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United Religious, Military and Masonic Orders of the Temple and of St John of Jerusalem, Palestine, Rhodes
and Malta of England and Wales and Provinces Overseas.

PROVINCE OF MONMOUTH & SOUTH WALES

FOREWORD

R.E.Kt. Dr Paul R Calderwood
12a Groesffordd Park
Groesffordd

Brecon

Powys

LD3 7SF

01874 665210
paulcalderwood@btinternet.com

1 January 2020

Dear Brother Registrar

You hold one of the most important offices in our province, as you must be well aware.
Upon your diligence and ability depends to a very large extent the smooth-running of your
Preceptory. It is a most enjoyable and fulfilling role to undertake but it brings with it many

queries and moments of anxious enquiry.

It is hoped that this book will provide you with good advice and answers to many of those
questions and doubts which may beset you from time to time.

Although it can never be fully comprehensive, it is an excellent resource which |
thoroughly commend to you as a point of reference.

Should you find that it does not answer all your questions, please do not hesitate to contact
the Provincial Vice-Chancellor for additional advice. Be assured that the Provincial
Executive is there to help and support you in discharging your important duties.

| am sure that you would like to join with me in thanking the Provincial Sub-Prior, E Kt.
David Court, for the tremendous amount of work which he has invested in producing this
valuable reference book.

I have no doubt that he will earn the deep gratitude of generations of Preceptory Registrars
for the many hours that he has set aside over recent years in order to produce this magnum
opus and I thank him on their behalf and most especially on my own behalf.

Yours in the Bonds of the Order

¥ R. E. Kt. Dr Paul Richard Calderwood
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ROLE OF REGISTRAR

The Registrar is the main link between the Knights and the Province.

He maintains the information of the Preceptory i.e. Lists of Knights and the business of
the Preceptory.

He is usually the first person the Province contacts regarding returns, forms, promotions
etc.

He ensures the smooth running of the Preceptory and advises the Eminent Preceptor of
his duties and responsibilities during his year in office.

He maintains the record of the information of the Preceptory.
He writes/composes the summons and sends out appropriate invitations.

The Registrar is the person to whom the Knights should come for advice and information.

DATA PROTECTION

The Registrar will keep personal/confidential information on Knights in the Preceptory
and within the Province and Order.

Preceptory information and that of Knights in the Order must be kept safe.

No information must be given to any individual or organisation without the expressed
consent of that individual Knight.

WEB SITE http://www.kt-msw.org/
The site has information about the aspects of the Province.
There is up to date information on the Province and Preceptory meetings.
It contains all the forms which are in the Guidance.
Information on Provincial Officers.
Regalia.
Provincial Bodyguard.
History.

Charity.

Page 5



HANDY CHECKLIST

The Registrar should have the following when taking up the Role of Registrar.

1.

2.

10.

11.

12.

13.

14.

15.

16.

By-Laws, Provincial By-laws and Model By-Laws
Book of Statutes (Hard copy Book)

Previous Summonses of the Preceptory

List and details of subscribing Brother Knights of the Preceptory
Committee Minutes of the Preceptory

Toast list

List of Registrars of the Province

List of Provincial Officers

E-Mail addresses of the Provincial Team

Muster Roll

Preceptories in the Province

Web Site http://www.kt-msw.org

Data Protection

Forms see Appendices

Great Priory Fee list

A pro forma letter with letterhead
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DRAFTING THE SUMMONS

For guidance, please see the sample Regular Summons in Appendix B and Installation
Summons in Appendix C

There must be a Fire Notice on the Agenda;
The type of meeting (Installation or Regular) must be recorded on the front page;

Annually the approval of the Accounts must be an Agenda item. The Accounts (signed by the
Treasurer and Account Examiners) must be sent with the Summons to each Brother Knight of
the Preceptory;

After approved a copy of the accounts MUST be sent to the Provincial Treasurer

Annually — at the meeting before the Installation meeting — the election of the Preceptor,
Treasurer, Account Examiners and Guard takes place;

Subscriptions may only be increased after a Notice of Motion has been given at a Preceptory
meeting and has been followed by a Ballot (by show of hands) at the following Meeting. The
intention to hold a ballot on the subject must appear on the Summons;

Dispensations must be referred to on the front page and on the agenda;

All Past Preceptors must have their correct rank printed in the Summons and listed in date or
seniority order. If the Knight has a Great Priory Rank his Past Provincial Rank is not shown
(unless it is an Active Provincial Rank);

Knight Templar Certificates may be presented at either Regular or Installation meeting The
Executive Officer will give an explanation of the Knight Templar Certificates if he is invited
to do so. This should be listed on the agenda, directly after the Minutes have been approved.
The Muster Roll must be read and completed at each Meeting

The Malta Degree meeting must be described on a separate agenda, within the summons;
Malta Certificates may only be presented at a Malta meeting (only Knights of Malta can
attend a Malta Meeting) — and not at a Templar meeting. The Executive Officer will give an
explanation of the Malta Certificate if he is invited to do so. This should be listed on the
agenda, directly after the Priory Minutes have been approved.

The draft Summons must be sent to the Provincial Assistant Vice-Chancellor three weeks
before the meeting date for proofing and agreed by the Provincial Sub Prior before it can be
circulated.

Dispensation

There is a Dispensation form for both the Preceptory and the Preceptor. Forms are on the
Website

The title “Dispensation” should appear on the front page of the Summons
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The Agenda should state that it has been agreed by the Grand Master or the Provincial Prior.

Muster Roll

A record of attendance is to be kept. A sample Muster Roll see Appendix A

New Members of a Preceptory

All new Candidates (apart from Joiners) must have been approved by the Provincial Prior and
this must be shown on the Summons. (Forms can be found in on the Website)

All Joining Members must have a Clearance Certificate for each Preceptory they are, or have
been a member. This must be shown on the Summons

A Deceased Knight

The information on the Deceased Knight must be placed on the Summons, surrounded by a
black border.

For the Ceremony of a Deceased Knight Please see Appendix J

Invitations to Installations

For an Installation Meeting the following Provincial Officers_must be invited:

Provincial Prior, or Provincial Sub-Prior,

Provincial Marshal or his Deputy

Provincial Banner Bearer,

Provincial Sword Bearer

all of the above are non-paying guests of the Preceptory at the Refectory Table.

The Provincial Chancellor, 1 and 2" Provincial Constables and all other Provincial officers
who attend do so as paying guests of the Preceptory at the Refectory Table

Toast List

Please see the Provincial Website for the latest Toast List
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ON-LINE UPDATING

South Wales Masonic Yearbook

For the Preceptories in the Province of South Wales the details of 11 of our Preceptories
status are printed in the Masonic Yearbook. This has now gone to a digital version due to data
protection issues. Current & past years can be found on this site.

It can be accessed by using the following link & password

https://www.southwalesmason.com/online-yearbook/

Password: - Shibboleth

These pages were updated once per year prior to printing however as the book is digital and
more easily updated, there is to be a change to regular updates through a year.

To ensure that these pages display the correct information each year shortly following the KT
installation the Preceptory Registrar must complete the yearbook installation return form,
obtainable from the website and sent preferably by email (or by post) to the Provincial
Registrar — Derek Hemfrey (derekhemfrey@sky.com) & E Kt Carl Davies
(carlspanner@hotmail.com) who is the current KT year book page editor.

Keystone Online (KOL)

The records of every Knight (present & past) is held on a database administered by Mark
Masons’ Hall in London called

This database holds personal information on every Knight and their career in Knights
Templar and Knights of Malta. It is important that current records are maintained as
membership charges are levied from this and Provincial Appointments & Promotions may be
considered using the data extracted from KOL.

Each Registrar will be able to log in to KOL using the following link

https://kol.mmh.org.uk/default.aspx

Logging in is by entering your own MMH Number and your password.
Once logged in the Registrar will be able to view his Preceptory Members.

If there are issues logging in then try the password reset option, if that fails the helpdesk can
be contacted on 020 7747 1173 or kol@mmh.org.uk

There is another document ‘KEYSTONE ONLINE — A USER GUIDE’. While this document
is from 2013 it is still relevant and gives useful step by step information on what a how
Keystone online works, the scope of KOL and how to use it.
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Administrative duties of a Unit Secretary on Keystone online

Processing of Annual Returns in September of each year by printing off the Annual Return or
emailing the necessary updates to your membership records to the Provincial/District Grand
Secretary i.e.

Resignations

Deaths

Exclusions

Ceased

Honorary members

Contact details of your members etc....

If Annual Return is correct then print off Invoice and submit payment to the
Province/District.

You are responsible to ensure that the updates have been carried out by the Province once
you have submitted the Annual Return to them.

Once Payment has been received to MMH via the Province/District the status of your Unit
will show MMH cleared on Keystone online.

You do not have to wait for Annual Returns to go live for updates to your memberships your
Provincial/District Grand Secretary are able to update these as soon as you inform them of a
change in membership throughout the year.

Your Provincial/District Grand Secretary is responsible for updating the following
information on Keystone

Updating Membership details

Contact details

Updating Provincial/District Ranks.

Adding on new and joining members

Updating Secretaries and Treasurers after their Installation meeting.
Updating Installation Returns.

Preceptory officers’ positions must be updated in KOL following an installation.

Changes in the status & personal information must be updated as required, such changes
should be done by completing the Membership Change Form, downloadable from the Web,
and sending, preferably by email, to the Provincial Registrar who has access to every
Preceptory & member’s detail. The Provincial Registrar will acknowledge KOL update by
return email to the originating Preceptory Registrar.

Assuming every Preceptory Registrar has internet access he will be entitled to have read only
access to his Preceptory’s information.

Annual Return Completion in KOL

Annually in the summer each Registrar will receive an email asking Preceptory Registrars to
review their current membership. If nothing needs to be amended then all is in order to
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proceed. However, if any changes have been overlooked during the year then these changes
must be completed ASAP. Use the Membership Change Form and send to the Provincial
Registrar for KOL editing.

As the KT financial year for membership runs from 1% September to 315 August in
September MMH send out emails to each Registrar to request that the Annual Return for each
Preceptory must be reviewed and authorised if correct. The email invites the Registrar to
view the Annual Return (AR) which is the Great Priory invoice.

There is another document entitled ‘ANNUAL RETURN PROCESSING’ in Appendix E —
this gives step by step guides with screenshots to take the Registrar through the process of
finalising and submitting the AR.

KOL is simple to use and menu driven, choosing options from the menu on the left hand side.

KOL will indicate the AR status of your Preceptory at the right-hand side of the page, it will
show DUE if payment is required or SUBMITTED if in the process of being cleared or
MMH CLEARED if the AR form has been finalised & payment made.

The invoice can be viewed onscreen, printed or be emailed to you from this page.

The invoice does not have to be finalised immediately when first viewed. The AR page can
be closed (without submitting) to allow the invoice to be examined later. Check the
membership names closely as the total number of your membership will determine the cost
on a per capita basis. The AR also includes the cost of the yearbook sent to the Registrar. Any
outstanding fees for joining/re-joining or new installed Knights that have not been previously
paid will be listed here.

Check carefully and don’t submit until all the items & the total invoice are satisfactory to
both the Registrar & Treasurer. This must be completed in a timely process, preferably before
the end of September (do not put of doing this). KOL generates reminders to the Vice
Chancellor of Preceptories which are not MMH Cleared.

Failure to complete this AR process in a timely manner has resulted in many
Preceptories losing their warrant.

Ways of completing AR on KOL (after checks completed satisfactorily): -

1 The fastest way is by the Registrar submitting and finalising in KOL following the
instructions on-screen and from the pdf guide. The Treasurer needs to tell the
Registrar how he intends to pay. It only takes a few minutes but be aware that
once submitted and finalised then there is no going back or undo. During
submission choose the payment method chosen by the Treasurer. Once this step
has been done the treasurer (who has his own KOL access) can make payment by
transfer using the banking details on the AR invoice and giving your Preceptory
number as a reference. The KOL status will change from DUE to SUBMITTED.
Once cleared by MMH the status will go to the final status of MMH CLEARED
ending the process.

2 As in 1 above and if the treasurer has chosen to pay by cheque then make the
cheque payable to GLMMM and post to the Provincial Registrar. The cheque will
be checked & receipt noted prior to forwarding to MMH. Once the cheque is
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received at MMH the status will go to the final status of MMH CLEARED ending
the process.

3 As an alternative the form can be printed and signed off. Send the form with the
cheque by post to the Provincial Registrar. The cheque & AR will be checked &
receipt noted prior to forwarding to MMH. Once the form & cheque are received
at MMH the status will go to the final status of MMH CLEARED ending the
process.

Installation Returns (Preceptory & Priory)

Following a Preceptory and or Priory installation meeting the Registrar will download the
forms from the Provincial KT website and complete either or both. Send by email (or post) to
the Provincial Registrar who will update the KT Installation Return in KOL for your
Preceptory.

The Malta return has to be processed at MMH currently at KOL due to a problem within
KOL.

(There is currently a backlog of Malta installations which will be addressed through the
coming year).

KOL will show the installation date for each Preceptory and if not processed after the
Installation date will show due date or completed date (if entered and cleared at MMH).

CANDIDATES APPLICATION FORM

An Application Form can be downloaded from the website.

When you send an application form to the Candidate or Joining Member or his Proposer for
completion, the information for Candidates should be included. It is also a good idea to
include literature on the history of our Order. When it is returned, please ensure that the
Candidate has fully completed all relevant sections on the front page, signed the form and
that the Proposer and Seconder have added their signatures.

The form should then be sent electronically (where possible, if not by hard copy) to the
Provincial Registrar — who will send it to the Provincial Prior for approval.

After the Candidate has been admitted as a member of the Preceptory, the fully completed

hard copy of the application form and a cheque for Registration (made payable to GLMMM)
should be sent to the Provincial Registrar.
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JOINING MEMBER

The Joining Member completes the same form but the Registrar must obtain a clearance
certificates from previous Preceptories of which the applicant has been a member. See
Appendix F for an example of a Clearance certificate.

The Information for candidates above do not need to be sent to the Joining Member unless
they are from another Province.

The Registrar, after the Joining Knight has been elected, send the details of names and
address of the Knight and names and numbers of every Preceptory (on the Register of Great
Priory ) of which he is a member together with the Registration Fee(made payable to
GLMMM) .

Two copies of which to be sent to the Provincial Registrar.

Information for Candidate

The Candidate should be given:-

Copy of the Book of Statutes

Preceptory By-Laws

Provincial By-Laws

History of the Order

Introduction to the Province of Monmouth and South Wales
Copy of the Warm Welcome from the Welsh Knights Templar

PRECEPTORY COMMITTEE

The Registrar should organise the dates of the Committee and set the agenda and
business in conjunction with the Eminent Preceptor.

He should keep a permanent record of all meetings and actions agreed.

The Committee should consist of Eminent Preceptor, Past Eminent Preceptors,
Officers of the Preceptory, and in addition any Brother Knight who wishes to attend.

RESIGNATION

If a member wishes to resign he must write to the registrar giving the date his resignation is to
be effective and he must sign the letter. A basic email is not acceptable. But a scanned letter
containing a signature is acceptable.

On receipt of the resignation the Registrar must complete a Resignation form, see Appendix
G, and email it to both the Provincial Registrar and the Provincial Prior within 48 hours of
receipt of the letter. The Provincial Prior will contact the Brother Knight prior to acceptance
of that resignation.
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EXCLUSION

When a Knight has not paid his dues see your Preceptory By-Laws. The Treasurer should
then send a letter to the Knight after ?? months (as per your By-Laws) informing him he has
not paid

If no reply is received, the Registrar should send a recorded delivery letter (at least 14 days
before the meeting) to the member stating that he will be the subject of a Ballot for Exclusion at
the next meeting. A sample letter is attached in Appendix H.

If payment is not received before the summons is issued for the next meeting, an Agenda

item should appear on the summons, stating that A Knight will be balloted for exclusion (he
must not be named on the summons).

At the Meeting - if payment has still not been received - the Ballot for exclusion should go
ahead.

After the meeting, a Letter must be sent to the Knight, informing him of his Exclusion,
Following the Exclusion the information of the Exclusion must be sent to the Provincial Vice-
Chancellor and Provincial Registrar

Full information is contained in Rules 114 and 115 of the Statutes of Great Priory.

BY-LAWS

A copy of the By-Laws and Provincial By-Laws is to be given to all New Knights. Joining
Knights must also be given a copy of the Preceptory By-Laws.

If the By-Laws need to be changed the new By-Laws must conform to the Model By-Laws. The
new By-Laws in the first instance should be sent to the Vice-Chancellor to see if the Provincial
Prior will approve them. Once approved they should be sent to all members at least two weeks
before the subsequent meeting and there must be an Agenda item to approve the amended By-
Laws.

Once approved by the members they are to be signed and emailed to the Vice-Chancellor who
will obtain the necessary signatures and then return them to the Preceptory Registrar.

See Appendix J for a copy of the Model By-Laws

PROVINCIAL MEETINGS

The Annual Provincial Meeting

The Annual Provincial meeting is held in May of each year at Bridgend. Each year one
Preceptory is selected to host the Annual Meeting of the Province and to provide Knights to
act as Stewards for the day.
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This Preceptory and all other Preceptories are expected to provide their Banner and Body
Guards for the meeting. At this meeting the current EP of the next Preceptory to host must
make a formal invite to the Provincial Prior at that meeting.

The Annual Church Service

The Annual Church Service is held in April. All Preceptories are expected to provide their
Banner and Body Guards for the Service.

Family and friends are most welcome to attend the Service, where there will be an Arch of
Steel at the end of the Service.

The Annual Malta Meeting

In November each year the Provincial Malta Meeting is held in Llanelli. It is open to all who
have taken the Malta Degree. Also there is a Full Malta Ceremony to take in new candidates
Provincial Officers are invested

The Annual Registrars’ Meeting

Usually held annually the date arranged by the Provincial Prior

Other Provincial Meetings

These are held at the discretion of the Provincial Prior

DISPENSATIONS

These are necessary if :-

The Preceptory wishes to change the date of the Meeting (Rule 94 Book of Statutes).

e To Enable the Preceptor Elect to be Preceptor in more than one Preceptory in the
Province a Dispensation is required from the Provincial Prior

e To Enable the Preceptor Elect to be Preceptor in a Preceptory outside the Province.
The Registrar applies for a Dispensation from the Provincial Prior via the Provincial
Vice-Chancellor. If accepted by the Provincial Prior, Mark Masons Hall is contacted
as a Dispensation of this nature can only be granted by the Grand Master (a fee is
payable by the Preceptor Elect) Rule 74 Book of Statutes

e The Registrar must send the request to the Provincial Vice-Chancellor with details of

the reason. The Provincial Prior will then consider the request. The Provincial Vice-
Chancellor will inform the Registrar of the outcome

Both forms are available on the Web Site
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PROMOTIONS

It is not intended that the burden of recommendation should rest solely with the
Registrar. All recommendations should reflect the views of the senior members of the
Preceptory.

However - whilst consultation should take place - it is not intended that such
recommendations should be discussed in open Preceptory. Indeed that would be
considered most undesirable.

For Guidance

Whichever Brother Knight a Preceptory decides to recommend (for either first
appointment or promotion) that is entirely the decision of the Preceptory.

However, it should be remembered that all first appointments and promotions remain
the sole prerogative of the Provincial Prior.

No member of the Order has any prescriptive right to Provincial Rank. The R. E.
Provincial Prior may confer any Provincial Rank he deems appropriate on any member
of the Order.

To assist him in making those deliberations, the utmost care and consideration must be
exercised by Registrars when making recommendations to the Provincial Prior.

Whilst seniority will no doubt be taken into account, no anxiety should be entertained
in passing over less deserving Knights in favour of capable, enthusiastic and
hardworking Knights.

The submission of a recommendation should be made on merit alone.

Membership or seniority in any other Order should not of itself have any direct bearing
on the award of Provincial Rank in this Order.

In recommending Knights for Active Rank, very careful consideration should be given
to the ability of an individual to undertake the duties of offices, and the hoped for
commitment in supporting the Provincial Prior.

First Appointments: In making a recommendation for a Knight’s first appointment to
Provincial Rank the time elapsed since his year as Preceptor should be a major factor.
As a general guide, a first appointment is usually not conferred until 2 years after a
Knight was installed as Eminent Preceptor.

Promotions: In making a recommendation for a promotion, the time elapsed since his
last appointment should be a major factor. As a general guide a promotion would not
usually be considered earlier than six years after the last appointment.

Supportive Information: In making a recommendation, it would be most helpful if as
much information as possible be provided along with the recommendation. Examples
of such supportive information would include:
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Ability shown in delivering Ritual

Ritual carried out whilst in the chair

Attendance at meetings while in the chair

Ritual undertaken since leaving the chair

Work carried out for the Preceptory in offices such as Registrar, Treasurer
or Marshal

e Enthusiasm and dedication to the Order.

GUIDANCE FOR DEDICATION CEREMONIES

The same Dining Payment approach should apply here as is adopted for the Installation
Meeting with the addition of the Provincial Prelate.

The following should receive invitations to attend the Ceremony and Festive Board
Provincial Prior, Provincial Sub Prior, Provincial Prelate, Provincial Marshal
Provincial Prior’s Banner Bearer and Provincial Sword Bearer.

It is advisable to obtain the approval of the Provincial Prior as regards the date of the
Ceremony and of the Provincial Officers before making any arrangements.

It is usual for the Preceptory to make all of the necessary arrangements.
The Registrar should keep the Provincial Prior and his Officers advised of the progress.

Liaison with the Provincial Marshal is imperative as he will wish to make arrangements for a
rehearsal before hand.

See Appendix L for the Presentation of the Preceptory Banner

See Appendix M for the Presentation of the Preceptory Sword

MALTA

For the summons when part of an Installation see Appendix C. At the shortened Malta
meeting there is a procedure for the Registrar to call out new officers names and this is
acknowledged by the recipient who stands & gives the sign of the order (see below).

For a full Malta Ceremony see summons in Appendix D, At the full Malta meeting the
Officers are escorted to the (Sub) Prior to be invested.

Please see the Provincial Website for the latest Toast List.

The Sign of the Order

The Sign of the Order is given thus, with the right hand:

Draw the thumb down the face from crown to chine (to rhyme with “fine”).
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The chine, in old English, is commonly accepted as being the breastbone (sternum), which is
attached to the backbone. So the action in giving the Sign of the Order is by starting with the
right thumb on the crown (top of head) and drawing it down the face to the chine
(breastbone).

This Sign of the Order should not to be confused with the ‘penal sign’ at one time given in

the Templar Ritual of placing the right thumb under the chin to represent a head being placed
on a pinnacle or spire.

Appendix A - Muster Roll

X=PRESENT
A=APOLOGY

N=NO APOLOGY

O= NOT YET INSTALLED
D=DECEASED
R=RESIGNED

Name 2019 2020 2021 2022

mmm mmm mmm mmm mmm mmm mmm mmm mmm mmm mmm mmm
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Appendix B - Sample Regular Summons
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Appendix C - Sample Installation Summons

10.

11.

12.

AGENDA

To Open the Preceptory at ?? pm.

To call the muster roll

To read the notice convening the meeting

To read the fire notice

To approve, confirm the Minutes of the last regular meeting, held on date 20?? (previously circulated)

A to ballot for exclusion any brother knight whose subscription remains outstanding as at Date?? rule 115 of the book
of statutes of great priory and by law no of the ???? Preceptory no.???proposed by and seconded by ??

B that the annual subscription be increased from £?? to £?? from ???? 201? proposed by ?? and seconded.??

To install Kt First Constable??? and Preceptor Elect of????Preceptory ?? As Eminent Preceptor for the ensuing year
To appoint and invest offices of the Preceptory.

To present great priory certificates to knights ??? if present.

To collect alms

To receive communications and transact any other business for the benefit of the Order of the Temple in general, or the

To close the Preceptory

??2?? Priory of Malta No ??2??

To open the priory of Malta in shortened version

To approve and confirm the minutes of the meeting held on ????

To present Great Priory Certificates of Malta to Knights 77?7 if present.
To install Kt ???? as Eminent Prior of???priory no ???

To appoint officers of ???priory no ???

To close the Priory of Malta in shortened version.
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Appendix D - Malta Summons

AGENDA

arwdPE

©oN

10.

11.
12.

To open a Priory of Malta
To call the Muster Roll
To read the fire notice

To install eligible Knights Templar Candidates who suitably present themselves,
(accompanied by a completed application form — no fee required) as Knights of St. Paul
and to then admit them to the Ancient & Masonic Order of St. John of Jerusalem, Palestine,
Rhodes & Malta.

To install Kt ???? Captain-General, as Eminent Prior for the ensuing year.

To appoint the Officers of the Priory for the ensuing year.

To present Great Priory of Malta certificates

To receive communications and transact any other business for the Order of St. John of
Jerusalem, Palestine, Rhodes & Malta in general, and of the ????Priory No ??? in particular.
To collect Alms.

To close the Priory.
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Appendix E - Annual Return Processing

Annual Returns & Invoices (UK and Sterling)

On the first of September each year the Annual Return Status for each Unit will be set to
‘Due’ signalling that the Annual Return process for each Unit can be started. The Annual
Return process has 4 key elements and these are:-

1. Unit Secretary or his Delegate verifies the subscribing member details for his Unit for
the period 1% September to 315 August prior.

2. Unit Secretary or his Delegate views and checks the Annual Return Invoice.

3. Unit Secretary or his Delegate submits the Annual Return Invoice as correct and
chooses a payment method. (either direct to MMH or Cheque to Province/District)

4. Unit Secretary or his Delegate or Treasurer makes the Payment by the chosen Method

To start the process you need to Click on your Unit from the
‘Provinces/Units’ screen, you will see a list of members in the main
Audit grid and a number of buttons on the left hand side.

View A/R Members Clicking on the View A/R Members button will produce a popup
containing all the subscribing members from the last 12 months along
with various contact and other information. This is the primary
Installation Return method of verifying the correct subscribing member numbers and

View Job Holders details for your Unit.

(There is no need to actually print this document unless you wish to for
your own records.)

Home

View A/R Invoice

Schedule of Fees

Logout
Any changes that are required to your Unit membership details should

be made at this stage, prior to submitting your Annual Return Invoice.
As you have read access to Keystone Online please contact your Provincial
Secretary or equivalent who will be able to make the necessary changes for

you.

Help

NB: It is perfectly possible to view your Annual Return Invoice prior to submitting it as
correct, to do this click on the View A/R Invoice button which will generate a draft Invoice
based upon the number of subscribing members for the period, together with any additional
charges for yearbooks etc.

You will seﬁ in both cases, at the top of the popup screens are options to Print or Email.

|
[t Annual Return
THE GRAND LODGE OF MARK MASTER MASONS
SUBSCRIBING MIMBERS OF Ledge
AT ANY TIME DURING THE 12 MONTHS YEAR ENDING: 31082012
LnbrorWing momenhery b (ast 1) sk
MMHE N Mot Code Adbivin Taill & Phote Crasd Rk ST Don
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———
ROYAL AND SELECT MASTERS

SUBSCRIBING MEMBERS OF: Eden Priory Councll: 018

AT ANY TIME DURING THE 12 MONTHS YEAR ENDING; 31082013

Nusher of Members at 31082013 2 Members | & 300|620

VAT & 2000 92.40
o YearBook | # 1200 12.00
Annval Returns Total o600

o ing Registration fees g New Adwied | &| 2000 .00
1 Jeining Rejoining & 1500 15.00

VAT| & 20% 3.00
Total Amount Due Total(ine VAT) €584.40

HIS TO BE A CORREC DATE

RV/RECORDER VICE CHANCELLOR

YOU MUST INCLUDE YOUR REFERENCE WHEN PAYING BY BANK TRANSFIR GLUMME VAT No 235 0588 23
OTHERWISE YOUR PAYMENT MAY NOT BE ALLOCATED TO YOUR ACCOUNT

Print — If you are using Google Chrome when you click the print button you will be
presented with a print preview of the document you have selected to print. Please ensure
that you have selected the correct printer and that you have chosen ‘Landscape’ for page
orientation. If you are using Internet Explorer then you will be presented with the Printer
box from where you will need to select the properties of the printer in order to select
‘Landscape’ prior to printing.

Email — Your email address will be automatically populated in the input box and clicking
the Email button will send you an email message with a PDF of the Invoice or Annual
Return attached. Please note that your Treasurer also has access to Keystone Online.

After the print or email function has been completed you will automatically be asked if you
want to submit/re-submit the Invoice as per step 3 in the following section.

Finalising and Submitting the Annual Return Invoice (UK and Sterling)

Having made any required changes to your members i.e. processed leavers, new members
etc., the next step is to View and Submit your Annual Return Invoice and make your
payment.

NB: There is no need to actually print the Invoice unless you wish to for your own records.

1. To start the process Click on the “View A/R Invoice’ button from your Unit Members
view as before.

2. Check that the Invoice values are correct and then Click on the Submit/ Close button
on the Invoice screen to progress to the Invoice Submission and Payment dialogue
screens.

odagmcon Sibmiicoe

ROYAL AND SELEC, STERS
SUBSCRIBING MEMBERS OF: £den Priory Counelt: 0182
AT ANY TIME DURING THE 12 MONTHS YEAR ENDING: 3106
82013 = Tembers| @] 3L00| 46200
v

Nussher of Meimber

Aunual Rety

Outstanding Registration fees

Total Amount Due




3. The first dialogue gives you the option to submit the Invoice or exit from the function
if you are not yet ready to finally submit the Annual Return Invoice as correct.

NB: If this Invoice has already been submitted before then the text will ask if you
want to re-submit the Invoice and you will be notified at the bottom of this dialogue.

Would you like to submit this invoice?
By submitting this invoice you confirm that your

membership details are correct and the fees rendered by
this invoice are valid for the period.

Yes Not at this time

4. Selecting ‘Yes’ from this screen presents you with two options for indicating how you
have made your payment. Please click on the appropriate option.

Please tell us how you have made your payment?

©) Cheque sent to Province/District
© Payment Sent to MMH

5. Finally Click on Submit to complete the process, this will change your Annual Return
status to submitted and will send a copy of the invoice to your Provincial Secretary or
equivalent. A copy of the Invoice will also be sent to Mark Masons Hall. A follow up
dialogue will confirm a successful submission.

Please ensure that your payment is made by the method chosen as soon as possible.

NB: If you make a mistake do not worry, it is possible to ‘re-submit’ your Annual Return
Invoice at any time, the system will warn you that the invoice has already been submitted,
but will allow you to proceed to ‘re-submit’.
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Appendix F - Clearance Certificate

United Religious, Military and Masonic Orders of the Temple and of St John of Jerusalem, Palestine Rhodes
and Malta of England and Wales and Provinces Overseas.

PROVINCE OF MONMOUTH & SOUTH WALES

CLEARANCE CERTIFICATE

Your logo

Preceptory No.

Address of Registrar sending Certificate

Name & Address of Registrar receiving this Certificate

Clearance Certificate.

To whom it may concern | confirm that
Kt ?

Address

Joined ???? Preceptory on Date and is still a member in good standing or
resigned on Date in compliance.

Yours sincerely and fraternally

Signed:
Name:
Registrar

Date:
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Appendix G - Resignation Form

CHANGE OF DETAILS/RESIGNATION OF MEMBER FORM
?7? Preceptory No ???
PROVINCE OF MONMOUTH & SOUTH WALES

(This section to be completed in every instance)

Surname

First Names

Registration Number (if known)
Preceptory Name

Preceptory Number

CHANGE OF DETAILS

Tick this
box if
Change E.Kt.

L] [

V.EKt.

R.E.Kt.

I:l Address

l:] Home Tel. No. I

)

!::I Business Tel. No. [

[ | Mobile Tel. No. |

I—____] Email l

REMOVAL OF A MEMBER

Date of secession of membership

Reason for resignation (if given): -

Deceased
Resigned

Excluded

If resignation email form to Provincial Prior ASAP

Honorary Membership

FOR OFFICE USE

Date received

Records amended
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Appendix H - Sample Exclusion letter
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United Religious, Military and Masonic Orders of the Temple and of St John of Jerusalem, Palestine Rhodes
and Malta of England and Wales and Provinces Overseas.

PROVINCE OF MONMOUTH & SOUTH WALES

Logo of Preceptory

?7?7??Preceptory No.

Name and address of Registrar

Address of recipient
PRIVATE AND CONFIDENTIAL,

date
Dear Brother Knight ??,
Unpaid Subscription due

| am sorry to note that your annual Subscription of £xx for the current year 20?? —
2077 is still outstanding despite communications from the Brother Treasurer and
myself.

To be in compliance, a cheque made payable to Preceptory?? should be sent without
delay to the Treasurer Name Address Telephone & E-mail.

Failure to do so will require a ballot to be held at our next meeting on date 20?? to
exclude you from the Preceptory in accordance with the Book of Statutes, Rule 115
and ????Preceptory By Law No ?.

It is essential that all subscriptions are received when due to maintain a steady cash
flow.

Yours in the Bonds of the Order,

Registrar.

(To be sent Recorded/Special Delivery )
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Appendix I - Promotion Form

The United Religious, Military and Masonic Orders of the Temple and of St. John of Jerusalem, Palestine,
Rhodes and Malta of England and Wales and Provinces Overseas

PROVINCE OF MONMOUTH AND SOUTH WALES
RECOMMENDATION

FOR APPOINTMENT / PROMOTION IN PROVINCIAL PRIORY

Please use this form for all recommendations to be made by the Preceptory, and please ensure
that all sections are completed. The accompanying notes should be read before completing
the form.

When complete please send it to the Provincial Vice-Chancellor.

Preceptory Name and Number

Title (E Kt, Kt etc)
Forenames
Surname

Current Provincial Rank (if none
please enter N/A)

Type of recommendation Appointment to Acting Rank
Appointment to Past Rank

(delete as appropriate) Promotion

Year installed as Preceptor

Preceptory offices held in last 6
years.

If not a Past Preceptor please
state offices held in last 6 years

Current Preceptory Office held

Attendance in last 3 years

Any other comments to support
the recommendation.

(continue overleaf or on a
separate sheet if necessary)

Signed: ........cceiiiiiiiii e PrECEptOTy Registrar
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Appendix ] - Model By-Laws

2a.

By-Laws of the

[insert name] Preceptory

of Knights Templar, No. [insert number]

Dates and Places of Meetings

The Preceptory shall meet at the [insert meeting place] on the [insert meeting
dates] at such time as the Preceptor shall direct.

Election of Officers and Installation

The Preceptor and Treasurer shall be elected in accordance with the Rules laid
down in the Statutes, and the Guard by show of hands at the regular meeting
on [insert date of meeting|. The Preceptor-elect shall be Installed at the regular
meeting on [insert meeting date] and will appoint and invest the Officers.

Malta Degree

A Priory of Malta shall be held annually in [insert month/ for the Installation of
the Prior and may otherwise be held at the pleasure of the Prior after due
notice.

Candidates

The election of candidates for Installation, Joining or Re-joining shall be by
ballot. One adverse vote shall exclude.

Annual Subscriptions and Fees

The amount of the annual subscriptions, payable in advance on the [insert
date payable], the fees for Installation, Joining and Re-joining, shall be such
sums as determined by resolution in open Preceptory after due notice on the
summons. The amounts shall include all fees and dues payable to Great
Priory, Provincial Priory and any other payment or financial liability incurred
by the Preceptory and/or candidate for membership.

Country Membership

A member of the Preceptory may, on his request, and by resolution of the
Preceptory, be given the status of a country member, in which case his annual
subscription shall be reduced at the end of the current financial year. He may
resume ordinary membership, at any time, on payment of the full subscription
for the current year.

Treasurer

The Treasurer shall receive all fees, dues, etc., and shall deposit them in the
name of the Preceptory, in a bank approved by the Preceptory. He shall pay
all accounts and shall, at the regular meeting in [insert date of meeting] present
an audited balance sheet of the Preceptory accounts, made up to [insert date
covered by the balance sheet].

Arrears of Subscriptions

A member more than “A” months in arrears shall not hold Office in the
Preceptory. If he be “B” months in arrears, he shall be liable to exclusion.
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10.

11.

12.

13.

14.

“A” must be six months or more.

“B” must be nine months or more and twenty-four months is a maximum.

Registrar

The Registrar shall keep Minutes of proceedings of the Preceptory, and
separately of any Preceptory committee. He shall issue summonses for all
Preceptory meetings, at least fourteen days in advance to every member of the
Preceptory. His services may be deemed equivalent to payment of subscription
if determined by resolution within the Preceptory.

Preceptory Committee and Auditors

The Preceptory Committee shall consist of the Preceptor, Constables,
Treasurer, Registrar, subscribing Past Preceptors, and [insert number of other
knights] knights elected at the regular meeting in [insert date of meeting]. Two
auditors shall be elected annually at the Installation meeting.

Resignation

A knight wishing to resign from the Preceptory may indicate his intention to
do so either in open Preceptory, by letter to the Registrar or by email. In the
case of email, the notification will be ineffective until the Registrar receives
written notice bearing an original signature of the knight concerned. The
written notice will then be deemed to have been served at the date the initial
email was received. On payment of all dues, the knight shall be entitled to a
certificate of clearance.

Honorary Members

A knight who has given distinguished service to the Order in general, or to the
[insert name of Preceptory] Preceptory in particular may be elected an honorary
member of the Preceptory.

Preceptory Effects

The jewels and furniture of the Preceptory are the property of the Preceptor
and Constables for the time being, in trust for the members. The Warrant of
Constitution is the property of the Grand Master, and the Preceptor shall be
responsible for its safe custody, and shall produce it at every meeting of the
Preceptory.

Alteration of By-Laws

Notice of motion of any alteration of, or addition to, these By-Laws must be
given at one meeting. They shall appear on the Summons for the next meeting
and if approved the alteration or addition shall be submitted for the approval
of the Provincial Prior and Grand Master’s Council.

Presentation of By-Laws

A copy shall be presented to each new member of the Preceptory, and to the
Preceptor at the Installation.
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Adopted in open Preceptory on [insert date adopted].

Eminent Preceptor Registrar

Approved on [insert approval date].

Provincial Prior

Provincial Vice-Chancellor

Space for Approval on behalf of

The Most Eminent and Supreme Grand Master

75mm X 25mm
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Appendix K - Ceremony for a Deceased Knight

Reqistrar (calls deceased Bro. Knight’s name last, three times, louder each time.)

Chaplain “Eminent Preceptor, our Brother Knight.............. has heard and obeyed the
Great Captain’s word of command and his place here will know him no more, for he has
departed on that pilgrimage which ends in the Holy City.”

Preceptor (then puts down his baton, draws his sword and drops point in Grand Salute, then
he and the I.P.P. come down. The Preceptor goes to the south side of the Altar, the I.P.P. to
the north side and then the Chaplain comes down and places himself in centre and a little in
advance of P. and I.P.P., - all three facing East).

(When all are facing East) Marshal says:- “Reverse Swords.”

The Eminent Preceptor and Immediate Past Preceptor together bring their swords to the
Recover and then lower them in Salute returning to the Recover. This is done three times and
on the third time only they return them to the Carry. Then together they Reverse swords (no
command is given), but they work carefully in unison.

Chaplain:- Let us Pray.

O Father of all, we pray Thee for those whom we love but see no longer. Grant them Thy
peace, let light perpetual shine upon them and in Thy loving wisdom and Almighty power
work in them the good purpose of Thy perfect will through Jesus Christ our Lord. Amen

Almighty God, Father of all mercies and Giver of all comfort, deal graciously with those who
mourn, that, casting care on Thee, they may know the consolation of Thy love. Through Jesus
Christ our Lord. Amen

(Organist then the Dead March in Saul is played)
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Then the Marshal says:- “Carry Swords.” (Preceptor and I.P.P. process back to their stalls).

(The Chaplain should remain facing East because as soon as Preceptor returns to his stall
and returns his sword and picks up his baton, he says:-

“I call upon the Chaplain to beseech Almighty God to send his Holy Grace amongst us”

The ceremony must be shown on the Agenda and the Knights name in a black outline.
The name of the Knight must NOT be shown on future Summonses.
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Appendix L - Ceremony for the Presentation of New
Preceptory Banner

At an appropriate time, determined by the Dedicating Officer, he will be offered the Baton by
the Eminent Preceptor, which he will accept and assume the Chair. (Ensure, a seat is reserved
for the Eminent Preceptor at an appropriate place on the dais)

The Dedicating Officer will speak briefly on the purpose of the occasion and will invite
certain Officers to assist him in the Dedication Ceremony

REKT ........ will you please assist me as Provincial Prelate.
EKt............ will you please assist me as Provincial Marshal.

Dedicating Officer  “Eminent Knight Provincial Marshal you will form an Escort to
conduct the New Preceptory Banner into the Preceptory.

The Provincial Marshal will call on four Knights of the Preceptory, with swords at the carry,
and a Banner Bearer, who does not draw his sword, to form up in the South, facing West
before recessing out of the Temple.
Outside the door of the Temple, the Provincial Marshal will form an Escort as below: -
Provincial Marshal
Escort Knight (2) Escort Knight (1)

Banner Bearer
(with the New Banner Veiled)

Escort Knight (4) Escort Knight (3)

When duly formed, the Provincial Marsha! will enter the Preceptory and call the Knights to
Order.

Provincial Marshal "Brother Knights - to Order."
Provincial Marshal “Escort, forward march."

The procession enters the Temple and takes position, in formation, to the West of the
Sepulchre, all facing East.

Provincial Marshal
Escort Knight (2) Escort Knight (1)
Banner Bearer

Escort Knight (4) Escort Knight (3)

Hymn
(during procession)
Soldiers of the Cross, arise.
Gird you with your armour bright;
Mighty are your enemies,
Hard the battle ye must fight
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Dedicating Officer "I call upon the Provincial Prelate.”
Provincial Prelate  “Let us ~ Pray: -

Eternal Lord God. Who in thy wisdom did command Thine early peoples to set up their
ensigns as tokens of Thy love and protecting care, we humbly beseech Thee to Bless and
sanctify us as solemnly proceed to dedicate this banner in thy Name for the service of
this..................Preceptory...
May it ever remind us of our unity with one another and of our loyalty to those who rule over
us. Strengthen our faith in Thine eternal purpose and grant that we may lift up our eyes and
behold beyond the .things which are seen and temporal, the things that are unseen and
eternal.
Through Jesus Christ our Heavenly Father.

Amen.

Provincial Marshal "Brother Knights - be seated, "

The Dedicating Officer
Will now give a brief address about Banners in general and refers to the new one in
particular.

Provincial Marshal "Brother Knights - to Order."
Dedicating Officer “Let the Banner be unveiled and be paraded round the Preceptory”

The Escort and Banner Bearer in formation, and with the Provincial Marshal leading, march
via the North, East, South, West and North to form up in the East, close to the Sepulchre, all
facing East.

Hymn
(during the Procession)
Over peoples of the World
Raise your Banner to the Sky
Let it float there wide unfurlld
Bear it onward ,lift it high

Provincial Marshal "The Banner will be advanced."

The Banner Bearer
Steps forward towards the Altar, clear of the Escort, and the lowers the Banner in front of
him

The Dedicating Officer
Takes hold of the corners of the Banner with his right hand whilst the Provincial Prelate
takes hold of the Banner with his right hand and delivers the Prayer of Dedication.

Provincial Prelate  "Let us - Pray: -

O lord our Heavenly Father who does from Thy Throne behold all dwellers upon the earth we
beseech Thee to Bless and Hallow this Banner which we have consecrated as a symbol of

our Christian fellowship and to the honour and glory of Thy Most Holy Name.

Grant to all who gather beneath itls shadow, wisdom to teach, humility to learn and grace to
fulfil their obligations. Pour down upon them and upon all members of our United Orders
The continual dew of Thy blessing, that we may daily increase in love of Thee and of one
another, and when our work here on earth is done grant us a happy passing and a glorious
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entry into Thy Heavenly Temple where in the company of all Thy faithful servants, we may
shine like the stars for evermore.
Amen.
The Banner Bearer
Raises the Banner

The Provincial Prelate
Returns to his place unaccompanied

Dedicating Officer
Invites the Eminent Preceptor to receive the Banner of the Preceptory.

The Provincial Marshal
Conducts the Eminent Preceptor to the South of the Dedicating Officer and both take hold of
a corner of the Banner

Dedicating Officer
On behalf of the Most Eminent and Supreme Grand Master, and in the name of the Holy,
Blessed and Glorious Trinity, I now dedicate and set apart this Banner, that it may always be

always serve and inspire each in their station in greater service as Knights enrolled under the
Banner of the Cross

Dedicating Officer “Eminent Preceptor I deliver into your care this Banner which has been

The Provincial Marshal
Conducts the Eminent Preceptor back to his place.

The Dedicating Officer
Calls upon the Provincial Prelate for the Patriarchal Benediction,

Provincial Prelate  "Let us - Pray: -

May the God of our Fathers, the God of Abraham, the God of Isaac, and the God of Jacob: -
The Angel of the everlasting Covenant who has redeemed us from evil:
The Holy one who sanctified us; bless, preserve and keep you ever more.

Amen.
The Provincial Marshal
Will instruct the Banner Bearer to position. The New Preceptory Banner in the designated
place and, having done so, the Banner Bearer returns to his place in the Escort party.

Provincial Marshal “Brother Knights, I call upon you to salute the Banner with three”
(Beauceant, Beauceant, Beauceant)

Provincial Marshal
"Brother Knights of the Escort and the Banner Bearer resume your places"” {as rehearsed}

Provincial Marshal "Brother Knights ~ be seated."

The Dedicating Officer
Requests the Eminent Preceptor to resume the Chair of the Preceptory

Provincial Marshal

Will escort the Eminent Preceptor to the North of the Dedicating Officer

He returns the Baton and is then conducted to his place on the immediate right of the Eminent
Preceptor by the Provincial Marshal.
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The Preceptory Chaplain is conducted to the East by the Provincial Marshal and the
Provincial Prelate vacates the Chaplain's seat; the Provincial Prelate is conducted to a
convenient seat by the Provincial Marshal who then also returns to his seat.

The Eminent Preceptor,
If he so desires, may express on behalf of the Knights present their appreciation of the
Dedication Ceremony carried out by the Dedicating Officer and his Assisting Officers.

The remainder of those items on the Agenda up to the closing of the Preceptory( or Priory)
should be completed whereupon the Dedicating Officer and those Knights who assisted him
in the Ceremony ,retires from the Preceptory(or Priory)

Hymn

All verses of the Hymn are sung to the tune “Monkland”
“Soldiers of Christ Arise”
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Appendix M - Ceremony for the Presentation of the
Preceptory Sword

At an appropriate time, determined by the Dedicating Officer, he will be offered the Baton by
the Eminent Preceptor, which he will accept and assume the Chair. (Ensure, a seat is reserved
for the Eminent Preceptor at an appropriate place on the dais)

The Dedicating Officer will speak briefly on the purpose of the occasion and will invite
certain Officers to assist him in the Dedication Ceremony

REKT........ will you please assist me as Provincial Prelate.
EKt............ will you please assist me as Provincial Marshal.

Dedicating Officer “Eminent Knight Provincial Marshal you will form an Escort to
conduct the Preceptory Sword into the Preceptory.

The Provincial Marshal will call on four Knights of the Preceptory, with swords at the carry,
and a Sword Bearer, who does not draw his sword, to form up in the South, facing West
before recessing out of the Temple.

Outside the door of the Temple, the Provincial Marshal will form an Escort as below: -

Provincial Marshal
Escort Knight (2) Escort Knight (1)
Sword Bearer
Escort Knight (4) Escort Knight (3)

When duly formed, the Provincial Marshal will enter the Preceptory and call the Knights to
Order.

Provincial Marshal "Brother Knights - to Order."
Provincial Marshal “Escort, forward march."

The procession enters the Temple and takes position, in formation, to the West of the
Sepulchre, all facing East.

Provincial Marshal
Escort Knight (2) Escort Knight (1)
Sword Bearer
Escort Knight (4) Escort Knight (3)

Hymn
(during the procession)
Soldiers of the Cross, arise.
Gird you with your armour bright;
Mighty are your enemies,
Hard the battle ye must fight."
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Dedicating Officer "I call upon the Provincial Prelate.”
Provincial Prelate  “Let us ~ Pray: -

Eternal Lord God. Who in thy wisdom did command Thine early peoples to set up their
ensigns as tokens of Thy love and protecting care, we humbly beseech Thee to Bless and
sanctify us as solemnly proceed to dedicate this sword in thy Name for the service of
this..................Preceptory...

May it ever remind us of our unity with one another and of our loyalty to those who rule over
us. Strengthen our faith in Thine eternal purpose and grant that we may lift up our eyes and
behold beyond the .things which are seen and temporal, the things that are unseen and
eternal.

Through Jesus Christ our Heavenly Father.

Amen.

Provincial Marshal "Brother Knights - be seated, "
“The Dedicating Officer
Will now give a brief address about Swords in general and refers to this one in particular.

Provincial Marshal "Brother Knights - to Order."
Dedicating Officer “Let the Sword be paraded round the Preceptory”

The Escort and Sword Bearer in formation, and with the Provincial Marshal leading, march
via the North, East, South, West and North to form up in the East, close to the Sepulchre, all
facing East.

Provincial Marshal "The Sword will be advanced."

The Sword Bearer
Steps forward towards the Altar, clear of the Escort, and the presents the Sword to the
Dedicating Officer

The Dedicating Officer
Takes hold of the Sword whilst the Provincial Prelate delivers the Prayer of Dedication.

Provincial Prelate  "Let us - Pray: -

O lord our Heavenly Father who does from Thy Throne behold all dwellers upon the earth
we beseech Thee to Bless and Hallow this Sword which we have consecrated as a symbol of
our Christian fellowship and to the honour and glory of Thy Most Holy Name.

Grant to all who gather beneath its shadow, wisdom to teach, humility to learn and grace to
fulfil their obligations. Pour down upon them and upon all members of our United Orders
The continual dew of Thy blessing, that we may daily increase in love of Thee and of one
another, and when our work here on earth is done grant us a happy passing and a glorious
entry into Thy Heavenly Temple where in the company of all Thy faithful servants, we may
shine like the stars for evermore.

Amen.

The Provincial Prelate
Returns to his place unaccompanied
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Dedicating Officer
Invites the Eminent Preceptor to receive the Sword of the Preceptory.

The Provincial Marshal
Conducts the Eminent Preceptor to the South of the Dedicating Officer

Dedicating Officer
On behalf of the Most Eminent and Supreme Grand Master, and in the name of the Holy,
Blessed and Glorious Trinity, I now dedicate and set apart this Sword, that it may always be

it always serve and inspire each in their station in greater service as Knights

Dedicating Officer “Eminent Preceptor I deliver into your care this Sword which has been
dedicated to the service of this the Preceptory.....No,............

The Provincial Marshal
Conducts the Eminent Preceptor back to his place.

The Dedicating Officer
Calls upon the Provincial Prelate for the Patriarchal Benediction,

Provincial Prelate  "Let us - Pray: -

May the God of our Fathers, the God of Abraham, the God of Isaac, and the God of Jacob: -
The Angel of the everlasting Covenant who has redeemed us from evil: the Holy one who
sanctified us; bless, preserve and keep you ever more.

Amen."

The Provincial Marshal
Will instruct the Sword Bearer to position. the Preceptory Sword in the designated place and,
having done so, the Sword Bearer returns to his place in the Escort party.

Provincial Marshal “Brother Knights, I call upon you to salute the Sword with three”
(Beauceant, Beauceant, Beauceant)

Provincial Marshal "Brother Knights of the Escort and the Sword Bearer resume your
places” {as rehearsed}

Provincial Marshal "Brother Knights ~ be seated.”

The Dedicating Officer
Requests the Eminent Preceptor to resume the Chair of the Preceptory

The Provincial Marshal

Will escort the Eminent Preceptor to the North of the Dedicating Officer

He returns the Baton and is then conducted to his place on the immediate right of the Eminent
Preceptor by the Provincial Marshal.

The Preceptory Chaplain is conducted to the East by the Provincial Marshal and the
Provincial Prelate vacates the Chaplain's seat; the Provincial Prelate is conducted to a
convenient seat by the

Provincial Marshal who then also returns to his seat.
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The Eminent Preceptor,
If he so desires, may express on behalf of the Knights present their appreciation of the
Dedication Ceremony carried out by the Dedicating Officer and his Assisting Officers.

The remainder of those items on the Agenda up to the closing of the Preceptory( or Priory)
should be completed whereupon the Dedicating Officer and those Knights who assisted him
in the Ceremony ,retires from the Preceptory(or Priory)

Hymn
All verses of the Hymn are sung to the tune “Monkland”
“Soldiers of Christ Arise”
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Appendix N - Eminent Preceptor Elect Guidelines

Things to know & prepare for: -

When you are appointed as First Constable this is an important time to watch & learn.

Learn how to process in, open & close the Preceptory (& Priory), greet visitors, follow the Preceptory
business, process out, proceedings at the festive board.

On your election night you will need to respond in open Preceptory after you are elected along the
lines of thanks to the Knightsof ............... for putting their trust in me etc., | promise to uphold
traditions etc. Prior to that meeting, you will need to contact your proposer or seconder so that they
can be prepared to say ‘something nice about you’ at the festive board in that meeting.

Following your successful election, you first need to think about your officers to work with you in
your year in the chair. Your registrar can help with suggestions and provide information on how to
contact your prospective officers. Email or by phone is acceptable, or if you prefer to invite by letter
then the registrar will provide a template for a letter. Work with your registrar to have a completed list
by at least a month before the Installation meeting. The registrar will be sending out the summons
about three weeks before the meeting and needs this information for the meeting & the festival menus.

Following the Election meeting you need to consider the changes needed to your regalia as follows

1. The cap badge needs to be changed to that of an EP (you can have your cap altered to avoid
buying a new cap)

2. The cross or patee on your cloak needs to be changed to that of an EP (you can have your

cloak altered to avoid buying a new cloak)

The lining of your cloak needs to be converted to red (from white)

4. Your breast jewel needs to be changed to that of an EP (you may be able to acquire second
hand on EBay or from a Masonic recycling centre to avoid buying new)

@

If you are not intending to visit a Preceptory prior to the Installation meeting, then it can be altered
after Election night. If regalia is going to be used, plan to sort before the Installation meeting and
enter that meeting dressed as an EP.

Prior to the Installation meeting it is advisable to rehearse the closing of a Preceptory & a Priory.
You need to learn the procedure/actions of appointing your officers.

Practice taking the new officer’s sword in right hand by hilt, switching sword to left hand holding the
blade, shaking hands and saying — e.g. Knight Donald Duck, | appoint you as Marshal and invest you
with the authority of your office.

You must remember to hold your baton at all times as an EP when in the chair (and not using your
sword)

Also, to practice the presentation of the Sant Madoc baton to the Provincial Prior or other substitute
executive officer officiating at the February installation meeting of the Preceptory following taking
control of the Preceptory, a suggestion is as follows : -

Provincial Prior, Right Eminent Knight Paul Richard Calderwood, | proffer you this the baton of
.......... Preceptory as a token of our loyalty to Great Priory, Provincial Priory and the high
regard/esteem that we have for you personally. Hand over the baton after reversing direction.

The Provincial Prior will make some comments and then return the baton to you.
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You will need to complete the Preceptory business from the summons & close the Preceptory (the
ritual can be found in the red KT book page 15, 16 and 17 or see text in the appendix).

After the Preceptory is closed the Priory (shortened form) will be formed under the installing Prior
who will then be back in the chair for the installation ceremony.

The appointment of your Priory officers will be announced by the registrar individually (as per current
Great Priory email) and they will salute after each appointment from their current positions.

After your installation, you will need to complete the Preceptory business from the summons you will
need to close the Priory. The ritual can be found in the black KT book page 21 or see text in the
appendix.

Festive Board Proceedings: -

Liaise with the Marshal, he will have the current toast list supplied by the registrar, and the number of
salutations required for each toast.

You will be required to respond to the toast to the EP and, also give some kind words to your
installing EP and lead the salutations to him following your toast to him.

Appendix: -

Ritual to close a Preceptory: -

Bro Knights, all business for the advancement of the Glory of the Cross

and for the Honour of our Order having been completed, we may now close this Preceptory.
For praise be to God All is well and God grant that it may so continue

And Goodness be every day increased

In the name of the Holy, Blessed and Glorious Trinity and in the name of

Christ our Prophet, Christ our Priest, Christ our King

I close this Preceptory

Ritual to close a Priory: -

CLOSING (shortened form)

E.P. Bro Knights assist me to close the Priory
Mar - Bro Knights To Order

Chaplain - prayer....Amen

E.P.

In the name of the Holy Trinity, I declare this Priory of Malta duly closed, to remain so until it is my will and
pleasure, or the will and pleasure of some other duly authorised person, to open the same again.

Chaplain closes bible on table

Mar - Bro Knights - Return swords
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During your year in the chair there are important dates for your diary
where you are expected to represent your Preceptory: -

April — Provincial Church service, you attend & dress in full regalia to process in/out of the church
service. The Preceptory banner bearer is required to be in attendance. Usually in All Saints Church
Porthcawl on a Sunday afternoon.

May — Provincial Priory, you may need to give a short report to the PP- registrar will supply. The
Preceptory banner bearer is required to be in attendance. Usually held in Bridgend Masonic Temple
midweek on a Wednesday either morning or afternoon to suit travelling guests.

November — Provincial Malta meeting. Usually held in Llanelli Masonic Temple on a Saturday
morning.

Information on KT meetings/installations/church service/Provincial meeting dates/news/documents
can be found on the KT website: - http://www.kt-msw.org

LOI/LOR: -

There are currently no fixed dates. The Marshall & the Registrar are willing to attend as many
LOI/LOR sessions that you feel you need — you just have to ask when you feel you are ready and
want to run through the ritual.

Installing your Successor, the following Installation meeting: -

After the Election meeting, it is time to concentrate on the ritual to install your successor. Again, there
are no fixed dates. The Marshall & the Registrar are willing to attend as many LOI/LOR sessions that
you feel you need — you just have to ask when you feel you are ready and want to run through the
ritual and actions.
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