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DISTRICT DEPUTY GRAND MASTER


R. W. JAMES R BRANHAM          

HQ, AMC EUROPE           

UNIT 2931, BOX 276                 

APO AE 09266

WK 0621-4873200

Cell 016093983583

Email James.r.branham@us.army.mil
DISTRICT EIGHT ADOPTED PROCEDURES FOR LODGES AND STUDY CLUBS

1. GENERAL:  These procedures are a consolidation of regulations legislated by district officers of subordinate lodges of the Oklahoma Jurisdiction in Western Europe during regular district meetings.  Originally dated 27 September 1980, these procedures are proposed for the government of all District Organizations concerned.  These procedures will be passed on to the Presiding Officer of each organization concerned after each election and installation.  Each organization is encouraged to provide a copy to all elected officers.

2. ORGANIZATION:  District Eight Western Europe, is composed of the following Officers and Organizations.

a. District Deputy Grand Master (DDGM – Presiding Official)

b. District Deputy Grand Worthy Matron, OES (DDGWM)

c. District Grand Worthy Patron, OES (DDGWP)

d. District Deputy Grand High Priest, HRAM (DDGHP)

e. District Deputy Most Ancient Matron, HOJ (DDGMAM)

f. District Deputy Grand Worthy Joshua, HOJ (DDGWJ)

g. District Deputy Grand Eminent Commander, KT (DDGEC)

h. District Deputy Grand Princess Captain, Templar Crusade (DDGPC)

i. District Deputy Grand Royal Advisor, Templar Crusade (DDGRA)

j. All Elected Officers

k. All Appointed Officers

3. Special District Deputy Grand Master (SDDGM):  Selected Assistant District Deputy Grand Masters (ADDGM)  of  the District are appointed by the DDGM to serve as SDDGM .  Each SDDGM will be assigned a group of Lodges.  His duties are as follows:

a. Serve as a channel of contact between the DDGM and the assigned lodge’s ADDGM concerning policies, procedures and other business.  To act as an advisor to the assigned lodge deputy.
b. Visit each assigned lodge semi-annually, make on the spot corrections and inspect the records.  Submit  a written report to the DDGM with comments and recommendations within 15 days.
4. ADDGM:  Selected Past Masters of the District are appointed by the DDGM to serve as his assistants.  Their duties are substantially as follows:

a. Serve as a channel of contact between the office of their SDDGM and the subordinate lodge concerning policies, procedures and other business that may be presented.

b. To act as an advisor to the principle officers of assigned lodge.
c. Make periodic visits  to assigned lodge, review the “works” and business administration, (minimum once a quarter).  Make on the spot corrections in appropriate case and  inspect the records once a quarter.  Submit a written report to the DDGM with comments and recommendations within 15 days.

d. Receive minutes, treasure’s, and after action reports of assigned lodge for review and comments.  Submit recommendations to the lodge and DDGM.

5. DISTRICT FINANCING:
a. Finances to defray expenses incident to the operation of the DDGM’ office, administration and travel will be collected annually as a District Tax.  Taxes are $500.00  per lodge yearly.  Payment due in January. In addition, during the years when the Grand Master visits Europe, each lodge will be taxed as legislated during district meeting to defray costs of hosting the Grand Master.  (District Minutes:  Sept 1990).

b. Each Lodge will pay $200.00 to defray costs of hosting the District Eight Hospitality Room at the Grand Session. This fee is to be paid no later than 5 April each year. (District Minutes: 6 Dec 2003) 

c. The DDGM will appoint a Chief of Administration (COA)  and Treasurer for the District Fund.  All funds will be deposited into a financial institution subject to authorized expenditures.  District financial procedures will be used and kept for the operation of the District Fund.

d. Members attending District Meetings will personally pay the  cost of meals and lodging incurred.  Each organization will defray the costs for elected representatives, assigned deputies and past masters.  Reasonable cost of meeting rooms will be borne by the District.

6. DISTRICT MEETING PROCEDURES:
a. The DDGM will notify the DDGWM, DDGHP, DDGEC, DDGMAM, DDGPC and all District Staff Officers as well as Worshipful Masters of the date, time and location of the District Meeting.

b. The Chief of Administration will take minutes of district meetings and reproduce copies for distribution to the DDGM within 15 days.  Only excerpts of district minutes will be read in district meeting.

c. The DDGM is the direct representative of the Grand Master.  All complaints or appeals will be directed through ADDGMs/SDDGMs to his office to be resolved.  The DDGM will refer those matters not resolve at his level to the Grand Lodge as deemed necessary.
d. The DDGM will submit a written report of his attendance at the Grand Lodge Communication to subordinate organizations.

e. A copy of communications and reports forwarded directly to the Grand Lodge, including quarterly Masonic Benefit Association (MBA) must be forwarded through the assigned lodge ADDGM.  The DDGM will host a district conference once a quarter to receive all Lodge’s MBA reports with check.
f. When an organization or agency fails to fulfill it’s obligation or contract with one of the lodges or study clubs, the DDGM must be notified in writing, through the ADDGM/SDDGM as soon as possible, with full details to include names, addresses and dates.

g. At District Meetings each lodge is entitled to three votes plus one vote for each Past Master from the lodge in attendance.  All members of the lodge may pose a question during motion procedures and render observations on all matters, but individual members of a lodge not holding a principle office cannot vote.

h. All Worshipful Masters have the right to act on behalf of the lodge on any issues concerning  the lodge without a lodge vote. Each Worshipful Master will be required to render a written report on any decision he makes on the lodges by  behalf.

i. The dress for District Meetings is Black and White.

7. LODGE ADMINISTRATIVE PROCEDURES AND REPORTING REQUIREMENTS:

a. The minimum required permanent records for each lodge are minutes of each meeting, secretary cash book, membership ledger (active and inactive), petition file of profanes waiting for degrees or investigation, financial register, voucher file (income & payment), reconciled bank statement for each month, accounts receivable file, accounts payable file, budget made in January, copy of authorization to operate in their respective community, copy of Grand Lodge Constitution/By-Laws, copy of District Eight Procedures and inventory of lodge equipment.

b. The Secretary will maintain the following records:  minutes, cash book, membership ledger book, accounts receivable file, accounts payable file, voucher file, quarterly MBA reports and audit reports.

c. The Treasurer will maintain a financial ledger, voucher file, reconciled bank statements, treasurer reports and bankbook.

d. Each lodge must submit a narrative annual report at the first district conference after the close of the calendar year.  This report must show the number of new members, number of members dropped from the rolls, lodge projects during the past year, donations to charity, initiations and healings.  All in all show how the lodge operated during the past year.  This will enable the District Staff to evaluate and measure the lodge  performance during the year.

e. Lodges will turn in the following items at the January District Conference:

(1) Minutes not in possession of the COA

(2) Calendar of Events for the ensuing year.

(3) Financial reports of lodge and subordinate study clubs for the past year

(4) Audit report for preceding twelve months

(5) Listing of principle officers to include address and telephone numbers (work and home).

(6) Location, time and place of regular meetings

(7) Other information as required upon notification by the ADDGM/SDDGM

(8) The annual report of all lodges is due at the April District Conference.
8. By-Laws:
a. The Constitution and By-Laws of the Most Worshipful Prince Hall Grand Lodge F.&A.M., for the Jurisdiction of Oklahoma and the procedures legislated by the Officers and members of District Eight  Western Europe, take precedence over conflicting by-laws of local lodges and study clubs of this district.

b. Prior to printing of the by-laws adopted by members, they will be forwarded through the appropriate ADDGM/SDDGM  to the DDGM for final approval.  As long as the district procedures are not in direct conflict with the Grand Lodge, the DDGM shall have the final decision on all matters concerning the by-laws.

9. LODGE OPERATIONS:
a. No one is exempt from extending the necessary courtesies to the EAST UPON ENTERING OR DEPARTING THE LODGE WHILE IN SESSION.
b. Grand Honors are extended to all Grand Lodge Officers after they have been placed in the East.  All members of the DDGM’s Staff are authorized to be placed in the East and Grand Honors extended to those who have passed the chair.  Once one who is to receive Grand Honors alarms the door, it is never sealed again until he has entered.  He is authorized to observe your preparations to receive him.  The Marshal will be instructed by the Worshipful Master to identify him, announce him to the craft and lead him to the Alter.  Proper respect will be paid at the Alter and always depart to the right.  After which he will proceed to the East and Grand Honors are rendered, after which the covering of the Lodge and Gavel of Authority are offered for any comments he may have.

c. All members in good standing from Lodges listed in the official roster of regular lodges published in the Prince Hall Yearbook or McCoy Masonic Publishing Co. are authorized to visit District Eight Lodges, provided their visitation does not cause a lodge to violate the policy established by USAREUR  and USAFE.  USAREUR and USAFE Regulations have obligated our lodges not to discriminate on the basis of race, religion, color, or national origin so long as we maintain private association status on a military installation.  This obligation mainly coincides with our practice and the policy established by the Most Worshipful Prince Hall Grand Lodge, of the Jurisdiction of Oklahoma.  Our lodges and study clubs when operating under USAREUR  and USAFE RULES AND REGULATIONS, receive several necessities that make for a successful organization; therefore, deviation from USAREUR  and USAFE rules and regulations by any lodge or study club under the Jurisdiction of Oklahoma is strictly prohibited and is not subject to waiver at any time.  The aforementioned also obligates our lodges not to accept invitations from nor participate in any activity or organization that does not conform to USAREUR/USAFE policy or that discriminates on the basis of race, color, religion or national origin.

d. All communications submitted for, or in behalf of a lodge will contain the seal of the applicable lodge.

e. The “BADGE”  keeps stains off of the garments of the wearer as well as stains off the wearer.  The “BADGE” must be maintained spotless before the world, therefore, the “BADGE” will be worn to cover the outer garments of the wearer.

f. During prayer, Brothers will hold the right hand across the body at waist level with the palm open and down, the right elbow at a 90-degree angle.  The left arm and hand will hang vertically at the side.  This policy is adopted for the use during private and public assemblies.

g. Minutes of the lodge meetings must be forwarded to the appropriate SDDGM, ADDGM, COA,  and DDGM  within five days after adoption by the lodge.

h. All turns in the lodge must be 90 degree angles and on the square.  90-degree turns can be made to the right or to the left, except when departing the Alter, which must be made to the right.  180-degree turns (about faces) are not permitted.

i. Position of lights in the lodges; one in the east (centered), one in the south (centered) and one in the west (favoring the northwest)

10.  ELECTIONS/ELIGIBILITY:


a. Elections of Officers will be held annually in November.

b. A Majority vote by secret ballot is required for election to office.

c. Eligibility for election to the office of Worshipful Master, a Brother must have served as a Senior or Junior Warden.  In the absence of a Brother who meets the qualifications, a dispensation will be requested from the DDGM to take the election to the floor of the Lodge.  The elected Master must be domiciled in the immediate vicinity of the Lodge, unless waived by the DDGM.
d. A Brother must be in good standing and have an updated dues card with no outstanding debt to the Lodge to be eligible for election to any elected office.

e. No Brother is eligible for election to Worshipful Master unless he has one-year retainability after the date of installation.  Brothers pending approval of foreign duty extensions are not eligible.
f. REGULAR AND ASSOCIATE MEMBERS IN GOOD STANDING ARE ELIGIBLE TO VOTE, PROVIDED HE HAS ATTENDED AT LEAST ONE LODGE MEETING IN EACH OF THE MASONIC CALENDAR QUARTERS.  BROTHERS WHO HAVE BEEN DEPLOYED ARE NOT SUBJECT TO THIS POLICY.
g. EXCEPTIONS TO POLICY WILL BE AUTHORIZED BY THE DDGM ON A CASE BY CASE BASIS.
11.  PETITIONS:
a. All matters relating to the business in a Lodge are under the exclusive control of the Worshipful Master.  Petitions  requiring a ballot are part of the Lodge business.  The Worshipful Master may direct the petitions be balloted upon individually or collectively.  The ballot must be unanimous. 
b. Petitions and membership ledger pages must, with the consent of the petitioner, contain the social security number and permanent mailing address.  Do not prepare ledger pages for petitioners unless your local acceptance procedures dictate.

c. Petitions rejected for initiation may not be resubmitted for a period of three months.  Petitions rejected for affiliation may be submitted again at any regular meeting.

d. Petitions for initiation or healing must be fully investigated prior to balloting on the petition.  After the petition has been accepted, the initiation or healing will not be delayed pending further investigation.  If serious developments become known after the ballot, the Worshipful Master maintains sole authority to stop the initiation, void the petition and refund the petitioners initiation fee.

e. All petitions for initiation or affiliation (profane, healing, or demit) will be disposed of in regular Lodge meeting.

f. If a petitioner, after being accepted for initiation, healing, affiliation or association, becomes a suspect by civil or military authority before all action is completed by the Lodge receiving the petition, the Worshipful Master must exercise sound judgment and extreme care.  First, the matter may not be serious and would not have any effect upon the fraternity.  Secondly, all further action on the petition and the petitioner should be stopped and the Lodge Deputy notified by the most expedient means.  Thirdly, no decision should be made on the petitioner until the authorities complete their action, the petitioner could very well not be guilty.

g. An investigating committee cannot reject petitions.  The committee will recommend acceptance or rejection.  The petition will be balloted upon in a regular Lodge meeting.  The results will be officially recorded in the Lodge records.  There is  no time frame that a petition may lay on the Altar prior to balloting.  A degree can be conferred any day other than the day the candidate was balloted upon.

h. Medical examinations are no longer required for affiliation.  Petitions for associate membership will not be accepted unless the Brother’s home Lodge Jurisdiction is located outside Western Europe.
i. Retainability within the European Command is not to be used as a qualification requirement for accepting and balloting on a petition.  This policy is established for the good of  Prince Hall Masonry world wide, since perspective members, in most cases, have been at their present location for an extended period of time, before an established and well learned member will recommend them to the fraternity.  Therefore, courtesy work becomes our "“safety valve” for gaining new members whose qualifications have been observed, regardless of where dispersed around the globe.

12.  DEGREE WORK: 

a. In order to expand the experience and proficiency of the members, the conferring of degrees by a “Degree Team” is encouraged.  However, a Brother authorized to open and close the Lodge (WM, SW or JW) must perform that duty and is present during the entire meeting while at work.  Also, the mandatory items for operating a Lodge must be present and displayed according to ritualistic law.  In order to raise a Brother a Past Master must perform this task.

b. There is no limit to the number of profanes or candidates a degree can be conferred upon; however,  there will be a calendar month separating the conferring of degrees on the same person except by special permission (no two degrees in the same month).  In adaptation to proficiency examinations, in order for a profane (Brother) to advance to the next degree, he must have attended some type of Church Service of his choice at least twice prior to passing to the next degree.

c. WORSHIPFUL MASTERS WILL EXERCISE PRUDENCE, SOUND JUDGEMENT AND CONTROL THE ACTIONS OF MASTER MASONS WHILE DEGREE WORK IS BEING PERFORMED.  UNDER NO CIRCUMSTANCES WILL ANY HANDS BE LAID ON THE CANDIDATES DURING DEGREE WORK AND IN THAT SAME VEIN THE WORSHIPFUL MASTER WILL ENSURE THE CANDIDATE DOES NOT SUFFER ANY TYPE OF PHYSICAL ABUSE OR PERSONAL HUMILIATION WHATSOEVER.  ANY VIOLATION OF THE ABOVE WILL BE BROUGHT TO THE DIRECT ATTENTION OF THE DDGM.  WORSHIPFUL MASTERS WILL BE HELD ACCOUNTABLE FOR ALL VIOLATIONS OF THIS DIRECTIVE.
d. Requesting “courtesy work” in writing and performing courtesy work is common practice in the Prince Hall family worldwide and will be practiced by Lodges under the Oklahoma Jurisdiction located in Western Europe.  The Lodge requesting the courtesy work will retain possession of persons receiving the degree and upon being notified of completion of work, in writing, will issue the new member their local Membership Certification, Travel/Dues card, Grand Lodge Certificate and other items they are entitled to receive which are included in their initiation fees.  Courtesy work can be requested to confer any and all degrees belonging to a Lodge.  Worshipful Masters will ensure courtesy work is performed for Lodges in District Eight only.
e. Once a Brother has been raised he must be given his dues card.  The Worshipful Master can require the newly raised Brother to show proficiency in the third degree prior to receiving his certificate of membership from the Lodge.

13.  HEALING:  A person appearing for healing will be investigated.  Some type of official document (travel card, membership certificate, etc.,) must be available.  If accepted by a unanimous ballot, applicant will be conducted to the preparation room or a private place and be healed by taking the Master Mason’s  Obligation.

14. ASSOCIATE MEMBERSHIP
a. A Master Mason that has been balloted upon for membership in a Lodge does not require balloting again as long as the Master Mason remains a member.  Therefore, associate members obtaining demits to become regular members, having already been received by ballot are not administered a second balloting.

b. Associate members are authorized all the privileges of the Lodge or study club except they are not authorized to hold an elected office in the Lodge unless they agree to apply for and receive a demit from their home Lodge within thirty days.  Members in this situation will not be installed in the elected office until the demit has been received.  Should the member’s demit not arrive within the 30 day time frame, the election to that position will be null and void.  Another election for the position will be required.

c. The cost for an Associate member is half a year dues to be paid to the local lodge. The Associate member does not get reported to the Grand Lodge they are just a local associate member. Master Masons can only serve one Master.
15. DEMITS
a. All requests for a demit, either coming into a Lodge or being forwarded to another Lodge must contain the signature of the Master Mason requesting the demit.  Lodges requesting a demit reinstatement for a Master Mason from another Lodge must forward the request by certified mail with a return receipt request reflecting the signature of the recipient.  If no address can be obtained for the applicable lodge, forward the request to the Grand Lodge of the state that has jurisdiction over the Lodge.  If no reply is received within 30 days, forward a copy of the communication sent out along with a reproduced copy of the return receipt or returned letter to the appropriate ADDGM and request a special dispensation to pick up the Brother.  The ADDGM will add his recommendation and forward the request to the DDGM for action.  All documents (travel card, letter and or certificate ) must be furnished.  The DDGM will attempt to obtain a reply, but if not received within 30 days, a dispensation will be issued.  Demits will not be accepted on the day of elections in any Lodge, unless a Brother can provide proof of delay from home Lodge.

b. Demits will be granted to members of Lodges under the Oklahoma Jurisdiction located in Western Europe free of charge.   However, the member must liquidate all valid and legal obligations to the members and Lodge before the demit can be granted.  The ADDGM for the Lodge will be notified prior to the Brother receiving a demit.
16.  FEES
a. The maximum initiation fees for subordinate Lodges is $150.00.  Minimum fees are prescribed in Grand Lodge By-Laws.  The actual fees a Lodge may charge must be legislated by the Lodge, which is an amount between the minimum and maximum fees prescribed by the Grand Lodge and District Eight respectively.

b. Reinstatement and healing fees will be $15.00 for all Lodges in District Eight.  Petitions for reinstatement and healing will be forwarded to the Grand Lodge with the next quarterly MBA report.  Petitions for reinstatement do not require recommendations or balloting.

c. Members of other Lodges who are picked-up by special dispensation will pay one-half of the current initiation fee to the Lodge picking them up.  This money will be placed in escrow for 90 days and if no levy has been placed on the money by the member’s former Lodge, the money  becomes  the property of the Lodge that picks-up the member.

d. Any member of a Lodge that fails to pay membership dues for one quarter can be dropped from the Lodge rolls.
e. Assessments will be recorded on the member’s ledger page.  All assessments must be paid in full prior to paying annual dues.
f. All Lodges must register the three principle officers for each Grand Lodge Session.  The sum of $225.00 will be sent to the Grand Lodge NLT 15 April.  This is the same date the annual report is due to Grand Lodge.
g. The Lodge MBA Report must be submitted once a quarter.   The fee for each member on rolls is $10.00, New members fee is $10.00 + 1.50 + .25 = $11.75, Reinstatement fee is $15.00 + one years MBA of $40.00 must be paid in advance before a member can be reinstated.  Checks  for MBA must be  made payable to Masonic Benefit Association.  The Masonic Calendar is now the same as the Yearly Calendar.
                
*1st Quarter 1 January – 31 March                         2nd Quarter 1 Apri1-30 June

                        3rd Quarter 1 July –30 September                          4th Quarter 1 October – 31 December

* An additional $5.00 per member must be submitted with this report.  (scholarship Fee)

 WORSHIPFUL MASTERS WILL INSURE THAT THEIR MBA REPORT IS SENT TO THE CHEIF NLT 5th DAY OF THE QUARTER.  THIS WILL ALLOW THE DDGM & CHEIF TIME TO REVIEW YOUR REPORTS AND FORWARD THEM TO THE GRAND LODGE.  I AM REQUIRED TO HAVE THE DISTRICT MBA REPORT AT MUSKOGEE, OK NOT LATER THAN THE 15TH DAY OF THE FIRST MONTH OF THE QUARTER.
*** ANY LODGE LATE WITHOUT BEING EXCUSED BY THE DDGM WILL BE CHARGED A $25.00 LATE FEE TO BE ADDED TO THE DISTRICT LEDGER PAGE.

17. SUSPENSIONS:  A Brother who has been suspended for cause permanently loses his position in the       Lodge if he held one at the time of suspension.  Suspensions can only be imposed by the District Deputy Grand Master.

18. MEMBERSHIP CERTIFICATES:  Lodges will issue membership certificates to its members.  These certificates will contain the raised seal of the Lodge.  Grand Lodge (MBA) Certificates are numbered by the Grand Lodge and do not require a raised seal.

19. BONDING OF OFFICERS:  The Worshipful Master, Treasurer and Secretary of the Lodge must be bonded for at least $3,000.00 each.  Study clubs are not authorized banking accounts (unless granted a special dispensation) and are not required to be bonded.  Care must be exercised not to obtain a higher bond than needed.  The bond should be for the maximum amount the organization usually has in the bank at one time.

20. MASONIC STUDY CLUBS
a. Study clubs meetings are open and available to all members of the Lodge and since all members should attend these meetings, the Worshipful Master or designated representatives are authorized to present petitions for initiation or healing and to appoint investigating committees at regular study club meetings.

b. No Master Mason is authorized to become a member of a study club without becoming a member or associate member of the Lodge having jurisdiction over the affected study club.  A study club may practice operating the same as a Lodge for instructional purposes only.  Regalia and badges of office may be worn in study clubs and letters of authorization from the Worshipful Master may be displayed, but are not required.  Members of study clubs may be checked in their study club the same as in a Lodge for instructional purposes.  The President or his representative will insure that all visitors to their study club are members in good standing in a recognized Lodge.  Only one member of a study club is necessary for opening the study club for purposes of instructing candidates and checking their proficiency.  There will be no business conducted in the study clubs.  The purpose of study clubs is to study about masonry in the first three degrees.  Study clubs are not authorized bank accounts.  Monies belonging to the study clubs are to be placed in the Lodge’s bank account under the Lodge’s control.

21. ST. JOHN’S DAY SERVICE:  St. John’s Day Services (June & December) are mandatory for all masons.  The appropriate dress for these services are Blue Lodge attire to include aprons and gloves for members.  Officers will be dressed in full regalia including badges of office.  The proper dress for Master Masons, including those who are members of the Order of the Eastern Star is dark suit, white shirts and dark bow ties.  Worshipful Masters must exercise good judgement and understanding in this situation to avoid placing a financial burden on Master Masons who do not have dark suits.  In short, it would be unreasonable to turn a Master Mason away if he is not dressed in the usual Masonic attire, but the purchase of a dark suit is to be encouraged.  ADDGMs will plan and coordinate the services for their respective areas.

22. QUEEN ESTER DAY SERVICE:  Queen Ester Day Service is held on Palm Sunday weekend by the Order of the Eastern Star.  Worshipful Master’s will insure that all business scheduled for that day is rescheduled.  The District Deputy Grand Master has declared this service mandatory for all Oklahoma Masons.
23. THE CONTENTS OF THESE PROCEDURES ARE PUBLISHED FOR THE GOVERNMENT OF ALL OFFICERS AND ORGANIZATIONS CONCERNED.
ATTEST:

PM CRAIG B BUCHAN                                                                      R.W. JAMES R BRANHAM
Chief of Administration                                                                       District Deputy Grand Master
Most Worshipful Prince Hall Grand Lodge
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