[image: image1.jpg]


      
              Chapter Annual Installation Check List
	FUNCTION
	REQUIREMENTS
	REFERENCE
	Done
	Done

	Election of First Principal
	
	
	Yes
	No


	Date & timing of election
	As per Chapter By-Laws
	Book of C.
Rule14.4 (a)
	
	

	Confirmation of election
	Must be done before Installation

Ceremony because Installing First

Principal will ask Scribe E to read the

appropriate Minute  and ask the  First

Principal “Has the Minute been confirmed? 
	Ritual

of

Installation
	
	

	Eligibility for  positions
	
	
	
	

	First Principal
	Previous installation into and service for

12 months in the office of Second Principal of a regular Chapter, AND having the Craft rank of Installed Master or Past Master
	Book of C.
Rule 14.4 (b)

DISPENSATION

NEEDED 
	
	

	Second Principal
	Previous installation into and service for 12 months in the office of Third Principal AND
having the Craft rank of Warden of Past Warden
	Book of C.
Rule 14.4 (c )

DISPENSATION

NEEDED 
	
	

	Third Principal
	Having the Craft rank of Warden or Past Warden
	Book of C.

Rule 14.4 (d)

DISPENSATION

NEEDED 
	
	

	Installation of

Officers
	Annually on the date specified for that purpose in Chapter By-Laws or if impractical, on another date fixed by arrangement with the Grand Superintendent.
	
	
	

	NOTE
	No Companion may be installed into any Principal’s Chair without previously having been given the secrets of the preceding chair or chairs
	Book of C.
Rule 14.4 (f)
	
	

	Continuation in Office
	First Principal may not serve more than two

consecutive years
	Book of C.

Rule 14.6

DISPENSATION NEEDED
	
	

	Eligibility for 

Office
	A Companion shall be eligible for election to any Office in a Chapter, Lodge or Council after he has been exalted, subject to Rule 14.4
	Book of C.
14.2
	
	

	Election of other

Officers
	A Regular Chapter must elect:

Three Principals

Scribe Ezra

Three Sojourners
	Book of C.

Rule 14.1 (a)


	
	

	
	In addition a Regular Chapter may elect or appoint other Officers required by the ritual or to facilitate the Chapter operation
	Book of C.

Rule 14.1.(a)
	
	

	
	The Office of Chaplain is not recognized 
by Grand Chapter – the Third Principal

as High Priest, offers prayers.
	
	
	

	GENERAL

	List of Grand Officers assisting
	The Grand Superintendent provides this list, commonly after consultation with the Chapter
	
	
	

	Installation Program
	This should be drafted, proof-read and then produced. Copies should be sent to all Grand Chapter Officers participating not less than 2 weeks before the Installation
	
	
	

	Certificate of

Office Bearers
	This form should be pre-prepared by the Scribe, signed by the Installing Officer after the Installation and forwarded to Grand Scribe Ezra immediately.
	Book of C.
Rule 14.5 ( c ) (ii)
	
	

	Principals’ Certificates
	If Principals’ Certificates are required, the fee should be remitted with the Certificate of Office Bearers
	Book of C.
Rule 15.5 (c)

(ii)
	
	

	Annual Fee

(Capitation Fee)
	Payable on the day of Installation and must be remitted with other documentation immediately after Installation. May be paid in 2 equal installments (day of Installation and on the date 6 months thereafter)
	Book of C.

Rule 22.2
	
	

	Jubilee Memorial

Scholarship Fund
	The Installation collection receipts to be forwarded (separate cheque) to Grand Scribe Ezra immediately 
	Book of C.
Appendix I
	
	

	Principals’ Manual
	Scribe to ensure that three copies are

available for presentation to Principals
	
	
	

	PZ Jewel
	Chapter to arrange purchase and presentation of Past First Principal’s jewel
	
	
	

	VSL

Book of Constitution

By-Laws
	Check whether incoming First Principal wishes to use his VSL. 

Ensure Book of Constitution and copy of By Laws are available for Grand Chapter Officer presentation
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