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Items Required

� Minute Book
� Book of Constitutions
� Lodge By-Laws
� Register of Marks (Mark Degree only)
� Declaration Book
� Attendance Book
� All past correspondence
� List of members with contact details
� Ritual Books

Forms to be Completed
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Membership Application (MEM)
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

Items 4, 5, 6, 7, 8, 9, 10, 11 & 
17 completed by Advancee & 
Joiner

Items 1, 2, 3, 20, 21, 22 & 23 
completed by Secretary

Items 12 (if known), 13, 14, 15 
& 16 completed by Joiner

Item 18 completed by Proposer

Item 19 completed by 
Seconder

Completed by Secretary
Mark must be entered 
within the triangle.

Completed by Joiner

All above double checked by Secretary and forwarded to Provincial Secretary with cheque

Membership Application (MEM)
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

All above double checked by Secretary and forwarded to Provincial Secretary with cheque

Items 1, 2, 3, 20, 21, 22 & 23 
completed by Scribe

Items 4, 5, 6, 7, 8, 9, 10, 11 & 
17 completed by Candidate & 
Joiner

Items 12 (if known), 13, 14, 15 
& 16 completed by Joiner

Item 18 completed by Proposer

Item 19 completed by 
Seconder

Completed by Joiner
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Installation Return (INST) 
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

Completed by Lodge 
Secretary

Completed by Lodge 
Secretary. Please 
complete any changes to 
Secretary, Treasurer or 
Grand Officer

Returned to Provincial Secretary immediately after Installation meeting

Installation Return (INST)
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

Completed by Lodge 
Scribe

Returned to Provincial Secretary immediately after Installation meeting

Completed by Lodge 
Scribe. Please complete 
any changes to Scribe, 
Treasurer or Grand 
Officer
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Dispensation in Respect of a Lodge (DISPL)
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

Completed by Secretary.

Returned to Provincial Secretary at least 6 weeks before proposed date with cheque (if appropriate)

Completed by Secretary.

Signed by Master

Signed by PGM after 
being forwarded to Prov 
Sec

Grand Lodge fee payable 
if proposed date is more 
than 14 days before or 
after date fixed by by-laws

Completed if Rule 95 Book of Constitutions applies

Dispensation in Respect of a Lodge (DISPL)
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

Returned to Provincial Secretary at least 6 weeks before proposed date with cheque (if appropriate)

Completed by Scribe

Signed by Commander

Signed by PGM after 
being forwarded  to Prov 
Sec

Grand Lodge fee payable 
if proposed date is more 
than 14 days before or 
after date fixed by by-laws

Completed by Scribe

Completed if Rule 95 Book of Constitutions applies



2/3/2012

6

Dispensation for Master Elect (DISPM)
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

Returned to Provincial Secretary at least 6 weeks before proposed date with cheque

Completed by Secretary.

Signed by Master

Signed by PGM after 
being forwarded to Prov 
Sec

Completed by Secretary.

. 

Completed if Rule 73 or 83 Book of Constitutions ap ply

Dispensation for Commander Elect (DISPM)
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

Returned to Provincial Secretary at least 6 weeks before proposed date with cheque

. 

Completed by Scribe

Signed by Master

Signed by PGM after 
being forwarded  to Prov 
Sec

Completed by Scribe

Completed if Rule 73 or 83 Book of Constitutions ap ply
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Recommendations for Mark Grand Rank
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

. 

The Provincial Grand Secretary will email each Lodge Secretary requesting
nominations/recommendations the forms, completed by the Lodge Secretary, in
the strictest confidence, must be returned by the date specified.
Brethren eligible for first appointment to this high honour are those who have been
an Installed Master for at least four full years and have served at least three full
years in Provincial Grand Lodge.
Eligibility for promotion is not normally considered until after a further five full
years.
The utmost care and consideration must be exercised in making these
recommendations. It is essential that a Brother should have carried out his duties as
Master in an exemplary manner, and that he continues to attend meetings of his
Lodge regularly. He should, subsequent to Installing his successor, and to the
utmost of his ability be giving active support and assistance to both the Lodge and
the Province.
Should any Secretary need assistance or guidance please contact the Provincial
Grand Secretary in the first instance.
Nomination may be re-submitted annually if nominee is not successful.

Recommendations for RAM Grand Rank
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

. 

The Provincial Grand Secretary will email each Lodge Scribe requesting
nominations/recommendations the forms, completed by the Lodge Scribe, in the
strictest confidence, must be returned by the date specified.
Brethren eligible for this high honour are those who have been an Installed
Commander for at least four years full years and have held Provincial Royal Ark
Mariner Grand Rank for at least two years full years.
The utmost care and consideration must be exercised in making these
recommendations. It is essential that a Brother should have carried out his duties as
Commander in an exemplary manner, and that he continues to attend meetings of
his Lodge regularly. He should, subsequent to Installing his successor, and to the
utmost of his ability be giving active support and assistance to both the Lodge and
the Province.
Should any Scribe need assistance or guidance please contact the Provincial Grand
Secretary in the first instance.
Nomination may be re-submitted annually if nominee is not successful.
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Recommendations for Provincial Mark Grand Rank
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

. 

The Provincial Grand Secretary will email each Lodge Secretary requesting
nominations/recommendations the forms, completed by the Lodge Secretary, in
the strictest confidence, must be returned by the date specified.
.
Brethren normally eligible for first appointment are those brethren who have been
an Installed Master for at least three years. i.e Installed 2008, eligible 2011.
Further promotion is not normally considered for at least a further three years.
Should any Secretary need assistance or guidance please contact the Provincial
Grand Secretary in the first instance.
N.B. It is important that completed forms are received from all Lodges even if there
are no nominations. Should there be no nomination details should be entered in the
“Personal Report” box i.e. “No nomination due to _______________(enter reason).
Nomination may be re-submitted annually if nominee is not successful.

Recommendations for Provincial RAM Grand Rank
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

. 
The Provincial Grand Secretary will email each Lodge Scribe requesting
nominations/recommendations the forms, completed by the Lodge Scribe, in the
strictest confidence, must be returned by the date specified.
Brethren normally eligible for appointment to Provincial RAM Grand Rank are
those brethren who have been an Installed Commander for at least four years. i.e.
Installed 2005, eligible 2009.
Should any Scribe need assistance or guidance please contact the Provincial Grand
Secretary in the first instance.
N.B. It is important that completed forms are received from all Lodges even if there
are no nominations. Should there be no nomination details should be entered in the
“Personal Report” box i.e. “No nomination due to _______________(enter reason).
Nomination may be re-submitted annually if nominee is not successful.
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Change of Details
form available from Provincial Secretary 

or download from the Provincial website www.berksmark.org.uk

. 

The form needs to be completed whenever there are changes to a members details.
It is important to identify if the information concerns the Mark or the RAM degree
or both.
The completed form can be sent to the Provincial Grand Secretary by either post
or email, preferably by email.

Grand Lodge Annual Dues

. 

This form is sent annually to the Provincial Grand Secretary in August/September from Grand Lodge and is forwarded
to each Lodge Secretary/Scribe, with guidelines for completion and signature. Once completed it should be returned to
the Provincial Grand Secretary with the appropriate cheque for checking against the Provincial Database. A copy will
be taken for the Provincial Records and the original together with the cheque is sent to Grand Lodge.
N.B. This form is exactly the same for Royal Ark Mariner Lodges except in green.
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Provincial Grand Lodge Annual Dues

. This form will be sent with the Annual Return for Grand Lodge. Columns
1, 2, 3, and 4 will be completed for you, columns 5 to 10 will be blank, it is
your responsibility to complete these.
The completed form should be returned to the Provincial Grand Secretary
together with the returns for Grand Lodge with the appropriate cheque.
N.B. This form is exactly the same for Royal Ark Mariner Lodges.

Berkshire Masonic Year Book

. 

This form is emailed to you around June of each year for completion.
You will be able to type in the information save the form and return by email.

Check that all information is correct i.e Venue, meeting times and Installation month
Enter number of subscribing members. If you are a Lodge that meets at Sindlesham this is 
the figure which your Voluntary Contributions are calculated from.
Change year if information is for the previous year

Enter name of Brother appointed to each office in the second column. Address and 
telephone number are required for the Secretary.

Enter deletions and additions to previous year book with year of appointment

Enter amendments to previous year book
N.B. A similar form is sent for Royal Ark Mariner L odges .
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Regular Meetings

Summons (Regular Meeting)

� Must be received by members at least 14 days before meeting date. (It can be sent via
email)

� Include the Provincial website on the summons
� “We invite you to visit the Provincial website on www.berksmark.org.uk”

� It is recommended that minutes of the previous meeting are circulated prior to the
meeting either via email or in hard copy, but they must be confirmed at this meeting.
They must be affixed to the minute book and not signed as a loose leaf document.

� Presentation of a Grand Lodge Certificate should be the first item after the minutes.

� There should always be an item “Report from the BeMBA representative”.

� Copies of the summons should also be sent to the Provincial Executive:
� Provincial Grand Master
� Deputy Provincial Grand Master
� Provincial Grand Secretary
� Provincial Grand Director of Ceremonies
� Provincial Grand Treasurer
� Two Provincial Wardens

. 

All the Executive will book in with you direct
and will pay for their meal on each occasion.
If you do not hear from any member of the
Executive please record their apologies.
Please include a copy of the minutes if
circulated.

N.B. Exactly the same procedure is applied for Roya l Ark Mariner Lodges .
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Proposing Candidates
Advancement, Elevation, Joining, Re-Joining

� The following information must appear on the summons:
� Full Name
� Date of Birth
� Place or places of abode
� Name and number of Craft Lodge
� Names of Proposer and Seconder (both of whom must be subscribing members of the Lodge or

Honorary Members who are Past Masters of the Lodge)

. 

N.B. A candidate can be Advanced, Elevated, Join or Re-Join at the same meeting as
long as the ballot proves in favour.

Tokens for candidates available from Provincial Secretary (Mark only)

Election of Master/ Commander & Treasurer
This must appear as an item on the agenda prior to the Installation meeting.

� There is no need for the above to be balloted for if the following applies:
� There is only one nomination
� No other member duly qualified has indicated to the Secretary/Scribe that

he wishes to be considered
� No member present calls for a ballot
� The names of the nominees appear on the summons

� Should all the above apply the Master/Commander can declare the
election in favour of the nominated members.

. 
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The Risings

� First Rising
� Communications from Grand Lodge

� Second Rising
� Communications from Provincial Grand Lodge

� Third & Fourth Rising
� General matters of the Lodge

. 

Installation Meeting

Please note:

Unless the tradition of the Lodge is different the Provincial Senior and
Junior Warden should be invited to take the Wardens chairs and also to
ask the Provincial Senior Warden to give the address to the Wardens and
the Provincial Junior Warden to give the address to the Overseers.

The address to the Master, Wardens and Overseers should be given
immediately following their appointment and investiture.
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Summons (Installation Meeting)

� Must be received by members at least 14 days before meeting date. (It can be sent
via email)

� Include the Provincial website on the summons
� “We invite you to visit the Provincial website on www.berksmark.org.uk”

� It is recommended that minutes of the previous meeting are circulated prior to the
meeting either via email or in hard copy, but they must be confirmed at this meeting.
They must be affixed to the minute book and not signed as a loose leaf document.

� Presentation of a Grand Lodge Certificate should be the first item after the minutes.

� Items that must be included on the agenda are:
� To elect:
� Two members to serve on the Lodge committee
� Two members to act as Examiners Rule 105ii
� A representative to serve on the BeMBA management committee

� Report from the BeMBA representative

. 

N.B. Exactly the same procedure is applied for Roya l Ark Mariner Lodges .

Summons (Installation Meeting)

� Copies of the summons should be sent to the Provincial Executive and the
Provincial Officers of the year (a list will be sent to you including email addresses. If a set of
labels are required please contact the Provincial Secretary)

� The Provincial DC will book in the PGM, DepPGM, Wardens and a DC if they are
attending.

� All other Active Provincial Officers will book in with you direct.

� With the exception of the Provincial Grand Master or his representative, all will
pay for their meal.

� Please include a copy of the minutes if circulated.

� If you do not hear from any member of the Executive please record their
apologies.

. 

N.B. Exactly the same procedure is applied for Roya l Ark Mariner Lodges .
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Officers of a MMM Lodge

� The following Officers must be appointed at the Ins tallation Meeting
� Worshipful Master
� Senior Warden
� Junior Warden
� Master Overseer
� Senior Overseer
� Junior Overseer
� Treasurer
� Registrar of Marks
� Secretary
� Senior Deacon
� Junior Deacon
� Inner Guard
� Tyler

� The Master may also appoint the following additiona l officers
� Chaplain
� Director of Ceremonies
� Almoner
� Charity Steward
� Assistant Secretary
� Assistant Director of Ceremonies
� Organist
� Stewards

. 

Order of Precedence (MMM)

� Assuming all Officers are appointed the following applies:
� Worshipful Master
� Senior Warden
� Junior Warden
� Master Overseer
� Senior Overseer
� Junior Overseer
� Chaplain
� Treasurer
� Registrar of Marks
� Secretary
� Director of Ceremonies
� Almoner
� Charity Steward
� Senior Deacon
� Junior Deacon
� Assistant Secretary
� Assistant Director of Ceremonies
� Organist
� Inner Guard
� Stewards
� Tyler

. 
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Officers of a RAM Lodge

� The following Officers must be appointed at the Ins tallation Meeting
� Worshipful Commander
� Senior Warden
� Junior Warden
� Treasurer
� Scribe
� Senior Deacon
� Junior Deacon
� Guardian
� Warder

� The Commander may also appoint the following additi onal officers
� Chaplain
� Director of Ceremonies
� Almoner
� Charity Steward
� Assistant Secretary
� Assistant Director of Ceremonies
� Organist
� Stewards

. 

Order of Precedence (RAM)

� Assuming all Officers are appointed the following applies:
� Worshipful Commander
� Senior Warden
� Junior Warden
� Chaplain
� Treasurer
� Scribe
� Director of Ceremonies
� Almoner
� Charity Steward
� Senior Deacon
� Junior Deacon
� Assistant Secretary
� Assistant Director of Ceremonies
� Organist
� Guardian
� Stewards
� Warder

. 
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Lodge Accounts

Lodge Accounts

� Presentation of the Lodge accounts must appear as an item on the agenda
at the meeting detailed in the Lodge By-Laws i.e.:
� The Treasurer will present the Lodge Accounts for the year ending xx/xx/xxxx

� A copy of the accounts must be sent to the Provincial Grand Treasurer as
soon as possible after being signed by the Lodge Treasurer and both
Examiners.

. 

N.B. Exactly the same procedure is applied for Roya l Ark Mariner Lodges .
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Presentation of Grand Lodge Certificate

Presentation of Grand Lodge Certificate

� As soon as certificates are received they should be presented to the
relevant Brother.

� Certificates should be presented by a member of the Executive, if possible, 
failing which by a senior member of the Lodge.

� At the same time an introductory letter about the Royal Ark Mariner degree,
from the Provincial Grand Master, should be presented with the appropriate
words. (This letter is available as a download from the website)

. 

N.B. Exactly the same procedure is applied for Royal Ark Mari ner
Lodges except for the presentation of the RAM letter.
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Alteration of By-Laws

Alteration of By-Laws

� All Lodge By-Laws should be consistent with the model produced by Grand
Lodge.

� They may not be amended without the approval of Provincial Grand Lodge
and the General Board. (3 copies must be sent to the Provincial Grand Secretary)

� Any amendment must first be proposed by Notice of Motion given at one
meeting and included in the summons for and voted upon at the next meeting.

. 

N.B. Exactly the same procedure is applied for Royal Ark Mari ner Lodges.
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Model By-Laws

. 

Mark Leaflet



2/3/2012

21

Mark Leaflet

� To be used in promoting the degree to any interested party

� Available as a download from the Provincial website or the Provincial 
Secretary . 

Royal Ark Mariner Leaflet

�To be used in promoting the degree to any interested party

�Available as a download from the Provincial website or the Provincial Secretary
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The Berkshire Link & Provincial Website

The Link & Website

. � Send articles of interest together with pictures if  possible.

� Donations

� Interesting Lodge activities etc

� Copy dates for The Link

� Spring issue deadline for copy and photo’s – end Feb

� Autumn issue deadline for copy and photo’s – end Jul y

N.B. Articles for the website can be sent at anytim e


