AR1 Supreme Grand Chapter of England and Provincial Annual Returns

This Computer printout for SGC is sent directly from Supreme Grand Chapter to the Scribe E of the Chapter, it is the Scribe E’s responsibility to confirm that the details on the printout are accurate.
Each form contains a printout of each members personal information, i.e. Grand Lodge ref number Contact details date joined DOB etc.
At the end of this list is the part where the form needs to be signed by the First Principal and the Scribe E of the Chapter and then returned to the Provincial office with a cheque for the amount indicated on the bottom of the page, made payable to Supreme Grand Chapter.
If you pay by BACS then the box to indicate that must be ticked, the amount paid and the reference used must be filled in. 

Do not wait until the Installation meeting to return these forms and make sure they are returned by the date indicated in the top right-hand corner of the form to the Provincial Grand Scribe Ezra. This is a requirement of Royal Arch Regulation 61 and failure to submit returns on time can lead to erasure of a Chapter under Royal Arch Regulation 64.

The Provincial Annual return is sent directly from Supreme Grand Chapter as well. The same rules apply as for the SGC Annual Return.
The invoice for Provincial Dues are included in the return and the Scribe E must check the membership details and record any amendments before sending the return along with the invoice to the Provincial Office together with a cheque or BACS payment as indicated on the invoice made payable to Provincial Grand Chapter of Devonshire. 
The cheque must be received into the Provincial Office within one month of receipt of the invoice.




SGC Annual Installation Returns
 
This Return is a new simplified return sent directly from the Provincial Scribe E to the Scribe E of the Chapter prior to the Installation; the Scribe E of the Chapter after the Installation will provide details of the Principals indicating when they were installed along with the IPZ and details of the Scribe E and Treasurer. The Almoner and Charity Steward if they have been appointed also need to be recorded along with email addresses used. 

This form should be signed by both the First Principal and Scribe E. It must be returned to the Provincial office within one month of the Installation.
The names and ranks of PZ’s within the Chapter no longer need to be recorded on the back of the form. 

Provincial Installation Return

This return has not changed

The Provincial Return is sent from the Provincial office to the Scribe E of the Chapter prior to the Installation, the Scribe E after the Installation will provide details of all the Officers Appointed and Invested at the Installation, In the situation were a Principal is not Invested then as soon as he has, the date of his investiture must be sent to the Provincial Grand Scribe Ezra as soon as the Investiture has taken place.
The form should again be signed by the MEZ and Scribe E.
 
The completed form is to be returned to the Provincial office along with the SGC Annual Installation Return, the details will then be added to Adelphi database.
 
If these forms are delayed for any reason, then the Companions taking office will not be credited with that office and this can severely affect their promotion chances within PGC.


Form P’s

The front page of the form should be filled in by the candidate in his own hand and signed and dated by him

The form is to be then completed by the Scribe E for all Exaltee’s, Joiners and Re-joiners, ensuring that the Grand Lodge Certificate number is included in the case of Exaltee’s, including those Lodges the Candidate may have resigned from, and a declaration that Clearance Certificates have been examined for all Lodges and chapters he has been a member of. For a joiner or re-joiner his membership of all Chapters also need to be recorded and again clearance certificates need to be examined for those where he has resigned from them.

These forms must be signed by the First Principal, Scribe E, and Proposer and Seconder then returned to the Provincial office 

Supreme Grand Chapter will return the form to the Provincial Scribe E if any of the required information is missing or incorrect thus delaying the membership of the Companion
Provincial Appointments and Promotions
Each year a letter together with Appointment and Promotion forms, will be sent out by the Provincial Grand Scribe E inviting Chapters to make recommendations for qualifying members of their Chapters, to be appointed or promoted within Provincial Grand Chapter.
There are four forms used,
The first is for first appointments of MEZ’s in a certain year, The Second is for a promotion of an MEZ in a certain year, the third is for a PZ outside of those years and the fourth for a Companion below a PZ who the Chapter feels has supported the Chapter enough to deserve a promotion within Provincial Grand Chapter.  
A closing date for the return of the forms is indicated and any non-return will be taken as being that there are no qualifying Companions for Provincial Honours from within that Chapter.
It is the Chapter Scribe E’s responsibility to ensure that fully completed forms arrive in the Provincial Office on time or their members will not get any appointment or promotion they qualify for.

Membership update form
To date it has generally been the practice of Scribes to inform the Province of a resignation or death of a companion on the Annual returns when they are sent in.
The problem with this is that you will be still liable for the SGC and Provincial Fees for that member for the following year, especially if the return is sent in late.
With this new form, it can be filled in when you receive notice of a resignation or death and simply email it to myself and I can then enter it on the Adelphi database.

Chapter Summons
Please consider removing the word Holy. The word is no longer used by SGC the order is now simply known as the Royal Arch
Send a copy of all summonses to Simon Glanfield the PAGSE for the Provincial Records regardless of what the business on the summons is.
Consider adding What3Words to your summons

Website
On the website you will find a section that is accessible by Chapter Scribes only and this section has been expanded to contain much useful information such as a copy of the form P, Toast List, Annual Fee’s and lots of guides and other important information.
It is password protected TTALGMH

9. Portal
Portal is the new membership app designed to make Freemasonry more accessible — anytime, anywhere. You can manage your details, explore events, and connect with other Brethren.
As it develops, Chapter Scribes will be able to upload their summonses, and this will be immediately accessible to all those members of the Chapter that have registered on Portal.
Over the coming months and years Portal will eventually take over from Hermes and Adelphi and will be the main database for UGLE.
 


