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DISTRICT DEPUTY GRAND MASTER
R.W. JAMES R. BRANHAM
HQ, AMC-Europe 
Unit 2931, Box 276                            
APO AE 09266   
HP 06205-308830 
MOBILE 016093983583
Email  James.R.Branham@us.army.mil
District Eight Lodge Deputy  Checklist
Lodge: ______________________________

Location: ____________________________

Date: ________________________________

Inspector: ____________________________

1.   Minutes

a. Does lodge have a copy of the minutes for the last communication?  

b. Does the lodge use the approved District Eight format?

c. Has the Worshipful Master appointed all officers for the ensuing year?

d. Does the secretary have a copy of the approved budget?  

Evaluation: Outstanding,   Satisfactory, Unsatisfactory

Comments:

2.   Cash Receipt Book

a.
Are the pages in the cash book numbered?

b. How many pages are missing from the cash collection book?

c. Does the secretary close out all entries from the past month, total each column marked fees, dues, and other sources of income?

d. Does the balance for the month being closed out equal the same as in the treasurers book?

e.
Is the close out balance for the past month the same as the beginning balance for the current month?

       Evaluation:   Outstanding Satisfactory  Unsatisfactory

       Comments: 

3.   Membership Ledger

a.
Does the lodge have a membership ledger?

b.
Does the ledger reflect the member’s social security number?

c.
Does the secretary use an ink pen to make entries in the ledger?

d.
Does the lodge maintain an inactive file on members?

e.
Are petitions on candidates who have not completed the degree work kept in the inactive file?

Evaluation: Outstanding  Satisfactory Unsatisfactory

Comments:

4.     Income Voucher s
a. Does the secretary use the prefix letter of C (credit) on the income vouchers?

b. Are the income and payment vouchers contained in the same folder with income vouchers on the left and payment vouchers on the right?

c. Does the secretary prepare income vouchers in three copies?

d. Are income vouchers accurately reflecting a summarized list of all monies recorded by the secretary and treasurer in the cash book?

e. Are all copies of the income voucher signed by the Secretary,  Treasurer and WM ?

f. Are income vouchers numbered  correctly  ( C-001) at  the beginning of the year?

g. Are receipts attached to the treasurers copy of the income voucher?

h. Are receipts and receipt studs correctly numbered, beginning with # 001 at the beginning of the year?

Evaluation: Outstanding  Satisfactory  Unsatisfactory 

Comments:
5.     Payment Vouchers

a.
Are the payment voucher files correctly numbered (D-001) at the beginning of the year?

b. Does the payment voucher contain the signature of the Treasurer and WM?

c. Does the payment voucher reflect the check number of the check written?

d. Does the Treasurer prepare the payment vouchers in three copies?

e. Does the payment reflect the authorization for payment?

f. Are bank statements being reconciled with the treasurer financial register to verify accuracy of organization account? 

g. Are canceled checks being taped to corresponding stubs in the checkbook? 

h. Does the lodge maintain a checking account with the local bank in the community?Evaluation: Outstanding  Satisfactory  Unsatisfactory 

Comments:

6.   Accounts Receivable Files

a.
What procedures does the treasurer use to notify the secretary he is in receipt of a dishonored check?

Remarks:

b.
What system does the secretary use to notify the individual or organization that the lodge is in receipt of a dishonored check?

Remarks:

c.
Does the secretary have a file copy of the correspondence?

d.
Does the lodge purchase Masonic supplies for resale to members?

e.
If yes, does the lodge have a list of those items and does the list reflect price and the amount sold?

Remarks:

Evaluation: Outstanding  Satisfactory   Unsatisfactory 

Comments:

7.   Treasurer’s Report

a.
Does the treasurer report cover a thirty -day period? 

b.
As a minimum does the report contain the following data?

(1)
Balance brought forward from last month?

(2)
Income (deposit during the period of the report)

(3)
Total (amount  brought forward plus income)

(4)
Expenditures during period (detail account )

(5)
Amount available for immediate use

(6) Accounts  receivable

Evaluation: Outstanding  Satisfactory Unsatisfactory

Comments:

8.   Inspections/Audits

a. Does the secretary have a copy of the most recent inspection of the secretary and financial records conducted by the WM and committee?

b. Did the secretary forward a copy to the Chief of Administration?

c. What was the rating on the last audit report?

        d.
Did the report contain any discrepancies?

e.
What recommendations were made by the committee?

Remarks:

f.
How many elected officers are bonded in the lodge?

Remarks:

9. Social Events:

       a.     Did the chairman of the events turn in an after action report?
b.
Does the secretary have a copy on file?

c.
Was the after action report approved by the craft?

d.
Does the lodge submit a quarterly report to the military community?

e.
Does the secretary have a file copy of the following documents?

(1)
Last quarter MBA Report.

(2)
Last quarters Quarterly Report.

Evaluation: Outstanding    Satisfactory  Unsatisfactory

Comments:

10.  Inspectors Remarks:

a.
Findings:

b. Recommendations:

c.  Overall Evaluation

d. Was the Worshipful Master given an out briefing
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