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STATE OFFICER'S MANUAL
FOR ADMINISTRATION OF STATE AND
MULTI STATE ASSOCIATIONS

NOTE: Wherever the words "Board" or "Governing BoartE ased in this Manual it is intended that they mean
International Governing Board. For the balance & Manual attention is also called to the provisiohshe
Constitution and By-Laws which must be studied in conjondberein. Wherever "State" is used herein, itlshal
mean State, Multi State, Province, or other singkographical designation made by any Nation.

SECTION 1
STATE AND MULTI-STATE ASSOCIATIONS

The Clubs throughout the country shall be combined intbere State Associations or Multi-State
Associations for the purpose of better administratiod for keeping each Club and its Members in the closest
possible touch with the International.

SECTION 2
STATE ASSOCIATION

Any Club, with the approval of the International Gaveg Board, may call a Special Meeting for the
purpose of forming an Association of State or Multi-&tdigh Twelve Clubs by serving written notice on subjec
Clubs thereof at least two (2) weeks prior to the datdos such Meeting. The notice shall specify theetamd
place of the Meeting. The notice shall be servechenSecretary of each of the Clubs affected and a @t
the International Secretary.

At such meeting a representative from each of thewaraffected Clubs shall represent said affected Clubs at
the formation of the Association.

The said representative shall constitute the legal septative of the affected Club until his successor is
elected at the next election of said affected Club.

REQUIRED NUMBER OF CLUBS:

There shall be five (5) or more Clubs within the Stagfore a State Association can be formed.

All High Twelve Clubs within the geographical jurisdictiof a State Association shall be a Member of the
State Association.

CONSTITUTION AND BY-LAWS:

Each State Association constitutes a governing uningalurisdiction over State and local matters thatl shal
not conflict with the Jurisdiction of High Twelve Imtetional, Inc.

The State Constitution and By-Laws shall be in thenfapproved by the International General Counsel, but
changes therein may be allowed with the approval ofiriternational General Counsel as may be necessary t
comply with the laws and customs of any State or Giasddje Jurisdiction. Such Constitution or By-Laws and
subsequent amendments thereto, must contain the fofjqwovisions:

"The Association acknow edges the supreme authority of the Grand Lodge of (Insert the actual name of the
Jurisdiction wherein it is situated) in all matters of Masonic Law, Tradition and Ethics. It pledges never to
interfere with or meddle in the affairs of any Masonic Lodge; nor to engage in, or sponsor, any activity prohibited
by said Grand Lodge, nor to permit its members to engage in, or sponsor, any activity prohibited by said Grand
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Lodge, nor to permit its members to engage in unseemly conduct which might reflect adversely upon the Institution
of Masonry”.

Each such Constitution, By-Laws and all amendmentd $leain effect only upon the date signed by the
International General Counsel approving them as to Form

However, in the event any constituent High Twelve CtmbState Association shall, as a Club or State
Association, interfere with or intermeddle in theag of a Masonic Lodge or un-Masonic conduct, then upon
receipt of a verified complaint, the individual(s) impted, shall be admonished, suspended, or expelled from
High Twelve after due adjudication of all charges and diriig of guilt by the International Governing Board
under the provisions of Article I, Section 2, D (1) ¢ajhe By-Laws of High Twelve International, Inc.

SECTION 3
STATE GOVERNING BOARD

It is recommended that State or Multi-State Assoaia@onstitution and By-Laws contain the following:

OFFICERS OF STATE GOVERNING BOARD

The Officers of the State Governing Board are th&@f of the State Association. The State Presisiesit
be the Chairman at all the Meetings of the Statedaad, in his absence or inability to act, the \Rcesidents in
their order of rank shall act as Chairman. The $agref the State Association shall act as the &ary at all
Meetings of the State Board.

The State President is the Chairman of the Statei@mg Board and he shall preside at all Meetings of the
State Board, unless for good cause he cannot attendagtiniyl or is physically incapacitated and therefore aann
perform that duty. He shall issue the call for Meetiofgthe State Board through the State Secretary and d¢sign
the time and place of the Meetings. In the eventdblmes necessary for the State Board to take actiamnwatter
or proposed resolution at a time when it is not expedcenall a Meeting of the State Board, the State Beesi
must approve a vote by mail for action by mail onrtfegter submitted to the State Board.

MEETING OF THE STATE
GOVERNING BOARD

The State Governing Board shall meet at the timegatad by the President of the Association. It may als
meet in the event of his absence or failure toraet timely manner by a call by the next Officer amk. It shall
always meet immediately after the close of the Statevention.

QUORUM

At any Regular or Special Meeting of the State Board, 40%embers shall constitute a Quorum for the
transaction of all business, except in cases requiriagge vote under the provisions of the Constitution apd B
Laws of High Twelve International or of the Statesdaiation.

TAKING OF OFFICE

The Members of the State Board shall take office idiately after the close of the Annual Convention.

VOTING BY MAIL

The State Board may, without meeting together, trargaghess by mail, by voting upon resolutions mailed
to them with the approval of the State President. Jdimg shall be considered closed at the end of tija@y
days, provided a majority of the Members of the Staier® have returned their vote by that time, or théseaf
upon receipt of a majority of the membership, or itlilsha considered closed at any time prior theretond a
when, a majority of the State Board have returned thifirmative vote, or a majority of the State Bodrave
returned their negative votes.
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VACANCY IN OFFICE

The State Board, must by resolution, declares a vadanayy Office when because of physical or mental
disability, or incapacity, or misconduct it is manifested that anyio®ff cannot properly perform his duties as
such. The resolution must be approved by a two-thirds (248) of the entire State Governing Board before the
Office is declared vacant.

Upon a vacancy occurring among the Elective Officdng, iext ranking Officer, with the exception of
Secretary and Treasurer, elected at the last Statee@won shall automatically advance to the Officeatad. In
the event of a vacancy occurring in the Office ofr8eay, Treasurer or Third Vice President, the sanad be
filled by the State President by and with the adviak@mnsent of a majority of the State Board.

STATE PER CAPITA

The State Governing Board shall authorize the cotieaf a Per Capita from the Members of the constituen
Clubs for the operation of the State Association, idem, however, that the amount, manner, and form of
collection, shall be approved by a two-thirds (2/3) votehe Member Clubs of the Association. No further
assessment of any Member Clubs or Members theradif I8 made by the Association in any manner or form
unless and until such assessment shall be approved bythitds (2/3) vote of the Member Clubs.

The President should also ascertain from the Secratatfor Treasurer if the Clubs are paying their State
Per Capita. If not, it is his responsibility to tagech action as necessary to collect the Per Capta the
Member Club. (See: INTERNATIONAL BY-LAWS, ARTICLHI - ADMINISTRATION, Section 3 D)

APPROPRIATION OF FUNDS - BUDGET - AUDIT

The State Governing Board shall authorize such appramriftom its funds, as it, by a majority vote, may
deem necessary and proper for the transaction of ilsdass It shall adopt a Budget for the next year’s exgense
and submit the Budget to the State Convention for itierathereon. The books of the State Treasurer leall
audited at the end of each Fiscal Year, and a repoedhshall be made to the Annual Convention of théeSta
Association.

INSTRUCTIONS TO STATE PRESIDENT

The State Governing Board shall authorize and insthetState President to present to the International
Convention and/or the International Governing Boaftte tonsidered attitude of the Member Clubs of the
Association on such matters pertaining to High Twehterhational that may arise from time to time, amdhfer
shall have the authority to instruct the Presidertbdsow to vote on such matters, both at the Coneerdand at
the Meetings of the International Governing Board.

If the State President is unable to appear at said iMgethe must appoint a Member by written proxy to
attend said Meetings.

HARMONY WITH MASONIC BODIES

The State Board shall at all times work diligently gtablish harmony between the Association and the
Member Clubs with the various Masonic Bodies in theeStHe may establish such Committees to make coutinue
study as to methods to best achieve that purpose.

DISSEMINATION OF NEWS AND DIRECTIVES

The State Board shall have the duty of developing thé teelniques for dissemination of news and
directives from High Twelve International, Inc. ane tBtate Association to the Member Clubs. It shalallin
its collective power to lessen the work load of thegtHiTwelve International Secretary in carrying on
correspondence with the Member Clubs.

CHARGES AGAINST MEMBER CLUB

The State Board has the authority to prefer chargesstgaiMember Club of the Association, for good and
sufficient cause, with the International Governing iBloaBefore charges are preferred, however, there neuat b
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majority vote of the State Board to prefer the chardgsfore charges are preferred, a meeting of theeeBtate
Board shall be held for the purpose of considering thegaéd such action against the Member Club. A notice of
such Meeting, stating the time and place shall be gibardén person or by registered mail to the Secrepétie
Member Club at least ninety (90) days prior to the Mhegti Said notice shall contain a statement of thegesa
against the Club. The Member Club shall be given full oppdty to defend itself before the State Governing
Board and may be represented by Counsel.

The State Board shall notify the Member Club of itsislen, forthwith, after the Hearing.

The Member Club shall have the right to appeal to tiierhational Convention from the decision of the
State Board. Said notice of appeal containing its grouodsypeal must be RECIEVED by the International
Secretary no later than 30 days from date of notithefAssociation’s decision in order to be perfectecnllthe
Club shall be entitled to a Hearing de novo on its peeteappeal at the next annual International Convention.
The appeal shall be decided by the majority of the dedegait the Convention via a simple majority votee(Se
further the International By-Laws, Article | — Membhip, Section 2 D 3.)

If charges are to be preferred against a Member Clabrasult of the majority vote of the State Governing
Board, the charges shall be reduced to writing and copiesfded to the International Secretary. A copy ef th
charges to be preferred shall be mailed to the PresietitSecretary of the Member Club in question, by
registered mail.

The Association shall be represented by the Statsiderd, or other party that he may designate, at any
hearing held by the International Convention in rerfee to said charges.

SUPERVISION OF OFFICERS - COMMITTEEMEN, REMOVAL FOR CAUSE

The State Board has the duty to exercise general cartdosupervision over all Officers and Committeemen
of the State Association and may, for good and sufficiesmuse after hearing, remove any Officer or
Committeeman by a three-fourths (3/4) vote of thererfitate Board, provided such Officer or Committeeman
shall have been served personally or by registered wighl a notice containing a copy of the charges agéiins
at least sixty (60) days prior to the Hearing. Said ediltall specify the time, date and place of the Heariig.
the Hearing such person may be represented by Counsel.

OTHER DUTIES

In addition to the above, the State Board has the dutgpprove or reject the persons named to the
Nominations Committee by the State President, amqutdpare with the State President, the program for thie St
Convention.

To do all things requisite to promulgate and foster the pespasd objects of High Twelve International, the
State Board has the power and duty, except as limitedebyntbrnational Constitution and By-Laws, to do all
things appropriate for proper administration of the Men@iabs that have not been otherwise specified herein.

SECTION 4

COOPERATION WITH OFFICERS AND
GOVERNING BOARD OF HIGH TWELVE INTERNATIONAL

It is the duty of the State Board to cooperate atimleés with the Governing Board and Officers of High
Twelve International, Inc. in the supervision of Member Clubs, within the State Association.

SECTION 5
STATE OFFICERS

It is suggested that the following be used by State ori{8tdite Associations as a guide:

The Officers of the State Association shall be &tesident, First, Second and Third State Vice Prdsiden
Secretary, Treasurer, General Counsel and Immediat&Sidas President.
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The State President is responsilfter keeping the Clubs in his State or district in a thgé& condition.
Naturally his attention will be centered with helpintulés with special problems, finding their weaknesses and
helping them strengthen themselves. His success wjlidged by the strength, sponsorship activities and spirit o
the Clubs.

The State Officers will keep in touch with the actast of each Club assigned to him through frequent,
visitations and reports.

HOW ELECTED AND TERM OF OFFICE

The Officers are elected by the majority vote of tledegates, voting either personally or by proxy, at each
annual State Convention. They assume the Office tindilclose of the next annual Convention and untilr thei
successors assume Office.

QUALIFICATIONS

The qualification requirements for Election to Offiae @hat the brothers be Active Members of theirdloc
Clubs, and their names having been placed in nominhyidieing submitted to the Chairman of the Nominations
Committee prior to the convening of the annual Statevention.

NOMINATIONS

The Nominations Committee, after careful consideratbthe qualifications of the brothers whose names
have been submitted for nomination, submits to thev@atiion a list of nominees for various Elective €df.

NOMINATIONS FROM FLOOR

Further nominations may be made from the floor of@lma@vention provided, however, that the name of the
brother nominated from the floor of the Conventionsinbe an Active Member in good standing of a Local Club,
and he has given his assurance that he will acce@fftoe and serve faithfully.

VACANCY

In the event of a vacancy occurring among the Elecffieer, with the exception of Secretary, Treasurer,
General Counsel and Third Vice President, the succeedimgng officer, Elected at the last State Convention,
shall automatically advance to the Office vacated.

In the event of a vacancy occurring in the OfficeTafrd Vice President, Secretary, Treasurer, or General
Counsel, the same shall be filled by appointment bySta¢e President of a qualified brother who is an A&ctiv
Member of his Local Club to serve the unexpired ternh wie consent of the State Board

IMMEDIATE PAST STATE PRESIDENT

The Immediate Past State President, having serve@rnisas State President, automatically ascends to the
Office of Immediate Past State President, without ttiéeeon being taken. His term of Office is for grar.

SECTION 6
STATE PRESIDENT

The State President is the elected leader and Chietiftke®©fficer of the State Association., and is under
the general supervision of the State Board of Governors

He is not only the Executive Head of the State As$iociabut is also a member of the International
Governing Board

As a representative of his State, he is in a posttiaronvey to the International Governing Board tlghes,
problems and needs of the Clubs of his State.

He is charged with the responsibility of maintaining tdbjects of High Twelve International within the®t
He is charged with the responsibility for the proper fioiming of the Clubs within his State. He has the daity
furthering the interests of High Twelve Internatioaald promoting cordial relations between the Clubs and High
Twelve International.
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He represents the High Twelve ideals to the Grand Lodde@the other Masonic bodies within his State.
He therefore is the principal advocate of the idealdigh Twelve International within his State boundarimsd
therefore must always strive to establish and mairdaiarmonious relationship with those bodies.

The Constitution and By-Laws of High Twelve Internatig Inc. provide that the State Association shall
supervise the High Twelve Clubs within the State jurtsalic

As State President, he should visit each Club in hisdiation.

The State President, as a member of the Internat{®@ogerning Board, also serves as a clearing house for
the various Club Presidents on State and Internatidffairs and it is his duty to keep all Club Presidentsyfull
and currently informed on such State and Internatiorffdir& as concern their Clubs. His name and address
should be on the mailing list of every one of his Clubs

State Presidents should attend Mid Year and Annual CdowelMeetings of the International Governing
Board. If unable to attend either of the above, twigeoa qualified substitute by written proxy for the megtire
is unable to attend. He should also attend the Grand Liddgngs of his Jurisdiction.

LIAISON BETWEEN INTERNATIONAL AND CLUBS IN STATE

The State President is the liaison between High Tevéternational and the Member Clubs of the State
Association. For this reason, he should keep in d¢mseh with the International President. The StatsiBeat is
a Delegate-at-Large to Conventions of High Twelverim&onal and entitled to cast one vote on each questio
submitted to vote in the Convention. He is requiredttend Meetings of the International Governing Board as
Member. In return, International matters of inteteshe State Association and its Member Clubs shioallsent
to the Clubs through the State President. It is his @usge that International Policies are effectivedyried out
in his State. In some cases, a Club in a Statenmoblge carrying out the purposes and objectives of Higalview
International fully and may not be functioning or progneg satisfactorily. In such case, it is the primary
responsibility of the State President to take up theaemaitith the Club and, if possible, to remedy the siturat
The State President can often suggest methods for deatimghe difficulty and sometimes he can help to bring a
Club back onto its feet. If this appears impossiblshituld be referred to the State Governing Board anlaéor t
International Governing Board.

REPORTS - PER CAPITA

The State President should make certain that Clubssirbtate are acquainted with the provisions of the
Constitution and of the By-Laws of High Twelve Intetioaal, Inc. and are following the prescribed rules for
making Club Reports of its Members; and are sending thmiittance of Per Capita to the International Secyet
on or before the 1st day of March, and are forwardirgpttoper remittance for New and/or Reinstated Members.
(See International By-Laws, Article Ill, Section 2a@d Article VI, Section 2 B)

COMMITTEES

Upon his Election to Office and his being Installedréiiie the State President may appoint the following
suggested Committees, which terminate at the concla$ibis term of office:

Budget and Finance
Constitution and By-Laws
Expansion and Retention
Long Range Planning
Masonic Activities
Patriotism

Projects

Public Relations

Youth Activities
Resolutions Convention
Credentials Nominating
Necrology

SPECIAL COMMITTEES

The President may, from time to time, appoint such Cittees, regional or otherwise, as he and the State
Board may deem advisable. The term of all such Coreesitshall end with the close of the annual Convention
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DESIGNATE CHAIRMAN

The President shall designate the Chairman of eachn(iitea appointed by him, and shall have the power to
fill all vacancies which occur in such Committees.

EX-OFFICIO MEMBER OF COMMITTEE
The President shall be an Ex-Officio Member of abbn@nittees of the State Association, except its
Nominating Committee.

NOMINATING COMMITTEE

In addition thereto, the President shall appoint a Natiig Committee, consisting of representatives from
Clubs, three months before the State Annual Converstiall convene. The Nominating Committee membprshi
must have the approval of the State Board.

CONVENTION COMMITTEE

The President also appoints a Convention Committeth®Convention to be held at the end of his term in
office, which Committee shall serve until its accausihall be closed and its final report accepted and appbye
the State Board.

CREDENTIALS COMMITTEE

Prior the annual State Convention, the President appbint a Credentials Committee to consist of nes le
than five (5) members as may be determined by thederasand such Committee shall be in attendance at the
opening of the registration for the Convention.

PRESIDES AT CONVENTIONS

The President shall preside at all Conventions oftiage Association, whether annual or special.

SPECIAL CONVENTION

The President, in the case of an emergency, withafipeoval of the majority of the members of the State
Board, may call a Special Convention of the Stat@diation.

RIGHT TO VOTE

All State Officers are Delegates-at-Large and aretledtio cast one (1) vote on any question submitted to
vote at a Convention.

PROGRAM AT CONVENTION

The Agenda of the Convention shall be approved by thte oard prior to the Convention and adopted by
the Convention at its opening meeting.

SERGEANT-AT-ARMS AT CONVENTION
The President shall appoint a Sergeant-at-Arms fo€Ctmention.

STATE PRESIDENT MEMBER
OF INTERNATIONAL GOVERNING BOARD

HIGH TWELVE INTERNATIONAL BY-LAWS, ARTICLE IIl - AD MINISTRATION, Section 1A, provides
that the STATE ASSOCIATION PRESIDENT IS A MEMBER OFHE GOVERNING BOARD OF HIGH
TWELVE INTERNATIONAL, INC.
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STATE PRESIDENT'S REPORT

The State President has the duty to present the viethe &tate Association, State Governing Board, State
Officers and the Clubs at the Meetings of the Intéonal Governing Board and at the Convention. The Repor
should be written and state concisely the mattershiohathe Association and Clubs have definite views.

ATTEND MEETINGS OF INTERNATIONAL GOVERNING BOARD

The President should attend all Meetings of the Intevnalt Governing Board whenever possible, not at
International expense, and should be prepared to givefadpmt on the State Association. If he cannaratt
he will appoint a Member who will attend with his ven proxy. Such a Member should be one of the State Vic
Presidents, Secretary, Treasurer, or a Past Stagigléhre as they should fully understand the State’s prablem

REPRESENTATION AT CONVENTIONS

Another duty of the State President is to urge and engeuwCiub Presidents to make certain that their Clubs
are fully represented at all Conventions of the SAgtmciation and of High Twelve International, In&kef.: BY-
LAWS, ARTICLE IV - MEETINGS, Section 3A)

At State and International Conventions, the StaesiBent should see to it that the State delegates become
acquainted with one another and work as a team forntpeovement of High Twelve by voting on all issues
presented to the Convention.

SECTION 7
STATE VICE PRESIDENTS

NUMBER OF VICE PRESIDENTS

There may be up to three (3) Vice Presidents in eaatie 8ssociation.

REPRESENTATIVES OF THE PRESIDENT

The Vice Presidents are representatives of the Pregsaied, aside from the duties listed herein, their
authority is limited to duties specifically assigned tenthby the President.

PURPOSES OF THE OFFICE OF VICE PRESIDENT

The Office of Vice President serves two purposeésst it provides necessary assistance to the President and
to act in his place and stead when he is unable todatieetings personally, or for any inability on histparact
in his official capacity. Second, the position affords a means of training future Pressjevho will be generally,
chosen from the Vice Presidents. Because of thisitig function, it is important in Electing Vice Presids to
consider whether they are suitable material to hewrd President. The President will do well to use thaces
of the Vice Presidents in as many ways as possible.

MEMBERS OF STATE GOVERNING BOARD

The Vice Presidents are Members of the State Boagth Hvelve profits by their thoughtful consideration of
the problems that confront the State Association Higth Twelve International, Inc. Their cooperation lwihe
President and the State Board in putting into effecptfieies established by the International GoverningrBas
essential.

OFFICERS OF CONVENTION

During the Convention, the Vice Presidents are Offiadrthe Convention and are entitled to cast one vote
each on any question submitted to vote at the Conwventio
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The President should assign the responsibility of orgagithe Agenda and business of the State Meeting(s)
to a Vice President. This assures single respongibilitl is excellent training.

SECTION 8
STATE SECRETARY

The State Secretary may be elected or appointed ©ffice at the annual State Convention.

DUTIES

The duties of the Secretary are generally covered énBfjzLaws of each State Association. Some duties
unspecified there may have become customary, so tbeifod is given as a check list:
MEMBERSHIP RECORD

Keep an up-to-date Roster and Record of the Memberseof/dhious High Twelve Clubs in the State,
including their address; the date of his admittance tcClhb; and the date he resigned or was dropped from the
Membership Rolls; and the reason therefore.

MEETINGS AND MINUTES

Keep written Minutes of all Meetings including Convensioof the Association and of the State Board.
Perform all actions, including writing letters as dieectin the Minutes of the Meetings. At Meetings, the
Secretary should have available for instant referengpies of the Constitution and By-Laws of High Twelve
International, Inc. and of the State Associationmbership roster, and the Minutes of the previous Meeting.
REPORTS

Receive, file and safeguard all Reports of Officers aohi@ittees.

NOTICES

Send requisite notices, announcements, etc. to the dte@lbbs of the Association and to applicable High
Twelve International Officers.

It is incumbent upon the State Secretaries to keemteenational Secretary up-to-date, as to any chamges i
either the President or Secretary of the State otiM8thte Association and Clubs.

CORRESPONDENCE

Carry on the correspondence of the State Association.

PER CAPITA, DUES AND FEES, IF APPLICABLE

Collect all Per Capita, Dues, and Fees. All moniespayable to the State Association on the date of the
Associations By-Laws for each year. Clubs that haot remitted their funds by that date are delinquent and
should receive special attention. It is not fair te @lubs that remit the State funds on time to pern@tudb to
become and remain delinquent.

Billing for monies is best accomplished through the usa printed form similar to the one used by High
Twelve International, Inc. A Final Notice should lemsto delinquent Clubs notifying them of the proposedacti
to be taken by the Governing Board.

NEW CLUBS
Any New Club shall pay the State Fees as required b$ttte.

REPORT TO PRESIDENT

JUNE 2006 -S-9- State O ficers Manual



A Report should be given to the State President of #mees of all the Clubs and amounts past due for Per
Capita owed to the Association and/or International, later than three months prior to the State and/or
International Conventions. The delinquent Clubs wilbsgjualified from voting until paid in full.

A Summary Action Report should be given to the Presitlsting the names of all delinquent Clubs and
giving him a report of the actions that has been tagetate.

COOPERATE WITH THE TREASURER

In a small State Association, it may be possibleambine the Office of State Secretary and StatesTirea.
However, in the usual case where these Offices g e, close cooperation is required between the ticee3f
in order that their respective records will be in agreet at all times, particularly in reference to MemBhibs in
Good Standing in the Association and with High Twelvwerdmational, as well as Clubs that are delinquentén th
payment of the Per Capita to High Twelve Internati@ral to the State Association.

PRESERVE RECORDS

An accurate filing system should be kept so that succe&inretaries can find the information in the past
records that may be called for. Certain documents aaohssociation Charters from High Twelve Internadion
and if the Association is incorporated under the corpmrdaws of the State, fidelity bonds, etc. should hgt ke
an absolutely safe place, preferably a safe depositit@gmuch as the loss of such documents might be serious.
As a further safeguard, the Secretary should keep thedBnésnformed as to the exact whereabouts of such
documents and his records should show where they are kept.

DESTROY SELECTED OLD FILES AND RECORDS

Files of correspondence, records and reports will atiamsiderable bulk over a period of years, so it may be
necessary to destroy part of them to make room forfitesv Careful discrimination must be exercised in degdi
which files and records should be retained indefinitely ehich should be destroyed. While much of the routine
correspondence quickly loses its value and can be safeliyogied, there are certain types of records and reports
which must be kept indefinitely, because they repredemtwritten history of the Association. This applies
particularly to the Minutes of the Meetings, finanaietords, and membership records. Rather than relly sole
upon his own judgment, it is required for the Secretagptsult with the State Board and the State Presideht an
must obtain advanced written approval of both, which @ightion must be retained permanently, before actually
destroying any Association files or records.

ARRANGE FOR PRINTING AND PURCHASE OF SUPPLIES

It is the Secretary's duty to procure the printing fer Alssociation and to procure the necessary supplies with
which to operate the various State Offices.

MAKE REPORTS

The Secretary generally reports at each Meeting obthte Board, briefly outlining the matters affecting t
Association, Officer, and Committee Reports, recelyethim, as well as correspondence affecting the isteaf
the Association.

The Secretary's Annual Report, if any, should be itimgriand should include statistical summaries of Clubs
added, or which have been dropped or are not functioning.r&port should also present an account of the
expenses in the operating of the Secretary's Offiakebr down by items such as stationery, supplies, printing,
postage, salaries, clerical and stenographic assistattce,and should recommend the amount that should be
appropriated for the Secretary's Office in the Budgetterfollowing year. Recommendations and suggestions for
improvement in methods of handling the Association Bessirshould also be included, if any.

STATE BULLETIN

Unless there is an Association Editor, or some Mendpecially appointed to handle the Association
Bulletin, it is the duty of the Secretary to gather tiesvs from the Member Clubs and to prepare the Bulletin,
which shall contain such news items, as well asrinédion received from the International Office. TBalletin
should contain the date and meeting place of all the Me@hubs and also a list of the Officers of the vasio
Clubs. Each State Association will determine the remdb issues of the Bulletin and the method of placirgy th
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Bulletin in the hands of the Members of the Clubs. Beeretary is also charged, in most instances, \uigh t
release of Association news to the press. He showdkaohith the President before releasing any news itlrs
important to follow the rules and edicts of the Grandda of the Jurisdiction involved in the publication of any
Bulletin.

OTHER DUTIES
Care of Association Property. Unless the Presidepoiats a Member as a Property Officer, or a Committee
for that purpose, the Secretary is charged with the disgfely keeping the Association property.

The Secretary must prepare the necessary forms adwaimg used as depositories for Association funds,
the identity of the Members authorized to sign checksnbrer of signatures required on checks and make
withdrawals.

SECTION 9
STATE TREASURER

The State Treasurer is elected to his office by aoritgjvote of the delegates voting at the Annual
Convention of the Association.

The duties of the Treasurer are generally covered inBiheaws of each State Association, some duties
unspecified there may have become customary, and $allthveing is given as a check list.

BANK

Obtain letters from the Secretary and the formem3ueer to the Bank in which the Association funds are
deposited, authorizing the new treasurer to deposit andinaiththe funds of the Association. Where Bank
change is involved, have Secretary prepare resoluiigmatsire cards, etc., and forward them to the Bank. &her
possible, checks should be signed by the Treasurer and vewgrired by one other designated State Officer.

BOND

In the event the Association By-Laws require the Sueer to be bonded, the new Treasurer will be required
to sign the necessary forms as provided by the Bondingp@oy. Particular care should be taken by the
Association to keep the amount within reasonable ¢inotherwise the premium will be excessive.

BUDGET

Good financial practice demands that the Associati@agurer contact all Officers and Committee Chairmen
to get their estimates of the expense requirementsidobusiness year. He should then summarize the éstima
income, expenses and reserves; and submit his repbe &idte Board for the preparation of the Budget.

FUNDS (Incomg

Deposit immediately all Association funds received frany source. Disburse funds to the Chairman of the
various Committees, when directed to do so by the &aterning Board.

BILLS AND CHECKS
All Bills must be paid promptly to keep the Associatiaradit good. Be sure the Bill you pay is authorized
by Budget approval, and properly authorized by the StatedBoar

All checks, remitting money to High Twelve Internatdn should be made payable to High Twelve
International, Inc. and not be drawn to the order rofiredividual Officer. The same rule applies to the State
Association.

Report to the Secretary any information that conmsegour attention that may affect the interests ajtHi
Twelve International, Inc. and/or your State Assaoiat

RECORDS
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Keep an accurate account of all monies received and paigsasimply and clearly as possible. Note check
number on each Bill paid, after getting it properly authemtifor payment. Preserve all paid Bills for revievitzy
Auditing Committee.

MEETING REPORT

Make Report of income and expenses and cash on hancha¥leating of the State Board. Make the Report
in such detail as required by the Association. Make anual Written Report at thend of the year in such detail
as may be required. Brief the Report for the Meeting stand ready to support any inquiries.
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SECTION 10

ADDITIONAL RECOMMENDATIONS:
OTHER OFFICERS, IF APPLICABLE

A State Association, when feasible, may be divided #teas with an Area Vice President. In the event
there are a large number of Clubs in each Area, tiea 8hould be divided into Regions with each Region being
supervised by a Regional Director.

DUTIES OF AREA VICE PRESIDENT

He shall supervise his Clubs through his Regional Dirsctéle should hold Quarterly Meetings with them
to study the situation in the Area.

In those States that have not appointed or elected i@diirectors, the Area Vice President is charged with
the duty of doing what is necessary to encourage, stiematad promote the growth of High Twelve by taking an
active part in the formation of New Clubs. He shoutdabCLUB BUILDER. He should spread the message of
High Twelve at all times and in all places, therelyirsg an example to the Members or the Clubs of how the
should share the fellowship they enjoy in their ownlSIwith fellow Masons in surrounding communities. The
success and growth of High Twelve in his Area dependsirandnd without his active assistance the Clubs will
suffer.

STUDY NEEDS OF AREA - VISITATION

It is the Area Vice President's duty to study the neétssoArea and plan his time in advance in such a way
that he can visit all of the Clubs in that Areatead initiations, installations, anniversaries andcgpdvieetings.
ADVISORY TO CLUB OFFICERS

To meet with the Officers and the Members of therBsaf the Clubs and in a business-like manner assist
them with their problems and plans.
REPORTS TO STATE PRESIDENT

To make regular reports to the President, as to hisiteegi and visitations, so that the President will be
apprised of the situation in the entire State.
CHAIRMAN OF COMMITTEES

To act as Chairman, in his Area, of Committees gpasion and Retention, and Masonic Activities.

PROMOTE THE GROWTH OF CLUBS

To encourage, stimulate, and promote each Club in hig #rgrow in stature and strength.

REGIONAL DIRECTOR

In those States where there are a large number oCéulin which the Clubs may be separated by great
distances, so as to make the areas large and thedifiicelt to supervise, it is advisable to have Regional
Directors to aid the Area Vice President in his duti€hese directors may be elected or appointed. It is steyhe
that they be appointed, thereby giving the Area VicesiBeat an opportunity to select members who will work
diligently with him, because he has assured himselbdhdir cooperation before making the appointment. If
appointed they should serve at the will of the Area \Hecesident. If elected they should be Elected to derve
one year, subject to removal by the action of theteSBoard, for failure to cooperate and do the job asdign
them. This should not be a job for those memberslikedhe title and honor pertaining to the job, buheatfor
those Members who believe in High Twelve and areinvglito work diligently to insure the progress of the
movement by the Clubs, the State Association, and figilve International.

CHAPLAIN
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Inasmuch as we predicate our Membership on Freemasearshould ever be mindful of our obligation to
the Great Architect of the Universe and conduct ouesebs Masons. The services of a Chaplain at the Sta
Board meetings and the Convention are highly desirdtdeshould be Chairman of the Necrology Committee.

SECTION 11
STATE CONVENTION

DATE DECIDED BY STATE GOVERNING BOARD

Each State Association shall hold a State Convergami year. The month and date to be determined by the
State Board of each Association, so as not to anflith the Meeting of the Grand Lodge of that Jurisditti
High Twelve International, Inc., and to insure the maxin attendance of delegates

The State Board shall also decide on the city in wiiehConvention will be held.

NOTICE

The State Secretary upon the direction of the Presglesit mail a notice of the time and place where the
Convention shall be convened to the President andetaegrof each of the Member Clubs of the Associatibn
least Sixty (60) days before the Annual Convention arldest to Ten (10) days before a Special Convention. In
addition, notice thereof shall be given to the Intdomal Secretary.

OFFICERS

The Officers of the State Association shall beGtifecers of the State Convention.

ATTENDANCE

It shall be the duty of each Member Club to be repteskeat each Convention of the State Associatioheeit
Annual or Special, by duly accredited delegate or delegates.

RECOMMENDED RULES OF PROCEDURE

The rules of procedure for any Convention of the Skasociation are:

(&) Agenda. The Agenda as approved by the State Boamdapted by the Convention shall be the order of
the day for all sessions of the Convention.

(b) Debate:

1. Subject. Reports of Committees, communicationthéoConvention, proposed resolutions, and all
amendments thereto, and all motions except such as en ko parliamentary practice as "undebatable”, may be
debated upon the floor of the Convention, unless byoattivds (2/3) vote of the delegates present and votirgg, th
Convention decides to dispose of them without debate.

2. Procedure. In debate each delegate has the righedk aot more than twice on the same question on
the same day, except on an appeal or on reconsiderétiba subject, but may not speak the second time so long
as any delegate who has not spoken on the questiorfaralexognition. No delegate shall speak on Convention
longer than five (5) minutes at one time, except as geovin the order of the day, or by a majority vote.

(c) Enactments and Resolutions. Proposals to amenttite Constitution and State By-Laws shall be
known as "Enactments”. Proposals for Conventioroaatihich do not amend the foregoing documents shall be
known as "Resolutions”. Enactments shall be proposddaated upon in the manner prescribed in the State
Constitution and State By-Laws of the Associationesdutions may be proposed by any Member Club, by any
delegate, and by the State Board of the Associatiare Eifficers are delegates-at-large.

Any resolution may be adopted by the affirmative vdtatdeast a majority of the votes authorized to &&t c
and acted upon by the Convention.

All Enactments and Resolutions shall be delivered itinvg to the Secretary of the State Association, alhd
Enactments and Resolutions shall be acted upon as maheer proscribed herein.

PRINCIPAL MEETING CLEARING HOUSE
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The State Convention is the main Meeting of the gission and should act as the clearing house for subjects
of particular interest to the Member Clubs of the Asgion. Questions on policy and procedure should be®n th
Agenda and a widespread participation by all of the ClubitieénAssociation is important to bring together the
various Club ideas on all subjects pertaining to High Vevel

SPONSORSHIP

The Convention should be sponsored by one or more Glubjgct to the vote of the State Board. It is usually
desirable to have such Clubs attend to the general aedia@nment features while the responsibility for the
Agenda of Business Meetings is with the Officers ande3aard. The sponsorship of the Convention enhances
the prestige of the Clubs and increases the interést members in Association affairs.

POWER OF CONVENTION

The vote at any Association Convention is bindingtlom Association and the Member Clubs insofar as it
relates to State Affairs and does not conflict witigtHTwelve International Constitution and By-Laws ohey
International activities. If it relates to any énhational matter, its status is that of a recommigorddo the
International Governing Board.

MINUTES OF CONVENTION

Minutes of the Convention should be kept and a report agrromptly as possible to the International
Secretary.

ENTERTAINMENT

One of the functions of the State Convention isringtogether the members of the different Clubs.s |t i
therefore urged that suitable entertainment be providedder to attract as many Club Members and their wives
and families as possible.

SECTION 12
COUNTRIES OTHER THAN THE UNITED STATES

The International Constitution authorizes the typ8tate and Multi-State Associations set forth herteirne
developed in countries other than the United States.

The State and Multi-State Associations outside theddn8tates are required to function according to the
same rules and regulations as set forth in the Constitand By-Laws of High Twelve International, Inc.dan
conditions of the individual Countries, if any.

SUGGESTED PROCEDURES FOR INVITED GUESTS

When a Club or State Association desires the pressrme International Officer, a Wolcott Trustee, at8t
Officer, or a Past International President for anybCor State Association event, the following are som
suggestions which should be followed;

1. A written invitation should be sent to the invitgedeast 30 days in advance of the event if possiald, s
invitation should indicate time, place, the nature efélient, what is to be required of the invitee, suggestss
(i.e., formal) and if the distance involved would requine invitee to stay overnight, the arrangements Her t
invitee's accommodation. An information copy of theitation should be sent to the President of High Tevel
International.

2. Upon receipt of the said invitation, the invite@wdd send an acceptance or rejection promptly to the
signer of the said invitation, indicate his mode ofétaand, if by air, the airline, flight number, an@ tscheduled
time of arrival. The recipient of the acceptance ejeation of the invitation should promptly forward an
information copy to the International President.
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3. Upon receipt of the acceptance of the invitee, digmer of the invitation should make prompt
arrangements to meet and welcome the invitee uponrtigla with an Agenda specifying the time schedule of
the event or events, and any other information whmety aid and assist the invitee to understand whatbeill
expected of him.

4. The inviting Body, be it a Club or State Associatishould make arrangements for free tickets, etc., to
any function wherein the invitee should be present anti$ wife if she accompanies him.

5. In the event that the invited guest is a Statec@ffivhose presence is normally required at a Club (e.g.,
Installation of Officers, et cetera) the expense rothan the tickets, et cetera, mentioned in Paragrapbode,
should be the responsibility of the State Association.

6. If the invitee shall arrive by air, train or buiken arrangements by the inviting body should be made to
transport the invitee to and from the airport, etctime for the invitee to board the plane, train us.b

7. The invitee and his wife, if she accompanies lsinall be seated at the head table at a banquet, lunch, o
any other formal gathering.

8. Nothing in the above shall require the inviter to/ far any overnight accommodations and/or
transportation expenses to the location, but such map®priate.

SECTION 13
PROCEDURE FOR CHANGES

1. WHO MAY PROPOSE:

Changes to this Manual Section may be proposed by d Chah, a State Association or by the Governing
Board.

2. PROCEDURE:

Proposed Changes shall be submitted in writing to ttezriational Secretary in adequate time to enable him
to notify all members of the International GoveigniBoard, by mail, prior to the Meeting of the Board.

3. VOTING PROCEDURE:

A simple majority of all votes cast, a Quorum of tinéefnational Governing Board being present, shall be
necessary for adoption.

4. WHEN EFFECTIVE :

A Change to this Section shall be effective immedtijaton its adoption by the International Governing
Board, unless otherwise provided by the wording of thenGaar the Motion for adoption.
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