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Overview

* |In 2013, the Grand Lodge of Mark Master Masons
(GLMMM) sought to simplify, modernize and
streamline the process by introducing in electronic
format, the Annual Return of Members and the related
Invoice through a system known as Keystone on Line
(KOL).

* Implementation was hampered with various
complications, resulting in a somewhat chaotic two-
year period



Annual Returns to GLMMM

1. Annual Return of Members

— Due at the end of the month following the administrative year

2. Payment of Related Invoice

— Paid online of by cheque

3. Installation Return

— Due no later than one week following Installation Ceremony

4. Registration Form

— Duly signed by Candidate, Proposer, Seconder and Secretary/
Scribe is to be submitted when adding a Brother to GLMMM
Membership list



Annual Returns to GLMMM

SUBMISSION OF RETURNS

e Returns to GLMMM and the District should be
sent to W. Bro. Kirkland Douglas, deputy District
Grand Secretary for verification and collation.

 W. Bro. Douglas will then liaise with the District
Grand Secretary in regards to the submission of
the Returns to GLMMM and the District.
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Annual Return Invoice
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Annual Return of Membership. Dues, etc., for the Year ended 31 August, 2014

PHOENIX Lodge No 242

AMNNUAL DUES, ETC., PAYABLE

1. Total number of members at 31 August 2013

(from Item 10 of last return) A0
2. ADD number ADVANCED during year to 31° August 2014
(from Item 11, below) e 04
3. ADD number JOINED during year to 31* August 2014
(from Item 11, below) N 1
4.,  DUES payable for all the above .. Total: ... 44........ @ 5500 each
522,000.00 :
5. ADD(a) Registration fees unpaid for 2 above 04...... @ % 1000each 5
4.000.00
(b) Registration fees unpaid for 3 above L1 @ 5600 each 5
000 :
(c) Total additional payments (see 12 below) .. ... @ 5% 500 each 5
000 :
6. ADD balance carried forward (minus means paid in advance) 5
000

7. TOTAL PAYMENT TO DISTRICT GRAND LODGE
526,000.00
L — |
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10. TOTAL SUBSCSIBING MEMBERSHIP A5 AT 31 AUGUST, 2004 . 43 .. 43 —
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OVERVIEW

* In preparing Annual Reports for the various Lodges in
the Mark and Royal Ark Mariner (RAM) Orders, the
District has experienced a number of instances

where Minutes are not properly filed. The
impropriety of filing Minutes fall in two categories:

— The Physical filing of Summons, Minutes and other
Documents in the Minute Book

— Recording Procedures in Summonses, Minutes, Declaration
Book, Register of Members and Attendance Register






Physical Filings
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Physical Filings

* The Summons, preferably, should be pasted on
the left hand page of the Minute Book.

* The Minutes, Committee Report, Audit Report,
Statements of Account, Almoner’s Report etc., if
taken at a meeting, stapled together and pasted
in the Minute book on the right hand side (in the
manner illustrated on the following slides).

* This make for tidier, more secure and easy
navigation of the documents in the Minute Book.
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Summons

e Secretaries/Scribes should ensure that the
Summons provide a number of important
information as illustrated on the following
slides.

— Dates of meetings
— Dues Status and Due Date

— Contact information for WM, Treasurer, Almoner,
Secretary

— Notices and reminder of protocols to be observed
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Minutes

 Minutes must slavishly follow the sequence of
the Agenda and record accurately the
proceedings of the meeting.

 Minutes are considered draft documents until
approved by the Lodge and signed by the
WM/WC and Secretary/Scribe at a regular
meeting.
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Register of Members

* Every Lodge shall keep a register of its
members and of their Marks, and once in each
year, before September 30t transmit to Grand
Secretary details of the subscribing
membership of the lodge and of changes in
membership during the preceding twelve
months period ending on 315 of August.




Attendance Register

* The Secretary/Scribe must ensure that
members and visitors sign the Attendance
Register at meetings in order that proper
records of attendance at Lodge meeting can
be kept.

 Concurrence between the data reported in
the Minutes and that of the Attendance
register must be achieved.



CONCLUSION

* The Secretary/Scribe in the present era must
be as vigilant and industrious in his duties as
his predecessors were. The landscape has
changed a bit and he now has much more
tools to accomplish his tasks, to do them well
and in a timely manner.

* The District’s wish going forward is that its
Secretariat bolstered by fifteen conscientious
Secretaries/Scribes will be a well oiled
machine befitting the envy of the Order.






