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Intendants General
Instructions and Other Information

Intendant General is one of the most important offices in our United Grand Imperial
Council. You are the personal representative of the Grand Sovereign in your division. As
set forth in §405.020 of the Statutes and Regulations:

It shall be the duty of each Intendant General to have the general
supervision of the affairs of the Order in his division, including the
convening and functioning of joint assemblies. He shall exercise such
general powers as are granted by the Constitution of the Grand Imperial
Council and these Statutes and Regulations, and such special powers as
may be delegated to him from time to time by the Grand Sovereign. He
shall make an annual report of the conditions in his division to the Grand
Sovereign which shall be filed with the Grand Sovereign and Grand
Recorder by April 1% of each year.

The following instructions and other information are provided to assist you in the
discharge of your duties.

Appointment

Each Intendant General should promptly notify each Conclave in his division of his
appointment and readiness to make an Official Visit.

When you are first commissioned an Intendant General, you are eligible to receive:
A written commission signed by the Grand Sovereign and the Grand Recorder.
An Intendant General jewel.
An Intendant General name badge.
A necktie and lapel pin.
Electronic access to the Transactions of the UGIC.

A stationery template (which may be obtained by contacting the UGIC office).
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You should download a copy of the Constitution and the Statutes and Regulations from
the UGIC web site (www.redcrossconstantine.org). It is in searchable .pdf form. The
Constitution and the Statutes and Regulations are updated and should be downloaded
annually after each Annual Assembly.

You may request an electronic copy of the Ceremonies of Subordinate Conclaves (the
Red Ritual) from the UGIC office. Printed copies of the Red Ritual are available for
purchase by Conclave Recorders only from Mitchell Fleming Printing, 36 N. Washington
Street, Knightstown, IN 46148 ((317) 462-5467 or (877) 324-7197). Our contact there is
John Fleming whose email address is jfleming5088@gmail.com. The Red Ritual is
printed without the secret work which can be obtained from the Grand Recorder. The
Grand Recorder can also provide you with an electronic copy of that portion of The
Ceremonies of the United Grand Imperial Council (the Gray Ritual) which includes the
rituals for the College of Viceroys and Senate of Sovereigns.

If your predecessor completed a full ten years in office, he is entitled to keep his
Intendant General jewel as a Past Intendant General. You will be provided with a new
Intendant General jewel, with the compliments of the late Knight Companion Donald R.
Swanson, KGC, KCC. If your predecessor did not complete a full ten years in office, he
will present you with his IG jewel as he will no longer be entitled to wear it.

Intendants General serve at the will and pleasure of each Grand Sovereign. Intendants
General may serve no more than ten years, not counting the period of any initial
appointment made between Annual Assemblies. If you complete a full ten years as an
Intendant General, you may retain your jewel and will be provided with a yellow neck
ribbon on which to hang the jewel identifying you as a Past Intendant General.

The UGIC would be most appreciative if you would make arrangements with your family
for your jewel to be returned to the Grand Recorder when you no longer have a need for
it. If you complete less than a full term of ten years, you must pass your Intendant
General jewel to your successor in office. The jewels are gold. If you lose the jewel, the
replacement cost is in excess of $1,000 and will be based on the then cost of gold.

Official Visit to Conclaves

You should visit each Conclave in your division at least once each year. On your Official
Visit, you should carefully inspect the Bylaws and any amendments thereto to determine
if there are any irregularities. (Conclave Bylaws are discussed more fully later in this
material.) You should also examine the Conclave’s books, papers, minutes and records to
evaluate whether they are properly kept. You should make such additional inquiries and
examination into the general condition of the affairs of the Conclave as will enable you to
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determine whether they have been conducted in accordance with the Bylaws of the
Conclave, the Constitution and the Statutes and Regulations and the orders and directions
of the Grand Sovereign. Should any error or irregularity be found, you should endeavor
to correct it immediately and, if deemed appropriate, report your actions and
recommendations to the Grand Sovereign (with a copy to the Grand Recorder).

Viceroy and Sovereign Chair Degrees

As Intendant General, you should arrange for the Coronation of the Sovereign and
Consecration of the Viceroy of each of the Conclaves in your division which must be
done before each’s installation. These degrees may be found in the Gray Ritual. You
may either take the lead part in one or both of these degrees (with other eligible Knights
Companions assisting you) or see to the organization of teams to confer these
distinctions. Given the importance of these degrees, it is highly desirable that you, as
Intendant General, participate in one or both of them. If, for any reason, you are unable
to perform these degrees, you may delegate a Past Sovereign to perform them in your
stead.

Each of these degrees requires a cast of four, and neither of them is long. (They require a
maximum of fifteen minutes each.) The Prelate parts are recited by that officer from his
station and may be read from a suitable scroll, or other such document, if memorizing
them proves a great burden. Certainly, no open rituals should ever be seen, and no other
member of the cast should rely on any script or other memory aid.

If there is a Divisional or Regional Assembly which is reasonably convenient, these two
degrees may also be conferred at such an event. You should encourage the Knights
Companions of your division to attend and participate in Divisional or Regional
Assemblies.

Remember that no Knight Companion may sit as a Sovereign or Viceroy who has not
received the Orders of Knight of the Holy Sepulchre and Knight of Saint John the
Evangelist.

Attendance at the UGIC Annual Assembly

Each Intendant General is expected to attend the Annual Assembly of the United
Grand Imperial Council every year. The following is the current schedule of the
upcoming Annual Assemblies:

154" Annual Assembly  June 4-6, 2026 at Embassy Suites by Hilton Grapevine DFW
Airport North, 2401 Bass Pro Drive, Grapevine, TX 76051
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155" Annual Assembly ~ June 3-5, 2027 at Embassy Suites Hotel and Convention
Center, 5055 International Blvd, North Charleston, SC 29418

156" Annual Assembly ~ June 8-10, 2028, at the Radisson Hotel, Bismarck, 605 E
Broadway Ave, Bismarck, ND 58501

Any changes in these dates will be announced well in advance.

If circumstances are such that you absolutely cannot attend an Annual Assembly, you
must communicate with the Grand Sovereign (copy to the Grand Recorder) in a timely
manner and request an excused absence, citing the circumstances which make your
presence impossible. In such case you should also, if possible, arrange for another
Knight Companion from your division to attend the Annual Assembly to represent the
division. You should also encourage the Sovereign and Recorder of each Conclave in
your division to attend the UGIC Annual Assembly. The Conclave may underwrite some
portion of the necessary expenses of their attendance.

Records of Actions and Annual Report

As the Intendant General, you should keep a written record of your official acts and
decisions and make a clear and correct report to the Grand Sovereign as required by the
Constitution and the Statutes and Regulations. A full written report of your service as
Intendant General during the prior calendar year, and your opinion of the state and
condition of our Order in your division, are due to the Grand Sovereign (copy to the
Grand Recorder), on or before the first day of April of each year. It is helpful if the
reports are submitted in electronic form, preferably in Word.

Resolution of Disputes

You should try to reconcile any disturbance within your division by a proper and
judicious application of the Constitution, the Statutes and Regulations and Masonic Law
and attempt to avoid any escalation. Do not hesitate to communicate with the Grand
Sovereign and Grand Recorder when you think it is appropriate. Do not be afraid to ask
for help.

Bylaws of Conclaves

You are asked to examine the Bylaws of each Conclave annually. Bylaws should be kept
in conformity with the Constitution and the Statutes and Regulations. When submitting
new Bylaws, or amendments to Bylaws, the Conclave Certificate of Endorsement must
be completed. The Certificate of Endorsement calls for the signature of the Recorder and
Sovereign. Sample Bylaws and amendment endorsements are found in §802.020 of the
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Statutes and Regulations. All Conclaves are strongly encouraged to adopt the simplified
Bylaws found in §802.020 of the Statutes and Regulations. Conclave operating practices
(such as procedures for selection of new members, retention of members, amounts of
fees, dues and assessments, meeting dates, times and locations and the like) should not be
in the Bylaws. These should be set forth in separate Standing Procedures to eliminate the
requirement for UGIC approval of a Bylaws change when circumstances require changes
to these procedures. An exemplar of Standing Procedures is available from the Grand
Recorder.

The Bylaws or amendments to them are forwarded to the Grand Recorder for submission
to the Committee on Chartered Conclaves for its recommendation and inclusion in their
report to the United Grand Imperial Council at the next Annual Assembly. They are
approved as follows:

If the proposed Bylaws or amendments increase the maximum number of regular
or emeritus members in the Conclave, they must be approved by the UGIC at its
next Annual Assembly. After final approval by the United Grand Imperial
Council, they will become operative as soon as the properly endorsed copy is
returned to the Conclave Recorder.

If the proposed Bylaws or amendments do not increase the maximum number of
regular or emeritus members in the Conclave, they may be approved by the
Committee on Chartered Conclaves and the Grand Recorder without the approval
of the United Grand Imperial Council and will become operative as soon as the
properly endorsed copy is returned to the Conclave Recorder.

Annual Returns and Conclave Financial Reports

Every year each Conclave Recorder must file the Annual Return and Conclave Financial
Report for his Conclave. The Annual Return and Conclave Financial Report forms are
downloadable from the UGIC web site.

The Statutes and Regulations require that the Annual Return (including payment of
the per capita and the Sovereign and Viceroy offerings) and the Conclave Financial
Report be in the Office of the Grand Recorder no later than the last day of
February. The per capita is calculated on the Annual Return form. The offerings
are $20.00 for the Imperial Senate of Sovereigns and $10.00 for the Imperial College
of Viceroys.

Each Recorder must also furnish a copy of the complete Annual Return and Conclave
Financial Report to his Intendant General. If you do not receive your copy of the Annual
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Return and Conclave Financial Report by the middle of February, you should check with
the Recorder and remind him of the deadline.

Grand View

You should encourage every Recorder in your division to use the UGIC’s Grand View
membership database system. Grand View allows individual recorders to interact and
edit in real time the membership records for his conclave. He can generate useful
membership reports and use the system to email his members. Grand View also makes
the Annual Return process much easier. Recorders are encouraged to update their Grand
View membership records in real time and always before submitting each Annual Report.
This should ensure that his records match those in Grand View to eliminate the need for a
lot of follow ups after their submission.

The Grand Recorder can provide you with Intendant General access to the Grand View
database and the ability to look at the information for each of your conclaves in Grand
View. Send the Grand Recorder your request for access by electronic mail, and he will
provide it to you.

Annual IRS Filing

Small non-profit organizations are required to file electronically a Form 990-N (e-
Postcard) tax return. This must be done prior to the fifteenth day of the fifth month after
the year end for the Conclave as reflected in the IRS’s records. (It is due on or before
May 15" if the Conclave has a calendar year in the IRS’s records.) It is your
responsibility to ensure that your Conclaves make this filing and report their action to
you. There is no alternative to the on-line, electronic filing. Recorders who are not
computer literate may need some help from other Conclave members. Conclaves will
lose their tax-exempt status if they fail to file these returns. It can be expensive to get
that exemption back once lost for failure to file this simple electronic form.

Miscellaneous

There are several forms, certificates and other materials which may be useful to Conclave
Recorders on the UGIC web site. Available from the Grand Recorder is a history of the
UGIC and a few other items. The Constitution and the Statutes and Regulations are on
the web site, as noted above. There is no charge for any materials received from the
Grand Recorder’s office.
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Concluding Thoughts

You will find ample opportunity to exercise leadership, prudence and zeal in the
discharge of your duties. We rely on you for a just and satisfactory discharge of the
dignified and responsible duties of your office. While you will enjoy the honor and
respect your office evokes, remember that as Knights Companions we are all equals, and
each is entitled to our regard.



