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Cessation under Rule 148
Electronic Submission

This form needs to be completed by the Lodge Secretary/Scribe E.

Note: All correspondence will be directed to the Lodge Secretary/Scribe 

E’s registered email address.
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Secretariat Toolbox
• Open the Secretariat Toolbox Web Page
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https://www.cognitoforms.com/MasonicProvinceOfYorkshireWestRiding/SecretariatToolbox


Select Chapter or Lodge

• Click on dropdown arrow 
• Select ‘Chapter’ or ‘Lodge’
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Select your Chapter or Lodge
• Click on 

dropdown arrow 
• Select Your 

Chapter or Lodge
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Choose Task

• Click on Down Arrow to 
reveal options
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Choose Task
Select 
Cessation under Rule 148
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Submit

• Once you’ve selected Cessation 
under Rule 148, you’re ready 
to submit.
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Web Page Response

On submission the web page will 
respond as below.
Now check your email account 
used as Secretary/Scribe E.
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Email will be sent to Secretary’s/Scribe E’s email

• An automated email will 
be sent to the recorded 
email address of the 
Secretary/Scribe E

• Click on the Button to 
open the form
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This will open your browser

On clicking the ‘Open Form’ button, 
you will be taken to the Cognito web 
page to complete the necessary 
details.
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Form Submission
Complete The Form
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Form Submission
Complete The Form

Note: When completing this form, you can 
cease more than one member at once by 
clicking on the “Add member” button.
Select  Submit when completed.
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Change Submitted

• When successfully submitted, you will receive the below web page 
message.
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The End
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Change Brothers Details
Electronic Submission

This form needs to be completed by the Lodge Secretary/Scribe E to 

change details.

Note: All correspondence will be directed to the Lodge Secretary/Scribe 

E’s registered email address.
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Secretariat Toolbox
• Open the Secretariat Toolbox Web Page
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https://www.cognitoforms.com/MasonicProvinceOfYorkshireWestRiding/SecretariatToolbox


Select Chapter or Lodge

• Click on dropdown arrow 
• Select ‘Chapter’ or ‘Lodge’
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Select your Chapter or Lodge
• Click on 

dropdown arrow 
• Select Your 

Chapter or Lodge
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Choose Task

• Click on Down Arrow to 
reveal options
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Choose Task
• Select Change in 

Contact Details
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Submit

• Once you’ve selected Change 
Contact Details, you’re ready 
to submit.

25



Web Page Response

On submission the web page will 
respond as below.
Now check your email account 
used as Secretary/Scribe E.
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Email will be sent to Secretary’s/Scribe E’s email

• An automated email will 
be sent to the recorded 
email address of the 
Secretary/Scribe E

• Click on the Button to 
open the form
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This will open your browser

On clicking the ‘Open Form’ button, 
you will be taken to the Cognito web 
page to complete the necessary 
details.
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Form Submission
Complete The Form

Submit on completion 29



Change Submitted

• When successfully submitted, you will receive the below web page 
message.
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The End
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18/20 Castle Grove Drive, Leeds LS6 4BR

Provincial Secretariat
Death of a Brother

Produced By
W.Bro. Steve Berry

32



Death of a Brother
Electronic Submission

This form needs to be completed by the Lodge Secretary/Scribe E.

Note: All correspondence will be directed to the Lodge Secretary/Scribe 

E’s registered email address.
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Secretariat Toolbox
• Open the Secretariat Toolbox Web Page
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https://www.cognitoforms.com/MasonicProvinceOfYorkshireWestRiding/SecretariatToolbox


Select Chapter or Lodge

• Click on dropdown arrow 
• Select ‘Chapter’ or ‘Lodge’
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Select your Chapter or Lodge
• Click on 

dropdown arrow 
• Select Your 

Chapter or Lodge
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Choose Task

• Click on Down Arrow to 
reveal options
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Choose Task
Select 
Notification of Death
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Submit

• Once you’ve selected 
Notification of Death, you’re 
ready to submit.
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Web Page Response

On submission the web page will 
respond as below.
Now check your email account 
used as Secretary/Scribe E.
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Email will be sent to Secretary’s/Scribe E’s email

• An automated email will 
be sent to the recorded 
email address of the 
Secretary/Scribe E

• Click on the Button to 
open the form
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This will open your browser

On clicking the ‘Open Form’ button, 
you will be taken to the Cognito web 
page to complete the necessary 
details.
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Form Submission
Complete The Form
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Form Submission
Complete The Form

Note: When completing this form, you can 
report more than one member passing at 
once by clicking on the “Add member” 
button.
Select  Submit when completed.
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Change Submitted

• When successfully submitted, you will receive the below web page 
message.
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The End
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Dispensation Request
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Dispensation Request
Electronic Submission

This form needs to be completed by the Lodge Secretary/Scribe E.

Note: All correspondence will be directed to the Lodge Secretary/Scribe 

E’s registered email address.
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Secretariat Toolbox
• Open the Secretariat Toolbox Web Page
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https://www.cognitoforms.com/MasonicProvinceOfYorkshireWestRiding/SecretariatToolbox


Select Chapter or Lodge

• Click on dropdown arrow 
• Select ‘Chapter’ or ‘Lodge’
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Select your Chapter or Lodge
• Click on 

dropdown arrow 
• Select Your 

Chapter or Lodge
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Choose Task

• Click on Down Arrow to 
reveal options
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Choose Task
Select 
Request Dispensation
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Submit

• Once you’ve selected Request 
Dispensation, you’re ready to 
submit.
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Web Page Response

On submission the web page will 
respond as below.
Now check your email account 
used as Secretary/Scribe E.
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Email will be sent to Secretary’s/Scribe E’s email

• An automated email will 
be sent to the recorded 
email address of the 
Secretary/Scribe E

• Click on the Button to 
open the form
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This will open your browser

On clicking the ‘Open Form’ button, 
you will be taken to the Cognito web 
page to complete the necessary 
details.
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Form Submission
Complete The Form

Choices
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Form Submission
Complete The Form

Select those that are required and 
complete before submitting

59



Form Submission
Complete The Form

Select those that are required and 
complete before submitting
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Form Submission
Complete The Form

Select those that are required and 
complete before submitting
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Change Submitted

• When successfully submitted, you will receive the below web page 
message.

Note: The form you submitted will be downloadable
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Confirmation Email
You will receive a confirmation email
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Dispensation Approved Email
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The End
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Exclusion under Rule 181
Electronic Submission

This form needs to be completed by the Lodge Secretary/Scribe E.

Note: All correspondence will be directed to the Lodge Secretary/Scribe 

E’s registered email address.
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Secretariat Toolbox
• Open the Secretariat Toolbox Web Page

68

https://www.cognitoforms.com/MasonicProvinceOfYorkshireWestRiding/SecretariatToolbox


Select Chapter or Lodge

• Click on dropdown arrow 
• Select ‘Chapter’ or ‘Lodge’
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Select your Chapter or Lodge
• Click on 

dropdown arrow 
• Select Your 

Chapter or Lodge
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Choose Task

• Click on Down Arrow to 
reveal options
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Choose Task
Select 
Exclusion under Rule 181
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Submit

• Once you’ve selected 
Exclusion under Rule 181, 
you’re ready to submit.
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Web Page Response

On submission the web page will 
respond as below.
Now check your email account 
used as Secretary/Scribe E.
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Email will be sent to Secretary’s/Scribe E’s email

• An automated email will 
be sent to the recorded 
email address of the 
Secretary/Scribe E

• Click on the Button to 
open the form
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This will open your browser

On clicking the ‘Open Form’ button, 
you will be taken to the Cognito web 
page to complete the necessary 
details.
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Form Submission
Complete The Form
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Form Submission
Complete The Form

Note: When completing this form, you can 
exclude more than one member at once by 
clicking on the “Add member” button.
Select  Submit when completed.
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Change Submitted

• When successfully submitted, you will receive the below web page 
message.
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The End
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Province of Yorkshire West Riding
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Provincial Secretariat
Form ‘P’ Submission

Produced By
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Form ‘P’ 
Electronic Submission

This needs to be completed by the Lodge Secretary/Scribe E after the Initiation/ 
Joining/Re-joining.

Note: All correspondence will be directed to the Lodge Secretary/Scribe E’s registered 
email address.

Make sure the Completed Form ‘P’ has been scanned onto your computer before 
starting, you must upload it.
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Secretariat Toolbox
• Open the Secretariat Toolbox Web Page
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https://www.cognitoforms.com/MasonicProvinceOfYorkshireWestRiding/SecretariatToolbox


Select Chapter or Lodge

• Click on dropdown arrow 
• Select ‘Chapter’ or ‘Lodge’
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Select your Chapter or Lodge
• Click on 

dropdown arrow 
• Select Your 

Chapter or Lodge
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Choose Task

• Click on Down Arrow to 
reveal options
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Choose Task
• Select Submit Form P
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Submit

• Once you’ve selected Form ‘P’ 
you’re ready to submit.
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Web Page Response

On submission the web page will 
respond as below.
Now check your email account 
used as Secretary/Scribe E.
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Email will be sent to Secretary’s/Scribe E’s email

• An automated email will 
be sent to the recorded 
email address of the 
Secretary/Scribe E

• Click on the Button to 
open the form
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This will open your browser

On clicking the ‘Open Form’ button, 
you will be taken to the Cognito web 
page to complete the necessary 
details.
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Form P Submission

• Complete the form
• Add the Form ‘P’
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Form P Submission

• Complete the form
• Add the Form ‘P’

• Submit
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Form ‘P’ Submitted

• When successfully submitted, you will receive the below web page 
message.
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The End
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Province of Yorkshire West Riding
18/20 Castle Grove Drive, Leeds LS6 4BR

Provincial Secretariat
New Honorary Member

Produced By
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New Honorary Member
Electronic Submission

This form needs to be completed by the Lodge Secretary/Scribe E.

Note: All correspondence will be directed to the Lodge Secretary/Scribe 

E’s registered email address.
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Secretariat Toolbox
• Open the Secretariat Toolbox Web Page
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https://www.cognitoforms.com/MasonicProvinceOfYorkshireWestRiding/SecretariatToolbox


Select Chapter or Lodge

• Click on dropdown arrow 
• Select ‘Chapter’ or ‘Lodge’
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Select your Chapter or Lodge
• Click on 

dropdown arrow 
• Select Your 

Chapter or Lodge
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Choose Task

• Click on Down Arrow to 
reveal options

101



Choose Task
Select 
Honorary Membership

102



Submit

• Once you’ve selected Honorary 
Membership, you’re ready to 
submit.
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Web Page Response

On submission the web page will 
respond as below.
Now check your email account 
used as Secretary/Scribe E.
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Email will be sent to Secretary’s/Scribe E’s email

• An automated email will 
be sent to the recorded 
email address of the 
Secretary/Scribe E

• Click on the Button to 
open the form
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This will open your browser

On clicking the ‘Open Form’ button, 
you will be taken to the Cognito web 
page to complete the necessary 
details.
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Form Submission
Complete The Form

Note: If  the Brother is still a 
member of another lodge, you 
will need the details.
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Form Submission
Complete The Form

Choices

Note: If  the Brother is still a 
member of another lodge, you 
will need the details.
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Change Submitted

• When successfully submitted, you will receive the below web page 
message.
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The End
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Passing & Raising of a Brother

Produced By
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Passing & Raising of a Brother
Electronic Submission

This form needs to be completed by the Lodge Secretary/Scribe E.

Note: All correspondence will be directed to the Lodge Secretary/Scribe 

E’s registered email address.
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Secretariat Toolbox
• Open the Secretariat Toolbox Web Page
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https://www.cognitoforms.com/MasonicProvinceOfYorkshireWestRiding/SecretariatToolbox


Select Chapter or Lodge

• Click on dropdown arrow 
• Select ‘Chapter’ or ‘Lodge’
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Select your Chapter or Lodge
• Click on 

dropdown arrow 
• Select Your 

Chapter or Lodge
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Choose Task

• Click on Down Arrow to 
reveal options
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Choose Task
Select 
Notification of Passing & 
Raising

117



Submit

Once you’ve selected 
Notification of Passing & 
Raising.
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Web Page Response

On submission the web page will 
respond as below.
Now check your email account 
used as Secretary/Scribe E.
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Email will be sent to Secretary’s/Scribe E’s email

• An automated email will 
be sent to the recorded 
email address of the 
Secretary/Scribe E

• Click on the Button to 
open the form
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This will open your browser

On clicking the ‘Open Form’ button, 
you will be taken to the Cognito web 
page to complete the necessary 
details.
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Form Submission
Complete The Form
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Form Submission
Complete The Form

Note: When completing this form, you can 
report more than one member Passing & 
Raising  at once by clicking on the “Add 
member” button.
Select  Submit when completed.

Note: Only PDF Files can be uploaded.
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Change Submitted

• When successfully submitted, you will receive the below web page
message.
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The End
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Reporting Resignations
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Reporting Resignations
Electronic Submission

This needs to be completed by the Lodge Secretary/Scribe E 

After the Resignation has been read out in Lodge/Chapter. 

Note: All correspondence will be directed to the Lodge Secretary/Scribe 

E’s registered email address.
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Secretariat Toolbox
• Open the Secretariat Toolbox Web Page
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https://www.cognitoforms.com/MasonicProvinceOfYorkshireWestRiding/SecretariatToolbox


Select Chapter or Lodge

• Click on dropdown arrow 
• Select ‘Chapter’ or ‘Lodge’
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Select your Chapter or Lodge
• Click on 

dropdown arrow 
• Select Your 

Chapter or Lodge
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Choose Task

• Click on Down Arrow to 
reveal options
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Choose Task
• Select Record 

Resignation
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Submit

• Once you’ve selected Reporting 
Resignations, you’re ready to 
submit.
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Web Page Response

On submission the web 
page will respond
Check your email account 
used as Secretary/Scribe E
Your LLO/CLO will be 
notified automatically
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Email will be sent to Secretary’s/Scribe E’s email

• An automated email will 
be sent to the recorded 
email address of the 
Secretary/Scribe E

• Click on the Button to 
open the form
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This will open your browser

On clicking the ‘Open Form’ button, 
you will be taken to the Cognito web 
page to complete the necessary 
details.
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Resignation Submission

• Complete the form (after 
details have been read out in 
Lodge/Chapter

• Use the Dropdown Arrows (˅) 
to reveal options.

• Submit button sends to 
LLO/CLO

˅

˅

˅
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Form ‘P’ Submitted

• When successfully submitted, you will receive the below web page 
message.
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Confirmation Email

• As the Secretary/Scribe 
E you will receive a 
confirmation email

• You can open the form 
to print off or print to 
PDF should you need 
to

• Also, if the resignation 
is withdrawn in 
sufficient time, you can 
withdraw it.
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Withdraw Resignation

• Having clicked 
on the ‘Open 
Form’ button, 
select 
Withdraw
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Web Response

• After clicking 
Withdraw, you will 
receive the following 
web response

• Your LLO/CLO will 
be notified 
automatically
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The End
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Provincial Secretariat
Resignations LLO Action

Produced By
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Reporting Resignations
Electronic Submission

After the Resignation has been read out in Lodge/Chapter. 

The LLO/CLO will receive an email at their registered email address.
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First Email Received
When the Lodge Secretary or 
Chapter Scribe E submits the 
resignation form you will receive 
this email.

On receipt open the form by 
clicking here

Note: Hopefully you will have 
been informed prior.

145



Contact the 
Brother/Companion 
Resigning

If you are unable to contact, 
close the form and save the 
email. Once contacted, reopen 
and complete.
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Complete the form 
and submit

• Once completed 
click the submit 
button
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Resignation Successfully  Submitted

• When successfully submitted, you will receive the below web page 
message.
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Secretary/Scribe E Withdraws the 
Resignation

If the Secretary/Scribe 
E withdraws the 
resignation within the 
allowed time, you will 
receive this email and 
you will not be able to 
access the above form.
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The End
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