
Secretary’s Training Course

[image: image3.png]



Grand Lodge
Free and Accepted Masons
of the
State of Tennessee

 
 
First Edition

A Publication of the
Grand Lodge Education Committee
Secretary Training

[image: image1.png]



We are first told when installed as Secretaries of our lodges what the duties of the office encompasses:

“It is your duty to keep a true account of the transactions of the Lodge lawful to be written; transmit a copy of the same to the Grand Lodge when required; receive all money due the Lodge, and pay it to The Treasurer, taking his receipt therefor.”


This statement is similar to that made by Boy Scout leaders when referring to the time required of leaders in scouting – “It only requires one hour a week.”  Those who believe that statement are rather amused to realize later the humor in it.  That of a Secretary of a Masonic Lodge only requires "one hour" a month and that is the hour he spends at each monthly stated meeting – in official capacity.  But here will be discussing collateral, implied, as well as required duties of a successful Lodge Secretary.


In our studies, as a Secretary, we are drawn first to a thorough study of the Masonic Code and what it says concerning Secretary's duties to the Lodge.  However, we are not encouraged with a complete list of all the duties that will be required of us, but only:

4.601. The duties of the Treasurer and Secretary are defined in the Ceremony of Installation of Lodge Officers (T. C. 121, 122......)

Thus, the duties of a Secretary may also be determined by:

1. Bylaws

2. Lodge and/or Community – size, location, activity

3. Local Lodge "Tradition"

4. Communication

5. Masonic Code & Monthly Report

6.   Records


Obligations of Lodge Secretaries
 I can think of no finer way to point out the obligations of a Secretary than the charge given by the Installing Officer when being installed in the office of Secretary. " In addition, your love for the Craft, and attachment to the Lodge will induce you cheerfully to fulfill the duties of your office; by doing so, you will merit the esteem of your brethren."

In many cases we are prone to overlook the “fine print in the contracts” which we make with our fellow men.  While Tennessee has no “fine print” in its code concerning the Secretary, other documents spells in more detail what the duties are.  Some of these are quoted here for your special attention:

“The Secretary is the fifth constitutional officer of the Lodge, and is elected annually.  His duties are substantially of a business character, and are of the highest importance to the welfare and prosperity of the Lodge.  Punctuality in attendance at the meetings of the Lodge is an indispensable prerequisite of the Secretary.  He should be among the first in his place at its meetings and the nature of his duties is such that he can scarcely avoid being among the last to leave the Lodge room.  He is particularly charged with the duty of watching the proceedings of the Lodge, and making a complete record of all things proper to be written, and to keep the financial accounts between the Lodge and its members.  To receive all monies due the Lodge and pay them into the hands of the Treasurer; to prepare all reports for the Grand Lodge; to have in charge the seal of the Lodge, and to perform the other duties pertaining to the office, as may be ordered by the Master.”

“The qualities which should distinguish a Secretary are:

1. Quick comprehension.

2. Prompt attention to business.

3. Good penmanship.

4. Neatness in the manner of keeping his books.

5. Sterling integrity in his financial dealings with the Lodge and its members. 

"To be good and proficient Secretary is worthy of the ambition of any Mason.  He becomes the historian of the Lodge, and the records that he prepares, being the property of the Lodge, will be conveyed to future generations.  They may in after days, when the brethren have left their labor on earth (and even the Lodge may cease to exist), remain the only monument by which their work will be remembered.  Frequently, matters of the highest importance must be settled by reference to the Secretary’s book of minutes, as the only reliable evidence.”

“The Lodge, which has secured for this office a brother thoroughly competent for the discharge of its duties, and who feels interested in the work, will do well to value highly and retain him in office.”

Further, we call your attention to the real importance of a Lodge Secretary’s job.  He must serve the Lodge at all times with dedication, devotion and total commitment if he is to be effective.

The Secretary’s job is equally as important as the Master’s, but the Secretary must always remember that he does not have the authority of the Master, is subordinate to him, and totally under his direction.

A Secretary must be a good listener, slow to anger, and patient with every member of his Lodge.  He must be willing to advise the Master and officers and do his best to prevent violations of Masonic law in the Lodge.

Violations of Masonic law, which have occurred in the past, in most cases, indicate an ignorance of the law itself.  The Master must be encouraged to refer to the Tennessee Masonic Code when in doubt, and the Secretary must satisfactorily inform himself of the various sections of the code which enumerate Lodge activities and regulations.  Thus he can help prevent embarrassment to himself and the Lodge officers.

Let us all remember that whether or not we agree with the law written in the code, is not the important point.  If the law is bad, let us propose amendments at the Grand Lodge Annual Communication in an honest effort to change the law.  Let us not fall into the trap of trying to ignore that part of the law we do not like or with which we do not agree.

The Lodge elects both a Secretary and a Treasurer; do not do both jobs.  The Treasurer has his duties to perform and the Secretary should not be expected to do the work of the Treasurer.  These two offices are meant to be a system of checks and balances, one against the other.

Do not keep records in your head; always operate under the premise that today could be your last.  Leave your affairs orderly and well documented for your successor. 

Bylaws

The Bylaws in Appendix A of the Masonic Code, entitled “Uniform Code of Bylaws”, suggests some additional duties of the Secretary, Article III, Section 2 & Section 6:


Sec.2.  The Secretary shall keep a correct record of all proceeding of the Lodge lawful to be written; preserve all papers and records belonging to the Lodge; keep a separate ledger account of each member, showing the amount of dues he has paid, date of birth when possible, and the date of his admission, initiation, passing, raising, restoration, withdrawal, suspension, expulsion, or death; keep the financial records of the Lodge in such manner and condition that they may be verified and audited at any time; and perform the duties generally expected of a Secretary.”


Sec. 6.  The Secretary shall read to the Lodge each year, at a stated meeting in ____________________, the names of those members whose dues for the Lodge’s previous year have not been paid or remitted and charges shall be preferred against such members, in the manner prescribed by Grand Lodge law, not later than the first stated meeting in ________________.”

Each Lodge’s set of Bylaws may or may not have the above Sections included. These sections, if included in your Bylaws, could be significantly different from those above.  The Section 2 & 6 above stated are only suggestions in the Code and not required.  So you need to review the Bylaws of your Lodge to inform you of the duties required of your office by your Lodge.  Here can be those special duties of your Lodge’s Secretary, which have been determined by your Lodge and sanctioned to the Office.

Your complete working knowledge of the Bylaws of your Lodge is a must.  You will make many a decision based upon the rules and regulations as set forth in them.  As said before, you are the link between your members and the Lodge and there will be many times when questions will be asked you which are specifically covered in the Bylaws.  You are also charge with keeping the Bylaws and seeing to their distribution to new Master Masons.  Each Master Mason upon being raised should be supplied with his apron, his dues card, a copy of the Tennessee Craftsman, and a copy of the Lodge’s Bylaws. 

Lodge/Community Requirements

Size


The basic duties of a Secretary will not vary significantly from Lodge to Lodge – regardless of its size.  However, the complexity of these requirements may vary directly with the number of members of that Lodge.  Generally speaking, the larger the Lodge the greater the complexity of duties of the Secretary, however, a small lodge can be much more challenging.


A small Lodge may have many more varied duties attached to the Secretary's position, in as much as there are fewer members whom a Master can delegate or have volunteer for the many projects completed by members of large lodges.  For instance the publication of a newsletter.  In many large lodges, a member other than the secretary, sees that the publication is designed, written, published and mailed to the membership.   In a small lodge the Secretary usually plays the editor, reporter, publisher, and mailman for this vital communication of the lodge.  In some small Lodges everyone wears one or more hats - human resources are limited.  Generally speaking, 20% of the membership of any lodge are the ones that complete 80% of the work, and when we have more work to do we assign it to that same 20%.


In any lodge, regardless of size, the Secretary is it's backbone and the knowledge that they have and duties that they perform are vital to the success of that Lodge.  The Secretary is the communication link between every member and the Lodge.  There is usually not another member of the Lodge who knows the entire membership better and has some communication with every member of the Lodge at least one or two time per year.  The Secretary receives many complaints about what has or has not happened in the Lodge and is held by some, regardless of correctness, responsible for most everything.  He must work extremely close with his Worshipful Master and should know this person very well.  It is sometimes difficult, to say the least, for one person to be able to work with so many different Masters, for each has their own personality, methods to accomplish work, different programs, schedules, priorities, etc.  A Secretary has to be a physiologist, consultant, counselor, peacemaker, peer, subordinate, co-worker, leader, advisor, and teacher.  These are just a few hats you may have to wear as a Secretary of your Lodge.  You can also look forward to a long career because most Secretaries are elected for more than one term (thank goodness – it takes at least a year to even begin to know what you are supposed to do).


A secretary of a Lodge, regardless of size, will have to keep a well-equipped set of files with a sufficient quantity of supplies for the Lodge.  This will include (but not limited to) rituals, aprons, petitions (For the 3 Degrees, Demits, Plural Membership, Dual Membership, Affiliation, Restoration, etc.), summons, Notifications, Monthly Reports, Ledgers, etc.  This cadre of forms are as many as a small business made need in its operations.  You will need to be an excellent filer to be able to keep up with the archives of the Lodge and know where everything may be found.

The dues cards can become quite difficult to keep up with – especially if your lodge has a large number of members.  You should develop a method that will make issuing dues cards as easy as possible.  If might be convenient for you to have a folder on each of your members and place all information required in each folder (dues card, dues notices, notices sent, membership information, etc.).  Some lodges that have a small number of members might only need to put those cards in a three-ring binder and clip the cards when necessary.  As a Secretaries you may be making as many as three entries in different records with each member dues payment – Secretaries Cash Book, Membership Ledger, and Dues card sheet.    

Location
Metropolitan Areas


If your Lodge is located in a moderate to large city, you can look forward to having to juggling schedules, coordinating with Secretaries of other Lodges and Appendant Bodies, competing with up to thirty Lodges for candidates/membership, assisting Lodges conferring degrees, coordinating in setting programs not to conflict with other Lodges/Bodies, etc.  A metropolitan area has its difficulties specific to it as does that of a rural Lodge.  Both have difficulties with which to deal. 

In moderate to large cities, there are always many degrees being conferred on almost any day and any time.  There is only one way to deal with this problem, communicate with other Lodges/Bodies.  Knowing the nights that those Lodges around you do their work is essential and setting work appropriately can mean the success or failure of a program or degree.  However, you should also remember that there will always be conflicts; we would just hope to reduce them as much as possible.

Candidates have been a problem for many years in all our Lodges.  In Tennessee candidates may apply to any lodge in the county in which they reside

Chapter 12 Section 4.1201 - "...the territorial jurisdiction of each subordinate Lodge chartered or under dispensation, extends throughout the county in which it is located and includes the nearest Lodge by air-line distance, even if in a adjoining county...".).   There is another consideration required by the Masonic Code.

Chapter 12 Section 4.1203 - "A petition for the three degrees may be received only be the Lodge nearest to which the applicant resides....or by any Lodge in the county in which he resides...". 

Chapter 12 Sections 4.1201 – 4.1209 address Territorial and Personal Jurisdiction of a Lodge and is very intricate and exact - not subject to interpretation.  We must realize that a new member will probably attend Lodge and be more active if his Lodge is close to his residence.  We are always looking for more members but we would like for them to be an active member and not a number on a membership list. 

When the Master begins to set up his programs for the next year you should have the knowledge to advise of conflicts they may occur.  Your knowledge of what is going on in your area is essential to the success of your Lodge’s programs.  Because of the longevity of the Secretaries position, the knowledge of regular/yearly Masonic Programs through out the years is generally well known by the Secretary. 

Rural Areas

 If you are located in a rural area, you will do much visiting and helping other Lodges with their conferrals and generally will have fewer problems juggling schedules.  Also, you may not have many Appendant Bodies with which to coordinate. 

However, don’t think for a minute that you will not have scheduling problems.  There may not be many problems coordinating conferral of degrees, however, be extra careful scheduling programs for your lodge during the year.  These programs should be so set that they not conflict with any in the local area.  This will maximize attendance at all Masonic Programs in the area and thereby increase the visibility of the Masonic Fraternity.  Conferring degrees should be widely visited throughout the local area and scheduled in such a matter to maximize attendance at these degrees.  We all need help with our conferrals, but the most important thing is to show love for the fraternity and support of the candidate.

Jurisdiction is as critical of a concern in the rural area Lodges, if not more so, than that of Metropolitan Lodges.  Here, strict study of the code is always a must.  Also, there may have been in the past, agreements made (in accordance with..."Chapter 12, Section 4.1201 para 2) setting forth boundary lines between lodges.  A thorough knowledge of the Masonic Code on jurisdictional matters is a must for the Secretary; discipline may be the results of ignorance in this matter.  Be sure to review the Masonic Code Chapter 12, 4.1201 – 4.1209 thoroughly.

Activities
With most activities of the Lodge, the secretary is usually right in the middle of things.  He most always has a hand in the planning, development and follow through.  The communication of the activity is one of the greatest duties, and should be done in sufficient advance to allow attendance to be its maximum.  Don’t ever plan a program and then the week before try to inform everyone of it.  That will assure its failure.  Plan far in advance, send information to the members at least two months before the event, and then continue to remind a member of your and other lodges at all stated and called meetings.  It would also be a good idea to send notices to those lodges close at hand whom you would like to attend.  The more lodges represented at any program the better that program will be.

 The Secretary, as well as all the other officers, should be directly involved in the development of the Lodge’s yearly program.  The Secretary is most always a rock on which the programs are developed.  His input can greatly enhance their success.  He has the insight of history of Lodge programs and can have suggestions that may overcome problems that may develop.  His position is usually one of longevity and can draw upon knowledge of past successes and failures.

Always have an open mind and be ready to accept changes, different ways of doing things, and new programs.  Support the programs of the Master with excitement and pleasure.  Be flexible in your position and remember that the Master is always in charge and your position is only one of an advisor.  This is a delicate balance that should never be upset.

Tradition
There are some cases of Lodges assigning duties to the Secretary that are not positional but only has a connection to the position through tradition.  These duties may not be included in the Bylaws or any other written document.  These duties are transmitted unimpaired from one Secretary to the other and are not set in law or regulation.  To these you should be most sensitive.  Here you should make an attempt to have them included in your Bylaws.  There are at times many hidden duties in the position of Secretary and all those that can should be reduced to writing.

Communication
Communication is a most important duty of a Lodge Secretary - regardless of size or location.  The Secretary uses many and varied ways of communication to its members and the community.  He establishes a link with every member or the Lodge and is a contact for everyone in the Lodge.  Around this position revolves the success or failure of the Lodge in many things it does.  If the Secretary does not keep in contact with all its members the Lodge would be sure to fail in many of its endeavors.

A lodge newsletter is a great way to keep the Lodge members informed of what is going on with the Lodge and Masonry in general.  Timely publication of this information is directly related to the success of what the lodge does and the attendance at degrees and stated meetings.  If your lodge does not have a newsletter you should encourage the development of one.

You should make contact with every member of your lodge at least twice a year and more if possible.  A newsletter suffices well, but if possible, a letter would do nicely.  On your special programs send out notices of the event at least two months before it, as well as putting it in your newsletter – if you have one.  A yearly program with all the dates and times of the special events the Lodge will have during the Masters year would be a good publication to send to all members.  Plans could be made in a timely manner for attendance of these events and to schedule other personal events around them.

Your abilities to communicate with other people are of the greatest importance.  You will be dealing with many people and no two people are alike.  You should be able to communicate well with your Master and his officers.  Remember you are HIS Secretary and HE is YOUR MASTER.  The Secretary serves his Lodge.

You may also be required to learn to operate a computer and varying types of software.  If you have never worked with a computer, this may be a very trying experience.  It is much easier to accomplish most recording, mailing, filing, reports, and minutes by use of a computer.  You can even send in your monthly reports to the Grand Lodge by FAX (saves 32 cent stamp, but cost about 17 cents for the long distance call).  If in your lodge there are large numbers (or even small numbers) of members with computers this can be a very easy way to maintain communication with them – through E-Mail or a WEB Page for your Lodge.   We are very quickly moving into the Computer age and our jobs as Secretaries can be made easier by their use in all aspects of the Lodge (Newsletters, Notices, Form Letters, Summons, Letters of Thanks/Appreciation, etc.)  Mail Merges/Data Base Files are wonderful tools.

Masonic Code
The Titles and Chapters of the Masonic Code that is most appropriate for Secretaries are the following:

TITLE 4

THE SUBORDINATE LODGE

Chapter 1

New Lodges

Chapter 2

Concerning Charters

Chapter 3

Election and Installation of Officers

Chapter 4

The Worshipful Master

Chapter 5

Senior and Junior Wardens

Chapter 6

Other Officers

Chapter 7

Past Masters

Chapter 8

Lodge Committees

Chapter 9

Powers or Attributes of a Lodge

Chapter 10

Duties and Limitations of a Lodge

Chapter 11

Lodge Meetings, Time and Place

Chapter 12

Territorial and Personal Jurisdiction of a Lodge

Chapter 13

Candidates and Petitions for Degrees

Chapter 14

Enter Apprentices and Fellow Crafts

Chapter 15

Degrees and Lectures

Chapter 16

Lodge Membership and Rights

Chapter 17

Objections

Chapter 18

Dues

Chapter 19

Bylaws

Chapter 20

Voting

Chapter 21

Summons

Chapter 22

Masonic Burial

Chapter 23

Processions

Chapter 24

Lodge of Research

TITLE 5

THE INDIVIDUAL MASON

Chapter 1

Demits, Transfers, Affiliation, and Nonaffiliation

Chapter 2

Visiting and Avouchment

Chapter 3

Charity

Chapter 4

Dual Membership

Chapter 5

Plural Membership

TITLE 6

THE PENAL CODE

Chapter 1

General

Chapter 2

Offenses

Chapter 3

Punishments

Chapter 4

Jurisdiction

Chapter 5

Charges

Chapter 6

Trials

Chapter 7

Appeals

Chapter 8

Restoration

Chapter 9

The Lodge

Chapter 10

Summary Proceedings

Chapter 11

Automatic Suspensions

The above sections of the code are essential knowledge for a Secretary of a Lodge.  It would be extremely difficult, at this time, to deal specifically with any Chapter within Title 4, 5, or 6.  These each would make a lesson in itself.  A course on the Masonic code is in development and will be available soon, and I encourage all Secretaries to apply for this course.  It would greatly benefit a new Secretary or a Veteran.  Remember that you can never be too familiar with the code.

As a Secretary you may be dealing with one or more of these subjects everyday.  Over the years as a Veteran Secretary the information contained therein will become second nature, but it is always a good idea to review those procedures that are not as frequently used.

Monthly Reports

General Rules And Procedures

The Lodge Secretary must report monthly all membership activity in his Lodge during the month on the appropriate forms provided. These forms are conveniently designed to be bound in a standard three-ring binder and should be filled out in duplicate. After the last meeting of the month, the originals must be sent to the Grand Secretary and the carbon copies retained for your records.

The monthly report covers all activity for a calendar month-e.g., January 1 - 31, February 1 - 28,~March 1 - 31, etc. Stated meetings have nothing to do with when a month's activity report ends. The report must be received in the office of the Grand Secretary by the 10th day of the succeeding month-e.g., January report must be received by February 10th. The only exception to this is an allowance for postal service, which provides that if the activity report is postmarked by the 7th day of the month, then even if it is received after the 10th it is considered to be on time.

Upon completion of the last meeting of the year, complete the monthly activity report for December and the single page annual return form and mail them both to the Grand Secretary so your annual return may be prepared by the computer.

All reports must contain your LODGE NUMBER and NAME, the MONTH and YEAR of the report, the DATE of completion and the Lodge Secretary's SIGNATURE.

Each member of your Lodge has been assigned a unique nine-digit data processing number. The first four digits reflect your Lodge number and the next five digits the member's roll number within the Lodge.

These numbers are computer assigned and are designed primarily for office and computer use. You will not be required to report these numbers. The office staff will fill in that portion of your monthly report.

The member's name should be as complete as possible. Please furnish the entire first and middle flames. All names should be recorded in the sequence LAST, FIRST MIDDLE, SUFFIX. If the member has no middle name, you should specify this by indicating (FN). If a member has a first or middle initial only, record the initial followed by (10). Enter the suffix to a member's name using the following alphabetic abbreviations: SR, JR, Ill, IV, etc. It is important that the complete name is always recorded in the same manner. The complete name must accompany all membership activity.  Do not use nicknames ("Bud") or abbreviations (Geo.).

All dates recorded must be in the numeric designation for month, day and year-e.g., 01/15/80. DO NOT USE Jan. 15,1980, etc.

NOTE:
It is important to be as accurate as possible when reporting member​ship activity, as the information maintained on file will be used to prepare the annual return at the year-end. The accuracy of the data to be reported in the annual return is dependent on the accuracy of the information provided by each Secretary.

Monthly Activity Report

The monthly activity report will be used to report all of the activity in your Lodge. You should use it to report all petitions for the three degrees, all degree dates, affiliations, restorations, transfers, demits, suspensions, expulsions, deaths, waivers of jurisdiction (both in and out) and any corrections to previously reported data.

There are four main sections to this form:

Member Name       The complete name for each member in the sequence LAST, FIRST MIDDLE, SUFFIX. The complete name must be included when any type of activity is reported.

Degree Dates         The date fields are to be filled in with the appropriate date on which the candidate received his Masonic degrees.

Activity                  This section is to be used to report any type of activity that affects membership status. Both the "code" of activity and the date of the activity must be included. There are eighteen types of activity that may be coded. They are described on the top of each form and details of each type of activity will be found on the succeeding pages of this manual.

                                     PET
-Petition received


REJ
-Petition rejected


OBJ
-Petition objected to


PWD
-Petition withdrawn


DMT
-Dual member in other state


DMO
-Dual member from other state


DTI
-Dual membership terminated in TN


DTO 
-Dual membership terminated out of State

                                     PMT       -Plural Member in  TN Lodge

                                     PMO
Plural Member Terminated


AFF
-Affiliated with your Lodge


RES
-Restored from NPD, UMC or EXP


RGL
-Restored by Grand Lodge


TRS
-Transferred to another Lodge


DEM
-Demit only - no other Lodge


NPD
-Suspended for non-payment of dues


UMC
-Suspended for unmasonic conduct


SGM
-Suspended by Grand Master or Grand Lodge


EXP
-Expelled from Masonry


WVO
-Waiver of jurisdiction granted


WVI
-Waiver of Jurisdiction received

                                     DEC
-Member deceased


EA
-E. A. Degree


FC
- F. C. Degree


MM
- M. M. Degree

The numeric activity date, in the sequence month/day/year, must always be entered-e.g., 01/15/80.

Entries for fifteen different members can be reported on one report page. The report should be filled out as the activity occurs and submitted to the Grand Secretary on a monthly basis. The Lodge Secretary should fill out these reports in duplicate, keeping a carbon copy for his files. It is not necessary to report the names in alphabetical order. Enter the activity as it occurs!  Should the number of transactions exceed one page, use additional pages as needed.

Remarks Section
This section is used to correct any erroneous data, such as suspended in error, wrong degree dates, name misspelled, , etc. You must furnish the MEMBER'S COMPLETE NAME, the INFORMATION THAT IS IN ERROR, followed by the CORRECT INFORMATION, with proper codes and dates.

Change of Address
This section should be you to report any change of address data on any of your members.  It is critical to maintain a correct data base of addresses at the Grand Lodge – it is most helpful and cost proficient when mailing information to our members.

The purpose of the ACTIVITY REPORT FORM is for the Lodge Secretary to report all activity involving petitioners and members within a given month, as illustrated in the examples on the previous pages.

Should the transactions exceed one page, use additional pages as needed!

Petitions

Each month report every petition for the three degrees that your Lodge receives. Enter the petitioner's full name (LAST, FIRST MIDDLE, SUFFIX), his birth date, the code PET and the date of the stated meeting at which received, under the "Other Activity" column.

If a petition is rejected, report the petitioner's full name and under the "Other Activity" column use the code REJ and the date of the stated meeting at which the petition was rejected.

If an objection is placed with the Worshipful Master against a petitioner, report this as an OBJ code, under the "Other Activity" column, and include the date the objection was placed. (This date is the date used to determine the time when a new petition may be received. See Section 4.1703 of the TMC.)

A petition may be withdrawn by unanimous vote of the Lodge after a request for such action is made by the petitioner through an officer of the Lodge, or by one of the recommenders who signed the petition. If the petition is withdrawn, report the full name (LAST, FIRST MIDDLE, SUFFIX) and under "Other Activity" use the code PWD with the date of the stated meeting at which withdrawn.

CAUTION:
Do not report petitions for affiliation or restoration.

NOTE: See example next page.

	 SEQ CHAPTER \h \r 1MONTHLY ACTIVITY REPORT
COVERS PERIOD OF ONE CALENDAR MONTH. 

MUST BE RECEIVED BY THE GRAND SECRETARY

NOT LATER THAN 10TH  DAY OF SUCCEEDING MONTH

PLEASE TYPE OR PRINT ALL INFORMATION
	PETITION CODES

PET
Petition Received

REJ
Petition Rejected

OBJ
Petition Objected To

PWD 
Petition Withdrawn
DEGREE CODES

EA
E. A. Degree

FC
F. C. Degree

MM
M. M. Degree
	PLURAL MEM. CODES

PMT
Plural mem. In Tenn. Lodge

PMO
Plural mem. terminated
DUAL MEM. CODES

DMT
Dual Mem. To Other St.

DMO
Dual Mem. From Other St.

DTO
Dual Mem. Term. Out of St.

DTI
Dual Mem. Term in TN
	MISC CODES
AFF
Affiliated with your Lodge

RES
Restored from NPD, UMC, EXP

RGL
Restored by Grand Lodge

TRS
Transferred to another Lodge

DEM
Demit only no other Lodge

NPD
Suspended nonpayment of dues

UMC
Suspended unmasonic conduct

SGM
Suspended by Gr. Mas. or Gr. Lodge

EXP
Expelled from Masonry

WVO
Waiver of Jurisdiction granted

WVI
Waiver of Jurisdiction received

DEC
Deceased


	
LODGE NO        95                
LODGE NAME   Whitestation-OK Houck              

MONTH        May            

YEAR  2004                      


	FULL NAME

LAST, FIRST, MIDDLE, SUFFIX
	BIRTH DATE
	INITIATED
	PASSED
	RAISED
	OTHER ACTIVITY

	
	
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	CODE
	DATE
	LODGE
	ST

	 Alexander, Samuel Luke
	12/04/49
	
	
	
	
	
	
	
	
	
	PET
	05/07/04
	
	

	 Brooks, Floyd (FN)
	06/14/75
	
	
	
	
	
	
	
	
	
	REJ
	05/07/04
	
	

	 Joseph, Will K. (IO)
	11/20/71
	
	
	
	
	
	
	
	
	
	OBJ
	05/07/04
	
	

	 Henry, Everett Lee
	02/02/66
	
	
	
	
	
	
	
	
	
	PWD
	05/07/04
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Remarks:  Synopsis of Grand Lodge Communication read in open Lodge                                                                                                                                                                                                                                                                                                                                                                
	DATE 06/05/03

SECRETARY 

	ADDRESS CORRECTIONS AS NEEDED

	NAME:   John C. Cohen                                                                                                
ADDRESS:  2297 Old Oak Drive                                                                                          
CITY:   Collierville                      STATE:   TN      ZIP  38017                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                         


DEGREE DATES

For every degree the candidate receives in the current month, enter the degree date in the proper column. IT IS NOT NECESSARY TO COMPLETE THE "LODGE" AND "STATE" COLUMNS FOR DEGREES CONFERRED IN YOUR LODGE.

If the degree received is the first degree, make sure you report FULL NAME, BIRTH DATE and the DEGREE DATE.

CAUTION:     Only report a degree date ONE TIME. If a candidate receives his FC degree this month DO NOT REPORT his EA degree again and DO NOT REPORT his birth date again.

Do not report any courtesy work your Lodge does for another Lodge.

If reporting a degree on a brother, who has not advanced within the previous ten (10) years, please indicate in the "Initiated" or "Passed" section the year he received previous degrees. (Any who do not advance within ten years are placed by the computer in the inactive file.)

If the candidate receives a degree this month and then has some other activity (such as receiving the third degree and transferring to another Lodge) all of this information may be entered on the same line. Simply complete the degree date column and also the "Other Activity" columns. It is not necessary to reenter his name on another line.

Note:  See example next page.


	 SEQ CHAPTER \h \r 1MONTHLY ACTIVITY REPORT
COVERS PERIOD OF ONE CALENDAR MONTH. 

MUST BE RECEIVED BY THE GRAND SECRETARY

NOT LATER THAN 10TH  DAY OF SUCCEEDING MONTH

PLEASE TYPE OR PRINT ALL INFORMATION
	PETITION CODES

PET
Petition Received

REJ
Petition Rejected

OBJ
Petition Objected To

PWD 
Petition Withdrawn
DEGREE CODES

EA
E. A. Degree

FC
F. C. Degree

MM
M. M. Degree
	PLURAL MEM. CODES

PMT
Plural mem. In Tenn. Lodge

PMO
Plural mem. terminated
DUAL MEM. CODES

DMT
Dual Mem. To Other St.

DMO
Dual Mem. From Other St.

DTO
Dual Mem. Term. Out of St.

DTI
Dual Mem. Term in TN
	MISC CODES
AFF
Affiliated with your Lodge

RES
Restored from NPD, UMC, EXP

RGL
Restored by Grand Lodge

TRS
Transferred to another Lodge

DEM
Demit only no other Lodge

NPD
Suspended nonpayment of dues

UMC
Suspended unmasonic conduct

SGM
Suspended by Gr. Mas. or Gr. Lodge

EXP
Expelled from Masonry

WVO
Waiver of Jurisdiction granted

WVI
Waiver of Jurisdiction received

DEC
Deceased


	
LODGE NO       95                 
LODGE NAME   Whitestation-OK Houck                          

MONTH     June                           

YEAR    2004                    


	FULL NAME

LAST, FIRST, MIDDLE, SUFFIX
	BIRTH DATE
	INITIATED
	PASSED
	RAISED
	OTHER ACTIVITY

	
	
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	CODE
	DATE
	LODGE
	ST

	 Nash, Charles Glenn
	03/23/77
	06/05/04
	
	
	
	
	
	
	
	
	
	
	
	

	 Leonard, Oliver H. (IO)
	
	
	
	
	06/12/04
	
	
	
	
	
	
	
	
	

	 Phillips, Homer (FN)
	
	
	
	
	
	
	
	06/19/04
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Remarks:                                                                                                                                                                                                                                                                                                                                                                  
	DATE 07/03/04

SECRETARY 

	ADDRESS CORRECTIONS AS NEEDED

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                         


Affiliations

When a member affiliates or re-affiliates with your Lodge it is necessary that you furnish all historical data on this member.

Please complete ALL sections of the report form to include BIRTH DATE, DEGREE DATES, including the LODGE and STATE in which received, and all other historical data that is available. This will include ALL previous transfers/demits, suspensions and restorations. These should be listed in chronological order.  The correct code for affiliation is AFF.

If there is information available as to previous Tennessee Lodge offices held, report such data in the REMARKS section of the report-e.g. SMITH, JOHN HENRY

-Past Master No.232.  Members affiliated from other Tennessee Lodges maintain their Grand Lodge membership if they are a Past Master, and thus, if they are not reported as a Past Master, the records will not show them entitled to a ballot when attending Grand Lodge.

Use the standard Post -Office state codes when reporting activity in another state. The standard abbreviation for Tennessee is TN.

Note:  See example next page.

	 SEQ CHAPTER \h \r 1MONTHLY ACTIVITY REPORT
COVERS PERIOD OF ONE CALENDAR MONTH. 

MUST BE RECEIVED BY THE GRAND SECRETARY

NOT LATER THAN 10TH  DAY OF SUCCEEDING MONTH

PLEASE TYPE OR PRINT ALL INFORMATION
	PETITION CODES

PET
Petition Received

REJ
Petition Rejected

OBJ
Petition Objected To

PWD 
Petition Withdrawn
DEGREE CODES

EA
E. A. Degree

FC
F. C. Degree

MM
M. M. Degree
	PLURAL MEM. CODES

PMT
Plural mem. In Tenn. Lodge

PMO
Plural mem. terminated
DUAL MEM. CODES

DMT
Dual Mem. To Other St.

DMO
Dual Mem. From Other St.

DTO
Dual Mem. Term. Out of St.

DTI
Dual Mem. Term in TN
	MISC CODES
AFF
Affiliated with your Lodge

RES
Restored from NPD, UMC, EXP

RGL
Restored by Grand Lodge

TRS
Transferred to another Lodge

DEM
Demit only no other Lodge

NPD
Suspended nonpayment of dues

UMC
Suspended unmasonic conduct

SGM
Suspended by Gr. Mas. or Gr. Lodge

EXP
Expelled from Masonry

WVO
Waiver of Jurisdiction granted

WVI
Waiver of Jurisdiction received

DEC
Deceased


	
LODGE NO      95                  
LODGE NAME Whitestation-OK Houck                            

MONTH    July                               

YEAR  2004                      


	FULL NAME

LAST, FIRST, MIDDLE, SUFFIX
	BIRTH DATE
	INITIATED
	PASSED
	RAISED
	OTHER ACTIVITY

	
	
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	CODE
	DATE
	LODGE
	ST

	 Walker, Wilbur Columbus
	05/23/70
	04/22/93
	0284
	sc
	05/28/93
	0284
	SC
	07/03/93
	0284
	SC
	AFF
	12/14/93
	0284
	SC

	       “           “            “
	
	
	
	
	
	
	
	
	
	
	AFF
	01/15/97
	0128
	SC

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Remarks:                                                                                                                                                                                                                                                                                                                                                                  
	DATE 08/07/04

SECRETARY

	ADDRESS CORRECTIONS AS NEEDED

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                         


Dual/Plural Membership

Tennessee law permits a member of a Tennessee Lodge to affiliate as a dual member with a Lodge in another state. If a member of your Lodge, after receiving the necessary approval through the two Grand Lodge offices, is elected to dual member​ship in a Lodge in another state, report this activity using a DMT code under "Other Activity", along with the date reported to you as the date of his affiliation.

If a member of a Lodge in another state desires to affiliate with your Lodge as a dual member and if, after receiving proper approval through the two Grand Lodge offices, he is elected to dual member​ship in your Lodge, you should report this activity as a DMO, along with the date he was elected in your Lodge.

In addition to the date of his affiliation, you must report ALL historical data, including birth date, degree dates and any previous transfers/demits, suspensions and restorations. These 'should be listed in chronological order.

If a member holding dual membership terminates this dual membership, this activity should be reported as a DMD, including the date terminated, in the "Other Activity" column of your monthly activity report.

Note:  See example next page.

	 SEQ CHAPTER \h \r 1MONTHLY ACTIVITY REPORT
COVERS PERIOD OF ONE CALENDAR MONTH. 

MUST BE RECEIVED BY THE GRAND SECRETARY

NOT LATER THAN 10TH  DAY OF SUCCEEDING MONTH

PLEASE TYPE OR PRINT ALL INFORMATION
	PETITION CODES

PET
Petition Received

REJ
Petition Rejected

OBJ
Petition Objected To

PWD 
Petition Withdrawn
DEGREE CODES

EA
E. A. Degree

FC
F. C. Degree

MM
M. M. Degree
	PLURAL MEM. CODES

PMT
Plural mem. In Tenn. Lodge

PMO
Plural mem. terminated
DUAL MEM. CODES

DMT
Dual Mem. To Other St.

DMO
Dual Mem. From Other St.

DTO
Dual Mem. Term. Out of St.

DTI
Dual Mem. Term in TN
	MISC CODES
AFF
Affiliated with your Lodge

RES
Restored from NPD, UMC, EXP

RGL
Restored by Grand Lodge

TRS
Transferred to another Lodge

DEM
Demit only no other Lodge

NPD
Suspended nonpayment of dues

UMC
Suspended unmasonic conduct

SGM
Suspended by Gr. Mas. or Gr. Lodge

EXP
Expelled from Masonry

WVO
Waiver of Jurisdiction granted

WVI
Waiver of Jurisdiction received

DEC
Deceased


	
LODGE NO        95                
LODGE NAME  Whitestation-OK Houck                     

MONTH    August                               

YEAR  2004                      


	FULL NAME

LAST, FIRST, MIDDLE, SUFFIX
	BIRTH DATE
	INITIATED
	PASSED
	RAISED
	OTHER ACTIVITY

	
	
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	CODE
	DATE
	LODGE
	ST

	 Dixon, William Turk
	
	
	
	
	
	
	
	
	
	
	DMT
	08/01/81
	0643
	AR

	 Anderson, Clifford A. (IO)
	03/28/47
	06/12/80
	0804
	ny
	 07/22/80
	0804
	NY
	08/30/80
	0804
	NY
	DMO
	08/06/81
	0804
	NY

	 Wilson, John Andrew
	
	
	
	
	
	
	
	
	
	
	DMD
	08/06/81
	0009
	KY

	 Johnson, James Hamilton
	
	
	
	
	
	
	
	
	
	
	PMT
	08/06/81
	0075
	TN

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Remarks:                                                                                                                                                                                                                                                                                                                                                                  
	DATE 09/09/04

SECRETARY

	ADDRESS CORRECTIONS AS NEEDED

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                         


Restorations

When a member is restored to membership in your Lodge, it is necessary that you furnish all historical data on this member.

Please complete ALL sections of the report form to include BIRTH DATE, DEGREE -DATES, including the LODGE and STATE in which received, and all historical data that is available. This will include ALL previous transfers/demits, suspensions and restorations. These should be listed in chronological order.  The code for restoration is RES.

If there is information available as to previous Tennessee Lodge offices held, report such data in the REMARKS section of the report-e.g., SMITH, JOHN HENRY

- Past Master No.3. This is particularly true of Past Masters of Tennessee Lodges, as the computer is used to determine Grand Lodge membership and thus entitlement to a ballot when attending Grand Lodge.

Use the standard Post Office State codes when reporting activity in another state. The standard abbreviation for Tennessee is TN.

If a member was suspended by the Grand Master or the Grand Lodge, he can ONLY BE RESTORED BY THE GRAND LODGE. (See Section 6.802 of the TMC.)

When the Grand Lodge restores a member, use the restoration code RGL.

Note:  See example next page.

	 SEQ CHAPTER \h \r 1MONTHLY ACTIVITY REPORT
COVERS PERIOD OF ONE CALENDAR MONTH. 

MUST BE RECEIVED BY THE GRAND SECRETARY

NOT LATER THAN 10TH  DAY OF SUCCEEDING MONTH

PLEASE TYPE OR PRINT ALL INFORMATION
	PETITION CODES

PET
Petition Received

REJ
Petition Rejected

OBJ
Petition Objected To

PWD 
Petition Withdrawn
DEGREE CODES

EA
E. A. Degree

FC
F. C. Degree

MM
M. M. Degree
	PLURAL MEM. CODES

PMT
Plural mem. In Tenn. Lodge

PMO
Plural mem. terminated
DUAL MEM. CODES

DMT
Dual Mem. To Other St.

DMO
Dual Mem. From Other St.

DTO
Dual Mem. Term. Out of St.

DTI
Dual Mem. Term in TN
	MISC CODES
AFF
Affiliated with your Lodge

RES
Restored from NPD, UMC, EXP

RGL
Restored by Grand Lodge

TRS
Transferred to another Lodge

DEM
Demit only no other Lodge

NPD
Suspended nonpayment of dues

UMC
Suspended unmasonic conduct

SGM
Suspended by Gr. Mas. or Gr. Lodge

EXP
Expelled from Masonry

WVO
Waiver of Jurisdiction granted

WVI
Waiver of Jurisdiction received

DEC
Deceased


	
LODGE NO       95                 
LODGE NAME  Whitestation-OK Houck                           

MONTH    Sept                               

YEAR  2004                      


	FULL NAME

LAST, FIRST, MIDDLE, SUFFIX
	BIRTH DATE
	INITIATED
	PASSED
	RAISED
	OTHER ACTIVITY

	
	
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	CODE
	DATE
	LODGE
	ST

	 Hope, Charles Leroy
	03/08/47
	05/25/71
	0003
	tn
	07/21/71
	0003
	TN
	08/24/81
	0003
	TN
	NPD
	12/04/81
	0003
	TN

	     “           “         “
	
	
	
	
	
	
	
	
	
	
	RES
	10/06/04
	0003
	TN

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Remarks:                                                                                                                                                                                                                                                                                                                                                                  
	DATE 11/03/04

SECRETARY

	ADDRESS CORRECTIONS AS NEEDED

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                         


Transfers And Demits

If a member transfers to another Lodge, whether in Tennessee or elsewhere, enter the code TRS in the code column of the "Other Activity" section, followed by the date the Lodge voted to grant the transfer, the Lodge number he transferred to, and the state in which it is located. The transfer date MUST BE THE DATE OF THE STATED MEETING AT WHICH THE TRANSFER WAS APPROVED. (See Section 151 of the TMC.)

NOTE:
Remember to always include the complete name when reporting membership activity!

Note:  See example next page.
	 SEQ CHAPTER \h \r 1MONTHLY ACTIVITY REPORT
COVERS PERIOD OF ONE CALENDAR MONTH. 

MUST BE RECEIVED BY THE GRAND SECRETARY

NOT LATER THAN 10TH  DAY OF SUCCEEDING MONTH

PLEASE TYPE OR PRINT ALL INFORMATION
	PETITION CODES

PET
Petition Received

REJ
Petition Rejected

OBJ
Petition Objected To

PWD 
Petition Withdrawn
DEGREE CODES

EA
E. A. Degree

FC
F. C. Degree

MM
M. M. Degree
	PLURAL MEM. CODES

PMT
Plural mem. In Tenn. Lodge

PMO
Plural mem. terminated
DUAL MEM. CODES

DMT
Dual Mem. To Other St.

DMO
Dual Mem. From Other St.

DTO
Dual Mem. Term. Out of St.

DTI
Dual Mem. Term in TN
	MISC CODES
AFF
Affiliated with your Lodge

RES
Restored from NPD, UMC, EXP

RGL
Restored by Grand Lodge

TRS
Transferred to another Lodge

DEM
Demit only no other Lodge

NPD
Suspended nonpayment of dues

UMC
Suspended unmasonic conduct

SGM
Suspended by Gr. Mas. or Gr. Lodge

EXP
Expelled from Masonry

WVO
Waiver of Jurisdiction granted

WVI
Waiver of Jurisdiction received

DEC
Deceased


	
LODGE NO        95                
LODGE NAME  Whitestation-OK Houck                         

MONTH       Oct                            

YEAR  2004                      


	FULL NAME

LAST, FIRST, MIDDLE, SUFFIX
	BIRTH DATE
	INITIATED
	PASSED
	RAISED
	OTHER ACTIVITY

	
	
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	CODE
	DATE
	LODGE
	ST

	 Beals, Howard Houston
	
	
	
	
	
	
	
	
	
	
	TRS
	10/06/04
	0688
	TN

	Farnsworth, Joseph M. (IO)
	
	
	
	
	
	
	
	
	
	
	DEM
	10/06/04
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Remarks:                                                                                                                                                                                                                                                                                                                                                                  
	DATE 11/06/04

SECRETARY

	ADDRESS CORRECTIONS AS NEEDED

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                         


Suspensions

Non-Payment Of Dues

If a member has been suspended for non-payment of dues, enter NPD under the code column of "Other Activity", followed by the date of suspension, which must be the date of the meeting at which the trial was held, NOT SOME FUTURE DATE. (See Section 139.8 and 6.613 of the TMC.)

Unmasonic Conduct

If a member has been suspended for unmasonic conduct, enter UMC under the code column of "Other Activity", followed by the date of suspension. (See Chapter 3, Penal Code of the TMC.)

SUSPENSION BY GRAND MASTER OR GRAND LODGE

If a member has been suspended by the Grand Master or the Grand Lodge, enter

SGM under the code column of  "Other Activity", followed by the date of suspension.

A member suspended in this manner can ONLY BE RESTORED BY THE GRAND

LODGE. (See Section 6.802 of the TMC.)

Note:  See example next page.

	 SEQ CHAPTER \h \r 1MONTHLY ACTIVITY REPORT
COVERS PERIOD OF ONE CALENDAR MONTH. 

MUST BE RECEIVED BY THE GRAND SECRETARY

NOT LATER THAN 10TH  DAY OF SUCCEEDING MONTH

PLEASE TYPE OR PRINT ALL INFORMATION
	PETITION CODES

PET
Petition Received

REJ
Petition Rejected

OBJ
Petition Objected To

PWD 
Petition Withdrawn
DEGREE CODES

EA
E. A. Degree

FC
F. C. Degree

MM
M. M. Degree
	PLURAL MEM. CODES

PMT
Plural mem. In Tenn. Lodge

PMO
Plural mem. terminated
DUAL MEM. CODES

DMT
Dual Mem. To Other St.

DMO
Dual Mem. From Other St.

DTO
Dual Mem. Term. Out of St.

DTI
Dual Mem. Term in TN
	MISC CODES
AFF
Affiliated with your Lodge

RES
Restored from NPD, UMC, EXP

RGL
Restored by Grand Lodge

TRS
Transferred to another Lodge

DEM
Demit only no other Lodge

NPD
Suspended nonpayment of dues

UMC
Suspended unmasonic conduct

SGM
Suspended by Gr. Mas. or Gr. Lodge

EXP
Expelled from Masonry

WVO
Waiver of Jurisdiction granted

WVI
Waiver of Jurisdiction received

DEC
Deceased


	
LODGE NO       95                 
LODGE NAME  Whitestation-OK Houck                           

MONTH      Nov                             

YEAR   2004                     


	FULL NAME

LAST, FIRST, MIDDLE, SUFFIX
	BIRTH DATE
	INITIATED
	PASSED
	RAISED
	OTHER ACTIVITY

	
	
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	CODE
	DATE
	LODGE
	ST

	 Banks, Joseph Adam
	
	
	
	
	
	
	
	
	
	
	NPD
	11/05/04
	
	

	 Greenway, William Charles
	
	
	
	
	
	
	
	
	
	
	UMC
	11/09/04
	
	

	 Simpson, John S. (IO)
	
	
	
	
	
	
	
	
	
	
	SGM
	11/20/04
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Remarks:                                                                                                                                                                                                                                                                                                                                                                  
	DATE 12/03/04

SECRETARY

	ADDRESS CORRECTIONS AS NEEDED

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                         


Expulsions And Deaths

If a member has been expelled, enter EXP under the' code column of -"Other Activity", followed by the date of expulsion. (See Section 141.2.(c) and Chapter 3, Penal Code of the TMC.)

Deaths

If a member is deceased, enter DEC under the code column of "Other Activity", followed by the date of death.

NOTE: Remember to always include the COMPLETE MEMBER NAME when reporting membership activity!

NOTE: See example next page.

	 SEQ CHAPTER \h \r 1MONTHLY ACTIVITY REPORT
COVERS PERIOD OF ONE CALENDAR MONTH. 

MUST BE RECEIVED BY THE GRAND SECRETARY

NOT LATER THAN 10TH  DAY OF SUCCEEDING MONTH

PLEASE TYPE OR PRINT ALL INFORMATION
	PETITION CODES

PET
Petition Received

REJ
Petition Rejected

OBJ
Petition Objected To

PWD 
Petition Withdrawn
DEGREE CODES

EA
E. A. Degree

FC
F. C. Degree

MM
M. M. Degree
	PLURAL MEM. CODES

PMT
Plural mem. In Tenn. Lodge

PMO
Plural mem. terminated
DUAL MEM. CODES

DMT
Dual Mem. To Other St.

DMO
Dual Mem. From Other St.

DTO
Dual Mem. Term. Out of St.

DTI
Dual Mem. Term in TN
	MISC CODES
AFF
Affiliated with your Lodge

RES
Restored from NPD, UMC, EXP

RGL
Restored by Grand Lodge

TRS
Transferred to another Lodge

DEM
Demit only no other Lodge

NPD
Suspended nonpayment of dues

UMC
Suspended unmasonic conduct

SGM
Suspended by Gr. Mas. or Gr. Lodge

EXP
Expelled from Masonry

WVO
Waiver of Jurisdiction granted

WVI
Waiver of Jurisdiction received

DEC
Deceased


	
LODGE NO        95                
LODGE NAME Whitestation-OK Houck                           

MONTH           Dec                        

YEAR    2004                    


	FULL NAME

LAST, FIRST, MIDDLE, SUFFIX
	BIRTH DATE
	INITIATED
	PASSED
	RAISED
	OTHER ACTIVITY

	
	
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	CODE
	DATE
	LODGE
	ST

	Wright, Robert (FN)
	
	
	
	
	
	
	
	
	
	
	EXP
	12/05/04
	
	

	 Alexander, John Mode
	
	
	
	
	
	
	
	
	
	
	DEC
	09/21/04
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Remarks:  All 2005 Officers Installed on 12/20/04 – Open Installation                                                                                                                                                                                                                                                                                                                                                                
	DATE 01/04/05

SECRETARY

	ADDRESS CORRECTIONS AS NEEDED

	NAME:  James Calhon Jones                                                                                                 
ADDRESS:  2290 Hatch Road                                                                                          
CITY:   Covington                        STATE:   TN    ZIP 38051                         
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                         


Waiver Of Jurisdiction

If you grant a waiver of jurisdiction to an EA or FC, enter the full name, followed by (EA only) or (FC only), then enter WVR under the code column of "Other Activity", followed by the date granted. Section 4.1407 of the TMC prohibits granting a waiver to a particular Lodge. However, if you know what Lodge the member wishes to petition, please include the Lodge number and state in the appropriate column. This will enable us to check that Lodge for the continuation of his work.

If you receive an EA or FC on waiver of jurisdiction, enter the FULL NAME, BIRTH DATE, EA degree date/Lodge No./State, the same information for the FC if applicable, then enter WVR under  the code column of "Other Activity", followed by the date received, Lodge from which received and state abbreviation for state in which the granting Lodge is located.

NOTE: See example next page.

	 SEQ CHAPTER \h \r 1MONTHLY ACTIVITY REPORT
COVERS PERIOD OF ONE CALENDAR MONTH. 

MUST BE RECEIVED BY THE GRAND SECRETARY

NOT LATER THAN 10TH  DAY OF SUCCEEDING MONTH

PLEASE TYPE OR PRINT ALL INFORMATION
	PETITION CODES

PET
Petition Received

REJ
Petition Rejected

OBJ
Petition Objected To

PWD 
Petition Withdrawn
DEGREE CODES

EA
E. A. Degree

FC
F. C. Degree

MM
M. M. Degree
	PLURAL MEM. CODES

PMT
Plural mem. In Tenn. Lodge

PMO
Plural mem. terminated
DUAL MEM. CODES

DMT
Dual Mem. To Other St.

DMO
Dual Mem. From Other St.

DTO
Dual Mem. Term. Out of St.

DTI
Dual Mem. Term in TN
	MISC CODES
AFF
Affiliated with your Lodge

RES
Restored from NPD, UMC, EXP

RGL
Restored by Grand Lodge

TRS
Transferred to another Lodge

DEM
Demit only no other Lodge

NPD
Suspended nonpayment of dues

UMC
Suspended unmasonic conduct

SGM
Suspended by Gr. Mas. or Gr. Lodge

EXP
Expelled from Masonry

WVO
Waiver of Jurisdiction granted

WVI
Waiver of Jurisdiction received

DEC
Deceased


	
LODGE NO       95                 
LODGE NAME Whitestation-OK Houck                            

MONTH       Jan                            

YEAR    2005                    


	FULL NAME

LAST, FIRST, MIDDLE, SUFFIX
	BIRTH DATE
	INITIATED
	PASSED
	RAISED
	OTHER ACTIVITY

	
	
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	DATE
	LODGE
	ST
	CODE
	DATE
	LODGE
	ST

	 McCollough, Ervin Delane (EA Only)
	
	
	
	
	
	
	
	
	
	
	WVR
	01/05/05
	0113
	TN

	 Lunsford, Edwin  Clements
	11/23/58
	05/07/92
	0532
	ga
	06/08/92
	0532
	GA
	
	
	
	WVR
	01/05/05
	0523
	GA

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Remarks:                                                                                                                                                                                                                                                                                                                                                                  
	DATE 02/02/05

SECRETARY

	ADDRESS CORRECTIONS AS NEEDED

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          

	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                          
	NAME:                                                                                                   
ADDRESS:                                                                                            
CITY:                                            STATE:             ZIP                         


Corrections

To correct any erroneous data, such as suspended in error, wrong degree dates, name misspelled, Change of address, etc., use the REMARKS section or the Change of Address section (just need the name and the new address) of the activity report. You must furnish the MEMBER'S COMPLETE NAME, the INFORMATION THAT IS IN ERROR, followed by the CORRECT INFORMATION, with proper codes and dates.

The purpose of the ACTIVITY REPORT FORM is for the Lodge Secretary to report all activity involving petitioners and members within a given month, as illustrated in the examples on the previous pages.

Should the transactions exceed one page, use additional pages as needed!

Minutes

The transactions of your Lodge should be recorded faithfully and accurately. They should be protected securely for they are not public property. You are, in effect, the historian of the Lodge and your records are the current history of events as they transpire. Many times matters of great importance must be settled by reference to the minute book of the Secretary. It is therefore of vital importance that your minutes be neat, readable and complete.

The essentials for good minutes are:

1.
The place, the time and the date.

2.
Type of meeting (stated or called). (A record of special meetings should be carried in the minute book even though the Lodge is not opened.)

3.
Name and Number of  the Lodge.

4.
Degree on which the Lodge was opened.

5.
List of officers present and filling the stations and places, designating those "acting."

6.
Previous minutes which  were read and approved.

7.
Petitions received, including the committees to which they were assigned.

8.
Results of ballots on petitions.

9.
Reports of any other committees.

10.
All other business which comes before  the Lodge, including motions and resolutions, with their disposition, a list of the bills paid, and a lists of the communications read.

11.
Sjgnatures of the Worshipful Master and Secretary should be affixed immediately after approval.

All items of historical interest should be included in the minutes in detail. BE

NEAT; BE ACCURATE; BE EXPLICIT.

Membership Lists

Each year, in late January or early February, you will receive two copies of a computer listing of all Master Masons who were members of your Lodge as of December 31st of the previous year. You are required to check this list against your records to be sure all Master Masons are listed and all names are spelled correctly. This record is used for printing the dues cards in August.

When you have made any necessary corrections, return one copy of the list to the Grand Secretary's office by June 1st. Any corrections shown will then be entered in the computer file in order that your dues cards will be correct.  The second copy of the list is for your files.

At the same time you receive the alphabetical list, you will also receive one copy of the complete membership record of your Lodge. This will include all Entered Apprentices and Fellowcrafts who have received degrees within the last ten years.

If an EA or FC does not advance within ten years, the computer automatically removes this name and record from the active list and transfers it to an inactive computer file. This file is maintained in the Grand Secretary's office. Eventually the inactive file will con-tam the Masonic history of any Mason who has ever been a member of a Tennessee Lodge.

The list which contains the entire history of all your EA's, FC's and MM's is titled Master Proof Listing By Lodge. On it will be found the following information:

Line 1:       Member identification number

Member name

Member address (Recorded only for Master and Secretary. Past Masters address remains on file. We would like to have these kept current, as well as having addresses of all Past Masters.)

Member birth date

Total months of active membership for membership awards.

Lodge office, Grand Lodge office and committee assignments held. (See next page for a listing of these codes.)

Line 2:       EA, FC, MM degree dates, including Lodge in which received, followed by all other Masonic Lodge activity, in date order. This record continues on subsequent lines.

Last Line:  Total Names on file (EA, FC and MM)

Last Page:  Number of 50-year members in Lodge

Number of Master Masons in Lodge

Number of Past Masters (09) in Lodge

Number of Worshipful Masters (19) in Lodge (should always be 1)

Listed below are all of the activity codes that will appear on this listing. Each code includes the date of the activity, the Lodge number and state.

                                     PET
-Petition received


REJ
-Petition rejected


OBJ
-Petition objected to


PWD
-Petition withdrawn


DMT
-Dual member in other state


DMO
-Dual member from other state


DTI
-Dual membership terminated in TN


DTO 
-Dual membership terminated out of State

                                     PMT       -Plural Member in  TN Lodge

                                     PMO
Plural Member Terminated


AFF
-Affiliated with your Lodge


RES
-Restored from NPD, UMC or EXP


RGL
-Restored by Grand Lodge


TRS
-Transferred to another Lodge


DEM
-Demit only - no other Lodge


NPD
-Suspended for non-payment of dues


UMC
-Suspended for unmasonic conduct


SGM
-Suspended by Grand Master or Grand Lodge


EXP
-Expelled from Masonry


WVO
-Waiver of jurisdiction granted


WVI
-Waiver of Jurisdiction received

                                     DEC
-Member deceased


EA
-E. A. Degree


FC
- F. C. Degree


MM
- M. M. Degree

Dues Cards - Records
The one major record that required to be kept by the Secretary is the DUES CARDS.  The yearly dues cards are sent to the Secretary by the Grand Lodge and as members pay their dues these cards are sent to them.  There must be some formal record keeping for this process.  A Secretary Cash Record should be keep for all monies received by the Secretary and given to the Treasurer and his receipt given.  The Secretary should have three separate records that indicate dues have or have not been paid.  First the Brother’s check or cash is recorded in the Secretaries Cash Book, second the Lodges Ledger should indicate that the individual Brother has paid his dues, and the Dues Card Record should indicate the amount and date that the dues was paid.  This process is time consuming and seems to be very cumbersome; however each record in which an entry is made has its own purpose.

At the end of each year it is required that the Secretaries Cash Book and the Treasurer’s Cash Book be audited.  These two books include ALL transactions of the Lodge and those transactions between the Secretary and the Treasurer.  To, “...keep the financial records of the Lodge in such a manner and condition that they may be verified and audited at any time....”  is a suggested addition to Article III Section 2 of the “Uniform Code of Bylaws” in the Masonic Code of Tennessee.

“A separate ledger account of each member, showing the amount of dues he has paid, date of birth when possible, and the date of his admission, initiation, passing, raising, restoration, withdrawal, suspension, expulsion, or death;...” is a suggested addition to Article III Section 2 of the “Uniform Code of Bylaws” in the Masonic Code of Tennessee.  Also the sheet of dues cards sent to the Lodge by the Grand Lodge has entries for date and amount of dues paid.

It is also a requirement for the Secretary to place upon each paid dues card the SEAL of the Lodge and his signature.  Without these the dues card is not valid and a Brother receiving his card without either of these may have difficulty visiting a Lodge of Masons.
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