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[bookmark: _Toc475191259][bookmark: _Toc518117233][bookmark: _Toc155535806][bookmark: _Toc171461589]Foreword by the R W Provincial Grand Master
I am delighted to introduce you to this new Charity Stewards Manual, which has been updated over the last few months to take into account the many changes that are happening, not only in this Province but within Freemasonry across England and Wales in general. 
Having spent over 18 years involved in the national Masonic Charities, I understand only too well the significant contribution that Freemasons make to support, not only our Brethren and their families, but also the wider society, of which we are all members.
The new Strategy of UGLE has four key elements, one of which is ‘Engagement in our Communities’, whilst one of the four new modern values Freemasonry is adopting is ‘Charity’. The Mission of the new Strategy includes the phrase ‘to cement our reputation as a force for good in our communities and society at large’, all of which supports the importance of charity within our Freemasonry.
This Province is doubly blessed in that not only have we got access to the funding support from the Masonic Charitable Foundation (MCF), but we have our own Provincial Charity, West Riding Masonic Charities (WRMC), who also have significant funds at their disposal.From MCF, our Brethren and their families are able to receive large scale and long term support and the Province is able to bask in the publicity and high profile charitable giving to other charities undertaken in the Province by MCF. 
WRMC, on the other hand, through its Care and Support Fund, aims to speedily assist Brethren and their families where and when it is needed, before asking MCF to take on further support, if required. Through its newly named, Community Fund, WRMC supports a myriad of local community and charitable groups, sponsored by a Lodge or Chapter, thus enabling Freemasonry at very local level to be recognised as part of the local community. 
None of this support would be available without the generosity of Freemasons in this Province, encouraged and organised by the Provincial Charity team and the individual Lodge and Chapter Charity Stewards, who together are so vital to all the fundraising efforts in the Province.
We have just launched the 2028 Festival in favour of the MCF and so the work of the Lodge and Chapter Charity Stewards is more important than ever. Their role is not just to raise funds from the members of the Province but also to educate the Brethren about the MCF and convince members that, by supporting MCF, they are ensuring assitance will be there for any member or his family, should they need support in the future. 
Likewise, it is important that the Province continues to support WRMC in its work, which it will be able to continue, without specific fundraising, throughout the Festival period. As such, the Charity Stewards’ role will continue to identify local charities, who need support from WRMC.
This Charity Stewards’ Manual is the result of a great deal of work by members of the Provincial Charity Committee, for which I am very grateful, is one of the main tools available to help Charity Stewards achieve success in their office. 
I hope that it will be seen by all Charity Stewards as a useful resource. I encourage them to refer to it regularly to facilitate the process of  fundraising and the important administration that needs to be adopted to ensure the generous donations of the Brethren are properly accounted for. 
Finally, on behalf of the Province, I would like to thank all of you who are involved in any aspect of the charitable activities of the Province. Your time, commitment and expertise is very much appreciated and I hope this Manual goes a long way to making your job that much easier.
R W Bro James Henry Newman OBE
Provincial Grand Master and ME Grand Superintendent 

[bookmark: _Toc155535807][bookmark: _Toc171461590]1:0 INTRODUCTION

This manual is a living online document and has been produced to assist Lodge Charity Stewards by setting out their role and by providing guidance in all practical matters including the safe handling of funds. Regular checks should be made to ensure that the latest version is being viewed, the date of issue appearing on the front cover. Whilst primarily for use online it can be downloaded from the Provincial Website and regular checks should be made to ensure that the copy is the latest version.
The Worshipful Master appoints a Lodge Charity Steward in accordance with the Book of Constitutions, Rule 104(a) to ensure that the Brethren of his Lodge uphold their obligation to Charity. They must have a professional approach to their work and perform their duties with care and understanding whilst always maintaining commitment and confidentiality. 
Each Charity Steward has a duty of care to manage his brethren’s money in the correct manner and Rule 153 in the Book of Constitution provides the procedure for dealing with charitable contributions and the subsequent preparation of Annual Accounts. As a consequence, the system implemented within our Province is robust and definitive, ensuring the correct receipt, documentation and submission of charitable donations and also providing a safeguard for Charity Stewards should their records be examined by HMRC; VAT Inspectors; the Charities Commission or anyone else authorised to do so. 
Charity Stewards should establish a good working relationship with the Provincial Charity Assistant (PCA) allocated to their Lodge who will provide support, training, and assistance when necessary or requested. They should always be the first point of contact if information or assistance is required and should also make regular contact with the WRMCL Communications, Administration Team. 
All blank forms are included in Appendix B of this Manual and are also available to view on the Provincial Website by following the Charity/The Charity Steward/Guidance Notes tabs or click on this link: https://www.westridingfreemasons.info/charity-steward. Copies can be obtained from WRMCL Admin. via Lodge Provincial Charity Assistants (PCA’s)

















[bookmark: _Toc406927294][bookmark: _Toc412440039][bookmark: _Toc412440698][bookmark: _Toc412529786][bookmark: _Toc412529909][bookmark: _Toc412530109][bookmark: _Toc412530215][bookmark: _Toc441326199][bookmark: _Toc475191261][bookmark: _Toc24964233][bookmark: _Toc125203510][bookmark: _Toc155535808][bookmark: _Toc171461591][bookmark: _Hlk128833272]2:0 THE Charity Team

Lodge Charity Stewards.
¦
Provincial Charity Assistants
¦
Chairman       -       Chairman       -      Chairman     -      Chairman      -       Chairman
              Area 1                      Area 2                    Area 3                  Area 4                    Area 5
 ¦
Provincial Grand Charity Steward 
[bookmark: _Toc406927295][bookmark: _Toc412440040][bookmark: _Toc412440699][bookmark: _Toc412529787][bookmark: _Toc412529910][bookmark: _Toc412530110][bookmark: _Toc412530216][bookmark: _Toc441326200][bookmark: _Toc475191262][bookmark: _Toc24964234][bookmark: _Toc125203511][bookmark: _Toc155535809][bookmark: _Toc171461592]2:1  THE LODGE CHARITY STEWARD	
The Worshipful Master appoints a Lodge Charity Steward in accordance with the Book of Constitutions, Rule 104(a), to ensure that the Brethren of the Lodge uphold their obligation to Charity. The position includes the responsibility of collecting money from Brethren and forwarding it to their Masonic charity of choice. Within the Province, West Riding Masonic Charities Ltd (WRMCL) is the preferred Charity but Charity Stewards must comply with any request from a Brother to contribute to the Central Masonic Charity of their choice, particularly when the Province is in Festival.
The Lodge Charity Steward has the following duties: 
General duties:
· To oversee every aspect of charity on behalf of the Lodge and in support of the Province and be fully informed on all matters relating to Masonic charity to improve the Brethren’s knowledge and understanding of such matters being undertaken within the Province, nationally and worldwide.
· To liaise with his Provincial Charity Assistant (PCA) on a regular basis and use him as the first point of contact on all Charity matters.
· As a member of WRMCL to have a direct communication link to and from WRMCL and have regular contact and liaison with the WRMCL Administration Team.
· To acquaint himself with the work of the Almoner and assist him where necessary (Para 4.0 - Interface with The Lodge Almoner).
· To update Brethren regularly on Charity matters by providing a Charity Steward’s Report at their regular meetings and to circulate directions, updates, and information where necessary.
· To present an annual Charity Address to his Lodge.
· To encourage and collect donations and contributions for charitable purposes from Brethren and the Lodge and to promote a tradition of ‘regular giving’ amongst all the Brethren.
· To regularly review the level of individual and Lodge giving.
· To attend such training seminars and briefings as may be appropriate from time to time.
· To identify and where necessary support local charities in need of support and work with them to promote the impact of masonic donations of both time and effort.
· To assist and work with members of the Area Charity Committee on major projects or events when invited to do so and to assume the Role of Festival Charity Steward as directed for the duration of a Festival (Para. 5.4.5). 
· Being the only member of his lodge qualified to be a member of WRMCL and thereby permitted to vote, to attend the Annual General Meeting of WRMCL and vote on any Special Resolution as from time to time (if required) and to adopt the Accounts when correctly presented.
· To promptly attend to any requests for statistical information from the Provincial Charity Team.


Administrative Duties:
· To be conversant with Microsoft Word and Excel and be able to manage the Charity accounts on computer-based programmes and applications. 
· To manage administrative duties with clarity and transparency and maintain proper records and accounts of all transactions in accordance with Section 3 of this Manual and with GDPR. 
· To keep the identity of donors confidential. 
· To forward all monies collected on behalf of Masonic Charities, on at least a quarterly basis, to West Riding Masonic Charities Limited Admin. at 18-20 Castle Grove Drive, Leeds, West Yorkshire, LS64BR.  email: admin@wrmcl.co.uk, who will allocate the funds to the specified charity(ies). 
· To regularly check with donors that they continue to pay UK taxes, whether residing in the UK or not, and that their Gift Aid Declaration remain valid. (It is recommended that new Gift Aid Declaration Forms are completed and submitted to WRMCL Admin every 4 years).
· To present to the Lodge Annual Account, examined by duly elected Lodge Examiners in accordance with the Book of Constitutions, Rule 153. (The Provincial Charity Committee strongly recommends that a Past Charity Steward or a Past Master(s) should examine the Annual Lodge Charity Account). 
· To ensure that all Fund Management documents are retained for 7 years.
· [bookmark: _Toc406927296][bookmark: _Toc412440041][bookmark: _Toc412440700][bookmark: _Toc412529788][bookmark: _Toc412529911][bookmark: _Toc412530111][bookmark: _Toc412530217][bookmark: _Toc441326201][bookmark: _Toc475191263][bookmark: _Toc24964235][bookmark: _Toc125203512]When relinquishing office and to ensure the smooth transfer of records and duties to his successor, the outgoing Charity Steward MUST hand over all relevant information, destroy any paper records not handed over and delete all records stored on computers, stand-alone hard-drives, or internet cloud storage, in accordance with GDPR. 
[bookmark: _Toc155535810][bookmark: _Toc171461593]2:2 PROVINCIAL CHARITY ASSISTANT (PCA)
[bookmark: _Toc406927297]
Area Charity Chairmen appoint Provincial Charity Assistants who will work closely with the Charity Stewards of the Lodges to which they are assigned.  Wherever possible a PCA should not be assigned to his own Lodge.

A Lodge Charity Steward should be supported in every way possible particularly when he is first appointed and he should be provided with an assurance that there is a wealth of knowledge and resources available to him through his PCA at Provincial level, WRMCL and at the Masonic Charitable Foundation. 
The PCA is the first point of contact for the Charity Steward of the lodges to which he is assigned. His duties are:
· To maintain close regular contact with his assigned Lodge Charity and ensure they maintain regular contact with the WRMCL Administration Team and assist them to carry out their duties in the prescribed manner.
· To maintain a sound knowledge of all directions, updates and information received from WRMCL and the Provincial Charity Steward and pass on the same to ensure that the Charity Stewards convey all charity-related information to their Brethren where appropriate. 
· To assist with Briefings, Seminars and Workshops to train and keep Charity Stewards updated with latest news and developments.
· To work with the Area Charity Committee on implementing strategy on fund raising including the use of charity for community engagement and publicity and to provide regular updates to the Committee on charitable work.
· To promote the charitable work of UGLE, MCF, Province and Lodge members and motivate and encourage the brethren to give time and effort.
· and recognise and inform his Area Chair of outstanding efforts by Charity Stewards and Lodges.
· To assist The Provincial Grand Charity Steward in the management and discharge of the Provincial Charity Strategy.
· To share ideas and advise the Provincial Charity Committee on best practice for fundraising, holding charity funds, maintaining records and the distribution of funds.
· To promote and assist lodges with the setting up and the use of Relief Chests managed by MCF.
· To assist in the organisation and facilitation of special charity events.
· When in Festival assist with the Provincial Strategy regarding goals/aspirations; monitor and report regularly on the progress of the Festival and build relationships with counterparts in other Areas.
· To provide training for new Charity Stewards in all aspects of their duties.
· To encourage their Charity Stewards to give a monthly report on Charity Matters to Brethren by the inclusion of a Charity Report Item on the Lodge Summons.
· To assist in the collection of statistical information as required.
· To attend Area Charity Meetings and report on charitable activities, progress, or difficulties in his assigned Lodges.
· To assist in the arranging and management of Provincial charity-based functions when requested to do so and to assume the Role of Festival Charity Assistant as directed for the duration of a Festival (Para. 5.4.5).

[bookmark: _Toc412440042][bookmark: _Toc412440701][bookmark: _Toc412529789][bookmark: _Toc412529912][bookmark: _Toc412530112][bookmark: _Toc412530218][bookmark: _Toc441326202][bookmark: _Toc475191264][bookmark: _Toc24964236][bookmark: _Toc125203513][bookmark: _Toc155535811][bookmark: _Toc171461594]2:3 AREA CHARITY CHAIRMAN  

The Provincial Grand Charity Steward identifies and appoints an Area Charity Chairman for each of the 5 Areas within the Province. They have the following duties: -
· To attend meetings of the Provincial Charity Committee as required and to share ideas and advice on best practice for fundraising, holding charity funds, maintaining records and the distribution of funds.
· To identify and appoint Provincial Charity Assistants within his Area.
· To maintain a sound knowledge of all directions, updates and information received from UGLE, WRMCL and the ProvGChStwrd and pass on the same to PCA’s for forwarding to his assigned Charity Stewards to convey to the Brethren of their Lodges.
· To chair and maintain an Area Charity Committee and liaise with and enthuse Provincial Charity Assistants and their assigned Lodge Charity Stewards to motivate and encourage the members of their Lodges to donate and to give time and effort to charitable matters.
· To arrange Briefings to train and keep Charity Stewards updated with latest news, directions, and developments in all aspects of their duties.
· To promote and assist lodges with the setting up and the use of Relief Chests managed by MCF.
· To assist in the collection of statistical information as required.
· To recognise and acknowledge outstanding efforts by Charity Stewards and Lodges and inform the ProvGChStwrd where necessary.
· To present Lodge Patronage Certificates.
· To assist in the organisation and facilitation of Provincial charity-based functions when requested to do so and report to the ProvGChStwrd on the progress of any specific charitable appeals and of regular giving within the Province.
· To maximise the impact of charitable grants and involvement through liaison with the Area Communications Officer.
· To assume the Role of Area Festival Manager as directed for the duration of a Festival (Para. 5.4.5). 
[bookmark: _Toc406927298]







[bookmark: _Toc412440043][bookmark: _Toc412440702][bookmark: _Toc412529790][bookmark: _Toc412529913][bookmark: _Toc412530113][bookmark: _Toc412530219][bookmark: _Toc441326203][bookmark: _Toc475191265][bookmark: _Toc24964237][bookmark: _Toc125203514][bookmark: _Toc155535812][bookmark: _Toc171461595]2:4 CHARITY AREAS

The five Charity Areas coincide with the Provincial Areas and are:
	Area 1
	Area 2
	Area 3
	Area 4
	Area 5

	Baildon                     
	Brighouse                 
	Barnoldswick           
	Barnsley                   
	Batley

	Bingley                     
	Halifax                      
	Bentham                  
	Bawtry                     
	Castleford

	Bradford                   
	Hebden Bridge         
	Guiseley
	Doncaster                 
	Leeds

	Cleckheaton             
	Hipperholme              
	Harrogate                 
	Goole                        
	Morley

	Dewsbury                 
	Holmfirth                  
	Ilkley                       
	Penistone                  
	Pontefract

	Haworth                    
	Huddersfield             
	Knaresborough        
	Sheffield                   
	Pudsey

	Heckmondwike        
	Kirkburton                
	Otley                        
	Rotherham                
	Wakefield

	Keighley                   
	Lindley                      
	Pateley Bridge         
	Swinton       
	

	Mirfield                    
	Milnsbridge              
	Ripon                       
	Thorne
	

	
	Slaithwaite                
	Settle                        
	
	

	
	Todmordon              
	Skipton
	
	

	
	Uppermill                 
	Waddington
	
	

	
	West Vale 
	Wetherby
	
	



[bookmark: _Toc406927299][bookmark: _Toc441326204][bookmark: _Toc475191266][bookmark: _Toc24964238][bookmark: _Toc125203515][bookmark: _Toc155535813][bookmark: _Toc171461596]2:5 PROVINCIAL CHARITY COMMITTEE

The Provincial Charity Committee consists of the 5 Area Charity Chairmen, the Chairman of Yorkshire West Riding Masonic Activities Ltd and a Secretary, led by the Provincial Grand Charity Steward who is a Member of, and who will report to the Provincial Advisory Council on Charity matters.
[bookmark: _Toc406927300][bookmark: _Toc412440044][bookmark: _Toc412440703][bookmark: _Toc412529791][bookmark: _Toc412529914][bookmark: _Toc412530114][bookmark: _Toc412530220][bookmark: _Toc441326205][bookmark: _Toc475191267]The Committee is responsible for coordinating and promoting charitable giving within the Province and assists the Provincial Grand Charity Steward to fulfil his obligations by offering advice and practical help.

[bookmark: _Toc125203516][bookmark: _Toc155535814][bookmark: _Toc171461597]2:6 PROVINCIAL GRAND CHARITY STEWARD 

The Provincial Grand Charity Steward is a member of the Provincial Advisory Council and is responsible to the Provincial Grand Master for the smooth running of the charitable fund-raising structure within the Province. 
His duties are:
· To oversee and encourage brethren in all matters relating to charity within the Province.
· To work with the Provincial Advisory Council (PAC) on agreeing and implementing strategy on fund raising including the use of charity for community engagement and publicity and to provide regular updates to the Council on charitable work.
· To monitor statistics and patterns of giving throughout the Province.
· To be responsible for the management and discharge of the Provincial Charity Strategy.
· To cultivate and maintain a close working relationship with the Provincial Grand Almoner.
· To form, Chair and maintain a Provincial Charity Committee and liaise with and enthuse Area Chairs, Provincial Charity Assistants and Lodge Charity Stewards to motivate and to encourage their members to give time and effort.
· To share ideas and to offer advice to the Provincial Charity Committee on best practice for fundraising, holding charity funds, maintaining records and the distribution of funds.
· To promote and assist lodges with the setting up and the use of Relief Chests managed by MCF.
· Formulate a suitable induction programme for new Charity Stewards; Seminars and workshops to train and keep Charity Stewards updated with latest news and developments.
· To provide appropriate training for PCA’s and PCC Chairs.
· To recognise and acknowledge outstanding efforts by Charity Stewards and Lodges.
· To promote the charitable work of UGLE, MCF, Province and Lodge members and to maximise the impact of charitable grants and involvement through liaison with the Provincial Communications Officer and Communications Team.
· To organise and facilitate special charity events and to report to the Provincial Grand Master and the Provincial Advisory Council on the progress of any specific charitable appeals and of the regular giving within the Province.
· To have attended an Induction Course to provide a good understanding of the purpose of the role, the expectation of the office and to enable a newly appointed and to enable a newly appointed ProvGChStwd to commence his activities prior to his appointment, thus ensuring a smooth hand over from his predecessor.
· To attend MCF biennial conferences for the ProvGChStwds and during Festivals the MCF Festival Forum.
· When in Festival be a lead member of the Festival Committee; maintain communication with the MCF; assist with establishing the Provincial Strategy regarding goals/aspirations; monitor and report regularly on the progress of the Festival and build relationships with counterparts in neighbouring Provinces.

























[bookmark: _Toc406927301][bookmark: _Toc412440045][bookmark: _Toc412440704][bookmark: _Toc412529792][bookmark: _Toc412529915][bookmark: _Toc412530115][bookmark: _Toc412530221][bookmark: _Toc441326206][bookmark: _Toc475191268][bookmark: _Toc24964239][bookmark: _Toc125203517][bookmark: _Toc155535815][bookmark: _Toc171461598]3:0 Management of Funds

[bookmark: _Toc406927302]The management of funds held by the Charity Steward is governed by The Book of Constitutions Rule 153.

[bookmark: _Toc412440046][bookmark: _Toc412440705][bookmark: _Toc412529793][bookmark: _Toc412529916][bookmark: _Toc412530116][bookmark: _Toc412530222][bookmark: _Toc441326207][bookmark: _Toc475191269][bookmark: _Toc24964240][bookmark: _Toc125203518][bookmark: _Toc155535816][bookmark: _Toc171461599]3:1 RULE 153 BOOK OF CONSTITUTIONS (SUMMARY)

The requirements of Rule 153, B of C are included in the body of this manual and a full copy is included in Appendix A. 
In summary:
The Lodge Charity Account must: -

· Be held at a Bank duly authorised and approved by the members following a regular proposition in open Lodge.
· Be in the name of the Lodge, and NOT in the name of an individual.
· Have at least two named signatories on the account who have been duly authorised and approved by the members following a regular proposition in open Lodge. Since only the Lodge Treasurer can authorise electronic payments, he must be a signatory if the Lodge wishes to transfer funds in this manner. (The Provincial Charity Committee recommends at least three signatories.)
· Have at least two signatures on cheques.
· Have an Annual Statement of the Account prepared, duly examined by the appointed Lodge Examiners and presented to the members of the Lodge.  (See Annual Accounts. Para 3.8 & Appendix A – Rule 153 B of C)

[bookmark: _Toc406927303][bookmark: _Toc412440047][bookmark: _Toc412440706][bookmark: _Toc412529794][bookmark: _Toc412529917][bookmark: _Toc412530117][bookmark: _Toc412530223][bookmark: _Toc441326208][bookmark: _Toc475191270][bookmark: _Toc24964241][bookmark: _Toc125203519][bookmark: _Toc155535817][bookmark: _Toc171461600]3:2 NEW CHARITY STEWARD

On appointment, a new Charity Steward should receive the following items from his predecessor either in hard copy format, digitally or both. Without them he will be unable to carry out his duties correctly.   
· [bookmark: _Toc155535818][bookmark: _Toc171461601]Charity Steward’s Manual.
· [bookmark: _Toc155535819][bookmark: _Toc171461602]Self-carbonating Receipt Book.    
· [bookmark: _Toc155535820][bookmark: _Toc171461603]Cash Book. 
· [bookmark: _Toc155535821][bookmark: _Toc171461604][bookmark: _Hlk128994049]Payments Receipt Acknowledgement Form.
· [bookmark: _Toc155535822][bookmark: _Toc171461605]Cumulative Receipts Summaries.
· [bookmark: _Toc155535823][bookmark: _Toc171461606]Cheque books.
· [bookmark: _Toc155535824][bookmark: _Toc171461607]Paying-in books.
· [bookmark: _Toc155535825][bookmark: _Toc171461608]Member’s Payment Records.
· [bookmark: _Toc155535826][bookmark: _Toc171461609][bookmark: _Hlk128994087]Donations to Charities Forms.
· [bookmark: _Toc155535827][bookmark: _Toc171461610]Gift Aid Declaration Forms.
· [bookmark: _Toc155535828][bookmark: _Toc171461611][bookmark: _Toc406927304]Standing Order Mandate Forms.

He should also receive and subsequently retain documents for the preceding 7 years including:
· Annual Accounts Forms.
· Payments Receipt Acknowledgement Forms.
· Cumulative Receipts Summaries.
· Donations to Charities Forms.
· Bank Statements
· Any full/used Receipt Books, Cheque Books, Bank Paying-In Books, Cash Books, Members Payment Record

Should a Charity Steward not possess any of the above and is using hard copy rather than recording entries digitally, the books and forms can be obtained on request from the WRMCL Admin. 
Forms which will be required for the submission of money to WRMCL can be copied from Appendix B of this Manual or hard copies can be obtained from WRMCL Admin.
To change from hard copy accounts to the digital recording system WRMCL Admin will provide the software on request.
All Charity records must be retained for 7 years and the commentary to Rule 153 states that it is ‘essential’ that paper records are maintained as back-up.
[bookmark: _Toc412440048][bookmark: _Toc412440707][bookmark: _Toc412529795][bookmark: _Toc412529918][bookmark: _Toc412530118][bookmark: _Toc412530224][bookmark: _Toc441326209][bookmark: _Toc475191271][bookmark: _Toc24964242][bookmark: _Toc125203520]
[bookmark: _Toc155535829][bookmark: _Toc171461612]3:3  COLLECTING DONATIONS
The Charity Steward should maintain a Charity account to receive and hold donations intended for WRMCL or the Masonic Charitable Foundation (MCF) or other masonic charity. Charitable funds raised for any other purpose should be deposited in a separate account, for example the Lodge General account or a dedicated Benevolent Account. 
[bookmark: _Hlk128995033]Donations can be collected in the form of cash, cheques, bank standing orders or BACS. Cash and cheques must be deposited in the Lodge Charity Account without delay (See 3.5). A receipt must be issued for all cash donations and if requested for cheque, Standing Order or BACS donations. New receipt books can be obtained from WRMCL Admin via the Lodge’s PCA.
[bookmark: _Hlk128995270]The Charity Steward should encourage Brethren to make charitable donations by Bank Standing Order or BACS. This benefits everyone as the Brother does not have to remember to make his donation and the Charity Steward does not need to remind him when a donation is due. It is good practice to invite Brethren from time to time to review their giving in the hope that they may be able to donate a little more. 
The Charity Steward should record donations in the Charity Account Cash Book and on the Brother’s Member’s Payment Record.
Note – When a Brother makes his first donation the Charity Steward should make WRMCL Admin. aware of this by placing his details at the foot of the Donations to Charities Form (the personal preference as to where the donation should be applied should also be included (see 3..4.c Donations to Charities Form for details). 
The Payments Receipt Acknowledgement issued by WRMCL Admin for the remittance will have the new Brother’s Grand Lodge Number next to his name and this should be used on all future Donations to Charities Forms.
Tax-paying Brethren should be encouraged to complete a Gift Aid Declaration Form and it should be forwarded to the WRMCL Admin. with the Donation to Charities Form. This will enable WRMCL to reclaim tax on any donations made by the donor. (see Para. 3.6).
Regular check should be made with the brother to ensure that the contents of the Gift Aid Declaration Form remain valid. Should the brother’s tax status have changed WRMCL Admin should be informed as soon as possible. It is suggested that a new form is completed and submitted every 4 years.




[bookmark: _Toc406927305][bookmark: _Toc412440049][bookmark: _Toc412440708][bookmark: _Toc412529796][bookmark: _Toc412529919][bookmark: _Toc412530119][bookmark: _Toc412530225][bookmark: _Toc441326210][bookmark: _Toc475191272][bookmark: _Toc24964243][bookmark: _Toc125203521][bookmark: _Toc155535830][bookmark: _Toc171461613]3:4 ACCOUNTING

The Charity Steward is responsible for keeping proper records of all funds donated to WRMCL and other Masonic Charities. It is important that he manages his administrative duties with clarity and transparency and in accordance with GDPR.
*NB   Money donated to Charity can only be used for that purpose, therefore charges incurred by a Bank must not be paid out of the Charity Account. Other arrangements must be made to pay such charges by either moving the account to a bank which does not incur such charges or make other arrangements with the Lodge Treasurer. 
a) The Cash Book 
The Charity Steward should use the Cash Book to record all the monies received, together with the amount banked and the bank balance at any given time. Dependent on the number of donors, Bank Statements must be obtained at appropriate intervals and reconciled to the Cash Book. 
The Cash Book record may be kept on a computer (software is obtainable from WRMCL Admin) providing that a hard copy is available for examination and that it is in a recommended format. (See Cash Book - Appendix B).

The headings of the columns and their uses are:

Heading		                       		Provides
Date				Date of transaction.
Rec In    				Record Ref. No. (Receipt No; ‘SO’)
Name				Name of Donor; Raffle; function, etc.
Ref No.				Cheque No./ Deposit Slip No.
DC				Donation Form No.
ST				Bank Statement No.
Cash / Cheque In/out		Enter accordingly.
Bank In/Out			Enter accordingly.
Bank Balance			Balance of Account.

Adjoining Page 			Charity to receive the donation.

On receipt of cash or cheque complete the Cash Book as follows:

Column                    		Entry
Date				Date received from donor.
Rec. No.				Receipt No.
Name    				Identity of Donor – Name; Raffle; Proceeds of Function, etc.
Cash/Cheque In			The Amount.

When funds are transferred to WRMCL Admin. details will be entered into the Cash Book (see Recording Funds Transfer in the Cash Book below.)

Donations made by Standing Order or Electronic Transfer (BACS)

Once a Bank Statement showing Bank Standing Order/BACS deposits has been received, look back in the Cash Book or at past Bank Statements, mark the new Bank Statement with the next consecutive Reference Number, then complete the Cash Book as follows:

Column					Entry

Date				Date received as indicated on the Bank Statement.
Rec. No.				‘SO’ - indicating ‘Standing Order’.
Statement No.        		Allocated Bank Statement Ref. No
Name				Name of Donor.
Bank In				The Amount.
Bank Balance			Cumulative Total.	

Indicate to which Charity the donation is intended.

(b) Member’s Payment Record 
Each Brother must have an individual record, his Member’s Payment Record, upon which the following details shall be recorded:

Personal Details                              	Entry
Name				Obvious.
Status	Patron, Vice Patron, Grand Patron, Steward; the name of the Charity; date achieved. (Check and where necessary update the details from the Payment Acknowledgment Form when it is received from WRMCL).  
Reference No. 	Donor’s Grand Lodge Reference No. which is obtained from  the Member’s Payment Acknowledgment Form received from Province. 
Consecutive Page 	No. 1 (et seq).

Details of Tax Recoverable Agreement
Gift Aid No. 	Available from Member’s Payment Acknowledgment Form. 
Commencement Date 	Date the Gift Aid Form was signed. (from previous Form).
Payment Method 	How payment is made (Standing Order; Direct Debit; BACS, Cash)
Annual Value	Amount paid in annually.
Period of Payment	Monthly; Quarterly; Annually; Ad Hoc.
In favour of	Name of charity to receive the donation.

Recording of Payments when received 
Date	Date received.
Amount	Sum received.
Whether Gift Aided	Mark accordingly.
Cumulative Total	When checked, this figure should reconcile with the ‘Total amount through WRMCL before Gift Aid’ column (column k) on the Lodge/Chapter Cumulative Receipts Summary received from Province.
. 
To WRMCL
Date				Date remitted.
Amount				Sum remitted.
To			            	To which Charity the3 donation is to be made.
Reference No. 	Obtained from Donation to Charity Form once the donation has been  submitted.
*NB  It is no longer necessary to record the cumulative tax reclaimed as this information is recorded at WRMCL Admin. and reported on the Lodge/Chapter Cumulative Receipts Summary Form. Charity Stewards need only to check that the total in column (k) of the Lodge/Chapter Cumulative Receipts Summary agrees with the total in column (h) of the Member’s Payment Record. If this is not the case, then contact WRMCL Admin. as soon as possible to resolve the discrepancy. 
The Member’s Payment Record has been amended to reflect this change.
(c)  Donations to Charities Form       
Use ONLY the Donations to Charities Form provided by WRMCL Admin. when submitting payments as it lists all donations included in the one submission. Ensure that all details are accurate with the Charity to be supported clearly shown, using one Form for each Fund (either Community Fund, Teddies for Loving Care or 2028 Festival).

After each previous submission you will have received from the Province Office/WRMCL Admin. a partially completed Donation to Charities Form together with a Cumulative Summary Form and a Payments Receipt Acknowledgement Form.

The Donations to Charities Form will include the Lodge Name & No. together with each member’s:
· Family Name & Given Name.
· Grand Lodge Ref. No.
· Gift Aid (Blank if not registered for Gift Aid)
· Ref No.
The details necessary to enter on the Form prior to submission are:
· The amount alongside each of the donors’ names in the Gift Aid / Non-Gift Aid column.
· the total in the “Total” box,
· the consecutive number in the Donation to Charities Form Reference box.
· a tick against the Charity the donation is to benefit. 
· the amount to be submitted (either by cheque or BACS) in the “Cheque Enclosed for” box.

The balance on the Lodge’s Charity account should be forwarded to WRMCL Admin. at least every three months so WRMCL can apply it to worthy causes. 

Enter any new Donor’s name and their Grand Lodge Number at the bottom of the form for his details to be included in the System at WRMCL Admin. and subsequently on the next Form.
 Any new contributor's first donation should, if the Brother is a Taxpayer, be supported by a completed Gift Aid Declaration Form. Failure to do so will cause a delay in processing the submission which, if not rectified, may cause monies to be returned. New donors should be listed at the foot of the form (Appendix B - Donations to Charities Form)  

If a Brother is a non-tax payer any contribution he makes should be entered in the column headed ‘Tax will not be reclaimed’. Should his circumstances change for any reason WRMCL Admin. should be made aware.
 Payments may be submitted either by post together with a cheque for the amount submitted or electronically (BACS). Both  MUST be accompanied by a completed Donations to Charities Form.
*NB
All money donated by Brethren to WRMCL Admin directly or to them for onward transmission to another masonic charity is held in trust by the Charity Steward until sent to WRMCL Admin. When left in Lodge Charity Accounts it is not being used for what it was donated.

(d) Payments Receipt Acknowledgement
All monies must be sent to WRMCL Admin. using the Donations to Charities Form. This will be acknowledged by a Payments Receipt Acknowledgement Form being sent from WRMCL Admin to the Charity Steward. This must be checked against the appropriate Donations to Charities Form for accuracy.  The Members Other Payments form includes all payments made by a member donating through another Lodge/Chapter.

(e) Lodge/Chapter Lodge/Chapter Cumulative Receipts Summary 
After receipt of donations WRMCL Admin will send a Payments Receipt Acknowledgement and a semi-completed Donation to Charities Form accompanied by a Lodge/Chapter Cumulative Receipts Summary. This form lists details of each member of the Lodge who has/is donating to masonic charities. It shows: 
· Grand Lodge Ref. No.
· Family name and given names.
· Gift Aid Ref. No. - allocated by Province on receipt of the Gift Aid Declaration signed by the donor. Blank denotes the donor is either Not Qualified or has not signed a Declaration Form. 
· Pat G - denotes his Patronage Level with The Grand Charity; VP - Vice Patron; P – Patron; GP - Grand Patron.
· Pat Fest – denotes the Patronage Level achieved during the 2012-17 RMBI Festival. S – Steward.
· Pat. WRMCL – denotes his Patronage Level with WRMCL.  VP - Vice Patron ; P – Patron ; GP - Grand Patron.
· Res / Dec – he has resigned or is deceased.
· MCF- total of donations to MCF.
· Total through WRMCL including Gift Aid.   
· Total through WRMCL with no Gift Aid.   
These details make it easier for the Charity Steward to reconcile them with the individual’s Member’s Payment Record. Once reconciled the form should be filed and retained for future reference.
When a Brother is a member of more than one Lodge or has left one Lodge and joined another and he donates or has donated through more than one Lodge, the Loge/Chapter Lodge/Chapter Cumulative Receipts Summary does not show the Brother’s total giving, it only shows that given through the Lodge to which that Summary relates. WRMCL Admin. Charity Records are held under a Brother’s Grand Lodge Number and it is therefore possible to determine the total for all the Lodges through which he has donated. For Data Protection purposes this total is not available to a Charity Steward unless the Brother specifically authorises it to be so through WRMCL Admin.  Until this authorisation is received a Charity Steward can only obtain details of the donations made by the Brother through that Lodge. 

If the total donated has reached the amount necessary for an honorific rank, the rank (Patron, VP etc.) is shown on the Lodge/Chapter Cumulative Receipts Summary for each of the respective Lodges, even though, individually, they may be below the honorific level.
Gift Aid is reclaimed quarterly, therefore the Lodge/Chapter Cumulative Receipts Summary will only be updated fully when the Gift Aid has been recovered and may not therefore be included in the figures. The date that the Gift Aid was last included in the figures is included at the top of the Summary.
All donations made by brethren are submitted to WRMCL Admin., thus the figures on the Lodge/Chapter Cumulative Receipts Summary, with the exception of the final column, are the total amounts paid by Brethren together with the tax reclaimed to the date shown. This is for all money they have donated to Charity since joining that Lodge. 
The amount shown against the Lodge name has accumulated since 1st January 2001 when the new Lodge honorific ranks, (Patron: £5,000 and Vice Patron: £2,500) were introduced. The amount raised for the honorific rank for the RMBI Festival from 2012 to 2017 is also shown. 
For Brethren, amounts shown under MCF are those monies voluntarily donated to the MCF including donations made during previous Grand Charity Festivals, together with the tax reclaimed to date.  Amounts shown under “Festival” are those monies a Brother donated to the now ended RMBI Festival from 2012 to 2017, together with the tax reclaimed to date. 
Current Patronage levels, including those for the MCF, are given in Appendix A.8.
[bookmark: _Toc406927307]The Provincial Charity Committee recommends that Lodge Charity Stewards should advise Brethren, at least annually, of the gross amount they have given and also their honorific status for each charity supported. Be as explicit and as detailed as reasonably possible in the Cash Book and Member’s Payment Record entries as this avoids ambiguity.

[bookmark: _Toc412440050][bookmark: _Toc412440709][bookmark: _Toc412529797][bookmark: _Toc412529920][bookmark: _Toc412530120][bookmark: _Toc412530226][bookmark: _Toc441326211][bookmark: _Toc475191273][bookmark: _Toc24964244][bookmark: _Toc125203522][bookmark: _Toc155535831][bookmark: _Toc171461614]3:5 SECURITY AND ACCOUNTABILITY

For reasons of security and accountability all cash must be banked in the designated Charity Account as soon as possible after it has been received. In turn, the balance on the account should be forwarded to WRMCL Admin.  as soon as practicable. The Provincial Charity Committee suggests for this to be quarterly for WRMCL to put donations to good use without undue delay.
To provide a basic level of protection for the Charity’s funds: - 
· Pay cash and cheque receipts into the bank regularly and at the earliest opportunity. 
· Charity Bank accounts must not be in the name of an individual(s). 
· All incoming money must be banked gross - no amounts should be held back for petty cash purposes. 
· Cheques drawn by anyone other than the donor must not be accepted.

[bookmark: _Toc406927306][bookmark: _Toc412440051][bookmark: _Toc412440710][bookmark: _Toc412529798][bookmark: _Toc412529921][bookmark: _Toc412530121][bookmark: _Toc412530227][bookmark: _Toc441326212][bookmark: _Toc475191274][bookmark: _Toc24964245][bookmark: _Toc125203523][bookmark: _Toc155535832][bookmark: _Toc171461615]3:6 GIFT AID

Gift Aid is a UK tax incentive which allows Charities to reclaim income tax paid by UK taxpayers at the current basic rate on the net amount, thus enhancing the value of the donation. It allows charities to increase donations at no extra cost to the donor. When a charity receives a donation from a UK taxpayer it can reclaim 25p for every £1.00 donated.

Higher-rate taxpayers can make the most of the scheme by reclaiming the tax on their charitable donations. To receive the additional tax relief due, donors must include details of charitable gifts on their self-assessment tax form to claim the difference between the higher rate of tax (40 per cent) and the basic rate (20 per cent) on the total (gross) value of their donation.
To enable WRMCL to reclaim tax, it must hold a Gift Aid Declaration signed by the donor. The Declaration (See Appendix B) confirms that the donor is a UK tax-payer and that he wishes WRMCL to benefit from the Scheme. Only one declaration is required irrespective of how many Lodges in the Province the donor is a member.
Gift Aid applies to individual members’ contributions only. Any money given by Lodges or Chapters or the proceeds of raffles cannot take advantage of this Scheme. It is illegal to assign money from collections and fundraising events to an individual member to gain tax relief.
To become effective, Gift Aid Declarations must be sent for registration at to WRMCL Admin.  18-20 Castle Grove Drive, Leeds, West Yorkshire, LS64BR
Scanned copies emailed to admin@wrmcl.co.uk will be accepted.
Charity Stewards should remind Brethren annually that should their tax status change regarding their eligibility for Gift Aid they should inform the Charity Steward immediately.  
Charity Stewards should check this regularly with the Brethren who donate.  Should a Brother no longer qualify the Charity Steward should show any future donations on the ‘Tax will not be claimed’ column on the Donations to Charities Form and inform WRMCL Admin.  on the submission letter, or by endorsing the bottom of the form to that effect.

It is recommended that new Gift Aid Forms are completed and submitted to WRMCL Admin every 4 years.


[bookmark: _Toc406927308][bookmark: _Toc412440052][bookmark: _Toc412440711][bookmark: _Toc412529799][bookmark: _Toc412529922][bookmark: _Toc412530122][bookmark: _Toc412530228][bookmark: _Toc441326213][bookmark: _Toc475191275][bookmark: _Toc24964246][bookmark: _Toc125203524][bookmark: _Toc155535833][bookmark: _Toc171461616]3:7 ELECTRONIC FUNDS TRANSFER (EFT) OF CHARITY ACCOUNT BALANCES.

Lodges in the Province may remit funds for Charity to WRMCL Admin by electronic means but must consider the following:
Rule 153 (a) states “The Lodge may by resolution authorise the Treasurer, but on no pretence any other Brother, to make payments from the Lodge’s account by electronic means.” Whilst some ambiguity arises in para (e) of the rule, the Provincial Rulers have, for the sake of clarity, decided that only the Treasurer may authorise electronic transfers from the Lodge charity account. Again, this must be approved by Resolution in open Lodge.
It is not necessary for The Treasurer to know details of individual donations, just the amount to be transmitted to WRMCL Admin.
The Charity Steward should ensure that the Lodge Treasurer is a signatory on the Charity Account, and this must be by resolution of the Lodge. The Charity Steward should review the mandate in terms of how many signatories are required for non-electronic payments (two, Rule 153 (b)), and who those signatories are. The commentary to Rule 153 (b) requires that there be ‘several’ signatories to an account who must be approved by name in Open Lodge.
The Process:
1. Ensure the bank holding the Charity Account has on-line banking facilities available.  
2. Obtain approval from the Lodge Committee to transmit funds by EFT.
3. Add the Treasurer, by Resolution in Open Lodge, as a signatory to the Lodge Charity Account (if this is not already the case). Ensure that the mandate is ‘any two to sign’ and that there are at least 3 authorised signatories if one becomes incapacitated. Any additional signatories can be added at this time by similar Resolution, but they must be named and not described by their office e.g. ‘W Bro John Smith’ not ‘the Almoner for the time being’.
4. Obtain approval by Resolution in Open Lodge for the Treasurer to make electronic transfers from the Lodge Charity Account.
5. Apply for on-line banking for the Charity Account. The application process will vary from bank to bank.
6. Set up the WRMCL account as a recipient in the on-line banking website. The details are:

	Bank
	Barclays

	Sort code
	20-11-81

	Account name
	West Riding Masonic Charities Limited No 2 account

	Account number
	63553221


Most on-line banking websites will only require the recipient’s sort code and account number. It is essential that these numbers are entered accurately.
7. Complete a Donations to Charities Form and send via email or post with the corresponding Notification of BACs Payment Information Form (these are available from WRMCL Admin. or on the Provincial website). 
8. Email the form to admin@wrmcl.co.uk  entering ‘Donation to Charity’ and the Lodge number in the subject line.
9. Ask the Lodge Treasurer to remit the total shown on the Donations to Charity form to the WRMCL bank account quoting the relevant reference which can be found of the Notification of BACS Payment Form.


Recording Funds Transfer in the Cash Book

Movement of funds must be entered in the Cash Book, namely:
· The Donation to Charity Form Ref. No.
· The Date. 
· Recipient (WRMCL or MCF).
· Cheque No. / BACS Ref.
· Amount Submitted.
· Balance.

[bookmark: _Toc24964247][bookmark: _Toc125203525][bookmark: _Toc155535834][bookmark: _Toc171461617]3:8 ANNUAL ACCOUNTS 		

In accordance with the requirements of Rule 153 Book of Constitutions. Lodge Charity Stewards must prepare Annual Accounts for the Brethren of their Lodge showing how they have dealt with donations received. 
The accounts must not identify individual donors, only collective totals should be shown. (It is acceptable to show that, for example, £X went to the MCF; WRMCL; The Festival, it is not acceptable to detail amounts received from individual Brethren). 
The Accounts should be examined and verified by two examiners (elected annually for that purpose) for accuracy and signed by them as a means of confirmation.  Examiners should be senior members and, wherever possible, they should also be Brethren with some knowledge of accountancy or book-keeping. The practice adopted in some Lodges of appointing junior members to the Audit Committee (unless they do have significant knowledge of accountancy or book-keeping) is disapproved and should be discontinued.

Copies of the audited Accounts bearing the certificate shall be sent to all members of the Lodge together with the summons convening the meeting at which they are to be considered so that every member has the opportunity to raise any issues whether or not he is able to be present at the meeting. For this reason, it is not permissible for the accounts to be distributed at the meeting at which they are to be considered. (Book of Constitution Rule 153). Such meeting shall be not later than the third meeting after the date to which the accounts are compiled and after the year end as specified in the Lodge By-Laws. The Charity Steward should ensure that the entry is included in the summons and that copies are circulated accordingly.

The books of account shall be produced for inspection in open Lodge at such meeting, and on any other occasion if required by a Resolution of the Lodge.
At each Installation Ceremony the incoming Worshipful Master and the Lodge Secretary are required to sign a declaration on the Installation Return stating that the Lodge Accounts have been produced, examined and adopted by the Lodge.
A specimen Annual Account format is included in Appendix B.  

[bookmark: _Toc155535835][bookmark: _Toc171461618]3:9 THE ANNUAL STATISTICS FORM
[bookmark: _Hlk95164268]
The Annual Statistics Form is completed by reference to the Charity Accounts and it provides essential information when analysed.

In addition to general questions, it bears a declaration which requires 3 boxes to be ticked signifying that: 
1 - The Annual Charity Accounts have been produced and presented to the Lodge. 
2 - Member's Payment Records are available for the past 7 years.  
3 - Regular transfer of donations from the Lodge and Members has been made to WRMCL or the chosen Charity. 
 
The Form is signed and endorsed with the Charity Steward’s Name, Masonic Rank, email address and the date.

This, along with the points previously covered, is another measure to ensure that the Charitable Accounting System is being used correctly and that Charity Stewards are protected in the event of scrutiny. 









[bookmark: _Toc406927310][bookmark: _Toc412440054][bookmark: _Toc412440713][bookmark: _Toc412529801][bookmark: _Toc412529924][bookmark: _Toc412530124][bookmark: _Toc412530230][bookmark: _Toc441326215][bookmark: _Toc475191277][bookmark: _Toc24964248][bookmark: _Toc125203526][bookmark: _Toc155535836][bookmark: _Toc171461619]4:0 Interface with the Lodge Almoner  

Lodge Almoners derive their funds from alms collections and these funds are used to support Brethren and Lodge Widows when in need.  
Lodge Almoners will refer petitions to the Provincial Grand Almoner who, in turn, will seek additional charitable support from the central charity, the Charitable Foundation (MCF) and the local masonic charity - West Riding Masonic Charities Ltd (WRMCL).
The Charity Steward should acquaint himself with the work of the Almoner and assist him if necessary. This will resolve any overlapping problems and it will be of benefit to the Lodge and its dependants if a good working relationship is established.
Full details of the Almoner’s role are contained in the Almoner’s Guide which is held by each Lodge Almoner.  
The Provincial Grand Almoner is directly responsible to the Provincial Grand Master for the welfare of the Brethren and their dependants within the Province of Yorkshire, West Riding.  He is specifically appointed for this purpose and to help him in that responsibility he has access to MCF and WRMCL, particularly The West Riding Provincial Care & Support Fund (previously CHOICES)
[bookmark: _Toc406927311][bookmark: _Toc412440055][bookmark: _Toc412440714][bookmark: _Toc412529802][bookmark: _Toc412529925][bookmark: _Toc412530125][bookmark: _Toc412530231][bookmark: _Toc441326216][bookmark: _Toc475191278]He carries out his duties through a network of Area Provincial Almoner Assistants and Lodge Almoners. Brethren or their dependants who do not wish to discuss their problems with the Lodge Almoner have direct access to the Provincial Almoner through the Confidential Helpline on which they can ask for confidential guidance or help. The helpline number is 0344 902 0220 and the help web address is  helpline@wrprovince.org.uk 

























[bookmark: _5:0_Masonic_CharitieS][bookmark: _Toc24964249][bookmark: _Toc125203527][bookmark: _Toc155535837][bookmark: _Toc171461620]5:0 Masonic CharitieS

[bookmark: _5:1_West_Riding][bookmark: _Toc412440056][bookmark: _Toc412440715][bookmark: _Toc412529803][bookmark: _Toc412529926][bookmark: _Toc412530126][bookmark: _Toc412530232][bookmark: _Toc441326217][bookmark: _Toc475191279][bookmark: _Toc24964250][bookmark: _Toc125203528][bookmark: _Toc155535838][bookmark: _Toc171461621][bookmark: _Toc406927314]5:1 WEST RIDING MASONIC CHARITIES LIMITED (WRMCL)
WRMCL was founded in 1828 is the designated charity of the Masonic Province of Yorkshire, West Riding. It is a charitable company limited by guarantee deriving all its funds from the voluntary contributions of Freemasons (and their families) within the Province. 

The elected board of Directors are responsible for ensuring that the needs of distressed Freemasons and their dependents within the Province are met by providing services to improve their quality of life. Additionally, the Charity provides grants for community projects and local organisations, all of which can only be achieved with the continued support of Freemasons within the Province. 

The Charity receives no funds from any other organisation to sustain its services, the Directors do not receive remuneration or personal expenses. Prudent investment of funds provides reliable returns.

Its Beneficiaries viz. those who qualify for financial or material support are: 
•  Freemasons (Members of the Province of Yorkshire, West Riding); 
•  Former Members of Lodges situated within the Province; 
•  Dependents (Wives, Partners, Widows & Children, or other dependents of West Riding Freemasons). 

A ‘partner’ is defined as someone who is living with a Freemason ‘as if married’ or was doing so at the time of his death. This applies equally to same-sex partnerships.

A ‘dependant’ is someone who is physically or financially dependent on a Freemason. 

There are no age limits and no qualifying period of membership.

 The Services Provided:
1. Emergency grants are available to qualifying Freemasons and their dependants (see 5:3 West Riding Masonic Care and Support Fund for further information) and provides grants to beneficiaries who do not qualify for Central Masonic Charity (MCF) support.  Birthday and Christmas gifts are also provided.  
It works closely with the Provincial Grand Almoner to help identify those in need and how any assistance may best be provided.
2. Care & Support Officers provide advice to maximise a support network and provide an invaluable service giving much-needed help, support and comfort to many in their own homes.
3. Provides a telephone befriending service to assist with the alleviation of loneliness and social isolation.
4. A Welfare Visitor provides advice and assistance to those receiving or qualified to receive Government Benefits to ensure they are receiving the correct level of such benefits.
5. Endeavours to develop schemes and services to support the frail and vulnerable within the Province.    
6. Provides Respite Care for those with care needs to be supported whilst their regular carer has a break. 
7. Responds rapidly to provide emergency assistance for local or national disasters. 
8. Provides Match Funding when monies distributed by MCF to a National Charity are destined for local branches within the Province.
9. Provides grants for non-masonic communities within the Province through the ‘The West Riding Masonic Community Fund.’ (See 5.4 below),
10.  Provides funding for ‘Teddies’ through the Teddies for Loving Care (TLC) Initiative which is aimed at comforting distressed children attending the accident and emergency department of hospitals, in Children’s Hospices or air ambulances.  

[bookmark: _Toc412440057][bookmark: _Toc412440716][bookmark: _Toc412529804][bookmark: _Toc412529927][bookmark: _Toc412530127][bookmark: _Toc412530233][bookmark: _Toc441326218][bookmark: _Toc475191280][bookmark: _Toc24964251][bookmark: _Toc125203529][bookmark: _Toc155535839][bookmark: _Toc171461622]5.2 THE WEST RIDING MASONIC COMMUNITY FUND (WRMCF) 
(formerly ‘The Provincial Grand Master’s Fund’ – ‘PGM’s Fund’)
1. 
2. 
3. 
4. 
5. 
5.1. 
5.2. 

The West Riding Masonic Community Fund, formerly The Provincial Grand Master’s Fund, was established in 1987 to enable Craft Lodges and Royal Arch Chapters to nominate Non-Masonic Organisations or Charities in the Province to receive grants for the benefit of the wider community. The following notes are intended to give general advice on what is required when a Lodge or Royal Arch Chapter submits an application either for a major grant or a minor grant. Each individual application will be considered on its merit, following due diligence within the following guidelines.

 	Minor Grants

Minor Grants can be applied for throughout the year and are considered by the Fund Committee at their regular meetings. Minor grants are intended to be relatively modest in size and able to make a significant difference to the beneficiary. Grants will be awarded for either capital or revenue expenditure.  Minor grants may be awarded up to a maximum of £5,000 with, in special circumstances, applications greater than £5,000 being directed to the Major Grants Scheme.

 	Major Grants

These grants are considered once a year with the closing date for applications being 1st March each year. The amount available for the distribution of major grants is in excess of £100,000 and all applications more than £5,000 will be submitted for consideration. These grants are intended to cover applications from particularly worthy causes which need substantial financial assistance. The distribution of the money may be made up of several smaller grants or one large grant depending on the number and quality of applications received.
Both Major and Minor grands should be used for the purpose they were applied for and will be followed up to ensure this.
Applications
The Application Form and Notes for Guidance when submitting an Application to the Fund are shown at Appendix B:
· Read the Notes for Guidance carefully before completing the Application Form.
· Use MS WORD or a similar word processing programme.
· PDF format is acceptable but there should be no scans or handwritten submissions on the form.
· Bank details MUST be completely accurate and not for an individual(s) but for the Charity.
· Capital Project are the most likely to be successful.
· Construction projects either whole or part will not be considered.

Assistance.

The Fund Administrator John S. Beaven will readily provide assistance on any aspect of an application before submission
 
Email:  communityfund.admin@wrmcl.co.uk 	Mobile:  07809024781

[bookmark: _5:3_CHOICES][bookmark: _Toc24964252][bookmark: _Toc125203534][bookmark: _Toc155535840][bookmark: _Toc171461623]5:3 	THE WEST RIDING MASONIC CARE AND SUPPORT FUND (WRMCF) formerly    ‘CHOICES’

The West Riding Masonic Care And Support Fund was launched in 2023 and replaced ‘CHOICES’. The Team consists of 2 Administrators; 2 Care Support Officers, Sharon Mees and  Elaine Dunwell; Welfare Officer Claire Beaumont and Telephone Befriending Officer Anne Harrison, all  supported by the Provincial Almoner and the Mark Mason’s Provincial Almoner. 
It assists those elderly, disabled, lonely or vulnerable West Riding Freemasons,  their families, and other dependents to live independently in their own homes for as long as possible. In times of urgent need, financial hardship and distress or having other immediate and pressing requirements it provides:
· Emergency Financial Grants (these are not means tested).
· Home Improvement Grant to address urgent minor repairs, small adaptations and general home maintenance through a handyman service.
· Short term respite and convalescent care.
· Short term help and support with health and social care needs i.e. transport costs to appointments, assistance with specialist equipment etc.
· Identification and alleviation of loneliness and social isolation by providing a telephone befriending service to assist with its alleviation.  
· Care & Support Officers are always available to provide advice to maximise a support network and provide an invaluable service giving much-needed help, support and comfort.
· A Welfare Visitor ensures, where necessary, beneficiaries receive the maximum support possible and raise awareness of difficulties being experienced.

Total confidentiality is paramount and is followed throughout.

The Scheme should be accessed through:
(i)   The Lodge or Provincial Almoner who with assistance and advice from WRMCL Care and Support Officers will identify and suggest the most effective and appropriate assistance for each beneficiary.
(i) A free Confidential telephone helpline no.  0344 902 02 20 
(ii) Email helpline@wrprovince.com 
Response is within 24 hours whenever possible.

Applications will be considered on their individual merits. 

Grants will not be made to relieve debt.

[bookmark: _Toc412440058][bookmark: _Toc412440717][bookmark: _Toc412529805][bookmark: _Toc412529928][bookmark: _Toc412530128][bookmark: _Toc412530234][bookmark: _Toc441326219][bookmark: _Toc475191281][bookmark: _Toc24964253][bookmark: _Toc125203535][bookmark: _Toc155535841][bookmark: _Toc171461624]5:4 THE MASONIC CHARITABLE FOUNDATION (MCF)

The Masonic Charitable Foundation (MCF) was founded in 1st April 2016 incorporating the work of the four previous central Masonic Charities - The Freemasons’ Grand Charity, The Royal Masonic Trust for Girls and Boys, The Royal Masonic Benevolent Institution (now the RMBI Care Co.) and The Masonic Samaritan Fund. It is the central charity for Freemasons throughout England & Wales.

Its mission is ‘to be a force for good by providing support, care and services to Freemasons and their dependents in need and to support other charities who support the disadvantaged in society.’ Funded entirely through the generous donations of the Masonic community it has an annual charitable expenditure which places it amongst the largest charities in the country.  

Full details of the services it provides can be found at https://mcf.org.uk.

5:4:1 Support for Freemasons and their Families	

The Masonic Charitable Foundation aims to build better lives by enabling opportunity, advancing healthcare and education and promoting independence for Freemasons and their families.
A wide range of help and support is available for Freemasons, their wives, partners, widows, children and grandchildren.  Most of the support provided takes the form of financial grants to assist with financial, health or family related needs.  
Financial
· Daily living cost.
· Grants following an accident, redundancy or personal crisis.
· Funeral bills.
· Minor home repairs.

Health
· Medical treatment.
· Dental treatment.
· Mobility aids and essential home adaptations.
· Respite care.
· Counselling.

Family – Children in full-time education
· Costs for education or training.
· Scholarships, travel grants and student accommodation.
· Supporting exceptional talent in sport, music or the performing arts.
· Family – Care.
· Masonic Care Homes, including nursing, residential and dementia care (See 5.6).
· UK holidays.

Practical Assistance  
· The Foundation’s Advice and Support Team offer confidential, impartial and practical guidance about the help that can be provided.  The Team can also help with applications for state and local authority benefits and put Brethren in touch with other organisations who can give advice on care.
Applications for assistance can be made via the Lodge/Provincial Almoner or by direct contact with the MCF which can be made via Freephone 0800 035 60 90 or email help@mcf.org.uk.

More information can be found at https://mcf.org.uk/get-support/freemasons-and-families/ 

5:4:2: Community Support and Research
The Masonic Charitable Foundation’s Community Support and Research programme looks beyond Freemasonry, making significant grants which help people to live happy, fulfilling lives and to participate actively in Society.  To achieve this aim, grants are awarded to registered charities that provide support in the following areas:

· Financial hardship for those in poverty, debt or unemployment.
· Health and disability for people experiencing chronic or life-limiting conditions and disabilities.
· Education and employability for disadvantaged children and young people.
· Social exclusion and disadvantage for those facing barriers to participating in society.

The Foundation also provides funding each year to:
· Advance medical and social research.
· Hospices throughout England and Wales.
· Air ambulance and rescue services.

Funding is also provided to support major natural disaster relief appeals at the discretion of the Foundation.

For more information on the Foundation’s Community Support and Research grants and to find out how to apply please visit MCF Research Grants.

More information can be found in Community Support and Research.

5:4:3: RMBI Care Company – Masonic Care Homes
The RMBI Care Company was established following the creation of the Masonic Charitable Foundation to continue to deliver the support and services previously provided by the Royal Masonic Benevolent Institution. The Company is a major provider of high-quality care services for older Freemasons and their family members, as well as some other people in the community.  All the 17 Homes can accommodate people with dementia following an assessment of their needs and where more specialist care is needed, a Dementia Support House has been created at several of the Homes. 
Residents who choose an RMBI care home have the security of knowing that they have a home for life regardless of any changes to their financial circumstances, as long as the RMBI Care Company can meet their care needs.
[bookmark: _Toc406927319][bookmark: _Toc412440062][bookmark: _Toc412440721][bookmark: _Toc412529809][bookmark: _Toc412529932][bookmark: _Toc412530132][bookmark: _Toc412530238]The 2 homes within the Province are Connaught Court at Fulford, York and The Harry Priestly House at Thorne, Doncaster.
[bookmark: _Toc441326223][bookmark: _Toc475191285]More information can be found in RMBI Care Homes; connaught@rmbi.org.uk; and enquiries@rmbi.org.uk.

5:4:4  Better Lives
Better Lives is the Newsletter of the MCF and is issued twice a year.  It contains the latest news from the MCF and provides informative articles on the operations of the Charity. It is recommended that you sign up to receive the Newsletter and other information that is provided periodically by the MCF. This can be done at the bottom of the link Masonic Charitable Foundation - Signup.

5:4:5  Festivals
The Province is charged from time to time to raise funds for the Masonic Charitable Foundation (previously for the four central charities) through a “Festival”, a five to six-year fundraising campaign.  
The Festival system is designed to spread the load of fund-raising evenly between the Provinces, thus ensuring a regular annual income for the MCF from which they will fund their activities.  Every year throughout England and Wales, four Festivals are launched, one in each of four Provinces.  
When a Province is tasked by the Grand Master with raising funds for a Festival, the Provincial Grand Master assumes the position of Festival President for the duration of the Festival. A Provincial Festival Committee appointed by him, takes the lead role in organising and promoting such Festivals.
Throughout the Festival many fundraising events & activities will be arranged, some large, some small and you may be called upon to assist in larger activities and are expected to be involved in arranging smaller ones.  Brethren will have the opportunity to enjoy arranging or just have fun attending these with their families and friends knowing that whatever part they play, they will be making a difference.
To celebrate the end of the Festival the Province may organise a Festival Banquet, which is attended by those Brethren who have qualified as Stewards during the Festival, together with their ladies.
Throughout the period of the Festival the Brethren within the Province will have been raising money and donating it to the Festival for the benefit of The  MCF. Many Brethren are under the misapprehension that the total money collected during a Festival will be passed to MCF at its conclusion - this is not the case, sums will be forwarded on a regular basis throughout its term to be applied where necessary.

In this Province we are fortunate to have a system of regular giving to Masonic Charities, predominantly West Riding Masonic Charities Ltd (WRMCL) and during the period of a Festival these regular donations are channelled to the Festival unless the Brother donating specifies otherwise.  Further guidance is given at the start of each Festival. 
Honorifics (Patronages) for The Festival:-
[image: ]
The importance of giving during the Festival is recognised by means of a system of Honorifics. When an individual, lodge or chapter reaches an honorific level, they will receive a Festival Jewel to be worn during masonic meetings or a certificate to celebrate their achievement. 
For individuals:
· Donations made to Festival Appeals count towards MCF honorifics. (see Appendix A).
· Individual giving does not count towards the qualification totals of lodges, chapters or other masonic organisations.
· Levels of Honorifics for the current 2028 MCF Festival Appeal:
Steward: by giving or promising to give a minimum of £600 towards the Festival Appeal the donor will receive a Festival jewel. (Gift Aid is added).
Vice-Patron: for paying a minimum of £750;					        
Patron: for paying a minimum of £1,500;
Grand-Patron: for paying a minimum of £2,250
       the donor will receive a Certificate. (Gift Aid is not added).
Partners of Freemasons may become a Steward of the 2028 Festival by paying a minimum of £50 (excluding Gift Aid).
For Lodges and Chapters: 
To achieve Vice Patronage; Patronage and Grand Patronage the amount to be donated over the Festival period is determined by the Provincial Festival Committee on a per capita basis.  
Lifelights.
Alongside the thousands of people helped by the Community Support and research grants, each year the MCF helps to improve the lives of around 9,000 life limited, disabled children by supporting Lifelights, a charity which provides educational and fun technology packages for children and young people in every children’s hospice in the British Isles.  Started as a Masonic initiative, Lifelights has become a well-established charity in its own right and fundraises from Freemasons and other sources.  The Foundation helps by providing office premises and administrative services meaning Lifelights can focus on delivering its life-enhancing technology.




[bookmark: _Toc406927321][bookmark: _Toc412440064][bookmark: _Toc412440723][bookmark: _Toc412529811][bookmark: _Toc412529934][bookmark: _Toc412530134][bookmark: _Toc412530240][bookmark: _Toc441326225][bookmark: _Toc475191288][bookmark: _Toc24964259][bookmark: _Toc125203541][bookmark: _Toc155535842][bookmark: _Toc171461625]6:0 ANNUAL CHARITY ADDRESS (SCROLL NIGHT ADDRESS)
The Charity Steward has a duty to arrange an annual presentation on charity matters for the Brethren of his Lodge.  This is traditionally given on Scroll Night by the Charity Steward or another experienced Brother.  
Its purpose is: -
· To remind Brethren that their contributions are essential to help those in need and of the need to review their contribution on a regular basis.
· To acquaint new Brethren with Masonic Charities and what they offer.
· To highlight the support available and from whom.
· To encourage all tax paying Brethren to complete a Gift Aid declaration and donate by means of standing order.

The Provincial Charity Assistant (PCA) attached to each Lodge is there to assist, give advice and provide help with the preparation of annual presentation, particularly in the early days of a Charity Steward taking the role.   
Up to date information is available on the Provincial websites, including the Charity Newsletters which are issued from time to time together with news items of grants and recent charity activities within the area.  Brethren are usually interested in local grants made by the West Riding Masonic Community Fund.
It is more effective to cover a limited number of charity items than give too much information which may confuse the Brethren. The Lodge’s PCA can advise and provide Address notes on the content of the address to which information relating to the individual Lodge can be added, without naming individual contributors to or recipients of charity.
Fifteen minutes, including questions, is generally sufficient.

[bookmark: _Toc155535843][bookmark: _Toc171461626]6:1  The CHARITY STEWARD’S (MONTHLY) REPORT
 
Lodge summonses should include an Agenda Item for a short Charity Steward’s Report in their meetings to keep brethren up-to-date and abreast of current charity matters including the previous month’s activities and any news from the PGM, Provincial Grand Charity Steward or the Chair of their Area Charity Committee. In the event of there being no such news, an explanation of the work of TLC, the WRMCF Funds etc. could be included. It should be somewhat similar in length and style to the Almoner’s Report.
 
The Lodge’s PCA is there to assist, give advice and provide help, particularly in the early days of a Charity Steward taking the role.  Never be afraid to seek advice and assistance.














[bookmark: _Toc406927322][bookmark: _Toc412440065][bookmark: _Toc412440724][bookmark: _Toc412529812][bookmark: _Toc412529935][bookmark: _Toc412530135][bookmark: _Toc412530241][bookmark: _Toc441326226][bookmark: _Toc475191289][bookmark: _Toc24964260][bookmark: _Toc125203542][bookmark: _Toc155535844][bookmark: _Toc171461627]7:0 Guidance for charitable fundraising
[bookmark: _Toc406927323][bookmark: _Toc412440066][bookmark: _Toc412440725][bookmark: _Toc412529813][bookmark: _Toc412529936][bookmark: _Toc412530136][bookmark: _Toc412530242][bookmark: _Toc441326227][bookmark: _Toc24964261][bookmark: _Toc125203543][bookmark: _Toc155535845][bookmark: _Toc171461628]7:1 RAFFLES

The Grand Lodge booklet “Information for the Guidance of Members of the Craft,” p25, 2013 edition contains the following paragraph in respect of Lotteries but may equally be applied to raffles:
“It does not accord with the spirit of Masonic charity or of Masonic bodies that lotteries should be held which seek money under the banner of Freemasonry from other than Masonic sources (Masonic sources include anyone who has a family or other close personal connection with the Craft or with any of its members). It is therefore inappropriate for tickets for a lottery with a Masonic character to be made available for sale to the public at large.”

In addition:
Raffles must not be used to defray the general running expenses of a Lodge or Province. The view of Grand Lodge is that the general running expenses of a Lodge or Province should be met by the members, or from investments held on behalf of members and it should be able to demonstrate this in the accounts.
The edict states that a lottery (raffle) should, in general, be used to raise money only for:
· charity,
· other benevolent purposes, or
· other specific objects not directed to private gain 
The RW Provincial Grand Master will not permit raffles to be held for the purpose of raising funds for general Lodge expenses or to augment the Lodge Almoner’s Fund or Lodge Benevolent account in order to provide support for the dependents of Lodge members. Such expenses are the responsibility of the Lodge members.
When games of chance take place e.g. a raffle, tombola etc., details of prizes and the cause for which the event is being held must be stated before the sale of any tickets.  If a raffle is held, then the purpose of the raffle must be clearly stated before the sale of any tickets or before Brethren are asked to contribute. through the envelope system. It is not acceptable to say that the raffle is to be held for Masonic Charities or Charity.
Fund-raising at regular Masonic meetings for non-Masonic charities, no matter how commendable, should be avoided. Such activity should be confined to social events.
Masonic Charitable Foundation guidance, based on the Gambling Act 2005 and the Gambling Commission document ‘Running a Lottery Quick Guide’ is that most masonic raffles are categorized as ‘Incidental Lotteries’ which allow ticket prices to be discounted for the sale of multiple tickets. Irrespective of the number purchased the money obtained should be used only for the purpose stated. Gift Aid tax relief cannot be reclaimed for such events. 
[bookmark: _Toc406927325]It should be clearly understood that if money is collected in the name of a specific charity then it cannot be used for any other purpose.
Raffle proceeds shall be included in the Lodge Meeting Minutes as a record of the monies raised that evening.

[bookmark: _Toc412440068][bookmark: _Toc412440727][bookmark: _Toc412529815][bookmark: _Toc412529938][bookmark: _Toc412530138][bookmark: _Toc412530244][bookmark: _Toc441326229][bookmark: _Toc24964263][bookmark: _Toc125203545][bookmark: _Toc155535846][bookmark: _Toc171461629]7:2 LODGE SOCIAL AND FUND-RAISING EVENTS
Fund-raising at social events at which ladies and members of the public are in attendance is not uncommon. It is hoped that such funds will be directed to Masonic Charities but there is also an opportunity for money to be raised for other charitable causes.
This type of fundraising event demonstrates to those present who are not Masons the care and concern of Brethren for, and the strong links Freemasons have within, our local communities.
Funds raised at such events cannot be used to defray or subsidise the running costs of a Lodge. It is the undoubted duty of the Lodge Audit Committee to draw attention to any such payments if they are found in Lodge accounts and to ensure that such irregularities are immediately rectified.


[bookmark: _Toc441326230][bookmark: _Toc475191290][bookmark: _Toc24964264][bookmark: _Toc125203546][bookmark: _Toc155535847][bookmark: _Toc171461630][bookmark: _Toc406927326]7:3  SPONSORSHIP
Brethren wishing to organise sponsored events are often concerned about how widely they may seek sponsorship, after all, it is a proud Masonic tradition that we raise funds from within our own ranks.
[bookmark: _Hlk129342124]The Grand Lodge booklet “Information for the Guidance of Members of the Craft” contains on p25 of the 2013 edition the following paragraph in respect of Lotteries:
It does not accord with the spirit of Masonic charity or of Masonic bodies that lotteries should be held which seek money under the banner of Freemasonry from other than Masonic sources (Masonic sources include anyone who has a family or other close personal connection with the Craft or with any of its members). It is therefore inappropriate for tickets for a lottery with a Masonic character to be made available for sale to the public at large.
[bookmark: AppA][bookmark: _Toc441326231][bookmark: _Toc475191291]In the absence of specific guidance on sponsorship, the Provincial Charity Committee takes the view that, following the principle outlined above, sponsorship should only be solicited from ‘Masonic sources’ (Masonic sources include anyone who has a family or other close personal connection with the Craft or with any of its members – “Information for the Guidance of Members of the Craft” 2013 ). and then only on the understanding that those approached are fully informed of the use to which funds raised are to be applied.




















[bookmark: _Appendix_A][bookmark: _Toc24964265][bookmark: _Toc125203547][bookmark: _Toc155535848][bookmark: _Toc171461631]Appendix A

Rule 153 Book of Constitutions.

Commentary to Rule 153.

Data Protection and the Charity Steward.

Current Patronage Levels.
[bookmark: _Toc406927327][bookmark: _Toc412440070][bookmark: _Toc412440729][bookmark: _Toc412529817][bookmark: _Toc412529940][bookmark: _Toc412530140][bookmark: _Toc412530246]
































Rule 153 Book of Constitutions

a) Save where a payment is made direct into the bank account of the Lodge, all moneys due to, or held for, the Lodge shall be paid or remitted to the Treasurer direct who shall, without undue delay, deposit the same in an account in the name of the Lodge at a bank to be approved by resolution of the Lodge. The Lodge may by resolution authorise the Treasurer, but on no pretence any other Brother, to make payments from the Lodge’s account by electronic means; in the absence of any such resolution all payments from Lodge funds shall be made by cash or by cheque.

b) The Treasurer, if available to do so, shall make such payments as are duly authorised, or have been sanctioned by the Lodge. All cheques must bear the signature of two members authorised by the Lodge, of whom one shall, unless it is impracticable, be the Treasurer.

c) The Treasurer shall regularly enter a complete record of all moneys passing through his hands in the proper books of account, which shall be the property of the Lodge, and which, together with all Lodge funds and property in his possession, shall be transferred to his successor upon investiture. He shall prepare a statement of accounts annually, at a date to be determined by the members, showing the exact financial position of the Lodge, which statement shall be verified and audited by a Committee of members of the Lodge annually elected for that purpose.

d) Copies of the accounts and of the certificate signed by this Audit Committee that all balances have been checked and that the accounts have been duly audited shall be sent to all members of the Lodge together with the summons convening the meeting at which they are to be considered. Such meeting shall be not later than the third after the date to which the accounts are made up. The books of account shall be produced for inspection in open Lodge at such meeting, and on any other occasion if required by a resolution of the Lodge.

e) The same procedure of annual accounts, audit and presentation to members of the Lodge shall, mutatis mutandis, be followed in relation to any other funds maintained by or in connection with the Lodge (whether by the Treasurer or by a Charity or other Steward or by any other member of the Lodge) such as, but not limited to, a Lodge Benevolent Fund, the funds of a Charity or Benevolent Association, Dining Fund, Charity Box collections or other moneys receivable from individual members of the Lodge or any of its Officers.

[bookmark: _Toc406927328][bookmark: _Toc412440071][bookmark: _Toc412440730][bookmark: _Toc412529818][bookmark: _Toc412529941][bookmark: _Toc412530141][bookmark: _Toc412530247][bookmark: _Toc441326232][bookmark: _Toc475191292][bookmark: _Toc24964266][bookmark: _Toc125203548][bookmark: _Toc155535849][bookmark: _Toc171461632]Commentary on Rule 153 from the Board of General Purposes

TREASURER'S DUTIES AND LODGE ACCOUNTS (RULE 153)
The Board has recently given consideration to the provisions of Rule 153 of the Book of Constitutions and whether any amendment is desirable in the light of current conditions. It has concluded that the Rule is not only clear in its scope and intent, but, except in relation to electronic transfers, is no less applicable today than when it was originally framed. Nevertheless it considers that the Rule would be more readily understood if it were slightly amended and recast into separate paragraphs.
The Board also considers that the misunderstandings which periodically arise as to the proper application of the Rule will be reduced, if not eliminated, by a commentary on its provisions. The numbering of the statement follows the proposed renumbering of the Rule into paragraphs.
(a) Except where a payment is made direct into the bank account of a Lodge, it is the Treasurer to whom all subscriptions or other moneys due to the Lodge are to be paid, and he alone can give a discharge That is not to say that a Brother cannot send cash or his cheque via the Secretary or some other Brother, but he does so at his own risk until the money reaches the Treasurer (or the Lodge's account).
The words "without undue delay" deliberately leave some flexibility to the Treasurer as to the time within which moneys must be deposited (which is largely a matter of common sense, depending on the amount involved and the Treasurer's location and circumstances), the important word is 'undue', In appropriate circumstances the Treasurer may reasonably delegate the task of paying in moneys to a trusted individual, but there should be no further delegation by the individual so chosen.
The bank and, where appropriate, the branch must be approved by a resolution passed in open Lodge, so that it may be known to the members and duly minuited; under no circumstances may this be delegated to the Lodge Committee. Similarly, if it is wished to enable the Lodge to make use of electronic banking, a resolution must be passed by the Lodge authorising the Treasurer to make electronic payments from the Lodge's account.  Only the Treasurer may be so authorised.
(b) The Treasurer is primarily responsible for making payments out of the Lodge funds under his control provided that they are for authorised purposes (e.g. regular payments such as Grand Lodge dues or dining charges) or have been specifically approved by the Lodge in which connection, see the model by law "Payment of any sum exceeding £,__ if for other than ordinary purposes may be made only by resolution of the Lodge, of which notice has been given on the summons, except in a case of emergency when such payment may be authorised by the Master and reported to the Lodge at the next regular meeting.".
The Treasurer must normally sign every cheque. Since he has responsibility for the safe keeping of the Lodge's funds it is right that he retains control over payments and it would be inequitable that others should be permitted regularly to make payments without his knowledge. Under the Rule, in its amended form, the Treasurer can be solely authorised to make electronic payments, but two or more signatures (one of which must normally be that of the Treasurer) will in future be required on every cheque, The second signatory should be one out of several Brethren authorised for the purpose; any such authorisation must be of a named Brother (rather than the holder of a particular office) and must be given by resolution passed in open Lodge; under no circumstances may this be delegated to the Lodge Committee. Every signatory is under a duty to satisfy himself that the sum stated in every cheque he is called upon to sign is properly due from Lodge funds.
(c) The traditional method of the Treasurer keeping a record of the moneys which pass directly or indirectly through his hands is by the use of a cash book. There can be no objection to the cash book taking an electronic form such as a spreadsheet, but in that case it is essential not only that regular "back-ups” are made of the electronic record but also that the data is printed out regularly and kept as "hard copy", so that there is available a written record showing every transaction. Some flexibility is implied by the word "regularly” in the Rule, and a similar degree of flexibility should apply to the printing out of data held electronically; it is suggested that whenever a significant amount of money flows in or out of the Lodge's funds a hard copy should be made.
A Lodge's accounting year does not have to be the same as its subscription year (although that is usually the case), but any change requires a resolution of the members passed in open Lodge
The Brethren elected to the Audit Committee should generally be senior members and, wherever possible, they should also be Brethren with some knowledge of accountancy or book-keeping. The practice adopted in some Lodges of appointing only junior members to the Audit Committee (unless they do have significant knowledge of accountancy or book-keeping) is disapproved and should be discontinued.
(d) The form of the certificate of the Audit Committee is effectively set out in this paragraph of the Rule, and it should be noted that the audited accounts bearing the certificate must be sent out with the Lodge's summons so that every member has the opportunity to raise any issues whether or not he is able to be present at the meeting. For this reason it is not permissible for the accounts to be distributed at the meeting at which they are to be considered.
[bookmark: jj][bookmark: _Toc406927329][bookmark: _Toc412440072][bookmark: _Toc412440731][bookmark: _Toc412529819][bookmark: _Toc412529942][bookmark: _Toc412530142][bookmark: _Toc412530248][bookmark: _Toc441326233][bookmark: _Toc475191293][bookmark: _Toc24964267][bookmark: _Toc125203549](e) Every fund maintained by or in connection with the Lodge must be the subject of annual accounts, which must be audited and formally presented to the Lodge. This paragraph does not require that the Lodge's Treasurer be a signatory on cheques making payments from those funds, or that he be the person who keeps their accounts. It is, however, essential that the Lodge approve the bank at which such funds are held as well as the Signatories on the respective accounts.

[bookmark: _Toc155535850][bookmark: _Toc171461633]Data Protection and the Charity Steward
As part of their role, Charity Stewards will regularly obtain, hold, store and make use of personal information relating to individuals and these actions are regulated by the Data Protection Act, currently and the European General Data Protection Regulation (GDPR) with effect from 25th May 2018.  Charity Stewards need to be aware of the requirements of the legislation as failure to comply may be a criminal offence and can result in potentially unlimited financial penalties. 
Although data protection may feel daunting at first sight, many of the measures are simply common sense and good record keeping practice which the Charity Steward will already be following.  But to give you clarity, as a charity steward there are two principles from GDPR 2016, Article 6, para 1 sub-section (f & b) reference Lawfulness of Processing as the guidance, primarily based upon Legitimate Interest, in that it is in legitimate  and legal interest of a membership organisation to understand where the charitable donations came from and the amount in question and secondarily upon Contractual Obligation, in that you have been given these donations based upon the principle they will be used in accordance with the legal requirements and the Book of  Constitution and Provincial By-Laws. 
This manual provides general guidance to assist Charity Stewards with their wide-ranging duties. 

Important terms 
It is helpful to understand what is meant by a number of the terms used in connection with data protection, these are covered under Article 4 of the GDPR which state:

	Data Controller 
	means the natural or legal person, public authority, agency or other body which, alone or jointly with others, determines the purposes and means of the processing of personal data; where the purposes and means of such processing are determined by Union or Member State law, the controller or the specific criteria for its nomination may be provided for by Union or Member State law;

	Filing System 
	means any structured set of personal data which are accessible according to specific criteria, whether centralised, decentralised or dispersed on a functional or geographical basis;

	Personal data 
	means any information relating to an identified or identifiable natural person (‘data subject’); an identifiable natural person is one who can be identified, directly or indirectly, in particular by reference to an identifier such as a name, an identification number, location data, an online identifier or to one or more factors specific to the physical, physiological, genetic, mental, economic, cultural or social identity of that natural person;

	Processing 
	means any operation or set of operations which is performed on personal data or on sets of personal data, whether or not by automated means, such as collection, recording, organisation, structuring, storage, adaptation or alteration, retrieval, consultation, use, disclosure by transmission, dissemination or otherwise making available, alignment or combination, restriction, erasure or destruction;

	Consent 
	of the data subject means any freely given, specific, informed and unambiguous indication of the data subject's wishes by which he or she, by a statement or by a clear affirmative action, signifies agreement to the processing of personal data relating to him or her; 


The current Data Protection Act sets out 8 principles for the processing of data.  The Act applies to data held in both paper and electronic files. Personal data shall be: -

1. Fairly and lawfully processed
The first two principles are very closely linked and there is some crossover between them. You are allowed to process personal and sensitive personal data if you meet one of a number of ‘conditions’.  In most cases this can be achieved by obtaining the explicit consent of the individual concerned.



2. Obtained and processed for specified and limited purposes
You should be clear, open and transparent about why you are collecting personal data and how you intend to use it. The data subject must be told who is collecting the data, what is being collected and how it will be used. This explanation can be provided orally or as a written statement. If, at a later date, you want to do something different with the information then you will need to ask the individual for their permission.

3. Adequate, relevant and not excessive
You should only collect the data you need for your purpose (see principle 2). You must not ask for information just because it might be useful in the future. You may need different pieces of information for different people and you should tailor what you gather accordingly.

4. Accurate and up to date
Any personal data held should be accurate and up to date. This can very easily be achieved by regularly checking with the person concerned and making amendments and deletions as appropriate.

5. Not kept for longer than is necessary
There are no set minimum or maximum periods for holding data and the right amount of time will vary depending on the data concerned. As a general guide, if you no longer need the information for the purpose for which it was obtained then it should probably be securely destroyed. It can be helpful to establish a schedule for reviewing records and/or deleting information. Enter a review / destruction date prominently in or on the individual record papers, and/or digital records, to aid you and your successor. It is important that on change of Lodge Charity Steward that all paper records are handed over to the new Charity Steward together with any computerised files and that the retiring Charity Steward destroys any paper records not handed over and deletes/destroys any records that are held on his computer, stand-alone hard drives or internet cloud storage etc.

6. Processed in line with the rights of the data subject
Individuals have a number of different rights relating to the processing of their personal data. You should be particularly conscious of the right for an individual to see data relating to them, which will include emails and expressions of opinion. A request for such information is known as a ‘subject access request’.
There are detailed rules governing how to respond to a subject access request and you are strongly advised to consult the ICO’s guidance if a request is received. In summary, the data must be provided within 40 days of receipt of a written request; all of the personal data held must be provided, the data must be provided in a form the subject can understand and a nominal fee may be charged. Care should be taken to establish and verify the identity of the person making the request to ensure that they are who they claim to be.

7. Securely kept
The aim of this principle is to ensure that personal data is treated with appropriate care. The steps you take should reflect the nature of the data involved, what damage might occur if it was disclosed or destroyed and the costs of implementing various measures. Some examples of simple steps include locking away files when not in use, password protecting documents, making sure antivirus software is up to date and shredding paper files before disposal. Further guidance is provided in Appendix 1: The Data Protection Act 1998: An overview for Almoners at page 52. The ICO recommends that mobile devices like laptops and USB sticks should always be encrypted and that sensitive personal data should never be sent via ordinary post.

8. Not transferred to other countries without adequate protection
[bookmark: _Current_Patronage_Levels][bookmark: _Toc441326234][bookmark: _Toc475191294][bookmark: _Toc24964268][bookmark: _Toc125203550][bookmark: _Toc155535851]This is unlikely to affect most Lodge Charity Stewards as it relates to the transfer of data outside of the European Economic Area.

Further information on data protection can also be obtained by contacting The Information Commissioner’s Officer at ico.org.uk or on 0303 123 1113.
Current Patronage Levels
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Notes regarding MCF Patronage

· These honorifics are permanent and are intended to reflect “lifetime” giving
· Donations made to Festivals will count towards MCF permanent honorifics
· Gift Aid will count towards individual giving totals
· Individual giving will not count towards Lodges or Chapters and Other Organisations qualification totals
· Chapters and Other Organisations means Chapters, other Orders and all other organisations such as Associations, Clubs, Societies and Groups with a Masonic association to include Ladies Associations, Clubs, Societies and Groups
· Appropriate certificates will be issued to acknowledge qualifications
· The term ‘Lewis’ as used in the table applies only until the Lewis has been initiated after which the Individual Patronage level will apply.
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[bookmark: _Application_Form_-][bookmark: _Toc428647840]The West Riding Masonic Community Fund
Application Form – West Riding Masonic Charities Limited
	Name, Number of Lodge or Chapter, and Area.
	                 Name                                                                                                Number           Area
	
	
	




	Name and Address of Brother/Companion having knowledge of the application.

	



	Home telephone number.
	

#


	Mobile telephone number
	

	Email address.
	

	Date approved in open Lodge/Chapter and recorded in minutes OR name of WM / MEZ and date of approval.

Name, tel. no. and email address of Lodge/Chapter Charity Steward
	


	Any previous grants that the Organisation or Charity has received from Freemasons with dates and amounts in the past 5 years
	


	Name of the Organisation or Charity together with address, telephone number, email address and name of contact.
	



	Organisation’s Registered Charity / CIO Number if
applicable 
	


	Details of their work.
	

	Details of their application, what is the money to be used for?



For example, a fully costed wish list.


	



	How will the Organisation / Charity benefit from the grant?



To what extent will the wider community benefit from the grant?
	


	Has the Organisation or Charity been involved in fund-raising themselves?
Please give details and amounts of monies raised.




For Minor Grants attach  recent financial statements in the form of income/expenditure statements or balance sheets &/or Annual Accounts




For Major Grants attach last full set of Annual Accounts.

	




	Amount of the grant requested.
	


	Beneficiaries Bank details.

It is vital that these entries are accurate and precise to facilitate electronic payment of grant.
	
Name of Bank: 

Name on Account: 

Bank Sort Code: 

Bank Account No. 

Beneficiaries address and post code: 


	Name and signature of Bro./Comp. having knowledge of the application. (separate scanned signature acceptable)
	
Name						Date


	Name and signature of WM/MEZ. (separate scanned signature acceptable)
	
Name						Date


	This form together with any relevant additional information to be returned to the Fund Administrator BY EMAIL ONLY.
(not in scanned format please)
	
John S. Beaven (Fund Administrator)	Email:   communityfund.admin@wrmcl.co.uk 
                                                     
                                                            



	


For Office use only



	
Date received:			Date acknowledged:

Previous grants:

Meeting date of WR Community Fund Committee:  

Meeting date of Board of WRMC Ltd	

Area Number:		

Grant Awarded:

Date and Ref. no. of electronic transfer of money:

Date of Letter to Lodge/Chapter:  

Date of Letter to Beneficiary:	

	Reason for Refusal of a Grant
	


Issue No 10    May 2024

NOTES FOR GUIDANCE WHEN SUBMITTING AN APPLICATION TO THE WEST RIDING MASONIC COMMUNITY FUND

· Please read the notes for guidance carefully before completing the form
· MS WORD or similar word processing programme is preferred
· PDF format is acceptable but no scans or handwritten submissions on the form
· Bank details MUST be completely accurate and not for individuals but for the Charitable Organisations
· Capital Projects are the most likely to be successful (see 4.6)
· Construction Projects either whole or part will not be considered (see 4.7)
1.	Introduction

The West Riding Masonic Community Fund enables Craft Lodges and Royal Arch Chapters to nominate Non-Masonic Organisations or Charities in the Province to receive grants for the benefit of the wider community. The following notes are intended to give general advice on what is required when an application either for a major grant or a minor grant is submitted. Each individual application will be considered on its merit within the following guidelines.

2.	Minor Grant

These grants can be applied for throughout the year and are considered by the Fund Committee at their regular meetings: every two months with closing dates the 1st of Oct, Dec, Feb, Apr, June & Aug.  Meeting dates to be advised to WRMCL Members/Charity Stewards.  Minor grants are intended to be relatively modest in size and able to make a significant difference to the beneficiary.  Grants will be awarded for either capital or revenue expenditure.  Minor grants may be awarded up to a maximum of £5,000 in special circumstances with applications greater than £5,000 being directed to the Major Grants scheme.

3.	Major Grant

These grants will be considered once a year with the closing date for applications being March 1st.  The amount available for the distribution of major grants may be in excess of £100,000. All applications in excess of £5,000 will be submitted as a major grant. These grants are intended to cover applications from particularly worthy causes who are in need of substantial financial assistance. The distribution of the money may be made up of a number of smaller grants or one large grant depending on the number and quality of applications received.

4.	Points to Note

4.1	Application Form

Applications for a grant MUST be submitted on the official application form in digital word processed format. They must contain sufficient information to enable the Fund’s Committee to make a decision. All sections of the form must be completed to which supplementary information may be appended.  It is important that an application be submitted after adequate due diligence has been conducted by the proposing Lodge/ Chapter thus ensuring that all information on the form is relevant, current and valid.

For Minor Grants attach  recent financial statements in the form of income/expenditure statements or balance sheets &/or Annual Accounts.

For Major Grants the last set of annual accounts is required.


4.2	Lodge / Royal Arch Chapter Approval

Applications should have the prior approval of the Lodge / Royal Arch Chapter received from a resolution passed in open Lodge / Chapter and be recorded in the minutes.
Whenever Lodges and Chapters are unable to meet to approve applications acknowledgement that the Worshipful Master/Most Excellent Zerubbabel has given approval will suffice. However, when normal meetings are resumed such approvals must be retrospectively approved in open Lodge / Chapter and minuted accordingly.

4.3	Who is Eligible for a Grant?

	Applications must be for an organisation or charity operating within the pre-1974 geographical boundaries of this Province and supported by a Lodge or Royal Arch Chapter local to it.

4.4	Overseas Grants will NOT be made.

4.5	Grants to Named Individuals 

	These will NOT be made no matter how deserving.

4.6	Revenue v Capital

In the main grants will be for capital projects concerned with buying equipment (kit or tangible asset). However, applications for revenue running costs may be considered where the organisation’s fund-raising has suffered greatly under exceptional circumstances.

4.7	Building Projects.

Applications for major new construction projects either whole or a new 	extension will not be considered. However, the ‘fitting out’ projects or certain fixtures and fittings will be considered.
	
4.8	Applications from Religious Organisations 

These will only be considered for community-based projects that benefit the wider community, e.g. the conversion of a hall for community use such as elderly luncheon clubs, mother and toddler groups etc.
The Fund will not assist in restoration projects involving the fabric of the building, windows, bells, organ and the purchase or repair of religious artefacts.

4.9	NHS, Local Government, Schools and Public Bodies.

4.9.1	NHS

Applications can be from specialised parts of a hospital, hospital charities or ‘friends of ……..’In all cases if the capital item is to improve clinical effectiveness it will not be considered as it should be provided and funded internally. However, where the item is required to improve patient and/or their families’ comfort then it will be considered.

4.9.2	Local Government, Schools and Public Bodies.

Applications for capital items that would normally be provided by the organisation in delivering its normal business services and funded internally through budgetary control procedures will not be considered. 

4.10	Timing of Applications for Minor Grants.

Because of the nature of minor grants, applications should ideally be for either funding the whole project or to complete the funding of the project. Where the project has a long lead time in respect of attracting funds it would be better to submit an application at a time near to the end of the fund-raising.

4.11	Repeat Applications.

If an application is successful, a further application for the same organisation will not be considered until a minimum of 24 months has elapsed, however, earlier repeat applications may be considered under exceptional circumstances.  Enquiries should be made with the organisation if they have received a grant previously. Such a grant may have been proposed by another Lodge / Royal Arch Chapter.

4.12	Receipt of Applications

Application Forms will be forwarded to the Fund Administrator by email ONLY.  Receipt of applications will be acknowledged by the Fund Administrator together with notification when they will be considered by the Fund Committee and WRMC Ltd. Board.  If an acknowledgement has not been received within 7 days of emailing the application the applicant should contact the Fund Administrator.

4.13	Successful Applications

The Fund Administrator will advise the successful Lodge / Chapter in writing and provide a separate letter to the beneficiary advising the award for the purpose it was granted together with electronic payment procedures and any other conditions attached to the award.  The Lodge/Chapter will follow up with the beneficiary to ensure that the grant was used for the purpose for which it was awarded.

4.14	Publicity

Although it is not a condition of grants that publicity is obtained the Provincial Grand Master feels that publicity can only be of benefit to Freemasonry. Therefore, the successful applicant is requested to seek it direct or contact the respective Area Representative of the Provincial Communications Committee for assistance.

4.15	Unsuccessful Applications

	Where the application was unsuccessful the Lodge / Chapter will be advised of the reason and the letter to be forwarded to the organisation.
4.16	Assistance.

	The Fund Administrator will be pleased to advise you on any aspect before you submit an application.

4.17	Fund Administrator: John S. Beaven email: communityfund.admin@wrmcl.co.uk  Mobile: 07809024781
Issue No. 10   May 2024
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[bookmark: _Toc441326243][bookmark: _Toc475191303][bookmark: _Toc24964277][bookmark: Declaration][bookmark: _Toc155535855][bookmark: _Toc171461637]Charity Gift Aid Declaration— multiple donation
	Boost your donation by 25p of Gift Aid for every £1 you donate
Gift Aid is reclaimed by the charity from the tax you pay for the current tax year. Your address is needed to identify you as a current UK taxpayer.


In order to Gift Aid your donation you must tick the box below:
I want to Gift Aid my donation of £______and any donations I make in the future or have made in the past 4 years to West Riding Masonic Charities Limited. I am a UK taxpayer and understand that if I pay less Income Tax and/or Capital Gains Tax than the amount of Gift Aid claimed on all my donations in that tax year it is my responsibility to pay any difference. 
Donor's details: 

Title _________                 First name or initial(s) ______________________________________

Surname 		__________________________   Grand Lodge No. _______________

Lodge			_______________________________    Lodge No. _______________

Full home address 	________________________________________________________ 
Postcode		_________________________
	
Date 			_________________________ 

Signature		_________________________
Please notify the charity if you: 
· Want to cancel this declaration 
· Change your name or home address 
· No longer pay sufficient tax on your income and/or capital gains. 
If you pay Income Tax at the higher or additional rate and want to receive the additional tax 
relief due to you, you must include all your Gift Aid donations on your Self-Assessment tax 
return or ask HM Revenue and Customs to adjust your tax code. 
											

[bookmark: _Toc441326244][bookmark: _Toc475191304][bookmark: _Toc24964278][bookmark: _Toc155535856][bookmark: _Toc171461638]Specimen Standing Order Mandate
[] Lodge
Charity Account

To					Bank plc							X





Please credit the following account:

Name   [ ] Lodge Charity Account

Number	12345678

Sort Code	12-34-56


Please debit my account:
				X

Name[image: ]		
X

	
	
	
	
	
	
	
	


Number		
X

	
	
	
	
	
	
	
	


Sort code	
	X

Amount		£					
(Please enter amount in figures and words)

X[image: ]


Commencing		1st   …………….. (Please leave blank)

X[image: ]


Quoting reference       …………………..(Please leave blank)
X

Frequency		Monthly/Annually until further notice

X


Your signature                                                                Date	

This order cancels any previous order in favour of Lodge Charity Account.

Please return the completed form to 			Joe Blogs
							10a Range Rover Close
							Leeds
							LS21 4ST
							(Lodge Charity Steward)



Notes


X[image: ]


The lines marked           must be completed by the donor.

X[image: ]


The lines marked           must be completed by the Lodge Charity Steward. The commencement date is the 1st of the month following the date on which the form was signed.

The reference number is the donor ‘s Grand Lodge number.

The items in blue text must be changed to the appropriate details for your own Lodge.




Page | 2

[bookmark: _Blank_Cash_Book][bookmark: _Toc24964279][bookmark: _Toc155535857][bookmark: _Toc171461639][image: ]Blank Cash Book Form

[bookmark: _BlankMembers’_Payment_Record][bookmark: _Blank_Members’_Payment][bookmark: _Toc24964280][bookmark: _Toc155535858][bookmark: _Toc171461640]Blank Members’ Payment Record Form
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[bookmark: _Blank_Donations_to][bookmark: _Toc24964281][bookmark: _Toc155535859][bookmark: _Toc171461641]Blank Donations to Charity Form
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	[bookmark: RANGE!B3:G47][bookmark: _Blank_Annual_Statement][bookmark: _Toc24964282][bookmark: _Toc155535860][bookmark: _Toc171461642]Blank Annual Statement of Account Form

	
	
	
	

	[ ] Lodge No [ ]

	
	
	
	
	
	

	Annual statement of Charity Account Receipts and Payments

	
	
	
	
	
	

	Year ended 30th September 20[ ]

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	20[ ]
	20[ ]
	
	

	
	
	
	
	
	

	
	Opening balance at bank 1st October 20xx
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Contributions by lodge members/wives/widows
	
	
	
	

	
	
	
	
	
	

	
	Other contributions
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	 
	 
	
	

	
	
	 £             -   
	 £             -   
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Payments to WRMCL
	
	
	
	

	
	
	
	
	
	

	
	Closing balance 30th September 20xx
	
	
	
	

	
	
	 
	 
	
	

	
	
	 £             -   
	 £             -   
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Charity Steward
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Examiner
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Examiner
	
	
	
	

	
	Date:


	
	
	
	


[bookmark: _Toc24964283][bookmark: _Toc155535861][bookmark: _Toc171461643]Blank Standing Order Mandate

 Lodge
Charity Account

To					Bank plc							X





Please credit the following account:

Name		 Lodge Charity Account

Number	

Sort Code	


Please debit my account:
				X

Name[image: ]		
X

	
	
	
	
	
	
	
	


Number		
X

	
	
	
	
	
	
	
	


Sort code	
	X

Amount		£					
(Please enter amount in figures and words)

X[image: ]


Commencing		1st   …………….. (Please leave blank)

X[image: ]


Quoting reference       …………………..(Please leave blank)
X

Frequency		Monthly/Annually until further notice

X


Your signature                                                                Date	

This order cancels any previous order in favour of Lodge Charity Account.

Please return the completed form to 
							
(Lodge Charity Steward)



Notes


X[image: ]


The lines marked           must be completed by the donor.

X[image: ]


The lines marked           must be completed by the Lodge Charity Steward. The commencement date is the 1st of the month following the date on which the form was signed.

The reference number is the donor‘s Grand Lodge number.

The items in blue text must be changed to the appropriate details for your own Lodge.
Jan 18


[bookmark: _Notification_of_BACS][bookmark: _Toc24964284][bookmark: NotificationofBACS][bookmark: _Toc155535862][bookmark: _Toc171461644]Notification of BACS Payment Information Form
West Riding Masonic Charities Limited
20 Castle Grove Drive, Leeds, LS6 4BR
Email:  admin@wrmcl.co.uk  Tel No: 0113 2782451

If you wish to make a payment by BACS to West Riding Masonic Charities Limited, please complete the table below and return it WITH the relevant Form to WRMCL Admin.
Notification of BACS Payment Information Form
	Name of Lodge
	 Lodge No
	Fund

	Payment Date 
	Amount Paid
	Reference Used

	
	
	T – TLC
	
	
	

	
	
	F – 2028 Festival
	
	
	

	
	
	C – Community Fund
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



West Riding Masonic Charities Ltd No. 2 Account                                                                                         
Account Number	63553221	
Sort Code20-11-81
[bookmark: _Toc24964285][bookmark: _Toc155535863][bookmark: _Toc171461645][bookmark: NotificationofBACSpayment]Notification of BACS Payments – References

If you wish to pay by BACS, please use the following references when making the BACS payments and completing the form.
The form must accompany the relative documentation to the Provincial Office, if there is no documentation to be returned, only then can the form be emailed to  admin@wrmcl.co.uk  
Please ONLY USE the relevant reference below:
CRAFT
	Fund
	AMOUNT
	REFERENCE USED

	TLC (Teddies)
	
	TLCLodge/Chapter Number

	2028 Festival
	
	FESTIVALLodge/Chapter Number

	Community Fund
	
	WRMCLLodge/Chapter Number
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IndividualLodgeChapterIndividualLodge

Vice Patron500

£           

 500

£           

 625

£           

 2,000

£      

 10,000

£   

 

Patron1,000

£      

 5,000

£      

 1,250

£      

 4,000

£      

 20,000

£   

 

Grand Patron2,500

£      

 10,500

£   

 2,500

£      

 6,000

£      

 40,000

£   

 

Diamond Patron5,000

£      

 20,000

£   

 5,000

£      

 N/AN/A
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X

To     Bank plc        

 

 

 

 

 

Please debit my account: 

     

Name 

 

   

 

Number  

   

 

Sort code  

   

Amount  £      

(Please enter amount in figures and words)  

 

Commencing   1

st

   …………………………(Please leave blank) 

 

Quoting reference        …………………..(Please leave blank) 

 

Frequency  Monthly/Annually until further notice 

 

Your signature                                                                         Date  

 

This order cancels any previous order in favour of Don Valley Lodge Charity  Account. 

 

Please return the completed form to   

Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH  

 

 

 

 

 

 

 

 

 

To     Bank plc        

 

 

 

 

 

Please debit my account: 

     

Name 

 

   

 

Number  

   

 

Sort code  

   

Amount  £      

(Please enter amount in figures and words) 

 

Commencing   1

st

   …………………………(Please leave blank) 

 

Quoting reference        …………………..(Please leave blank) 

 

Frequency  Monthly/Annually until further notice 

 

Your signature                                                                         Date  

 

This order cancels any previous order in favour of Don Valley Lodge Charity Account.  

 

Please return the completed form to   

Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH  

        

        

        

        

X 

X 

X 

X 

X 

 

Don Valley Lodge  

Charity Account  

Please credit the following account: 

 

Name  Don Valley Lodge Charity Account  

 

Number 02200427 

 

Sort Code 30-92-68 

 

X 

X 

X 

X 

X 

X 

 

Don Valley Lodge  

Charity Account  

Please credit the following account: 

 

Name  Don Valley Lodge Charity Acc ount 

 

Number 02200427 

 

Sort Code 30-92-68 

 

X 

X 

X 
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To     Bank plc        

 

 

 

 

 

Please debit my account: 

     

Name 

 

   

 

Number  

   

 

Sort code  

   

Amount  £      

(Please enter amount in figures and words)  

 

Commencing   1

st

   …………………………(Please leave blank) 

 

Quoting reference        …………………..(Please leave blank) 

 

Frequency  Monthly/Annually until further notice 

 

Your signature                                                                         Date  

 

This order cancels any previous order in favour of Don Valley Lodge Charity  Account. 

 

Please return the completed form to   

Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH  

 

 

 

 

 

 

 

 

 

To     Bank plc        

 

 

 

 

 

Please debit my account: 

     

Name 

 

   

 

Number  

   

 

Sort code  

   

Amount  £      

(Please enter amount in figures and words) 

 

Commencing   1

st

   …………………………(Please leave blank) 

 

Quoting reference        …………………..(Please leave blank) 

 

Frequency  Monthly/Annually until further notice 

 

Your signature                                                                         Date  

 

This order cancels any previous order in favour of Don Valley Lodge Charity Account.  

 

Please return the completed form to   

Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH  

        

        

        

        

X 

X 

X 

X 

X 

 

Don Valley Lodge  

Charity Account  

Please credit the following account: 

 

Name  Don Valley Lodge Charity Account  

 

Number 02200427 

 

Sort Code 30-92-68 

 

X 

X 

X 

X 

X 

X 

 

Don Valley Lodge  

Charity Account  

Please credit the following account: 

 

Name  Don Valley Lodge Charity Acc ount 

 

Number 02200427 

 

Sort Code 30-92-68 

 

X 

X 

X 
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To




Bank plc
















Please debit my account:







Name [image: image1.emf] 








		

		

		

		

		

		

		

		





Number 

 




		

		

		

		

		

		

		

		





Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Number 

 




		

		

		

		

		

		

		

		





Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Please debit my account:
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Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Sort code



 


Amount
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(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Name		Don Valley Lodge Charity Account
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Sort Code	30-92-68
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Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Please credit the following account:







Name		Don Valley Lodge Charity Account
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Sort Code	30-92-68
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Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Sort code



 


Amount
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(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH
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Please credit the following account:







Name		Don Valley Lodge Charity Account
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Amount
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(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Sort code



 


Amount
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(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Please debit my account:
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Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Number 

 




		

		

		

		

		

		

		

		





Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Please credit the following account:







Name		Don Valley Lodge Charity Account
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Sort Code	30-92-68
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Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Number 

 




		

		

		

		

		

		

		

		





Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68











X







X







X







X







X
















Microsoft_Word_97_-_2003_Document7.doc
To




Bank plc
















Please debit my account:
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Number 

 




		

		

		

		

		

		

		

		





Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Number 

 




		

		

		

		

		

		

		

		





Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X
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X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Name		Don Valley Lodge Charity Account
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Sort Code	30-92-68
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Please debit my account:
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Number 

 




		

		

		

		

		

		

		

		





Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:







Name [image: image2.emf] 








		

		

		

		

		

		

		

		





Number 

 




		

		

		

		

		

		

		

		





Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Please credit the following account:







Name		Don Valley Lodge Charity Account
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Sort Code	30-92-68
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Please debit my account:
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Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X
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Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Name		Don Valley Lodge Charity Account
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Please debit my account:
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Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Don Valley Lodge



Charity Account







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Please debit my account:
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Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Number 

 




		

		

		

		

		

		

		

		





Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68
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Please debit my account:
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Number 

 




		

		

		

		

		

		

		

		





Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Sort code



 


Amount
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(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH
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Please credit the following account:







Name		Don Valley Lodge Charity Account
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(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account
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Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:
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Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH
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£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To
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(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH
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Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68































X







X







X







Don Valley Lodge



Charity Account







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68











X







X







X







X







X
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Bank plc
















Please debit my account:







Name [image: image1.emf] 








		

		

		

		

		

		

		

		





Number 

 




		

		

		

		

		

		

		

		





Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:







Name [image: image2.emf] 








		

		

		

		

		

		

		

		





Number 

 




		

		

		

		

		

		

		

		





Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68































X







X







X







Don Valley Lodge



Charity Account







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68











X







X







X







X







X
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Please debit my account:
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Number 

 




		

		

		

		

		

		

		

		





Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:







Name [image: image2.emf] 








		

		

		

		

		

		

		

		





Number 

 




		

		

		

		

		

		

		

		





Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68































X







X







X







Don Valley Lodge



Charity Account







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68











X







X







X







X







X
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Bank plc
















Please debit my account:







Name [image: image1.emf] 








		

		

		

		

		

		

		

		





Number 

 




		

		

		

		

		

		

		

		





Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:







Name [image: image2.emf] 








		

		

		

		

		

		

		

		





Number 

 




		

		

		

		

		

		

		

		





Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68































X







X







X







Don Valley Lodge



Charity Account







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68











X







X







X







X







X
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Please debit my account:
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Number 

 




		

		

		

		

		

		

		

		





Sort code



 

Amount

£







(Please enter amount in figures and words)

Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

To




Bank plc
















Please debit my account:







Name [image: image2.emf] 








		

		

		

		

		

		

		

		





Number 

 




		

		

		

		

		

		

		

		





Sort code



 


Amount

£







(Please enter amount in figures and words)


Commencing 

1st   …………………………(Please leave blank)

Quoting reference        …………………..(Please leave blank)



Frequency

Monthly/Annually until further notice




Your signature                                                                        Date



This order cancels any previous order in favour of Don Valley Lodge Charity Account.


Please return the completed form to 


Stuart Grantham, 145 Thorne Road, Doncaster, DN2 5BH

X







X







X







X







X











Don Valley Lodge



Charity Account











X







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68































X







X







X







Don Valley Lodge



Charity Account







Please credit the following account:







Name		Don Valley Lodge Charity Account







Number	02200427







Sort Code	30-92-68











X







X







X







X







X
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