RECORDER’S HANDBOOK

This Recorder’s Handbook is a guide for the Conclave Recorder to assist in the performance of
his duties. For further assistance, consult the Constitution and Statutes and Regulations (CSR)
of the United Grand Imperial Council (UGIC), your Intendant General or the Grand Recorder at
gdrec@redcrossconstantine.org.!

DUTIES OF THE RECORDER
Under CSR §805.040.E,

The Recorder shall keep full and correct minutes of the proceedings of the
Conclave and issue notices for each Regular and Special Assembly. He shall
receive all moneys which may be paid to the Conclave and pay the same forthwith
to the Treasurer, taking his receipt therefor. He shall submit his books and
accounts to the Auditing Committee for examination, together with the statement
of all receipts and expenditures. From time to time, he shall notify the members
concerning any dues or other financial obligations which are owing the Conclave.
He shall on or before March 1st of each year submit the Annual Returns in
writing to the Grand Recorder, upon such forms as may be provided by the Grand
Imperial Council. He shall perform such other duties as pertain to the office.

The Recorder is also responsible for maintaining the Conclave’s membership records.
GRAND VIEW

The UGIC and its Recorders use the Grand View system to maintain membership and other
records. Grand View is a comprehensive web platform with an encrypted portal where Grand
Lodge, Constituent Lodges, other Masonic groups (such as the UGIC) and individual members
can maintain records and communicate online. Over forty percent of the Grand Lodges in
America use the Grand View system. Grand View has been customized for our use. Our UGIC
web platform through Grand View allows a Recorder to interact and edit in real time the
membership and other records for his conclave. He can also generate useful membership reports
and use the system to email his members.

All reporting of your conclave membership to the UGIC is done through Grand View, with an
annual written return confirming that your conclave’s membership information in Grand View is
correct. This handbook will explain how this is done.

Gaining Recorder Authority in Grand View

To gain access to the UGIC’s Grand View membership database for the first time, go to its
website: https://rcc.grandview.systems. Click Member Portal in the upper right hand corner of

!'Issued April 3, 2021.



the landing page. You will be taken to the Sign In screen. Click Sign Up which will take you to
a screen where you should complete your conclave number (exclude any leading zeroes), your
Member ID (exclude any leading zeroes) and your last name (it is case sensitive, try all caps and
if that does not work then initial cap only). (The Grand Recorder can provide you with your
conclave number and Member ID.) Then click the Check Membership Status button to proceed.

On the next screen you will enter your email address and a personal password which you have
selected. You will enter your password a second time to confirm it. Then click to sign up. You
are then registered. Once registered, you will use the same link, https://rcc.grandview.systems,
click Member Portal and enter your email and password to use the system.

On your first log in as a user, be sure to go to My Profile under My Portal. This screen is where
you can verify your personal information. Click Update My Personal Info to update any
incorrect items and complete any missing or incorrect items in your Personal Info. Then click
the Contact Information line to confirm your address, phone number, email address and other
information displayed to verify it is correct. Click Update to correct any item. You will want to
click validate address so that the system knows it is correct. If there is information that needs to
be updated but the system will not allow you to change it, please contact the Grand Recorder for
help. You also have the ability to upload a photo using Change Profile Pic in the Public Profile
Pic box on the right hand side of the screen.

When your My Profile is up to date, let the Grand Recorder know and he will upgrade you to
recorder authority. Once he has so notified you, you should then log into Grand View again.
Click Conclave at the right side of the blue ribbon at the top of the landing page which will take
you to your conclave’s landing page. There, you will see a list of your pending candidates (if
any) and your conclave members. On the left hand side of the screen are the following tabs
which can take you to more conclave information and Grand View functions:



Members
Accounting
Engagement
Officers

Conclave Settings
History

Conclave
Committees

Minutes
Documents
Resources/Forms

Inactive &
Deceased

Reports & Labels
Report Builder

Audit Report

Initial Review and Updating of the Grand View Record
When you first become Recorder, you should do the following review.

You should check against your Conclave records in your possession the list of your conclave
members in Grand View. If your conclave records include a member who is missing from Grand
View or if Grand View includes a member who is not shown as such in your conclave records,
please contact the Grand Recorder for help.

Next, verify the installation date, birth date and all contact information is complete in Grand
View for every member. You should start by printing out what information Grand View has on
your conclave’s current membership to check for errors or missing items. You start by going to
the conclave’s Admin Dashboard page. Click Reports & Label which will take you to the
following page:



Reports

Conclave Directory Report
Membership Reports
Bad/Unverified Address Report
Active Roster (PDF)

Membership Changes this Period
Mentors Report

Living Spouses / Widows Report
Spouses Birthday Report

Past Puissant Sovereigns Report
Petition Notices
Quarterly Report

Event Report
Deceased Members Report

Conclave Recap Report
Years of Service Report

Audit Report

Next click Membership Reports which will take you to the following:

St Gabriel 4001 Member Report

Report parameters *

Candidates
[J Entered Apprentice
[ Fellowcraft

Knight Companions

Download Report




Check the parameters as shown and then click Download Report. This will download an excel
report with most of the information in Grand View for the active candidates and Knights
Companions for your conclave. Look for the downloaded file above the ribbon at the bottom of
your screen or in the Downloads folder on your computer.

You should review the excel printout of your membership and verify each person’s name,
birthdate, home address, email address, telephone numbers and installed date. (The Grand View
database has been run against the National Change of Address database so it is possible that the
Grand View record has a more current postal address for your members than you may have. Be
cautious therefore when changing the address in the Grand View database.) It is important that
you complete an email address for every member with email. Items may be corrected or added
by clicking the blue Update Personal Information or blue Update Contact Info buttons on the
General page for the applicable member. (The Installed Date is changed or completed by
clicking the member’s History page and then modifying the information in the Historical Events
box which is shown in the graphic under the next heading.) You also can start adding Royal
Arch Chapter membership for each member by clicking the blue Update Personal Information
button on the General page and completing the chapter information at the bottom of the dialogue
box which will then appear.

Next, go again to the Admin Dashboard screen. There are tabs on the left hand side which you
should click through to view and update any information in error or complete any missing
information. Under the Officers tab, the incumbent Sovereign, Viceroy and Recorder should
have been entered. If not, you should enter them. Under the Minutes tab, upload your meeting
minutes once approved. Uploaded minutes will thus become available to your members who
have access to Grand View. Under the Documents tab, you should add your conclave’s bylaws.
You should also add to this tab your conclave’s standing procedures, if any, histories of your
conclave and its members and other such records. You may scan your conclave’s charter and
add the scanned copy.

You can use Grand View to write your members with email addresses on file whose preferences
have been marked to accept emails. Go to the Admin Dashboard screen and under the
Engagement tab click on Posts to access this function. You create and save a post, email it to
yourself for review and then email it to your members.

Ongoing Use of Grand View
How to admit and terminate members, track their membership class, record the conferral of the
orders and chair degrees and track their Constantine service and other history is covered in later
sections of this Handbook.
MEMBERSHIP
Eligibility.

In accordance with ancient customs and the traditions of the Constantinian Order of Christian
Knighthood, membership is only by invitation from a Conclave given to outstanding Master



Masons who have shown high qualities of leadership, exemplified high moral and intellectual
attributes, and have contributed substantial service to the Craft, or the civic, industrial and
religious life of their community. Our Constantine Orders may not be conferred by a Conclave
upon anyone who is not a Royal Arch Mason in good standing. Our Constantinian Orders may
not be conferred upon anyone who does not subscribe to a belief in the Christian religion as
revealed in the New Testament.?

Jurisdiction to Admit Members.

Each Conclave shall have the exclusive jurisdiction to receive into membership by installation
those Royal Arch Masons who reside in the territory as may have been made exclusive to such
Conclave by the UGIC. Your conclave’s exclusive jurisdiction is set forth in your Bylaws.
Typically, it is the county in which your conclave meets.

Your conclave has concurrent jurisdiction to receive into membership by installation those Royal
Arch Masons who reside in all other areas of the division in which your conclave is located,
except those resident in any portion of the division in which another Conclave has been granted
exclusive jurisdiction by the UGIC.?

Special jurisdiction rules apply to those Conclaves listed in the Appendix A to this Handbook.

A Conclave may also act upon a proposal for membership by installation of any Royal Arch
Mason residing outside its exclusive and concurrent jurisdiction by first obtaining a written
waiver of jurisdiction from all Conclaves possessing exclusive jurisdiction over such Royal Arch
Mason or, if no other Conclave possesses exclusive jurisdiction, then from that Conclave
possessing concurrent jurisdiction over such Royal Arch Mason which is located nearest to his
residence. This is generally the case when a proposed member lives in another division or state.
The Recorder of the Conclave requesting a waiver of jurisdiction must include in his request full
particulars and reasons for such Mason’s selection. Among other reasons, waivers of jurisdiction
may be used to allow a Royal Arch Mason to be admitted to the Conclave in the area of his
Masonic membership and activities, rather than the Conclave in the area in which he may
reside.* The request is sent to the Recorder of the Conclave whose waiver is being requested.
His waiver may be as simple as the following writing: Conclave hereby waives
any jurisdiction which it may have over Companion . A list of Conclave
Recorders and their contact information may be found in Roll of Conclaves portion of the most
recently received Transactions of the UGIC. This information may also be obtained from the
Grand Recorder.

In divisions comprising two or more Conclaves, no Conclave in such division may take any
action on any proposal for Regular Membership by installation, until it reports its proposed
action to the Grand Recorder, and the Grand Recorder has verified that your conclave has the
jurisdiction to invite the proposed member and that there is no invitation to such Royal Arch
Mason outstanding from any other Conclave, or any objection or unfavorable report previously

2 CSR §804.100.
3 CSR §804.105.A.
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registered against such Royal Arch Mason. The Grand Recorder’s verification that these
requirements have been met is known as a clearance. No other Conclave shall extend an
invitation for membership by installation to or confer the Orders upon such Royal Arch Mason,
until after the expiration of the first to occur of: (1) one year from the date of such clearance, (2)
his rejection by the Conclave submitting his name to the Grand Recorder for clearance, and (3)
the release of such one year clearance hold by the Conclave submitting his name to the Grand
Recorder.> If you find that you cannot install a prospective member within the one year hold
period, the hold may be renewed by contacting the Grand Recorder’s office.

You must use Grand View exclusively to clear prospective members. When you have a
prospective member to clear, click Conclave in the ribbon at the top of the screen you reach after
log in. Then click Add next to Members which will give you the clearance template. Be sure to
complete every line with an asterisk on that template plus the line for the companion’s preferred
email address and at least one of the lines for a telephone number. Clearances will not be
processed until all of these lines are complete. Then click Add at the bottom of the dialogue box.
You will go to this prospective member’s member page. Be sure that there is a green rectangular
after his postal address which reads VERIFIED. This means that the post office will accept this
address. If you do not get this green box, you need to modify the postal address until you get the
green rectangle.

Then click the History tab in the left hand margin. Under Historical Events, on the line which
reads Proposed, Grand View will have completed the date with the date on which you are
completing this information. Click the box with the pen in it to the right of your conclave name
and correct that date in the Event Date box to the date of your conclave’s assembly at which this
companion’s name was proposed for membership. (Our law requires that a proposal for
membership be presented at a conclave assembly before the name is cleared. This is done
to determine if there are any objections to the name before he is cleared. Once cleared,
then you may ballot on the name.) Once the proposal date has been corrected, you should
click Save History Event at the bottom of the dialogue box. Do not click the clear button. Grand
View will let me know that you have a pending clearance. The Grand Recorder will then clear
the proposal if the information in Grand View is complete and there is no reason he cannot be
cleared.

A waiver of jurisdiction (if required) must be provided to the Grand Recorder before he will
clear your prospective member. No advance clearance or waiver of jurisdiction is required to
admit anyone already a Knight Companion to Regular, Dual or Honorary Membership in your
Conclave, even though he may not reside in your exclusive territory.°

In order to help you gather the information into Grand View to obtain a clearance, it is helpful if
your members use the Proposal for Membership form also found in the Resources section of the
UGIC’s website.

When a cleared potential member has been elected, invited and installed, that information should
be entered also on his member page using the Status Change box at the right. If a companion has

5 CSR §804.105.C.
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been cleared but declines his invitation or election, the Grand View entries must be made by the
Grand Recorder. You should ask him to make these entries by email and include the date that
the companion declined membership.

Classifications and Number of Members.

There are four classifications of members: Regular Members, Dual Members, Honorary
Members and Emeritus Members. A Knight Companion may be a Regular Member or an
Emeritus Member but not both at the same time. He may be a Regular Member or an Emeritus
Member of only one Conclave at a time. A Knight Companion may be a Dual Member or
Honorary Member of any number of Conclaves at the same time.

The maximum number of Regular Members of a Conclave is set by its Bylaws. The maximum
number of Emeritus Members of a Conclave is also set by its Bylaws, but this number may not
be more than a total of twenty at any one time. There is no limit on the number of Dual or
Honorary Members a Conclave may have.’

Regular Membership.

Regular Membership in a Conclave may be attained only by invitation, which invitation shall be
extended only after proper clearance through the Grand Recorder’s Office, if required. Only
Royal Arch Masons on whom the Constantinian Orders may be conferred and Knights
Companions of this or any sister Jurisdiction holding a Demit, Certificate of Good Standing or
similar document may be invited as Regular Members of the Conclave.?

Any Regular, Dual or Emeritus Member may suggest the name of a prospective invitee for
membership to the Recorder, provided the suggestion is accompanied by the prospective
invitee’s complete Masonic record and a statement that he is a Royal Arch Mason in good
standing who subscribes to a belief in the Christian religion as revealed in the New Testament or
is a Knight Companion holding a Demit or Certificate of Good Standing who is also a Royal
Arch Mason in good standing.’ The standard UGIC Proposal for Membership form may be used
for this purpose. It may be found in the Resources section of the UGIC’s website:
www.redcrossconstantine.org.

Each Conclave shall have full authority to decide what procedure it shall follow before extending
an invitation to a prospective invitee, provided, that at least thirty days shall have elapsed from
the date of a Regular Assembly, at which the name was first proposed, to the assembly at which
the proposal shall be considered. Once an invitation authorized by the Conclave has been issued,
there can be no further ballot or other ordeal. An individual thus invited who is not already a
Knight Companion shall present himself for installation within one year after his selection. In
case he does not so present himself for installation within one year of his invitation, his selection
shall be void, but his name may again be presented. '’

7 CSR §804.110.
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An individual thus invited shall, before his installation or admission by affiliation, file his
Acceptance of Invitation in writing, stating that he is a believer in the Christian religion as
revealed in the New Testament, giving his Masonic affiliations in the Lodge and Chapter, his
residence, date and place of birth, and present occupation, all over his official signature and in
the form prescribed by the UGIC. (This form may be found in the Resources section of the
UGIC’s website: www.redcrossconstantine.org.) Such acceptance shall be preserved in the
archives of the Conclave. With his acceptance, he shall also make his offering in the sum
prescribed by the Conclave.'!

As noted above, when a cleared potential member has been elected, invited and installed, the
information on each such action should be entered also on his member page in Grand View using
the Status Change box at the right hand side of the page. If a companion has been cleared but
declines his invitation or election, the Grand View entries must be made by the Grand Recorder.
You should ask him to make these entries by email and include the date that the companion
declined membership.

If admission to Regular Membership is by affiliation is pursuant to a Certificate of Good
Standing, his acceptance shall indicate whether he desires to transfer his membership or hold
multiple memberships. If the applicant desires to transfer his membership, the Recorder of the
selecting Conclave shall immediately complete and forward the Request for Demit to the
Conclave in which the applicant then holds Regular or Emeritus Membership. Regular
Membership in the selecting Conclave shall commence as of the date of the issuance of the
Demit. If the applicant desires to hold multiple memberships, Regular Membership in the
selecting Conclave shall commence as of the date of the selection. The Recorder of the selecting
Conclave shall advise the Recorder of the Conclave in which the applicant last held Regular or
Emeritus Membership of the applicant’s change in status to a Dual Membership in that
Conclave.'”” The Grand View entries to record the transfer of membership or admission of a
Dual Member must be made by the Grand Recorder. You should make your request for him to
make these entries by email and include the date of such action.

Dual Membership.

A Knight Companion in good standing in a Conclave in this or any sister Jurisdiction may be
selected to Dual Membership in any other Conclave as provided in Section 804.115 of the
CSR.!* A Dual Member shall have the same rights and privileges as a Regular Member and shall
pay dues and assessments collected by the Conclave.'*

The withdrawal of a Knight Companion from the Conclave in which he holds a Regular or
Emeritus Membership automatically converts his Dual Membership into a Regular Membership,
subject to the allowed limit for Regular Members. If he holds Dual Membership in more than
one Conclave, he shall designate the Conclave in which his Dual Membership shall

' CSR §804.135.
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automatically convert into a Regular Membership, subject to the allowed limit for Regular
Members. By notice given to both the Conclave in which a Dual Member holds Regular
Membership and a Conclave in which he holds Dual Membership, he may switch his Regular
and Dual Memberships between those two Conclaves, subject to the allowed limit for Regular
Members in the Conclave in which such classification is sought.'

A Dual Member holding original membership in a Conclave not under the jurisdiction of this
UGIC shall annually submit to the Recorder of the Conclave evidence of his continued good
standing in the other or original Conclave. Failure to submit evidence of good standing, upon
due notice, shall be cause for termination of such Dual Membership in the Conclave.'¢

The Grand View entries to record the admission of a Dual Member must be made by the Grand
Recorder. You should make your request for him to make these entries by email and include the

date of such action.

Honorary Membership.

A Conclave may confer an Honorary Membership upon a member in good standing of another
Conclave in this or any sister Jurisdiction who has performed an outstanding service for
Freemasonry or the Constantinian Order and upon whom the Conclave may desire to confer
special distinction. Honorary Membership entitles the holder to no rights and privileges in this
Jurisdiction other than a seat in the Conclave in which he holds an Honorary Membership.
Termination of membership for any other reason in the original Conclave automatically forfeits
his Honorary Membership.!” The Grand View entries to record the selection of an Honorary
Member must be made by the Grand Recorder. You should make your request for him to make
these entries by email and include the date of such action.

Emeritus Membership.

A Conclave may convert to an Emeritus Membership the membership of a Regular Member of
the Conclave when such member is prevented from regular attendance through no fault of his
own. The conversion of a Regular Membership to this classification shall require the consent of
the member. Emeritus Members shall have the same rights and privileges as Regular Members,
except as the Conclave may otherwise specify, and shall pay such dues and assessments as the
Conclave may specify, unless by vote of the Conclave their dues are remitted. In either case, the
per capita tax shall be paid to the UGIC the same as for Regular Members. At the request of an
Emeritus Member, the Conclave may convert his membership to that of a Regular Member,
subject to the allowed limit for Regular Members.!® The Grand View entries to record the
conversion to emeritus status must be made by the Grand Recorder. You should make your
request for him to make these entries by email and include the date of such action.

15 CSR §804.120.C.
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Rejections.

Where the name of any person has been presented to the Conclave for the Orders and such a
person has been rejected, his name shall not again be presented in any Conclave until after the
expiration of one year from the date of the Regular Assembly at which such person has been
rejected. Rejections are recorded in the Status Change box at the right hand side of the member

page.

Where the name of any person has been presented to the Conclave for affiliation or Dual
Membership and such a person has been rejected, his name shall not again be presented in such
Conclave until after the expiration of one year from the date of the Regular Assembly at which
such person has been rejected. A rejection or withdrawal of the proposal for membership by
affiliation shall not affect the rights of the proposed Knight Companion unattached as a former
member of the Order. A rejection or withdrawal of the proposal for Dual Membership shall not
affect the rights of the proposed Knight Companion in the Order. The proposed Knight
Companion’s name may be proposed in any other Conclave at any time.

In case of the rejection of a proposal for installation, affiliation or Dual Membership, no member
or visitor shall disclose either the name of the man rejected or the name of any member who
objected to the proposal under the penalty of suspension or expulsion, if a member, or, if a
visitor, under the penalty of never being permitted to visit the Conclave again or to become a
member of it. The Sovereign, in all proper cases, shall cause this section to be read immediately
after the rejection of a proposal for installation or affiliation.!” If a rejected proposal is
reconsidered later, the required Grand View entries must be made by the Grand Recorder. You
should make your request for him to make these entries by email and include the date of such
action.

Termination of Membership.

A member of a Conclave ceases to be such by death or by withdrawal (demit), suspension,
expulsion or termination of required membership in a prerequisite Masonic body. Termination
of membership in a Conclave in this or any other Jurisdiction for any reason other than
withdrawal automatically terminates his membership in any Conclave in which membership was
held. Terminations of membership by death, demit or suspension are entered in the Status
Change box at the right hand side of the member page. The Grand View entries to record the
termination of a Dual member, expulsion of a member or termination of required membership in
a prerequisite Masonic body must be made by the Grand Recorder. You should make your
request for him to make these entries by email and include the date of such action. (If you find
you must enter a prior period membership change, such as the death of a member which is not
discovered until after the annual returns have been filed for the year of his death, you should
advise the Grand Recorder of that entry.)

Any member desiring to withdraw from membership in a Conclave shall present his request for
withdrawal in writing at a Regular Assembly. If no valid objection is offered, his membership
shall then automatically terminate, and if he is a Regular or Emeritus Member a Demit shall be

19 CSR §804.140.
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granted to him. No action shall be taken upon the requested withdrawal of a member pending
any inquiry into his conduct, nor until his dues or financial obligations to the Conclave shall have
been paid or remitted.

A member may be suspended for non-payment of dues by a two-thirds vote of the members
present at a Regular Assembly.

A member may be suspended or expelled for any violation of the laws of Christian Knighthood.
Such a suspension or expulsion shall require a two-thirds vote of the members present at a
Regular Assembly (not counting the vote of the accused). A member who has been suspended or
expelled from a Conclave for any violation of the laws of Christian Knighthood may appeal his
suspension or expulsion directly to the UGIC as the tribunal of last resort.

A member whose required membership in a prerequisite Masonic body has been terminated by
demit or otherwise automatically ceases to be a member in the Conclave. Termination of
membership in a prerequisite Masonic body by suspension or expulsion shall not terminate his
membership in the event of an appeal of such action until the final decision has been had in the
body to which such appeal shall have been taken. However, until the final decision on such
appeal, all of his rights and privileges in the Conclave are suspended.*

The Grand View entries to record the termination of a Dual membership must be made by the
Grand Recorder. You should make your request for him to make these entries by email and

include the date of such action.

Restoration of Membership.

If a member ceased to be such by withdrawal, he may be restored by a two-thirds vote of the
members present at a Regular Assembly of the Conclave from which he withdrew if he is then in
good standing in all prerequisite Masonic bodies.

A member who has been suspended for non-payment of dues, may, upon payment of same, be
restored by a two-thirds vote of the members present at a Regular Assembly of the Conclave
from which he was suspended if he is then in good standing in all prerequisite Masonic bodies.

A member who has been suspended or expelled for any violation of the laws of Christian
Knighthood may be restored by the unanimous vote of the members present at a Regular
Assembly of the Conclave from which he was suspended or expelled if he is then in good
standing in all prerequisite Masonic bodies.

If a member ceased to be such by reason of the termination of his membership in a prerequisite
Masonic body, he may be restored by a two-thirds vote of the members present at a Regular
Assembly of the Conclave in which his membership was thus terminated if he is then in good
standing in all prerequisite Masonic bodies.

20 CSR §804.150.
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No one may be restored to membership if such action would cause the Conclave to exceed the
maximum number of members in the applicable classification.?!

The Grand View entries to record a restoration in most circumstances must be made by the
Grand Recorder. You should make your request for him to make these entries by email and
include the date of such action. Because of the way in which Grand View was designed, only the
Grand Recorder can find in Grand View the information on demitted and expelled members.
You should contact the Grand Recorder when you contemplate the restoration of any such
former member.

Life Memberships.

The creation or issuance of Life Memberships is prohibited. However, life memberships issued
before this prohibition came into effect remain valid.??

Conferral of the Orders of Knight of the Holy Sepulchre and Knight of Saint John the Evangelist.

These conferrals on a member are entered on his member page in Grand View using the Status
Change box at the right hand side of the page.

CONCLAVE BYLAWS

Every Conclave has a set of Bylaws which has previously been approved by the UGIC. A copy
of the approved Bylaws should be in the possession of the Conclave Recorder. The currently
recommended form for Conclave Bylaws may be found at Section 802.020 of the CSR. In the
event of any conflict between the Conclave Bylaws and the CSR, the CSR shall govern. In all
matters not specifically mentioned in the Conclave Bylaws, the provisions of the CSR shall
govern when they are directly, or by natural inference and analogy, pertinent and applicable. In
cases not especially provided for by the traditions of this Order, or by the UGIC, or by the
Conclave Bylaws, the Conclave shall be governed by the usages of Ancient Craft Masonry as far
as the same may apply.?®

Any changes to the Bylaws of the Conclave must be initiated by a written motion signed by at
least two of its members. The motion may be presented at a Regular Assembly. The Recorder
shall cause the proposed changes to be printed in full in the next notice of a Regular Assembly,
when the motion shall be acted upon. If approved by a majority of the Knights Companions
present, a copy of the proposed changes to the Bylaws shall be sent to the Grand Recorder. Each
copy shall contain the date of action by the Conclave and be signed by the Recorder and attested
to by the Sovereign. The required form may be found at Section 811.020 of the CSR.**

21 CSR §804.155.
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The Grand Recorder shall review the proposed changes as to form and format and submit the
copies to the Chairman of the Committee on Chartered Conclaves for review. A proposed
amendment to the Bylaws shall not become effective until approved as follows. Any Bylaws
amendment which does not increase the number of Regular Members or Emeritus Members in
the Conclave shall become effective when approved by the Grand Recorder and the Chairman of
the Committee on Chartered Conclaves. The Grand Recorder and the Chairman of the
Committee on Chartered Conclaves shall report any Bylaws amendment which increases the
number of Regular Members or Emeritus Members in the Conclave to the UGIC. These Bylaws
amendments shall not become effective until approved by the UGIC at an Annual or Special
Assembly. In either instance, a copy of the proposed changes to the Bylaws shall be returned to
the Conclave when approved. This approved copy should then be retained by the Conclave
Recorder in the Conclave’s permanent records.

Conclave Bylaws should not include such items as dates, times and places of Annual, Regular
and Special Assemblies, dues and fees, membership approval procedures and the like. These
matters should be set forth in Standing Procedures adopted by majority vote of the members of
the Conclave present at a Conclave meeting where considered. Standing Procedures do not need
Grand Recorder or other UGIC approval.

OFFICERS
Selection.

The elected officers of a Conclave shall consist of the Sovereign (as Constantine with title
Puissant), Viceroy (as Eusebius, with title Eminent), Senior General, Junior General, Treasurer
and Recorder, who shall be elected at the Annual Assembly of the Conclave or at a Regular
Assembly previous to the Annual Assembly. It is not permissible for one Knight Companion to
be installed into more than one elective office for simultaneous or concurrent terms of service,
except that the Intendant General may grant a dispensation allowing one member to be installed
as both the Treasurer and Recorder of a single Conclave.

Previous to his own enthronement, the Sovereign shall appoint a Prelate, Prefect, Standard
Bearer, Herald and Sentinel to serve during his term of office but subject to his removal at any
time.

A Conclave may elect or appoint additional officers, such as Trustees, an Orator, Stewards and
Organist, as the Conclave may provide.

Each officer of a Conclave must be a Regular, Dual or Emeritus Member in good standing in that
Conclave.

Subject to Section 805.050 of the CSR, the officers of a Conclave shall hold their respective
offices until their successors are elected, or appointed, and installed.?

25 CSR §805.010.
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Installation.

The officers of a Conclave shall be invested with their respective offices at the time of election
or as soon thereafter as practicable.?

No Knight Companion shall be qualified to preside over a Conclave of the Order until he shall
have been duly invested with the grade of Sovereign in the Imperial Senate, nor shall the grade
be conferred upon anyone who has not previously been consecrated a Viceroy and who has not
been duly conferred as a member of the Orders of Knight of the Holy Sepulchre and Knight of
Saint John the Evangelist. Where the restriction of membership of the Order of the Holy
Sepulchre and St. John the Evangelist work a hardship, the Grand Sovereign, or the Intendant
General, acting in his behalf, may grant a waiver in each instance. It shall be the duty of all
Knights Companions who shall be selected by their Conclave as a Sovereign to forthwith apply
to an Intendant General for official investiture. In the event that the services of such officer
cannot be procured, the Grand Sovereign or Intendant General may deputize any member of the
Imperial Senate to make the investiture.

No Knight Companion shall be qualified to sit in a Conclave as a Viceroy who shall not have
been duly consecrated to the Priesthood of Eusebius in the Imperial College of the Order and
who has not been duly conferred a member of the Orders of Knight of the Holy Sepulchre and
Knight of Saint John the Evangelist. Where the restriction of membership in the Orders of the
Holy Sepulchre and St. John the Evangelist work a hardship, the Grand Sovereign, or the
Intendant General acting in his behalf, may grant a waiver in each instance. It shall be the duty
of all Knights Companions who shall be selected by their Conclave as a Viceroy to forthwith
apply to an Intendant General for official investiture. In the event that the services of such
officer cannot be procured, the Grand Sovereign or Intendant General may deputize any member
of the Imperial Senate to make the investiture.?’

Dates of joining the College of Viceroys and Senate of Sovereigns can only be entered into
Grand View by the Grand Recorder. When you have such dates to add to a member’s history,
send an email to the Grand Recorder with the date of joining.

Duties.

The Sovereign has it in special charge to see that the Bylaws of the Conclave are duly observed
as well as the CSR; that accurate records are kept, and regular accounts, reports and returns are
made to the Grand Recorder annually, and that the fees and dues are paid promptly. He shall
preside over the Conclave and see that the opening, closing and other ritualistic work is
performed in a dignified and creditable manner. It is also his duty to attend all Assemblies of the
UGIC.

The Sovereign shall appoint, at least one month before the date of the Annual Assembly, an
Auditing Committee consisting of three Knights Companions, none of whom shall be an elective
officer, whose duty it shall be to audit or have audited the books of the Recorder, Treasurer and

26 CSR §805.020.
27 CSR §805.030.
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Trustees, if any, and to make a report in writing at the Annual Assembly, or, not later than the
first Regular Assembly after the Annual Assembly.

The Sovereign shall have such other powers as are in keeping with the growth and needs of the
Conclave and which are consistent with the provisions of the CSR and the Bylaws of the
Conclave.

The Viceroy shall perform such duties as may be assigned to him by the Conclave or are
traditionally appropriate to his station. It is also his duty to attend all Assemblies of the UGIC.

The Senior General and the Junior General shall perform such duties as may be assigned to them
by the Conclave, or such as are traditionally appropriate to their respective stations.

The Treasurer shall keep a correct account of all moneys received by him, on account of the
Conclave, giving his receipt therefor. He shall keep an accurate account of all moneys received
from whatever source on account of the Conclave. He shall pay out such funds only upon orders
drawn upon him by authority of the Conclave, and signed by both the Sovereign and the
Recorder. He shall open an account in the name of the Conclave with a Bank or Trust Company,
which has been approved by the Conclave. He shall annually submit in writing an account of all
moneys received and disbursed by him and submit his books and records for audit and approval.
He shall perform such other duties as pertain to the office.

As set forth earlier in this handbook, the Recorder shall keep full and correct minutes of the
proceedings of the Conclave and issue notices for each Regular and Special Assembly. He shall
receive all moneys which may be paid to the Conclave and pay the same forthwith to the
Treasurer, taking his receipt therefor. He shall submit his books and accounts to the Auditing
Committee for examination, together with the statement of all receipts and expenditures. From
time to time, he shall notify the members concerning any dues or other financial obligations
which are owing the Conclave. He shall on or before March 1% of each year submit the Annual
Returns in writing to the Grand Recorder, upon such forms as may be provided by the UGIC.
(These reports are also addressed later in this handbook.) He shall perform such other duties as
pertain to the office.

The Trustees, if such officers are elected, shall be custodians of the tangible assets of the
Conclave. The Conclave, may, if it desires, require the Recorder, Treasurer and Trustees, if any,
to give bond in surety form, the premiums thereof to be paid by the Conclave.

The Sentinel shall be the custodian of, and shall have charge of, all of the paraphernalia of the
Conclave under the direction of the Sovereign.

The duties of the remaining officers of the Conclave shall be such as prescribed by the CSR, or
in the absence of such statutory provisions, such as are usually incident to the office.?®

28 CSR §805.040.
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Vacancy or Incapacity.

An office in a Conclave becomes vacant if the holder is removed by the Sovereign, the holder
resigns his office or the holder ceases to be a Regular, Dual or Emeritus Member in good
standing of such Conclave.

In the event of a vacancy in the office of Sovereign, or his inability to perform the functions of
his office, the Viceroy shall succeed to and be charged with all his powers and duties, upon him
having been coroneted a member of the Senate of Sovereigns. In case of a vacancy in office or
inability to perform the function of office of both of their superiors, the Senior General and
Junior General shall, in the order of their rank, succeed to higher office. The most junior Past
Sovereign of the Conclave, able and willing to serve, shall be empowered to preside until such
time as a successor to the Sovereign has been coroneted a member of the Senate of Sovereigns.

If any other elective office becomes vacant, an election to fill the vacancy shall take place at the
next Regular Assembly, upon due notice to the members. If any appointed office becomes

vacant, the Sovereign may appoint a successor for the unexpired portion of the current term.?’

Past Sovereigns.

The title of Past Sovereign applies only to a member who has been regularly selected or named
in a charter as Sovereign in this or any sister jurisdiction; has been installed as Sovereign of a
Conclave in this or any sister jurisdiction; has served until the installation of his successor,
except in the case of death or consolidation, as provided below, or has served until his own
installation as Sovereign of such Conclave for the subsequent year; and is at the time in good
standing in a Conclave in this Jurisdiction. If a Sovereign resigns before the installation of his
successor, he forfeits all right to the title of Past Sovereign and to membership in the UGIC,
unless otherwise qualified. If a member has been regularly elected or named in a charter and
installed as Sovereign of a Conclave in this Jurisdiction and dies while serving as Sovereign, he
may by resolution of his Conclave be designated as a Past Sovereign. A member in good
standing in a Conclave in this Jurisdiction who has been regularly elected or named in a charter
and installed as Sovereign of a Conclave in this Jurisdiction shall have the title of Past
Sovereign, if the Conclave consolidated while he was serving as Sovereign and he did not
become Sovereign of the consolidated Conclave.*°

COMMITTEES

The Conclave may have such committees as the Sovereign or the Conclave may deem proper to
appoint. All committees shall be appointed by the Sovereign from the membership of the
Conclave, unless the Conclave or the CSR provide otherwise.!

2 CSR §805.050.
39 CSR §805.060.
31 CSR §806.000.
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ASSEMBLIES

The Annual Assembly of a Conclave shall be held on or before the Festival of St. John the
Evangelist (December 27), or within thirty days thereafter. Dates, times and places of Annual
and Regular Assemblies may be set by the Sovereign with written or printed notice given to all
members at least ten days prior thereto. Special Assemblies may be called by the Sovereign or
by written request of three members of the Conclave. Notice shall be given to all members of
the date, time and place of such Assemblies at least ten days prior thereto, and no business shall
be transacted except that for which it is called and which is specified in the notice.>?

At all Assemblies five members exclusive of the Sovereign shall constitute a quorum.>?

A majority vote of all members present at an Assembly shall be required to approve all business
transactions, except those matters for which other provision is made in the Bylaws of the
Conclave or in the CSR. The Sovereign shall have a regular vote in all matters before the
Conclave. In case of a tie vote, he may also cast the deciding vote.>*

FEES AND DUES

The fee for installation in the Conclave shall be such amount as may, from time to time, be set by
action at a Regular Assembly, which in no event shall be less than the sum of $50. The fee for
affiliation for a Knight of the Order shall be such amount as may, from time to time, be set by
action at a Regular Assembly. The fee for a Dual Member shall be such amount as may, from
time to time, be set by action at a Regular Assembly.*’

Dues shall be such amount as may, from time to time, be set by action at a Regular Assembly.
All dues shall be payable in advance on or before the first day of January of each year. Any
member in arrears to the Conclave for more than one year’s dues, or other financial obligation,
and neglecting or refusing to pay for same after he has been duly notified, may be suspended
from membership unless his arrearages shall have been paid or remitted by a majority vote of the
Conclave. Any member who has been suspended for non-payment of dues or assessments, may
upon payment of same, be restored to membership by a two-thirds vote of the members present
at a Regular Assembly.*¢

OFFICIAL VISIT OF THE INTENDANT GENERAL

The Intendant General should visit each conclave in his division at least once each year. On his
Official Visit, he should inspect the Conclave’s Bylaws and any amendments thereto to
determine if there are any irregularities. He should also examine the Conclave’s books, papers,
minutes and records to evaluate whether they are properly kept. He should make such additional
inquiries and examination into the general condition of the affairs of the Conclave as will enable

32 CSR §807.000.
33 CSR §807.030.
34 CSR §807.060.
35 CSR §808.010.
3¢ CSR §808.050.
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him to determine whether they have been conducted in accordance with the Bylaws of the
Conclave, the CSR and the orders and directions of the Grand Sovereign. The meeting protocols
to be followed on the Intendant General’s official visit may be found in the Protocol Manual
which may be downloaded from the Resources page on the UGIC website at
www.redcrossconstantine.org.

SUPPLIES

The Red Ritual may be purchased from the following source:

Mitchell Fleming Printing
36 N Washington Street
Knightstown, IN 46148
(317) 462-5467

Conclave Recorders may obtain the Red Ritual secret work from the Grand Recorder without
charge. Intendants General only may obtain from the Grand Recorder without charge that
portion of the Gray Ritual and secret work appertaining to the College of Viceroys and Senate of
Sovereigns.

The following forms and materials may be downloaded from the Resources page on the UGIC
website at www.redcrossconstantine.org:

1. Acceptance of Invitation

2. Demit (Letters Dismissory)

3. Dues Cards

4. Installation of Officers RCC

5. Materials & Supplies Availability list

6. Petition For Affiliation

7. Proposal For Membership

8. Request for Clearance

9. Suggested Conclave Bylaws

10. Certificate of Good Standing

11. Constitution and Statutes and Regulations
12. Annual Return Instruction Letter and Forms for the most recently completed year

13. Protocol Manual
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The following certificates are available from the UGIC office upon request:
1. Regular, Emeritus and Honorary Member Certificates
2. Sovereign Certificates
3. Viceroy Certificates
4. Fifty Year Member Certificate.

5. UGIC Transactions (electronic copies only).

ANNUAL RETURNS

Every Conclave Recorder files annually with the Grand Recorder, on blanks to be furnished by
him, the Conclave’s Annual Return and annual Conclave Financial Report, together with the
Conclave’s per capita and Sovereign and Viceroy offerings.” The completed Annual Return and
Conclave Financial Report together with the required check are due in the Grand Recorder’s
office no later than the following March 1. Each Recorder must also furnish a copy of the
complete Annual Return and Conclave Financial Report to his Intendant General. The Grand
Recorder provides separate instructions for completing and filing the reports when transmitting
the forms to the Conclave Recorders.

Before preparing your Annual Return, you should complete the Updating the Grand View
Record protocol attached as Appendix B to this handbook. Your Annual Return must tie out to
your membership list in Grand View before you file your annual return.

Please do not forget that filing the Conclave’s Annual Return and Conclave Financial
Report does NOT satisfy the Conclave’s obligation to file its annual Form 990-N (e-
Postcard) return for small non-profit organizations. This filing is done on line with the IRS
at https://sa.www4.irs.gov/epostcard/. The annual Form 990-N is due on the 15th day of
the fifth month after the Conclave’s year end as shown in the IRS records. Thus, calendar
year Conclaves must file by May 15th of the next year. Failure to file can and will result in
loss of the Conclave’s tax exempt status!

DOCUMENT RETENTION

The Conclave Recorder should keep permanently his Conclave’s Annual Returns, Conclave
Financial Reports, annual Forms 990-N (e-Postcard), financial statements, accounting records,
bylaws, minutes and membership records. Bank statements, cancelled checks and duplicate
deposit slips should be kept for ten years. General correspondence should be kept for at least
four years.

37 CSR §§805.040.E, 809.060.
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DISSOLUTION AND CONSOLIDATIONS

The procedures for dissolution and consolidation of a Conclave are set forth in Section 8§10.010
et seq. of the CSR.
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Appendix A
Jurisdiction of Conclaves

Under §804.105 of the CSR,

St. Simeon Stylites Conclave of Washington, D.C. shall have concurrent jurisdiction to
receive into membership by installation those Royal Arch Masons who reside in those
portions of the District of Columbia Metropolitan area located in Maryland with the
Conclaves of Maryland and in those portions of the District of Columbia Metropolitan area
located in Virginia with the Conclaves of Virginia.

Muscogee Conclave of Columbus, Georgia shall have concurrent jurisdiction to receive into
membership by installation those Royal Arch Masons who reside in Lee and Russell
Counties of Alabama with the Conclaves of Alabama.

The following additional special jurisdiction rules have also been approved by the UGIC:

Jurisdiction of St. John’s Conclave, Chicago, Illinois, is made exclusive in Cook County,
and in the Counties contiguous, Lake, Kane, McHenry, DuPage, Kendall and Will, of the
State of Illinois.

Jurisdiction of St. Helena Conclave, Peoria, Illinois, is made exclusive in Peoria County.
(See 2003 Proceedings).

Jurisdiction of St. Louis Conclave, St. Louis, Missouri, is made exclusive in the City of St.
Louis and St. Louis County.

Jurisdiction of St. Leonard Conclave, Jackson, Mississippi, is made exclusive in the
Counties of Hinds, Madison, Yazoo, Warren, Cliborne, Sipiah and Simpson in the State of
Mississippi.

Jurisdiction of St. Boniface Conclave, Water Valley, Mississippi, is made exclusive in the
Counties of Yalobusha, Panola, Lafayette, Tallahatchie, Calhoun and Grenada in the State of
Mississippi. (See 1958 Proceedings).

Jurisdiction of Albany Conclave, Albany, New York, granted October 19, 1927, was
verified exclusive in Counties Clinton, Franklin Essex, Hamilton, Warren, Washington,
Saratoga, Fulton, Montgomery, Schenectady, Schohaire, Albany, Rensselaer, Columbia, and
Greene. (See 1968 Proceedings).

Bylaws of St. Janus Conclave amended to provide for change of location from Bend
Oregon, to Medford, Oregon, granting exclusive jurisdiction in the County of Jackson and
concurrent jurisdiction in all other Counties except the locale of another Oregon Conclave.
(See 1972 Proceedings).
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Jurisdiction of St. Justin Conclave, Kansas City, Kansas, granted June 5, 1976, is made
exclusive in Wyandotte and Johnson Counties, of the State of Kansas.

Bylaws of San Lorenzo Conclave, Ancon, Republic of Panama, amended to provide for
change of location from Ancon to Balboa, Republic of Panama. Adopted: June 13, 1981.

Jurisdiction of St. Alban Conclave, Seattle, Washington, in addition to the County of King
in which it is located, is granted exclusive jurisdiction in Pierce County, Washington.
Adopted: June 8, 1985.

Change the location of Miami Conclave from Miami, Florida to West Palm Beach, Florida,

granting exclusive jurisdiction in the County of Palm Beach and concurrent jurisdiction in
all other counties except the locals of another Florida Conclave. (See 2001 Proceedings).
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At the Annual Assembly on June 6, 1997, the Jurisdiction of the Conclaves in Vermont was
specified by town. This allocation was modified at the Annual Assembly on June 1, 2018. As a
result, the exclusive and concurrent jurisdiction of the Conclaves in Vermont is as follows.

EXCLUSIVE JURISDICTION OF STAR OF BETHLEHEM

Addison Georgia Pittsfield
Albany Glover Pittsford
Alburg Goshen Richford
Avery’s Gore (Franklin County) Grand Isle Richmond
Bakersfield Granville Ripton
Barton Greensboro Rochester
Belvidere Hancock St. Albans City
Benson Hardwick St. Albans Town
Berkshire Highgate St. George
Bolton Hinesburg Salisbury
Brandon Holland Shelburne
Bridgport Hubbardton Sheldon
Bristol Huntington Shoreham
Browington Hyde Park South Burlington
Buels Gore Irasburg South Hero
Burlington Isle La Motte Satarksboro
Cambridge Jay Stowe
Charlestown Jericho Sudbury
Charlotte Johnson Swanton
Chittenden Leicester Troy
Colchester Lincoln Underhill
Cornwall Lowell Vergennes
Coventry Middlebury Waltham
Craftsbury Milton Waterville
Derby Monkton Westfield
Eden Montgomery Westford
Elmore Morgan Westmore
Enosburg Morristown Weybridge
Essex New Haven Whiting
Fairfax Newport City Williston
Fairfield Newport Town Winooski
Ferrisburgh North Hero Wolcott
Fletcher Orwell

Franklin Panton

24



Averill

Avery’s Gore (Essex County)

Barnard
Barnet
Barre City
Barre Town
Berlin
Bethel
Bloomfield
Bradford
Braintree
Bridgewater
Brighton
Brookfield
Brunswick
Burke
Cabot
Calais
Canaan
Chelsea
Concord
Corinth
Danville
Duxbury
East Haven
East Montpelier
Fairlee

Fayston
Ferdinand
Granby
Groton
Guildhall
Hartford
Hartland
Kirby
Lemington
Lewis
Lunenburg
Lyndon
Maidstone
Marshfield
Middlesex
Montpelier
Moretown
Newark
Newbury
Northfield
Norton
Norwich
Orange
Peacham
Plainfield
Pomfret
Randolph

-25-

EXCLUSIVE JURISDICTION OF SAINT HELENA

Roxbury
Royalton
Ryegate

St. Johnsbury
Sharon
Sheffield
Standard
Stockbridge
Stafford
Sutton
Thetford
Topsham
Turbridge
Verhsire
Victory
Waitsfield
Walden
Warner’s Grant
Warren
Warren’s Gore
Washington
Waterford
West Fairlee
Wheelock
Williamstown
Woodbury
Woodstock
Worcester



Andover
Arlington
Athens
Baltimore
Bennington
Brattleboro
Brookline
Castleton
Cavendish
Chester
Clarendon
Danby
Dorset
Dover
Dummerston
Fair Haven
Glastenbury
Grafton
Guilford
Halifax

Ira

Jamaica
Killington
Landgrove
Londonderry

CONCURRENT JURISDICTION

Ludlow
Manchester
Marlboro
Mendon

Middletown Springs

Mount Holly
Mount Tabor
Newfane
Pawlet

Peru
Plymouth
Poultney
Pownal
Proctor
Putney
Reading
Readsboro
Rockingham
Rupert
Rutland City
Rutland Town
Sandgate
Searsburg
Shaftsbury

-26-

Shrewsbury
Somerset
Springfield
Stamford
Stratton
Sunderland
Tinmouth
Townshend
Vernon
Wallingford
Wardsboro
Weathersfield
Wells

West Haven
Westminster
Weston

West Rutland
West Windsor
Whitingham
Wilmington
Windham
Windsor
Winhall
Woodford



Appendix B

Updating the Grand View Record
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Updating the Grand View Record

Your conclave’s member roster should always match your conclave’s membership information
in Grand View. This match should be verified when a Recorder first takes office and thereafter
every year before he files his conclave’s Annual Return with the UGIC. His record and the
record in Grand View must match before he files his Annual Return. Each Recorder is
encouraged to start this annual verification process in December and finalize it in early January
so that he is then ready to prepare his Annual Return. The following protocols are suggested.

Correcting Errors in the Grand View List of Candidates and Members

After log in, click Conclave at the right side of the blue ribbon at the top of the page which will
take you to your conclave’s Admin Dashboard page. You will see the list of your pending
candidates (if any) and your conclave members. On the left hand side of the page are the following
tabs which will take you to more information and Grand View functions:

Members
Accounting
Engagement
Officers

Conclave Settings
History

Conclave
Committees

Minutes
Documents
Resources/Forms

Inactive &
Deceased

Reports & Labels
Report Builder

Audit Report



Additions:

Is there a candidate shown on this page who has been installed already? Click on the candidate’s
name and then click through the Actions on the right hand side of the first page of the candidate’s
Grand View record until there are no remaining actions to complete.

Below is the Actions section for a candidate who has been cleared only:

| By Conclave
W By U.G.I.C./District

Elected

Rejected

Lost Contact
Not Interested
Not Worthy

Not Qualified

MNotes add note

If the candidate has been elected, click that button and complete the date of his election. The
next window will have an Actions box which will give you the opportunity to click Invitation
Sent and then enter the date that the invitation to membership was issued to him. The next box
of Actions will include the button to record his installation and the date such occurred.

If the candidate has declined membership, click Add Note at the bottom and describe what
happened and include the date on which the candidate declined membership. Then, let the Grand
Recorder know so that the Grand Recorder can make the entries to take him off your conclave’s
record as a candidate. Only the Grand Recorder has the permission level to eliminate anyone
from the database, including dropping a companion who declines membership. If he later
changes his mind and is invited again, the Grand Recorder can make his record visible to you
once more. When a Grand Recorder entry is required, you should make your request by email
and include the date of such action.

Has someone affiliated in your conclave during the year who is not reported in Grand View as
one of your members? His addition requires certain actions which the Recorder cannot perform
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at his Grand View permission level. Upon request, the Grand Recorder will make the required
entries. When a Grand Recorder entry is required, you should make your request by email and
include the date of such action.

If a demitted or NPD suspended member has been restored to membership, please contact the
Grand Recorder who will help make the required entries. Again, when a Grand Recorder entry is
required, you should make your request by email and include the date of such action.

What if your conclave has a member who does not appear on your conclave’s Grand View
membership list as a candidate or already a member? If your conclave is within a division with
more than one conclave, you may not elect any companion to membership or installed him
without clearing him through the Grand Recorder. If someone has been installed without the
required clearance, you must contact the Grand Recorder to help resolve this issue, including
how to record it in Grand View. If someone was cleared before the Grand View clearance
function was available, you should also contact the Grand Sovereign to help you get the Knight
Companion into Grand View.

If your conclave is the only one in your state, then you are not required to clear your prospective
members. However, the software is designed such that a new member cannot be entered into
Grand View other than by using the clearance procedure, as follows. Click Conclave in the
ribbon at the top of the page you reach after log in. Click Add next to the heading Members
which will give you the clearance template. Be sure to complete all of the boxes (including an
email address; only one telephone number is needed). Then click Add at the bottom of the
dialogue box. Then click on this proposed member and go to the History tab in the left hand
column on the Admin Dashboard:



Members
Accounting
Engagement
Officers

Conclave Settings
History

Conclave
Committees

Minutes
Documents
Resources/Forms

Inactive &
Deceased

Reports & Labels
Report Builder

Audit Report

Under Historical Events, on the line which reads Proposed, Grand View will have completed the
date with the date on which you are completing this information. Click the box with the pen in it
to the right of your conclave name and correct that date in the Event Date box to the date of your
conclave’s assembly at which this companion’s name was proposed for membership. Then click
Save History Event at the bottom of the dialogue box. Once all of this has been done, do not
click the clear button. Grand View will advise the Grand Recorder that you have a pending
clearance. The Grand Recorder will clear the name unless he resides in another state or has been
rejected for membership anywhere during the last year. The Grand Recorder will advise you of
the clearance. You should then proceed as explained above when a cleared candidate has been
installed.

Because you must use the clearance procedure to get a companion into Grand View whether a
clearance is required or not, you should complete that clearance process no later than the



companion’s installation so that you can keep your Grand View database up to date for the
efficiency of your own use.

Deletions:
Is there a Knight Companion shown under the Members tab on Admin Dashboard page who has

died, taken a demit or been suspended for nonpayment of dues? Again, this is addressed in the
Actions box on the right hand side of the member’s general information page:

S5t Gabriel No.4001
Active - Regular

Balance $0.00

Status Change

Click the down arrow next to Status Change which will give you various choices:

5t Gabriel No.4001
Active - Regular

Balance $0.00

Status Change n

Knight of the Holy
Sepulchre

Suspend for NPD

Suspend for UMC

Report as Deceased

Click whether Demit, Suspend for NPD or Report as Deceased. Be sure to include the date of
such event. The Grand View entries to record the termination of a Dual member, expulsion of a
member or termination of required membership in a prerequisite Masonic body must be made by



the Grand Recorder. When a Grand Recorder entry is required, you should make your request by
email and include the date of such action.

Emeritus Member:

What if a member has been elected to Emeritus status which does not appear in Grand View?
The Grand View entries to record the conversion to emeritus status must be made by the Grand
Recorder. You should make your request for him to make these entries by email and include the
date of such action.

Member of Multiple Conclaves:

If a Knight Companion belongs to two or more conclaves, he must be a Regular or Emeritus
Member in one of these conclaves only. In all other conclaves, he must be a Dual or Honorary
member. To verify whether such has been properly recorded, go once again to the left hand
column of the member’s page:

General
Demographics
Photos
Memberships
Spouse
Relationships
History
Offices
Preferences
Notes
Documents

Reports

Click the Memberships tab which will bring you to:



Memberships | Change Home Conclave | Add Membership

Conclave Status Membership Actions Balance
Class

Pacifica Active Dual Q (& B $0.00

No.4006

St Gabriel Active (Home Emeritus Q & B $0.00

No.4001 Conclave)

This multiple membership has been properly reported. If it reported a Regular membership in
Pacifica, you would click the square with a pen in it under Actions, which will bring you to the
following screen:



Edit St Gabriel No. 4001 Membership

Membership Status

Active
(] Charter Member

Dues Class

Regular v~

First Line Signer's Member Number

Second Line Signer's Member Number

Investigation Committee Chairman's Member Number

Investigation Committee's Member Number

Investigation Committee's Member Number

Mentor's Member Number

Update

Click the down arrow under Dues Class and select Dual. Then click Update at the bottom of the
page.

You should also check the History page to see if it clearly reports when each class of
membership was obtained. See the page below:



Historical Events add History Event

Event Type Date Conclave

Dual Membership 09/21/2003 Pacifica No. 4006 [ (]
Emeritus Membership 12/02/1599 St Gabriel No. 4001 [# (]
Affiliated 09/14/1584 Pacifica No. 4006 [ (]
Installed 12/06/1980 St Gabriel No. 4001 [# (]

If the Dual Membership and/or Emeritus Membership information is missing or in error, you
should contact the Grand Recorder to resolve the issue. You should send him an email
requesting the correction and include the date on which Emeritus or Dual Membership was
approved by your conclave.

Correcting Other Errors or Missing Items in the Grand View Record
You should next print out what information Grand View has on your conclave’s current

membership to check for errors or missing items. You start on conclave’s Admin Dashboard
page. Click Reports & Label which will take you to the following page:



Reports

Conclave Directory Report
Membership Reports
Bad/Unverified Address Report
Active Roster (PDF)

Membership Changes this Period
Mentors Report

Living Spouses / Widows Report
Spouses Birthday Report

Past Puissant Sovereigns Report
Petition Notices
Quarterly Report

Event Report
Deceased Members Report

Conclave Recap Report
Years of Service Report

Audit Report

Next click Membership Reports which will take you to the following:

St Gabriel 4001 Member Report

Report parameters *

Candidates
[J Entered Apprentice
O Fellowcraft

Knight Companions

Download Report
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Check the parameters as shown and then click Download Report. This will download an excel
report with most of the information in Grand View for the active candidates and Knights
Companions for your conclave. Look for the downloaded file above the ribbon at the bottom of
your screen or in the Downloads folder on your computer.

You should review the excel printout of your membership and verify each person’s name,
birthdate, home address, email address, telephone numbers and installed date. (The Grand View
database has been run against the National Change of Address database so it is possible that the
Grand View record has a more current postal address for your members than you may have. Be
cautious therefore when changing the address in the Grand View database.) It is important that
you complete an email address for every member with email. Items may be corrected or added
by clicking the blue Update Personal Information or blue Update Contact Info buttons on the
General page for the applicable member. (The Installed Date is changed or completed clicking
the member’s History page and then modifying the information in the Historical Events box
which is shown in the graphic under the next heading.) The attached schedule entitled
Membership Reports — Columns in Download Report lists the source of every item in the excel
printout. You also can start adding Royal Arch Chapter membership for each member by
clicking the blue Update Personal Information button on the General page and completing the
chapter information at the bottom of the dialogue box which will then appear.

Adding Missing Historical Events in the Grand View Record

You should review the History page for every member of your conclave to verify that all
applicable events have been completed. You click the History button on the left hand column for
every member which will show each’s Historical Events recorded in Grand View. The expected
list of events will depend on what each has done. A Past Sovereign’ Historical Events should
include at least the following:

Historical Events add History Event

Event Type Date Conclave

Installed Sovereign 11/10/2022 St Gabriel No. 4001 E4 &
Senate of Sovereign 11/10/2022 St Gabriel No. 4001 & &
Installed Viceroy 11/10/2021 St Gabriel No. 4001 4 L
College of Viceroys 11/10/2021 St Gabriel No. 4001 4 &
Knight of 5t. John 05/02/2013 St Gabriel No. 4001 L ]
Knight of the Holy Sepulchre 05/12/2011 St Gabriel No. 4001 4 &
Installed 03/07/2009 St Gabriel No. 4001 & &

If the Sepulchre or St. John orders are missing or the College or Senate degrees missing, they are
addressed in the Actions box on the right hand side of the member’s general information page:
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St Gabriel No.4001
Active - Regular

Balance $0.00
Status Change n

Click the down arrow next to Status Change which will give you various choices:

St Gabriel No.4001
Active - Regular

Balance $0.00

|

Status Change

Knight of the Holy
Sepulchre

Suspend for NPD

Suspend for UMC

Report as Deceased

Click Knight of the Holy Sepulchre to show conferral of that order. You should complete the
conferral date after you click this item. Once this has been completed, then you will be offered
the option to click Knight of St. John, also completing the conferral date. Once St. John has been
recorded, you will then see a Status Change box which will add College of Viceroys:
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5t Gabriel No.4001
Active - Regular

Balance $0.00
Status Change u

College of Viceroys

Suspend for NPD

Suspend for UMC

Report as Deceased

The College of Viceroys degree may only be conferred if the Knight Companion has taken both
the Sepulchre and St. John orders and been elected Viceroy. A Knight Companion cannot be
installed as Viceroy unless he has received the College of Viceroys degree. Once the College
has been clicked and completed with the date of conferral of that degree, then the screen will

show the Senate button:
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St Gabriel No.4001
Active - Regular

Balance $0.00
Status Change ﬂ

Senate of Sovereign
Demit
Suspend for NPD

Suspend for UMC

Report as Deceased

Again, no Knight Companion may be installed or preside as Sovereign until he has received the
Senate of Sovereigns degree which may only be conferred after his election as Sovereign.

To report a Knight Companion’s installation date as Sovereign or Viceroy, you should contact

the Grand Recorder by email to make the required entries. Be sure to include in your email the
office into which the Knight Companion has been installed and installation date. If the Knight
Companion is the current Sovereign or Viceroy, click Offices in the left hand column and then

click Add after the heading the Conclave Offices Held. Complete the template provided in the

pop up screen.

When the Access database was imported, the only information available on Sovereigns was
either the date and/or year they became Sovereign or a Past Sovereign. Because there was no
term ending date, Grand View treated them all as still being in office. Grand View added an
ending date as 12/31 of the year of the beginning date to get them off the current officer list.
However, Recorders still need to go through their Past Sovereigns and put in their actual
installation date (if they can find it, and if not, then January 1 of the applicable year) and the
date of the installation of their successor (using December 31% if the specific date cannot be
found). There are also members whose service as Sovereign never was recorded in the Access
database. Each should be added as a Sovereign under his Offices tab with a start and ending
date. For your Past Sovereigns not in the database, you may wish to add them as members, input
the information about their beginning and ending dates of service as Sovereign and then mark
them deceased (or however their membership ended). This will allow you to maintain a list of

14



Past Sovereigns. The Grand Recorder will need to clear them as you enter them into Grand
View.

Final Review

You should generate once again the excel report of information in Grand View for the candidates
and Knights Companions for your conclave in the Grand View database. Check it against your
conclave roster. Does Grand View have the same number of Regular, Emeritus and Dual
members as shown in your roster? Is the other information the same as in your roster? Are the
mailing and email addresses the same as in your records? If so, you should start preparing your
Annual Return. If you have completed this step before December 31%, be sure to revisit your
Grand View record to make any changes which have occurred between completing this step and
December 31%.

Keeping Current
The Annual Return process will be much easier in future if you keep your record and Grand

View synchronized during the year instead of waiting to do it when you are at the deadline to get
the Annual Return filed!
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Membership Reports - Columns in Download Report

Column Heading Description / Information Source
A Status Candidate or Knight

Member Unique member number in Grand View

Masonic Title Personal Information box on member’s General page
Prefix Personal Information box on member’s General page
First Name Personal Information box on member’s General page
Middle Name Personal Information box on member’s General page
Last Name Personal Information box on member’s General page
Suffix Personal Information box on member’s General page
Masonic Suffix Personal Information box on member’s General page
Nickname Personal Information box on member’s General page
Birth Date Personal Information box on member’s General page

Spouse First Name

Under Spouse tab

Spouse Last Name Under Spouse tab
Spouse Email Under Spouse tab
Spouse Phone Under Spouse tab
Spouse Status Under Spouse tab
Spouse Deceased Date Not Active

Years Service

Grand View calculates based on Installed Date

%5§N*<><€<G*3VJWO“°OZZFW'~H:EQ&HHUOU:

Paytype Regular, Emeritus, Dual or Honorary
Balance Dues balance from Accounting function
Bylaws Signed Date Not Active
Home Address Contact Information box on member’s General page
Home Address 2 Contact Information box on member’s General page
City Contact Information box on member’s General page
State Contact Information box on member’s General page
Zip Contact Information box on member’s General page
Email Contact Information box on member’s General page
Home Phone Contact Information box on member’s General page
Mobile Phone Contact Information box on member’s General page

AD Preferred Contact Contact Information box on member’s General page
Method

AE Member Status Not active

AF Job Type Not active

AG | Job Title Personal Information box on member’s General page

AH Conclave Publications Under Member’s Preference tab

Al Conclave Solicitations Under Member’s Preference tab

Al Installed Date Historical Events box on member’s History tab

AK Degree Passed Fc Date Not active

AL Degree Initiated Ea Date | Not active
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