BEFORE USING THIS TEMPLATE…..

This meeting template is for the use of Worthy Matron’s and should be used along side the Ritual Book.  It is based on procedures provided by the Grand Chapter of NSW & ACT, and is appropriate to Chapters in that jurisdiction.  Worthy Matrons in other jurisdictions should check with their Governing body and reformat the content of this template in accordance with their requirements. 

The WM should always run the meeting using the same Order of Business stated in the Chapter’s meeting agenda and liaise closely with the Chapter Secretary as to the items to be covered in that meeting.

TO USE THIS TEMPLATE …

Save a full copy of this template.  Create a new document from this template for your particular meeting, work through the items to be covered (with your agenda) and remove those items from this document as required.  Complete any details including members names, visitors, services, verses etc and print when done.

For A5 format, print this document in PORTRAIT

<MONTH>

	WM
	I thank the following members for filling in positions today…


	
	

	
	

	
	

	
	

	
	


	WM
	The Office Bearers will take their respective stations and prepare for the active duties of the Chapter.


** Visiting dignitaries could be asked to come into the Chapter room at this point if this is an Official Annual Visit, and optionally, if you have liaised with them to come in prior to the opening of the Chapter.**
OPENING
	WM
	Opening as per Ritual (top PAGE 7)

“Sister Warder ….”


** After the National Anthem is sung and the gavel used to seat the Chapter, visiting dignitaries that are coming in AFTER the opening will do so at this point. 
	WM
	Sister Warder ….would you please ask the Sentinel to come in to the Chapter Room
Optional - should not happen if an initiation is to be done in the early part of the meeting, or if not appropriate to do so due to the security of the Chapter room, or if local domestic procedures prevent it.


	Formal Welcome


Welcome Verse
	WM
	Sis Marshall, would you please escort our visiting WMs to the east


	
	

	
	

	
	

	
	

	
	


	Silent Prayer

	WM
	Sisters and Brothers, since our last meeting, there has been sadness and sickness in our Chapter and in others.


	
	

	
	

	
	


	WM
	Would you please join with me, in a minutes silence, remembering those who have sadness, those who are sick, and those who are caring for them.

Thank you Sisters and Brothers <NO GAVEL>


	Initiation (Page 41)
Optional – As per the meeting Agenda.  This is the earliest it can be done in a meeting.  Alternative is after Affiliation Ceremony.


All meeting minutes must be ‘received’ as a correct record by 2 members present and ‘adopted’ by 2 members not present.  The WM must not sign the minute book until ‘ All in Favour, Any Against, CARRIED” (with Gavel).  Any minute pages stuck in the minute book must be initialled across the page edge to prove the page hasn’t been stuck into the book after you have signed it)


	WM
	Bro/Sis Secretary, can we have the minutes of the Last Regular Meeting      or

	
	The minutes of the Last Regular Meeting have been distributed to all members.  Bro/Sis Secretary, do we have any corrections or additions?

	
	

	
	Will 2 members PRESENT AT THIS MEETING move and confirm that these minutes are a correct record?

All in Favour, Any Against, Carried <GAVEL>

	
	

	WM
	Bro/Sis Secretary, can we have the minutes of the General Committee Meeting

	
	

	
	Will 2 members PRESENT AT THIS MEETING, move that they be received?

All in Favour, Any Against, Carried <GAVEL>

Deal with any recommendations ie. “We have a recommendation that xxxxxx.  All in Favour, Any Against, CARRIED <GAVEL>

	
	

	
	Is there any further discussion arising out of these minutes?

Will 2 members NOT PRESENT AT THIS MEETING, move the adoption of these minutes?

All in Favour, Any Against, Carried <GAVEL>

	
	

	WM
	Bro/Sis Secretary, can we have the minutes of the Benevolent/Distress Committee Meeting

	
	

	
	Will 2 members PRESENT AT THIS MEETING, move that they be received?

All in Favour, Any Against, Carried <GAVEL>

Deal with any recommendations ie. “We have a recommendation that xxxxxx.  All in Favour, Any Against, CARRIED <GAVEL>

	
	

	
	Is there any further discussion arising out of these minutes?

Will 2 members NOT PRESENT AT THIS MEETING, move the adoption of these minutes?

All in Favour, Any Against, Carried <GAVEL>



Continue on with any other committee minutes in the same manner EXCEPT an investigation committee which is done at the time of the Ballot.  
	WM
	Bro/Sis Secretary, do we have any Correspondence?

	
	Will 2 members move that the correspondence be dealt with, as read?   Or
Will 2 members move that the correspondence be received?   



	
	

	
	All in Favour, Any Against, Carried <GAVEL>

	
	

	WM
	Bro/Sis Secretary, do we have any Apologies?

	
	

	WM
	Bro/Sis Secretary, do we have any Accounts?

	
	Will 2 members move that these accounts be paid if found correct?

All in Favour, Any Against, Carried <GAVEL>

	
	

	WM
	Bro/Sis Treasurer, can we have your report?

Will 2 members move that this report be received

All in Favour, Any Against, Carried.  <GAVEL>


	WM
	Bro/Sis Secretary, do we have any Notices of Motion to be dealt with?
** Refer to instructions in Constitution and Laws **


	WM
	Bro/Sis Secretary, do we have any Petitions?

Can I have 2 members move that this petition be received?

All in Favour, Any Against, Carried <GAVEL>

Announce date of Investigation Committee

Petitions read here must have already been examined by members at a committee meeting.  

	
	

	WM
	Bro/Sis Secretary, do we have any Diplomas?

Have Marshall bring member to the East for the presentation


	WM
	Bro/Sis Secretary, do we have any Applications for renewal of Active Membership to be dealt with?
Secretary will read but it is not dealt with at this meeting.  It is placed on the next meeting agenda and dealt with by member vote (50% +1 to approve)


	WM
	Sister Secretary, would you read the minutes of the Investigation Committee

	
	Will 2 members PRESENT AT THIS MEETING move that they be received?

All in Favour, Any Against, Carried <GAVEL>
Have Marshal bring Petition to the East


	Ballot (affiliates first, then candidate)
Ritual page 28 for Altar Ballot
Ritual page 33 for Collected Ballot


	Affiliation – Ritual page 38


	Initiation – Ritual page 41
Optional – As per the meeting Agenda.  This can be done earlier in the meeting if appropriate (after Silent Prayer)


	Election 


	Balance Sheet

	WM
	Bro/Sis Treasurer, would you please present the Balance Sheet

Will 2 members move that this Balance Sheet be received

All in Favour, Any Against, Carried.  <GAVEL>

Bro/Sis Treasurer, is there anything you would like to point out or discuss?

Are there any questions for our Treasurer?

If no further discussion, Can I have 2 members adopt this balance sheet

All in Favour, Any Against, Carried.  <GAVEL>


	Service(s)

Where appropriate and as per your local domestic procedures


	If Installation Meeting….

· Secretary’s Report

· Presentation of Honorariums

· WMs Report

· WPs Report

· Any other presentations

· If an OPEN installation, go to General Business for collections then recess, else recess here (Ritual page 23)

· Resume from recess (Ritual Page 24)

· Installation (Ritual Page 77) - If an OPEN installation, welcome visitors, explain use of the gavel and history of the order before continuing with the Installation Ceremony

· After ceremony, and when the Installing Board has taken their seats appoint any Sis/Bro to fill vacant positions.

· WMs Acceptance Speech

· Invest IPWM with jewel, diploma etc

· WPs Acceptance Speech

· Invest IPWP with jewel, diploma etc

· Other Presentations (installing board)


	Installation – for one or 2 office bearers not present at Installation Meeting (Ritual page 107)


	WM
	Sister’s Conductress and Associate Conductress, will you please assist in the Collections. 


	WM
	Bro/Sis Secretary, do we have any Notices of Motion 

The Secretary will read any NOMs that have been received but not yet dealt with. They will then be placed on the next meeting agenda to be dealt with at the next meeting.


	WM
	Bro/Sis Secretary, do we have any General Business
Birthday Basket / Social Secretary’s report can be done at this time


	Responses’ from Visitors


	Announcements

· Visits to Come

· Reminders

· Thank Yous


	WM
	Bro/Sis Sentinel….would you please retire (if appropriate)

	
	

	CLOSING as per Ritual page 74


PROCEDURE -  Election of Office Bearers
The tellers are appointed by the WM.  A table should be made ready at the back of the room for the tellers and with a supply of  ballot papers, pencils, paper bags and a summary sheet to fill in (as provided by the secretary).

The secretary will provide the WM with a ‘run sheet’ of the offices to be dealt with and the order in which they are to be dealt with.

	WM
	We will now proceed with the Election of Office Bearers for the year xxxx/xxxx.


	WM
	Our tellers for this afternoon will be:

1.  _________________________________________

2.  _________________________________________

3.  _________________________________________
Will the tellers please take up their positions”
The tellers will count members voting according to the Attendance Sheets.  They will signal the WM when they are ready to proceed

	
	

	WM
	Before we start I would like to remind you all that …
1. If you are nominated for a position, please stand until your name has been recorded.  Once all nominations are received, you will THEN be asked if you wish to stand for that position.

2. If you nominate or second someone, please stand to do so, and remain standing until your names have been recorded.  
3. Speak clearly, and loudly so that all that need to, can record these proceedings correctly.


For each office, proceed as follows:

	WM:
	I call for nominations for the position of xxxxxx.

	
	1st time of asking …..

2nd time of asking …..

3rd time of asking……

I declare the nominations closed <GAVEL>.

Sis/Bro xxxxx, do you wish to stand for this position?

	
	If only 1 nomination is received and it is accepted….

	
	Sisters & Brothers, you have elected Sis/Bro xxxxx for the position of xxxxxx

	
	If 2 nominations are received and each has accepted….

	
	Can our Tellers please continue with the ballot?

And when you have the results delivered to you….

Sisters & Brothers, you have elected Sis/Bro xxxxx for the position of xxxxxx


	
	At the end of the Election process, you can ask the Secretary to read the results a final time.


