[image: image4.jpg]\
wmcorqsmé/ ASSOCIATION

a fraternal organization






PROTOCOL
MANUAL
[image: image1.jpg]Superior
PSR pshland

Rice Lake

Chippewa Falls

“Eau Claire
Marshfield

Beloit_Walworth-Lafeland




Published By the Wisconsin Elks Association
May 5, 2012

WISCONSIN ELKS ASSOCIATION PROTOCOL MANUAL FOR:


State President Visitations

State President-Elect Visitations

District Vice President Visitations

District Deputy Grand Exalted Ruler Visitation
Called for by then State President

Harvey J. Gygi, 1989-90



Text Written by the following Committee Members: 




Chr. Donald J. Sears, PSP #57





Charles Green, PSP #292





William Forrest, PDDGER #248





Mike Wirth, PER #299


Revised and Approved May 4, 2012 


Committee Members:





Chr. Donald J. Sears, PSP #57








William Forrest, PSP #248





Dennis Daley, PSP #666





Ken Bruckner, PSP #299


The Wisconsin Elks Association Manual is meant as a guide for Wisconsin Elks State Functions hosted by local lodges.  This manual should make for more conformity throughout our State.  The “Grand Lodge Manual on Protocol” is available for use also.  It is available through the Grand Lodge Secretary’s office and the code number is #150600.
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LODGE PROTOCOL FOR STATE PRESIDENT VISITATION

1. SETTING THE DATE:

The visitation date for State President should be set up as soon as possible after the May Convention by the newly elected State President-Elect for their year being careful of moving dates of Holidays.  It is on a first come, first served basis.  After setting the date verbally, the State President-Elect should confirm with a letter to the Secretary of that Lodge the date agreed upon.

2. COMMUNICATION:

Two weeks prior to the visitation, send a letter welcoming the State President to the Lodge.  This information should also be forwarded immediately by the Lodge to the President-Elect and the Vice-President for the District.

The letter should include an agenda, dress code, name of lodging facility, address, telephone number and directions and any plans for Sunday morning. 
3. LODGE FINANCIAL RESPONSIBILITY:

Lodging Accommodations:  Lodging for one night is normal.  The local Lodge is not financially responsible for any other Elk events the State President attends conducted by their Lodge.  Notify the State President of the lodging facility name, address and telephone number.  Inquire if a double, queen, or king size bed is preferred.  Make the facility aware of who is paying for the room when the reservation is made.  Note:  See summary on financial responsibility.
Room amenities suggestions may include:

Bottle of his/her favorite liquor


Snack tray           Flowers


Candy                  Fruit basket

At the Lodge:  Dinner for the President and their guest. 
Give them the dinner tickets or inform the reservation person and/or waitress that the dinner is complimentary.  This can be done discreetly by placing a sticker on name badges.

Drinks for the President and their guest.  Inform bartenders and waitresses that drinks are complimentary.  This can be done discreetly by placing a sticker on names badges.
Remember you would not invite a guest to your home and then ask them to buy pins or raffle tickets.  Treat your President the same way when they are an invited guest to the Lodge.

4. TRANSPORTATION:

The State President is responsible for transportation to the lodging facility.  During their visit, the Lodge can, if so desired, provide transportation to and from the Lodge and any other event during their stay.

5. DRESS CODE:

If there is a theme (for example: country western, Hawaiian, casual) or the event is formal, red jacket or dark business suit; inform the President in your welcoming letter sent two weeks prior to the visit so that he/she can comply and in the letters sent to the other current State Officers to be included in their visit as stated in the communications paragraph above.

If no theme is declared, a business suit, appropriate female business attire or red jacket will be the dress of the evening.

6. SPECIAL EVENTS:

If a tour is planned, a luncheon, an installation or an initiation (anything in addition to or instead of an evening banquet), inform the President so they will be prepared.

If the State President is a male with a special event being planned for the ladies, inform the First Lady.  Some Lodges plan a special initiation in honor of the State President.  During this time period the First Lady is escorted by ladies of the Lodge or she may attend the initiation if an Elk herself in good standing.

7. HEAD TABLE:
Provide a podium and microphone.

The order of seating precedence is listed in descending order.  If there is less seating than those listed, then cut from the bottom.  Place cards should be used on the head table. 
 **See attached seating chart on page 19 of this manual.

8. INTRODUCTIONS:

Each State President has their personal criteria for introductions.  The Exalted Ruler and the President should plan and agree on who will introduce whom.

Introductions should include:

1. Head table

2. State Officers 

3. Lodge Officers 

4. Grand Lodge Officers 

5. Visiting members
Two months prior to the State President’s visitation, a letter containing personal information is to be sent to the Lodge, with copies to the State President-Elect, and the Vice-President of that District by the State President’s assigned Protocol Director.  The enclosed information should be used in the Lodge Newsletter announcing his/her arrival along with times, dates and other information pertinent to their visitation.  This letter or fact sheet will list all Lodge Offices held, WEA Chairmanships, awards earned at local, State, or Grand Lodge; WEA Committees served on; WEA Offices and Grand Lodge appointments.  Local civic organizations will also be listed.  Highlight the most important information in the State President’s introduction at the banquet held in his/her honor.  The audience should be made aware of his qualifications.
** If the State President is to be introduced on the Lodge floor, they should be introduced individually (apart from anyone else) since he/she is your guest of honor.  The State President should be seated to a place of honor at the right of the Exalted Ruler on the floor.  Under “Good of the Order”, if the State President was asked in advance to address the Lodge, the Exalted Ruler should at this time ask him/her to make that address.  Comments should be short and poignant.

** The State President’s address should be first and the main address of the evening.  The entire program should reflect this.
9. DEPARTURE:

This most often being a Sunday morning, a breakfast may be planned.  (Much depends upon travel plans.)  Whatever the plans, make them clear to the President.
10. IN SUMMARY:


Make the lodging facility aware of who is paying for the room.  There should be prepayment arrangements made prior to checkout time by the Lodge unless, of course, the State President has made their own reservation.

Between Lodges, the financial responsibility will differ when it comes to lodging and room amenities.  If the Lodge cannot afford room amenities, then they do not have to be provided.  If the Lodge cannot afford the cost of Lodging, inform the State President so he/she has an opportunity to make their own arrangements.  The dinner and drinks at the Lodge, however, should always be complimentary.  The State President, even though he/she receives an allowance has other related expenses.  Do not expect them to pay costs which the Lodge can easily absorb.
It has been the practice of most Lodges to give the President a gift in appreciation of the office and quite often there is a gift for the spouse.  The cost of the gift is determined by the Lodge.  The cost is not important, but is should be a gift by which the Lodge will be remembered.
LODGE PROTOCOL FOR PRESIDENT-ELECT

1. COMMUNICATIONS:

Most of the time, the President-Elect will visit the Lodge when the State President makes their official visitation.  A copy of the letter sent to the Lodge by the Protocol Director invites them to the State President’s planned visitation.  A copy of the letter or the information itself outlining official events, times, etc. of the visitation sent by the Lodge to the State President are to also be provided to the State President-Elect and the District Vice-President.  They should be included in all festivities.

If the Lodge is making lodging reservations for the President-Elect, inform him/her of the facility name, address, telephone number and directions.  Inquire if a double, queen, or king bed is preferred.

2. LODGE FINANCIAL RESPONSIBILITIES AND TRANSPORTATION:

During the year, the Lodge has no financial responsibility for the President-Elect.  This includes dinner, drinks, and lodging.  (However, it would be appreciated if dinner tickets and a few complimentary drink tickets were provided.)

Transportation is the responsibility of the President-Elect.

3. HEAD TABLE AND INTRODUCTIONS:

The President-Elect and guest should be seated at the head table as it is customary for the State President to ask the President-Elect to say a few words.

**If a special initiation is planned in honor of the State President, then the President-Elect should be introduced with any other special guests prior to the State President’s introduction.  (The State President is always introduced last and individually apart from anyone else) on the floor since he/she is your guest of honor.

4. IN SUMMARY:

The State President is your honored guest for the evening and the President-Elect is there to learn and observe.  Their year will be next year.

Set a Lodge visitation date with the President-Elect as soon as possible after he/she is elected for their visitation the following year.  All dates are on a first come first served basis.  Lodging reservations should be taken care of as soon as this date has been set so as not to be forgotten.

It would be most appropriate to have the Leading Knight escort the President-Elect.  In most cases they will be spending time together in the coming year and this would provide an opportunity for them to get to know each other.

LODGE PROTOCOL FOR DISTRICT VICE-PRESIDENT

1. COMMUNICATIONS:

A letter addressing the date of the District Vice-President’s Lodge visitation is to be included with the State President’s, announcing the official visitation to the Lodge.  As in most cases, the District Vice-President will visit the Lodge with the State President and State President-Elect.  When making this visitation, everyone should be made aware of all function and dress codes by the Lodge upon receiving this information from the Lodge two weeks prior to the official visit.

If the Lodge is making lodging reservation for the Vice-President, inform them of the lodging facility name, address, telephone number and directions.  Inquire if a double, queen, or king size bed is preferred.

2. EVENTS, HEAD TABLE AND INTRODUCTIONS:

State President’s Visitation:  The Vice-President and guest should be seated at the head table since he/she will be called upon by the State President to say a few words.  If a special initiation is planned in honor of the State President, then the Vice-President should be introduced with other special guests prior to the introduction of the State President.  (The State President is always introduced last and individually apart from anyone else) since he/she is the guest of honor.

        Lodge Functions when the Vice-President is the honored guest:  The Exalted Ruler should introduce the Vice-President at the head table.  He/she should be seated to the right of the Exalted Ruler.

Meeting nights:  The Esquire should introduce the Vice- President before the alter and be seated to the right of the Exalted Ruler.  The Vice-President is reintroduced at the time of his/her speech under “Good of the Order”

**See attached seating chart for District Vice-President on page 19 of this manual.

3. LODGE FINANCIAL RESPONSIBILITIES AND TRANSPORTATION:

State President’s Visitation: The Lodge does not have any financial responsibilities for the Vice-President.  Since this office has no budget what-so-ever, complimentary banquet tickets and a few beverage tickets would be appreciated.

 Lodge Function when the Vice-President is the honored      guest:  If a banquet is served, the meal and complimentary drinks should be provided.

Meeting nights:  If a meal is served, the meal and complimentary drinks should be provided.

Transportation is the responsibility of the Vice-President.

LODGE PROTOCOL FOR

DISTRICY DEPUTY GRAND EXALTED RULER VISITATION

The DDGER is the personnel representative of the GER

These guidelines and requirements have been established for the visitation of the District Deputy Grand Exalted Ruler, the Esquire to the District Deputy and the Grand Auditor.

The purpose of the District Deputy’s visitation is to inspect the condition of the Lodge, both financial and physical;  ensure the Lodge is in possession of all appropriate Grand Lodge manuals; review meeting attendance by all Lodge Officers; provide the Lodge membership with a report on the Grand Exalted Ruler’s program; and file the appropriate reports to the Grand Lodge regarding the findings from the visitation.

1. SETTING THE DATE AND COMMUNICATION: 

Set the visitation date as soon as possible being careful of the Holiday weekends.  The visitation schedule should be arranged with the Esquire to the District Deputy the year prior to his/her installation as District Deputy.  Lodging reservations should be made at this time so not to be forgotten.  All visitations by the District Deputy must be completed by December 15th and are on a first come first served basis.

After the date has been set verbally, confirm with a letter to the Lodge Secretary.

Reconfirm all pertinent information two weeks prior to the visitation date.  Include a complete agenda, lodging facility name, address, telephone number and directions.  If a breakfast or brunch is planned for the DDGER the morning of departure, let them know in advance so they can make plans accordingly.  The Esquire to the District Deputy will be accompanying the District Deputy on their visitation, therefore, copy them in on any pertinent information.

2. LODGE FINANCIAL RESPONSIBILITIES:

Lodging for one night.  Reservations should be made immediately following setting the date.

Room amenities suggestions may include:


           A bottle of his/her favorite liquor


           Snack tray


           Fruit bowl


           Candy


           Flower arrangement

Dinner and drinks for the District Deputy. Provide dinner tickets in advance or inform the reservation person, waitresses and bartenders that dinners and drinks are complimentary.

If it is within the financial ability of the Lodge, provide complimentary dinner and drinks for the Esquire.  Provisions for the Auditor are at the discretion of the Lodge.  However, dinner tickets would be appreciated.

3. TRANSPORTATION:

The District Deputy is responsible for transportation to the lodging facility.  The Lodge can, if so desired provide transportation during their visit and for any event during their stay.  Confirm with the DDGER prior to their visitation.

4. DRESS CODE:

The visitation is a formal event.  Typically, dress consists of business attire or appropriate female business attire; however, many Lodges wear tuxedoes for initiation.  Whatever dress is selected, inform the DDGER.  

5. THE VISITATION:

A meeting night: If the visitation occurs on a meeting night, arrangements must be made for inspection of the Lodge and its records in advance of the meeting.  Set aside at least two hours for inspection.  Have all Officers available for this session and have all reports, manuals and financial records available for inspection

On a Saturday:  If the visitation is on a Saturday, the DDGER will customarily arrive in the early afternoon.  The DDGER will schedule the time for the inspection.  The inspection will require approximately two hours to complete.  The time between the inspection and evening events will permit him/her to return to their room to prepare for the evening events.  The remainder of the visitation should be conducted according to guidelines listed above.

Meeting and Initiation:  In the most impressive introduction, the Esquire should be instructed to retire to the anteroom and escort the Grand Lodge Representative into the Lodge Room.

Instructions are made in the following order:  Prior to opening the Lodge, all visiting members other than the DDGER will be seated on the Lodge floor.  After the official opening, the Exalted Ruler will cause the visiting members to rise.  He/she will instruct the Esquire to escort these visiting members before the alter for introductions and reseat them.  

The Exalted Ruler will then instruct the Esquire to retire to the anteroom and escort the DDGER to the alter to be introduced to the Lodge.

When the Lodge Esquire introduces the DDGER, the Grand Lodge recommends the introduction to be quite brief.  It’s sufficient for the Esquire to say, “I present John/Jane Doe, a Past Exalted Ruler of Lodge #3456 and our District Deputy Grand Exalted Ruler for the appropriate District.”  The Esquire will then be instructed to escort the DDGER to a seat of honor at the right of the Exalted Ruler.

To add to the impressiveness of the introductions, the Lodge Esquire should be informed in advance as to the correct office titles, pronunciation of names and Lodge names and numbers.

After initiation and under “Good of the Order”, if the DDGER was asked in advance to address the Lodge, the Exalted Ruler should at this time ask them to make that address.  Their comments should be short and poignant.  The main address is given at the dinner when all members and guests are present.

6. HEAD TABLE:

Provide a podium and microphone.

The order of seating precedence is listed in descending order.  (If there is less seating at the head table than those listed below the cut from the bottom up.) 

        District Deputy 

        Exalted Ruler 

        Esquire to the DD 

        Chaplin 

Place cards should be used on the head table.

**See attached seating chart for District Deputy on page 20 of this manual.

7. INTRODUCTIONS:

Each DDGER has their criteria for introductions.  The Exalted Ruler and DDGER should plan and agree on who introduces whom.  Introductions should be made in the following order:

     
The head table


Past District Deputies 


Lodge Officers 


Grand Lodge Officers 


Visiting members 

8. COMMUNICATIONS FROM THE DDGER:

Prior to the DDGER’s visitation, a letter similar to that sent concerning the State President’s visitation and personal history will be sent to the Lodge.  This letter should be utilized in the same manner as the one sent for the State President.  Refer to this item under #8 Introductions:  State President’s visitation.

9. DEPARTURE:

Notify the lodging facility that the Lodge is paying for the room and payment should be prearranged.  There should be no charges at check out time unless, of course, there are personal charges.

10.
GIFTS:

It has been the practice of most Lodges to give a gift in     appreciation of the job done.  The cost is not important and should be determined by the Lodge.  It should be a gift by which the Lodge will be remembered.

The most memorable gift consists of an item unique to the Lodge, the town or surrounding area and will become a memento of the visitation for the District Deputy.

11.
IN SUMMARY:


This instructional letter is an aid in the preparation and implementation of District Deputy night/visitation.


When this guide is followed the District Deputy will be spared any surprises or embarrassments, as these are the forms of protocol he/she is accustomed to.


Should there still be questions, refer to the “Grand Lodge Manual of Protocol”.

This is a guide, not a set of rules.  When this guide is followed, the event will be easier for all concerned.  The Officers, Lodge members and staff will know what to expect and what is expected of them.
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