot express the fulfillnment that comes with the |abor of this
office, well done. Here, the glory and beauty of Masonry has its
zenith, and no man has ever occupi ed the East w thout the experience
| eaving an indelible inpression on his life.
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TRUSTEES

The Trustees of Madi son Lodge consist of five nmenbers havi ng staggered
terms. Each nenber serves for five years and one menmber is el ected each
year. Elected | odge officers are not eligible for election to a ful
termas Trustee.

As covered by the by-laws, it is the duty of the Trustees to receive,
hold and care for all real property of the Lodge. They al so i nvest
funds of the Lodge as authorized by the Lodge. A report of their
stewardship is made at the Annual Communication each year

Madi son Lodge owns its own tenple without a separate |egal organization
and the Trustees, as covered by the by-laws, adm nister this property.
A Conmittee on Building and Grounds, appointed each year by the

Wor shi pful Master, assists them

SECRETARY

The duty of the Secretary is to keep accurate m nutes of the
transactions of the Lodge, wite all things proper to be witten,
receive all nonies due to the Lodge and pay them out to the Treasurer
keep his books and papers open for inspection by the proper authorities
and transmt a copy to the Grand Lodge when required.

The responsibility for the business of the Lodge rests entirely with
the Secretary. The Worshi pful Master, of course, is the suprene
authority in the Lodge, but the Secretary runs the business. He keeps
all Lodge records, particularly those concerning the individua
menbers. He is in charge of corresponding with the Grand Lodge on the
many routine matters. He must check the eligibility of brethren

appl ying for menmbership. He takes care of applications of new nenbers,
notification to investigating comrittees appointed by the Master and
for applications to the Masonic Hone. In January, the Secretary wll
deternmine the brethren eligible for various tokens.

Notices of requests for funeral services, distressed brethren, etc.
often first come to the Secretary. He will work out with the Master,
each year, how these are to be handl ed between them

TREASURER

The Treasurer receives all nonies of the Lodge fromthe Secretary and
is responsible for depositing these in the proper Lodge accounts. He
i ssues checks on the Lodge checking account when so authorized by
voucher signed by the Secretary and the Worshi pful Master. He al so
transfers funds between the various accounts as determ ned by the

Wor shi pful Master and the recommendati ons furni shed by the Finance
Conmittee.

The Treasure is also charged with making periodic reports to the

Wor shi pful Master has to see to the financial health of the Lodge when
requested. He furnishes all his records to the Auditing Comm ttee at
the end of the year for their use in preparing the annual fiduciary
report. This report is read at the Annual Commruni cation as required by
the by-laws of the Lodge and copies are afterward distributed to each
menber. I n accordance with the by-laws, the Treasurer is a nenber of

t he Finance Conmittee.
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JUNI OR WARDEN

“The plunb is the enblem of the Juni or Warden and adnoni shes himto
wal k uprightly, to hold the scale of justice in equal poise, to observe
the just nmedi an between intenperance and pleasure, and to nake his
passi ons and prejudices coincide with the Iine of duty. To himis
committed the superintendence of the Craft during the hours of
refreshnent and he nust carefully observe that none of the Craft be
suffered to convert the purposes of refreshnent into those of

i nt enrper ance and excess. Hi s regular and punctual attendance is
required.”

| medi ately followi ng your election, you are eligible to occupy the
Seni or Warden's station or the Worshipful Master’'s station, if
required. You should, therefore, prepare yourself for those
assignnments. The Seni or Warden has precedence in occupying the East in
t he absence of the Master. Therefore, the Junior Warden should be
prepared at once to occupy the West and, by mid-year, to occupy the
East .

I n Madi son Lodge, it is the customfor the Junior Warden to occupy the
East for the Entered Apprentice degree. You should prepare for this as
Seni or Deacon. You nust be satisfied that all officers are proficient
in the degree. It is your responsibility to schedule rehearsals for
this degree, with the concurrence of the Master

A Sideliner’s Night is often held in Madi son Lodge in late spring under
the direction of the Junior Warden. This is usually an Entered
Apprentice degree and the Junior Warden plans all details. You should
arrange with the Master, when he is planning the year’s schedule, for a
suitabl e date and begin contacting the brethren in January to fill the
stations. Rehearsals should start in February and should be schedul ed
so that the Ritual Advisor and a sufficient nunber of |ine officers can
be present to coach. Each brother participating should do his nenory
work at honme, using the rehearsals to learn the floor work and becone
confortable working in the | odge room

If the Master calls an unschedul ed enmergent comrunication, the

Junior Warden will be required to ensure that all junior officers are
notified of the neeting as pronptly as possible. It is your
responsibility to advise the Master as soon as possible, which chairs
will be vacant so that the Master can arrange for themto be occupied.

The El eventh Masonic District has been responsible, in the past, (with
the Twel fth) for taking wheel chair patients to church at Lyons
Hospital. This is part of the Masonic Service Association’s work at
this veteran’s hospital. Approximtely twi ce a year the nenbers of

Madi son Lodge were requested to performthis service. If reinstated, it

will be the duty of the Junior Warden to announce this event at a Lodge
nmeeting at |east two weeks in advance and see that the required nunbers
of brethren are present to assist. You will arrange transportation, if

needed, and help the Masonic Service representative on Sunday norning
in assigning the brethren where they are needed.
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The Masters’, Wardens’ and Past Masters’ Association of the Eleventh
Masonic District is an inportant organization in the Iife of the

el ected officers. This group neets once a nmonth for dinner and to
conduct the business of the District. An inportant itemis the schedule
of events for the com ng nonth, which nust be added to the Trestl eboard
by the Master. Also, the District Deputy Grand Master brings news of
the state and fromthe Grand Master. It is the duty of the Junior
Warden to attend each neeting, including the dinner. Here you will have
an excellent opportunity to devel op friendshi ps throughout the
District, which will enhance your year as Master

It is the Junior Wardens duty to oversee the activities of the

St ewar ds, neking sure that their jobs are carried out and that they
receive sufficient help. The Junior Warden will present a notion to the
Lodge, when required, to replenish the Stewards’ funds. A Junior
Wardens’ Night is generally held in the Eleventh District each year

The Juni or Warden is obligated to participate in this event. |If you
wish to hold this in Madi son Lodge, you should coordinate a date with
the Master and the District Deputy. You should then contact the Junior
Wardens of the District and nmake all arrangenments, including assigning
participants their duties. As there are not enough Junior Wardens in
the District to fill all the chairs, it is your responsibility to know
the capability of other officers in the District and assign work
accordingly. Traditionally, as host you should not schedule yourself to
occupy a station but should be ready to fill in where needed. This
event should be planned early, preferably late in your year as Senior
Deacon.

In the event of a closed installation, you should contact the w fe of

t he Seni or Warden by the first of Novenmber to ascertain if she would

i ke something of intrinsic worth or value presented to her husband at
the installation. It will be your duty and privilege to nake the
presentation on that evening after the Installation has been conpl et ed.

As a voting nenber of the Lodge, your attendance at conmunicati ons of
Grand Lodge is required. The Lodge will defray your expenses for
attendi ng the annual Conmunication in April.

The Past Masters of Madi son Lodge hold a dinner neeting, usually the
second Wednesday in Novenber, to review the past years acconplishnents
and the plans for the forthcom ng year. If invited, you should nake
every effort to be present in order to help prepare yourself for your

i ncreasing responsibilities.

SENI OR WARDEN

“The level is the enblem of the Senior Warden. It denonstrates that we
are descended fromthe sanme stock, partake of the same nature and share
the sane hope. Though distinction anong men are necessary to preserve
subordi nation, yet no em nence of station should nake us forget that we
are brethren as a tine will cone, and the w sest knows not how soon
when all distinctions but that of goodness shall cease. His regular and
punctual attendance at all Lodge functions is required.”

| medi ately followi ng your election, you are eligible to occupy the

Wor shi pful Master’s station if required. Because of the uncertainties
of life, you must be prepared to occupy the East at the tinme you are
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install ed as Senior Warden. You will continue the work of the Lodge if
t he Worshi pful Master is unable to. This includes the ritual work, the
ability and willingness to make deci sions and render advice to his
brethren as well as to accept advice from his advisors.

In Madi son Lodge, it is the customfor the Senior Warden to occupy the
East for the Fellow Craft degree. You should prepare for this as Junior
Warden. You nust satisfy yourself that all officers are proficient in
the degree. It is your responsibility to schedule rehearsals for this
degree, with the concurrence of the Master

In the second section of the Master Mason degree, return the jewel to
the South after each candi date.

A Senior Wardens’ Night is generally held in the Eleventh District each
year. The Senior Warden is obligated to participate in this event. If
you wish to hold this in Madi son Lodge, you should set a suitable date
with the Master and the District Deputy. You should then contact the
Seni or Wardens of the District and make all arrangenents, including
assigning the participants their duties. As there are not enough Seni or
Wardens in the District to fill all the chairs, it is your
responsibility to know the capability of other officers in the District
and assign work accordingly. Traditionally, as host you should not
schedul e yourself to occupy a station, but should be ready to fill in
where needed. Arrangenents for this event should be nade as early in
the year as possible, preferably late in your year as Juni or Warden

If the Master calls an unschedul ed emergent comrunication, the

Senior Warden will be required to notify all senior officers of the
meeting. . It is your responsibility to advise the Master as soon as
possi bl e, which chairs will be vacant so that the Master can arrange

for themto be occupi ed.

The Seni or Warden is generally assigned the responsibility for having
nmusi ¢ at each degree. You should coordinate with the Organist,
deternmine which nights he will not be present and arrange for a
substitute.

As a voting menmber of the Lodge, your attendance at conmunications of
Grand Lodge is required. The Lodge will defray your expenses for
attendi ng the annual Communication in April. It is the custom in

Madi son Lodge, for the Senior Warden to assist the Worshi pful Master in
taking care of the details of the Grand Lodge trip. The Lodge nakes an
appropriation each year, by resolution, to pay the expenses of the

el ected officers in attending Grand Lodge. The Master may nmake the room
reservations and then turn the Lodge details over to the Senior Warden
You should ascertain fromthe Master, in advance, how the expenses of

t he nenbers present are to be handl ed. The expenses of the Worshi pful
Mast er, Senior and Juni or Wardens, Treasurer, Secretary and Proxy are
always paid in full. Oher expenses may be paid at the discretion of
the Master. All funds should be accounted for by the Senior Warden, in
writing, by presenting a statement of the receipts and expenses to the
Mast er .

Early in your year, you nust “make preparations for your great work”,

your year as Worshipful Master. First, you should begin to review your
appoi ntnents taking counsel fromthe Master and Past Masters and others
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i n whom you have confidence. You should give careful thought to new
appoi ntnents, selecting a brother who will bring maxi mum ent husi asm
Masoni ¢ strength and | eadership to the line of officers. You are, of
course, appointing a potential future Wrshipful Master and should
consi der your choice carefully. In nost cases the line officers are
appoi nted to the next higher office. However, you be should be aware of
the capabilities and probl ens of each individual and nust decide for
yoursel f whether these will interfere with the discharge of his duties.
When in doubt, you should neet the brother privately and openly discuss
any probl em about which either of you may be concerned. The nen you
wi Il appoint are those on whom he nust count to serve and you shoul d be
satisfied with the situation. However, as we are taught, we nust judge
with charity. Each officer grows as he progresses though the chairs and
each should be all owed the opportunity to do this, if possible.

Committee appointnments are equally inportant. Certain comrttees nust
be appointed in accordance with by-law requirenents; others are
custonmary to assist the Master in his work. Beyond these, the Mster
may appoint committees as desired. Only those that are to function

t hroughout the year need be considered before your installation. Mst
of these are listed on the Trestl eboard. Special conmittees are
generally appointed in a nore informal manner. In all conmttee

appoi ntnents, you should consider and understand the function of each
committee and make use of the wide talents in the Lodge as effectively
as possible. You should not hesitate to seek counsel on these matters.

All arrangenments should be conplete before your installation, and,
preferably, as early as possible. You should personally confirm each
appoi ntnent with each brother. You should select the brothers you wi sh
to have act as Installing Master, Installing Marshall and Installing
Chapl ain, obtain their consent to serve and i nformthe Wrshipfu
Mast er of your choices. The outgoi ng Master nmkes all other

arrangenents for the Installation. You will be invited to attend the
annual dinner nmeeting of the Past Masters in Novenber. At this neeting
you will be asked to discuss your plans for the forthcom ng year. You

shoul d announce your officer appointnments and di scuss briefly the
nmerits of the brethren to be appointed to the line for the first tine.
It is also worthwhile to discuss your plans and objectives as

Wor shi pful Master.

WORSHI PFUL MASTER

The square is the synmbol of the Worshipful Master. To you is entrusted
the full care of the Lodge and under your | eadership the Lodge will
grow and prosper or stagnate. You are an autocrat, but nust never use
your authority in an arbitrary way. You nust di spense Masonic Light and
know edge to the brethren, preserve the Landmarks, traditions and
synmbol i sm of Freemasonry and |oyally serve the Most Worshi pful G and
Master. At your installation you are charged with your many
responsibilities and duties. These charges have many facets and the
foll owing discussion will aid you in discharging your duties. However,
each Master nust be hinmself and let his Masonic beliefs and talents add
to the stature of the Lodge; as the Masonic | eadership of those who
preceded you in the East has devel oped the strength of the brotherhood
you will rule over for such a short tine.
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The Worshi pful Master of a Masonic Lodge is responsible for all of its
various functions. If the Master fails to act, nothing is done. So each
Master wisely considers his entire year before his installation

pl anni ng the special events, reviewing plans for conmmittees, etc. You
shoul d give particular attention to your responsibilities as the |eader
of the Craft. You should ask what m ght be done to increase interest of
the brethren in Lodge affairs, follow up on newy raised brothers and
related matters.

I n Madi son Lodge, you must approve all meetings in the Tenple. You
shoul d work closely with the Trustees who are charged by the by-Iaws
with responsibility for Lodge property. You should attend all functions
in the Tenple or, if your Cabletow is short, ask one of the Wardens to
represent you.

You are solely responsible for each Lodge comruni cation and it is your
duty to open and close the Lodge and conduct Lodge busi ness. You may
occasional ly del egate the opening or closings to the Wardens so that
they may gai n experience. Conduct all business, voting, etc. in an
orderly and efficient manner, planning each neeting carefully in
advance. Review the new business with the Secretary before the neeting
to assi st your planning. Be ready to delay, for study, action on any
busi ness brought up at a communi cati on, which you have not had adequate
time to consider, or to request counsel. It is better to delay action
than to act in haste and later to regret. However, each brother nust be
listened and responded to fromthe East with equal attention. Such is

t he nature of our brotherhood.

Particul ar attention should be paid to sick and di stressed brethren.
Visit as many as possible and see that all receive visits from your
representatives. These visits should bring the |love and affection of
the Lodge and the representative should be alert to areas of distress
that need to be brought to the Master’s attention

Sonme Masters have made it a practice to recognize visiting brothers,
not previously greeted as Past Masters, during the comrunication. This
is recomrended and can be easily acconplished by having each visitor’s
card taken to the East by the Junior Deacon. In any event, the Junior
Deacon shoul d see that the cards of visiting brethren arrive at the
East before the visitor is admtted. This allows the Master to greet
them by nane and | odge.

The performance of good ritual is one of the primary responsibilities
of the Master. You must support the Ritual Advisor by having adequate
rehearsal s and assisting himas needed during the rehearsals. You
shoul d insure that all officers attend. You are al so responsible for
your, and your officers’, attendance at District Lodge of Instruction
each nonth. Madi son Lodge’s reputation for good ritual work is no

acci dent and can be maintai ned only by hard work and continual effort.
It is the Master’s duty and privilege to conduct the Master Mason
degree in Madi son Lodge. You arrange to fill the stations in the second
section for each candidate. You may ask the Senior Warden to assist in
maki ng these arrangenents. It is good practice to have an officer or
Past Master schedul ed for each part and have them step aside if a

brot her wi shes to do sone of the work on a friend. In this case, you
are charged with the task of being sure the brother can and will
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performthe work satisfactorily. The ruffians nust conduct thensel ves
according to Grand Lodge rules and you nust see that they do

A Worshipful Masters’ Night is usually held in the Eleventh

District each year and you are expected to participate. If you wish to
hold this in Madi son Lodge, you should set a suitable date with the

Di strict Deputy. You should then contact the Masters of the District
and nmake all arrangenents, including assigning participants their
duties. As there are not enough Masters in the District to fill all the
chairs, it is your responsibility to know the capability of other
officers in the District and assign work accordingly. Traditionally, as
host you shoul d not schedul e yourself to occupy a station but should be
ready to fill in where needed. This event should be planned early,
preferably late in your year as Senior Warden.

As a voting nenber of the Lodge, your attendance at conmunicati ons of
Grand Lodge is required. The Lodge will defray your expenses for
attendi ng the annual Communication in April. It is the custom in

Madi son Lodge, for the Senior Warden to assist you in taking care of
the details of the Grand Lodge trip. The Lodge nmekes an appropriation
each year, by resolution, to pay the expenses of the elected officers
in attendi ng Grand Lodge. You nmay nmake the roomreservati ons and then
turn the Lodge details over to the Senior Warden. The expenses of the
Wor shi pful Master, Senior and Juni or Wardens, Treasurer, Secretary and
Proxy are always paid in full. O her expenses nay be paid at your

di scretion. Al funds should be accounted for by the Senior Warden, in
writing, by presenting a statenment of the receipts and expenses to you
and thence to the lodge. In addition, traditionally the Master invited
all menbers present at Grand Lodge to have lunch with himas a guest of
t he Lodge on Thursday followi ng the closing of Grand Lodge. In recent
years the Master invites nenbers to dinner on the first night, usually
Tuesday, of Grand Lodge.

In planning your year, certain “special occasions” nmust be considered.
These are:

Oficial Visit

Gol d Token Ni ght

Gol d Collar Night (if applicable)
Past Masters’ N ght

25 Year Token Ni ght

The Oficial Visit and Gold Token - N ghts are Grand Lodge functions,
conducted by the District Deputy Grand Master. Schedul e these events
with the DDGM as far in advance as possible. On his

Oficial Visit, the DDGM wi || request that the esoteric work of the
three synbolic degrees be perfornmed by the Iine officers. As he may not
advi se in advance what work will be requested, you should have the line
in good formby rehearsing the more difficult work as may be required.

Presentation of Gold, and higher, Tokens and CGold Past Msters Tokens

is a very special event. You should set a date for the presentation
with the DDGM when the year’s cal endar is being prepared.
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Each brother should be invited to attend, in witing as soon as
eligibility is established. It is the custom in Mdison Lodge, for the
honored brethren to be guests at dinner preceding the comunication

O her brethren having a special relationship with the each brother
shoul d al so be invited to be present, as guests of the Lodge. If an
open presentation is planned, fam |y nenbers and friends should al so be
invited. The brethren should be given an opportunity to speak of their
Masoni ¢ experiences. Business should be mninmzed and no ritual work
shoul d be perforned. This should be a social evening where the honored
brethren can rem ni sce and renew ol d acquai nt ances.

Presentation of 25-year tokens is another special event. The Master
should invite each brother, in witing, to attend. If the Past Mster
who raised the honored brethren is available, it is a nice gesture to
ask himto present the tokens. The brethren should be given an
opportunity to speak of their Masonic experiences. A speaker on a
Masoni ¢ subj ect woul d be appropriate or a degree could be presented but
above all, this should be a social evening where the honored brethren
can rem ni sce and renew ol d acquai ntances.

A third special event is Past Masters’ N ght. Once a year, the Past
Mast ers of Madi son Lodge are given an opportunity to denonstrate their
ritual proficiency in October or Novenber but other dates are possible.
Traditionally it has been a Master Mason degree. You shoul d see that
sui tabl e candi dates are avail able. The President of the Madi son Lodge
Past Masters' Association will meke all arrangenents and assignnents
for the degree work. The one exception is the Craftsman. These
positions are traditionally filled by the Iine officers, with the

Mast er, Senior Warden and Juni or Warden taking nunber twelve, eleven
and ten respectively. Special refreshnments can add to the festivity of
this night.

If you are fortunate to have a Madi son brother on the Grand Staff, or
any ot her occasion for a Gold Collar Night (visit of the Gand Master
and his staff), you should schedule this as early as possible with the
Grand Master. This is necessary because the demands made on the Grand
Mast er each year require early scheduling of his tinme. The program for
the evening nust be sent to the Grand Master for his approval before it
is printed.

You should note that on all official visits, the DDGM or the GM wi | |
specify a tine that they will be admtted to the Lodge. This schedule
must be met! If |odge business is not finished, it may be concl uded by
perm ssion of the DDGM or GM after the Grand Lodge visitors are

recei ved.

For many years the Grand Lodge of Instruction for the El eventh

Masonic District was held in Madi son Lodge in May. A steak dinner put
on by the Madi son Square Cl ub al ways preceded GLI. The Master should

of fer our |lodge to the DDGM each year for this event. |If the DDGM

wi shes re-institute this arrangenent, the Master will ask himto advise
the date and will then arrange for the dinner with the Stewards.
Tickets will be handl ed by the DDGM based on a per-person price set by
the Lodge renenbering that Grand Lodge officers are guests. Wile a G.I
is a Gand Lodge function, the Master should assure hinself, as the

pl ans progress, that all arrangenents are in order for serving the

di nner and that the Lodge is ready for this occasion. As the dinner
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nmust be served on schedul e, you should be satisfied that enough of the
brethren are available to help with the dinner. Also volunteer the

Madi son Lodge Tyler to tyle the Grand Lodge of Instruction if the DDGM
W shes.

Preparation of the nonthly Trestleboard is one of your npst inportant
responsi bilities. The Master’s Message is your opportunity to wite
monthly to each brother as an individual. This is NOT the place for

rem nders of Lodge activities but the inportance of selected activities
can be enphasized. This IS the place for you to express your heartfelt
t hought s about Masonry and what it neans to you. Realize that only one
brother is reading each Trestl eboard and, therefore, the nessage should
be witten to him Each is an individual and will receive the nessage
as directed to himpersonally.

What to wite? It really doesn't matter as |ong as your spirit of
Masonry shines through. A favorite poem a Masonic experience, a

t hought from a Masonic source or a personal view of Masonry will al
bring light to the brother. Profoundness is not needed, but sincerity,
| ove and a sense of brotherhood are.

The Master’s Message shoul d al ways stand-al one; on a page by itself,
whether it is short or long. This separates it fromthe nore routine
busi ness of the Lodge, which nmust occupy the other pages.

On the other pages, accuracy is essential. The Trestleboard is best
prepared early in the nmonth and should go to press imediately after
the Masters’, Wardens’ and Past Masters’ Association neeting. At this
meeting the Master will receive information on Eleventh District events
for the following nonth. All ritual work in other |odges should be
listed in the Trestl eboard. Routine neetings should not. Specia
occasions, such as an Oficial Visit, Gold Collar N ght, Fifty (and up)
and Twenty Five Year Token presentations should also be listed.

It is wise to check with the Secretary before going to press to be sure
of the spelling of candidates’ nanmes, dates for obituaries, etc. You
shoul d schedul e the printing each nonth so that the Secretary can get
themin the mail in tinme for arrival before the first of the nonth.
Trest| eboards are customarily mailed First Class to insure pronpt
del i very.

Instruction of candidates is another inportant function. The commttee
should work closely with you. Be alert to problems with new brethren.
The committee should nmentor the brother and encourage himto forma
habit of attending | odge by bringing himto | odge several tinmes after
he is raised. He should also be escorted to other | odges to w tness
degree work with the consent of that |odge’' s Master

Every Master will neet problenms, which will require the Wsdom of

Sol onon. Your exalted position brings the responsibility of being asked
by an individual brother to counsel himon personal or Masonic natters.
You shoul d keep inviolate the confidential nature of this situation but
shoul d seek gui dance when required. A fund is available to you for your
needs in these matters and additi onal funds needed to assist a brother
in distress can always be found. In such cases, advisors can be of

i nval uabl e assi st ance.
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The foregoing is intended only to help you in the di scharge of your
duties as Leader of the Craft. Make what use of it you can, but, nore
importantly; let your own personality shine through your year in the
East .

The Worshi pful Master’s last duty is to arrange for the installation of
hi s successor and you should serve as Qualifying Master, if possible.
The Master nmekes all arrangements but may defer to the incom ng Master
You may ask the incom ng Master his choices for

Qual i fying Master, Qualifying Marshal, Installing Master, Installing
Marshal and Installing Chaplain. Brethren to serve in all other
positions are selected by the Master. These include the Master of

El ecti ons, Judge of Elections and Tellers.

You should insure that the Secretary has procured the inconing
Master’s Past Master’s apron and arrange for its presentation. After
the installation cerenonies are conpleted, the outgoing Master should
present his Master’s pin, papers, etc. to the new Master for his use.
He then steps down and supports his successor fromthe sidelines with
his full strength and enthusi asm

You should attend, or be represented at, every installation in the

El eventh District. You should assign three officers to attend each and
shoul d attend as many as possi ble yourself. If you are not in
attendance, a senior officer should be responsible for each visit and
to present the best wi shes of the Master and the Lodge at the
appropriate time. The Senior Warden nmay be requested to prepare this
schedul e.

Each newly installed Master will find it advantageous to review with
the Secretary the duties he perfornms so that he may understand the
busi ness aspects of the Lodge. He will always find the Secretary a
fountain of information and a tower of strength in running the affairs
of the Lodge.

SECTION | I — APPENDI X
REGULAR COVMUI CATI ON BUSI NESS OUTLI NE

Openi ng

Pl edge to flag — Greet Past Masters (Others are optional)

M nut es, commruni cations, bills and other regul ar business of the
Lodge

Petitions

Announcenent s

Si ckness or distress

Fi ni sh busi ness, if any

Cl ose

Not e:

Menbers shoul d be admitted formally until degree work starts and then
informally. The Tyler should vote on petitions. Menbers should be
admitted in groups to mininmze interruptions. Brethren should be
excused informally during the degrees if they wish to |eave.
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PROTOCOL
The proper salutations to be used are as foll ows:

Ri ght Worshi pful John Henry Smith

Ri ght Worshi pful Brother Smth

Wor shi pful John Henry Snith

Brot her John Henry Smith, Brother Smith or Brother John

The Master wears his hat at all times. He does not step down from
the East to greet Past Masters or other dignitaries.

The Master always renoves his hat when addressing the G and
Mast er, Deputy Grand Master or the DDGM

The Master always offers the gavel of the Lodge to the Grand Master or
his representative imediately after introducing himto the brethren.

An official visit of the DDGM has special protocol with should be
reviewed in advance with the Ritual Advisor or the DDGM A visit of the
Grand Master al so has special protocol, which should al so be determ ned
i n advance. The Master always seats the Grand Master, elected G and
of ficers or DDGM before he seats hinself. He then seats the | odge.

The Master should be famliar with the voting requirements as recorded
in the Grand Lodge Constitution and By-Laws.

During | odge di scussion, each brother nmust be heard, but the Master may
rap to preserve the dignity of the | odge. Each brother is entitled to
speak only tw ce but the Master should use his judgment in enforcing
this.

OBl TUARY NOTI CES

Qbituary notices in the Trestleboard should follow the proper form
These are as foll ows:

If a brother:
Brot her John Henry Smith
Initiated (date)
Passed (date)
Rai sed (date)
Rai sed by our Suprene G and Master (date)

If a Past Master:
Brot her John Henry Smith
Initiated (date)
Passed (date)
Rai sed (date)
Wor shi pful Master (date)
Rai sed by our Suprene Grand Master (date)

If an affiliated brother:
Brot her John Henry Smith
Initiated (date)

Passed (date)
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Rai sed (date)
In___ Lodge No. _

Affiliated with Madi son Lodge No. 93 (date)
Rai sed by our Suprene G and Master (date)

PREPARATI ON OF CANDI DATES

The Seni or Master of Cerenopnies should collect initiation fees due the
| odge i medi ately after introducing hinself and the Junior Master of
Cerenoni es. The Interrogatories shall be given by the Senior Master of
Cerenoni es after the candidates are prepared for the Entered Apprentice
degree and before the blindfolds are placed.

MADI SON LODGE OFFI CER' S MEETI NGS

The followi ng sheet is generally prepared by the Master each year and
given to his line of officer’s at the first Oficer’s Meting:

O ficer’'s Meeting

An officer’s nmeeting is held nonthly in Madi son Lodge, usually on the
second Wednesday, for the purpose of review ng the business of the
Lodge in preparation for the forthcom ng nonth’s neetings and

fell owship. The business neeting will begin pronptly at 7:30 PM and
conclude as early as possible. Rehearsal will followif tinme permts.
Those who wish to | eave early are urged to stay for refreshnents if at
all possible.

Meetings will be rotated through all the line officers in turn.

Al'l officers are expected to attend each neeting. Oficers, the

Chai rman of the instruction conmittee and all active Past masters
(particularly those on conmttees) should be invited to each neeting.
Ot her Past Masters may be invited, as the host may desire. In general,
Masons not nenbers of Madi son Lodge should not be invited, as their
presence may preclude the discussion of inportant business of interest
to Madi son Lodge only.

Each nmonth the host should send postcards to all as a rem nder.

A suggested list for (year) is as foll ows:
Name, Street Address, City

Al whomthe Master wi shes to be sure to be invited to each neeting
shoul d be listed for the use of each host.

OUTLI NE FOR THE ANNUAL COMVUNI CATI ON

Decenber XX — Annual Conmuni cation
- Opening — Pledge of Allegiance
Greet Past Masters
Secretary — Usual business of the | odge — M nutes,
comuni cations, bills, petitions, etc.
Wor shi pful Master’s Farewel | Address
Nom nati ons
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“Brethren, it will now be necessary to place in nom nation the
names for WM SW JW Treas. Sec. one Trustee for 5 years and the
Proxy to Grand Lodge. A ballot box has been placed on the
Secretary’s desk for that purpose.”

A tyled refreshnent should be called for the purpose of allow ng the
brethren to nmake nom nati ons.

Prior to calling the refreshment, an announcenent should be nmade as to
who will preside over the election and who will serve as judge of
el ections and as tellers.

The Master of Elections term nates the refreshnent, seats the judge and
tellers and proceeds with the election. A notion will be made to the
effect that if a single person is nonmnated for a particular office,
the nom nee has the privilege of designating soneone to cast the

unani nous bal |l ot of the | odge.

The qualification of the new Master, if necessary, will now take place
in the presence of Past Masters only.

If the Installation is to be the sane evening, it will now take pl ace
under the direction of the Installing Master. If will be at a different
time, the current Master will continue the nmeeting and cl ose.

OUTLI NE FOR THE ANNUAL BUSI NESS MEETI NG
January XX — Annual Business Meeting

Openi ng — Pl edge of All egiance

Greet Past Msters

Secretary — Usual business of the | odge — M nutes,

comrmuni cations, bills, petitions, etc.

Annual Busi ness

Secretary’s Report

Treasurer’s Report

Trust ees Report

Any ot her reports

Auditing Conmittee Report (May be presented at a |ater date)
The Master should order this to be spread on the mnutes and a
copy mailed to each nenber.

OUTLINE FOR A VISIT OF THE GRAND MASTER
The procedure for receiving all dignitaries is given in the
Prot ocol Manual, which is the governing docunent. A brief guide
is given bel ow
Open and conduct business until 8 P. M
Recei ve Grand Master and his staff.
Greet Grand Master and invite himto the East.
Present Grand Master to the brethren and accord hi m Grand Honors.
Present gavel of Madi son Lodge. (Renpve hat first)
Seat Grand Master and then invite the Grand Marshal to escort the
el ective Grand Lodge officers to the East.
I ntroduce each one, DGV SGWN JGW and ask for a round of
appl ause. Then seat them
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Invite the Grand Marshal to escort to the East the PGWs, the DDGM
of the Eleventh District and the honored guest (if there is one).
I ntroduce these and request a round of applause, then seat them
Greet the remaining RWand Whrethren and the brethren and seat
everyone.

Proceed with the program of the evening.

SPONSOR' S GUI DE

A relative or a friend has asked you for information about menbership
in the Fraternity or he has indicated an interest. There are certain
t hi ngs you shoul d renenber.

Every applicant for Masonry nust come of his own free will and accord.
It is inmproper to ask him However, prospective applicants are not

al ways aware of this and may await an invitation. It is pernmssible to
i nform soneone that he nust make the first step

“1f in the circle of your acquai ntance, you find a person who is
desirous of being initiated into Masonry, be particularly careful not
to recommend hi munless you are convinced that he will conformto our
rul es; that the honor, glory and reputation of the Institution may be
firmy established and the world at |arge convinced of its good
effects.”

How wel | do you know your friend? Have you visited his hone? Have you
known hi m | ong enough to convince yourself that the requirenents
outlined above will be met?

You are about to hand himthe petition, which you have obtained from
the Secretary. Do you know who his other sponsor will be? Renenber that
the ot her sponsor nust also be a nenber of your |odge. The applicant
may wish to see your |odge roster of nenbership in order to know whom
to ask for sponsorship.

You should review with the “Principles and Purposes of Freemasonry”
printed on page one of the petition and nake sure he understands them
and that he understands as nmuch as possible, the nature of the

Organi zati on of which he desires to become a nenber. You should al so
hand hima copy of the candidate infornmation sheet. Your friend should
fill out the petition in his own handwiting and in your presence. He
should sign his nane in full (no initials).

You and his other sponsor should also sign the petition at the bottom
of page two and fill in and sign the certificate on page three

You should obtain fromhimthe required fee to acconpany the petition
and forward it with the petition to the Secretary of your |odge at the
earliest possible date.

| NVESTI GATI NG COW TTEE | NSTRUCTI ONS

The foll owi ng suggestions are offered for the guidance of an
i nvestigating cormittee. They apply to petitions for affiliation and
wai vers as well as for initiation
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Your work on this conmittee is of the greatest inportance. The result
of the ballot on the candidate will largely depend on your report. The
qual ity of our membershi p depends on you and you shoul d make a thorough
i nvestigation of the petitioner. Take what time is necessary. You must
visit himpersonally; at his hone, if possible. Every nenber of the
conmmi ttee should conduct hinself in the manner befitting the
Fraternity. |Inpress upon the petitioner the inportance of menbership
Tell hi m sonething about the principles of Masonry.

Consider his qualifications. Consider his references and also their
standing. You are not limted to consulting three references; you may
obtain nore if you feel it advisable. Consider his standing in the
community. Why does he want to join? Do not hesitate to delve deeply
into his present and past history.

Ref erences should be Masons, if possible. They should be interviewed in
person, if possible; if not, then by letter. Close relatives are not
good references. If has lived in another town in recent years a
reference residing there should be obtained, if possible.

If he lives in another district, why does he apply to your | odge and
not to a local lodge? If he resides in another city, or has done so
recently, particular care should be nade to investigate himthere.

Do not rest until every possible bit of information has been obtained
by consulting his enployer, (with the consent of the petitioner), his
fell ow enpl oyees, nei ghbors, business associ ates and any ot hers who may
be able to throw light upon him As a nenber of the committee you are
selecting the seed that will or will not bring forth a rich harvest.

Satisfy yourself fully before making your report. The fina
recommendation rests with each nenber of the committee.

Do not hesitate to nmke an unfavorable report when necessary. You are
responsible to the | odge for the man you investigate. Gve full details
in the report, to assist the nmenmbers in casting their ballot.

EXAM NATI ON OF VI SI TI NG MASONS

An Examining Conmttee is appointed by the Worshi pful Master to
represent him as he is responsible for the adm ssion of brethren
visiting the Lodge.

The function of the Conmittee is to ascertain and report to the

Wor shi pful Master that the visitor is a Master Mason in good standing
in a regular and duly constituted | odge. Exani nations should only be as
extensi ve as necessary to establish that fact, having in nmind slight
jurisdictional differences in verbiage. Allowances may be made for

i nfrequent visits to his honme | odge. The exam nation shoul d be
conducted in a conpletely tyled anteroom The Conmittee should be
supplied with a small Holy Bible, a Square and Conpasses, a piece of

bl ank paper and a pencil or pen

Under no circunstances is a visiting brother to be exanmined if he has
no, or unsatisfactory, credentials.
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Remenber, the Committee is appointed for but one object — to ascertain
if the visiting brother is a Master Mason in good standing in a | odge
recogni zed by the Grand Lodge of New Jersey — and NOT how nuch a

br ot her knows about Freenmasonry.

The Committee should not return to the Lodge with the visiting brother
This brother is not entitled to visit (enter) the Lodge until the

Wor shi pful Master so directs. The practice of having the visiting
brother enter with the Exam ning Commttee at the tinme it reports to

t he Worshi pful Master is a comon error and should not be countenanced.

A reconmmended procedure is as follows:

The Chairman of the Conmittee should introduce hinself to the visiting
brother and then present the other nenbers of the Conmittee.

Check the lodge in which the visiting brother holds his menbership for
regularity in the “Book of Lodges”, which contains a |ist of regular

| odges throughout the world, which are constituent, |odges of G and
Lodges, which New Jersey recogni zes.

The visiting brother is requested to present his credentials (dues card
if a nenber of a lodge in the USA; certificate and receipt for dues if
froma jurisdiction fromoutside the UYS).

Request the signature of the visiting brother on the piece of blank
paper and conpare it to the signature on his credentials.

The visiting brother then takes the Tyler's OCath with all nenbers of
the Conmittee participating.

The Committee should then determine that the visiting brother has an
accurate know edge of the due guards, signs, grips and words.
Proficiency in these items should be sufficient assurance that the
brother is a Master Mason. If, however, there is any doubt in the m nds
of the Conmittee they should proceed to satisfy thenselves fully by
such further questions, as they nmay deem necessary.

If the visiting brother is qualified, report the same to the Tyler and
advise himthat the Committee is prepared to return to the | odge room

Upon entrance the full Committee will proceed to the West of the altar
and salute the Worshi pful Master. The Chairman of the Committee will
then report, and the Comrittee will be seated.

It is desirable for the Wrshipful Master to request the Senior Deacon
to nmeet the Visiting Brother at the inside of the outer door and to
escort him West of the altar

At the altar the Senior Deacon presents the visiting brother, giving
full name and synbolic titles, if any, (such as Wrshp., R W, or
M W) and the nane and nunber of his | odge.

The Worshi pful Master greets the visiting brother and invites himto be
seated with the brethren, unless by reason of his rank, the

Wor shi pful Master desires to have himseated in the East, in which case
he requests the Senior Deacon to escort himto the East. Upon the

conpl etion of his duties the Senior Deacon returns to his place.
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