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Operations Manual Overview

The purpose of this manual is to give the individual Noble, the various association, clubs, units and staff
the basic requirements for the orderly operation of business for the Morocco Shrine Center. The manual is
not all inclusive of the many functions Morocco Shrine is required or elects to perform. The authority of
this manual is directed from the authority of the Illustrious Potentate. It is understood that any of the
orders contained within may be changed from time to time provided notice is given by way of the
Moroccan, by letter email, or at any Stated Session. It is also understood that if any part of this manual is
found to be in conflict with the by-laws of Shriners international or the Morocco Shrine Center, only that
section will be voided and all other sections shall remain in force until such a time as they shall be
changed.

The Nobility is encouraged to recommend future changes and/ or corrections for next year's manual to the
Chief or Assistant Rabban during this year. Said request should be in writing and submitted prior to
September 15, 2018.



Chapter 1 - Morocco Shriners
Overview

1.1 Organization

The Potentate of Morocco Shriners is the Chief Executive Officer and is responsible to Shriners
International for the government of Morocco Shriners With this responsibility comes the authority to
implement these procedures and policies. The Board of Directors is comprised of the elected Divan
with the Potentate as chairman and includes the Chief Rabban, Assistant Rabban, High Priest and
Prophet, Oriental Guide, Treasurer and the Recorder. The Board of Directors operates the Center in
accordance with bylaws of Shriners International and the bylaws of the Morocco Shriners. There are
many other Nobles, both annually elected and appointed, involved in the governance of our Center.
Of the numerous appointed Divan members, the First Ceremonial Master may attend the Board of
Directors meetings and are assigned numerous responsibilities at the direction of the Potentate.

Numerous appointments are made by the Potentate to perform important functions for this Center and in
direct support of our charity. These appointments are required to coordinate or supervise many activities.
These appointments are listed in the annual Potentate's calendar.

Inaddition, several essential committees made up of Nobles are assigned by the Potentate to more
effectively manage certain fraternal activities. Some of these committees function throughout the year
on a continuous basis while some only exist for special one-time functions. Nobles who have a desire
to serve on any of these committees should make themselves known to the Potentate and the Divan.
This manual addresses the duties and responsibilities of several, but not all, of these committees.

Much of the fun and fellowship enjoyed by the Nobility, as well as the support of our charity, is
centered on our many associations, clubs and units. It is recognized that these groups represent most of
our working corps. They usually operate somewhat autonomously with their ownrules and regulations,
bylaws, leaders and funds. They operate, however, under the auspices of the Morocco Shriners and
are directly responsible to the Potentate.

The leaders of these organizations must be highly cognizant of the responsibility entrusted to them.
These organizations interactdirectly with the public, administer considerable fraternal and charitable
funds and, as a whole, probably interact more closely with the Nobility than the Divan. The leaders of
these organizations are essential to operations. Therefore, they are responsible for assuring that they and
their organizations adhere to the guidelines within this operations manual.

1.2 Liability

Protecting Morocco Shriners against possible liability claims is specifically required by Shriners
International by-laws and General Order #1 issued by the Imperial Potentate. The Morocco Shriners
Insurance Committee is charged with reviewing the temple’s insurance and liability needs and reporting
their recommendations to the Divan and the Imperial Risk Manager. The responsibility of making certain
that our shrine center is properly insured rests with the Illustrious Potentate.

We have a commercial package of insurance that protects Morocco Shriners for non-owned vehicles and



other exposures. No vehicle of any kind, motorized or not, shall be operated by a Noble or in connection
with any Shrine activity without the approval of the Potentate. Our insurance protects the Morocco Shrine
Center in the event you have an accident when you are coming to, going home, or participating in an
approved shrine parade. Our policies only protect the interest of Morocco Shrine Center. We cannot add
coverage to Morocco Shriners liability coverage that protects you individually.

As the owner or operator of a vehicle, you could be held legally responsible for any occurrence where you
or someone who operates your vehicle has an accident. We strongly recommended you have your own
personal liability coverage on non-registered vehicles. This is the only way you can protect your interests.
Obtaining adequate coverage is the responsibility of the individual Noble. We recommend and encourage
you to contact your own insurance carrier to discuss your individual liability needs. You should also make
your carrier aware that your motorized vehicle will be used in parades on public right of ways and if it
applies, in competitions.

Every vehicle or trailer used in a parade must display a “Parade Sticker” (Appendix Al). The Parade
Sticker does not provide you with any insurance. The Parade Sticker is a tool used to aid the Parade
Marshal, the Provost Guard, and the Colonel of the Motor Corps to quickly check which vehicles have
met the requirements listed in this manual for authorization to participate in Potentate approved parades
and functions. Each Morocco Shrine association, club or unit participating in any parade with motorized
vehicles or trailers must submit a Parade Decal Request form to the office of the Recorder, (Appendix
A2) listing each vehicle. This includes vehicles that are titled or owned by associations, clubs or units.
Upon the purchase of the parade sticker, a Noble of a parade unit is entitled to participate in all Potentate
approved parades and Potentate approved functions. The 2018 fee for a parade sticker $30.00

Individual owners of registered vehicles must provide a copy of their personal liability insurance, current
driver license and registration upon purchase of a parade sticker. All vehicle owners will sign an
agreement holding Morocco Shriners harmless for damage to their vehicles, injury to themselves at any
time, as well as injury to others while not in a Morocco sanctioned parade. If you are involved in an
accident while going to, participating in, or coming from an authorized parade or function, report the
accident to the nearest law enforcement agency. Supply to the responding officer any information he may
need to complete his report but make no other statements to anyone else (except for what is required by
law or your insurance carrier). Get the police report number or if none is filed out, a copy of the
information about the other person or property involved in the accident. As soon as practical but within
24 hours, notify the Temple Recorder with your information and the police report number or other
pertinent information. The Recorder will notify the Temple’s insurance carrier of the accident.

The Provost Guard has been instructed by the Potentate to permit no vehicle or trailer in a parade unless
a current “Parade Sticker” is displayed. The Provost Guard will have parade stickers & form at all
parades for purchase if needed. The lone exception to this parade sicker policy is a vehicle pulling a
trailer. Over time, many different vehicles could pull the same trailer. Hence, the trailer must obtain the
parade sticker.

It is critical that all association, clubs and units that own buildings or other property obtain property &
liability insurance for those real properties. The Masonic Master Insurance Program is handled by
Tompkins & Company, 1420 Harbor Bay Parkway, Suite #100, Alameda, California 94502. You may use
a local agent within your group or contact the Morocco Recorder’s office for the Insurance Agent of
Record. It is best that whomever you use be familiar with Morocco’s insurance coverage to prevent any
gaps or overlaps in coverage.

All association, clubs and units who purchase insurance must purchase minimum limits of $1,000,000.00
for bodily injury and property damage combined single limit. They must include other appropriate



coverage consistent with the attached insurance addendum as applicable to include the following as
additional insured.

Special events such as the circus, rodeos and some other fraternal and charitable fund-raising events must
have special liability insurance as they are not covered by the Morocco Shriners Master Policy. These
special events must be cleared by the Potentate to ensure, among other issues, that adequate liability
insurance has been obtained. The Morocco Shriners master policy covers normal fraternal functions. In
order for the Morocco Shriners liability coverage to be in effect for covered events, the event must have
the written approval of the Potentate. In fact, all activities of associations, clubs or units must have the
written approval of the Potentate or his designee.

Those association, clubs and units who purchase insurance should ensure the insurance policies are for a
minimum limit of $1,000,000.00 and include the following: * Addendum “A”.

Additional Insured

1. Name of association, club or unit

2. Morocco Temple Association, Inc. DBA Morocco Shriners

3. Shriners International, an lowa Corporation

4. Shriners Hospitals for Children, a Colorado Corporation and all its affiliated corporations.

Send copy of insurance showing additional endorsements to: Recorder, Morocco Shriners 3800 St. Johns
Bluff Road South, Jacksonville, Florida 32224.

Questions relative to insurance should be referred to the Recorder’s office (904) 642-5200 ext. 17.

1.3 Morocco Shrine Membership

The need has never been greater to attract your worthy friends into Freemasonry. Our Grand Lodge
regulations permit a Mason to furnish information about the fraternity to non-members. Informational
pamphlets are available through the Grand Lodge office (904) 354-2339 or your Lodge Secretary.
There is also a wealth of membership information on the Grand Lodge website, www.glflmason.org,
the Shriners International website, www.shrinersinternational.org or the Morocco Shriners website,
WWW.moroccoshrine.org.

Master Masons should be invited to join the Shrine. Although membership is not required in either the
York or Scottish Rite, it is encouraged. Morocco Shriners members who are not members of one of
the Rites are encouraged to consider becoming members of either or both of the Rites. Every Mason
will benefit from receiving more light from the Scottish Rite, York Rite and the Shrine. Your good
word and deeds in Freemasonry and the Shrine, 365 days a year, will create a good impression of our
fraternity upon your friends and serve as an incentive for more Master Masons to join us.

Spreading the word to our friends, family members and co-workers should be easy and automatic.
Remember, times have change and priorities have changed, but the Shrine is still one of the most
prestigious and influential groups to belong to in the world. Tell people about it!

A petition to join Morocco Shriners should be easily accessible to every member. They are available at
the Morocco Shrine office, at every association, club or unit, on our website and as Appendix B1. Two
members in good standing of Morocco Shriners as recommenders must sign every petition for
membership.


http://www.moroccoshrine.org/

Fees for Initiation

Dues (first year) fees for Initiation into Morocco Shriners

Shriners International Initiation Fee $2.50
Dues $110.00
Hospital Assessment $5.00
Per Capita $30.00

Regular Membership

Candidates for regular membership must be a resident in the Morocco Shriners jurisdiction for at least
six months or have a waiver of jurisdiction if residing in another Shrine's jurisdiction. The Recorder
will apply for any necessary waivers. Members of the armed forces or diplomatic service stationed in
Morocco Shriners jurisdiction do not have to meet residency requirements.

Candidates' petitions must be balloted on by the membership in accordance with our By-laws.
Candidates elected for membership will be initiated or obligated ata Stated Meeting or Ceremonial
Session, unless the Imperial Potentate grants a special dispensation.

A Noble who is a regular member of another Shrine organization may become a regular member by
affiliating with Morocco Shriners. He must petition Morocco Shriners using Appendix B2 and obtaining
a demit from his original Shrine Center. Appendix B3 may be used to obtain the demit. When the petition
and demit are complete and submitted to the Recorder, the petition must be balloted on by the
membership.

Associate Membership

A Noble may hold regular membership in only one Shrine temple but may also be an associate
member of another. Any Noble of another Shrine organization may apply for associate membership in
Morocco and, if accepted, thereafter hold associate membership subject to the provisions of this
section.

Applications for associate membership in Morocco Shriners shall petition utilizing Appendix B4. They
are subject to the same requirements as those affiliating, including jurisdiction, except that the applicant
need not obtain ademit. Any application for associate membership must be accompanied by written
evidence that the applicant is in good standing and eligible for a demit.

Upon election of an applicant for associate membership, Morocco Shriners shall notify the other
Shrine organization of which the Noble is a member that he has associate membership, and thereafter he
shall be considered an active member in both Shrine organizations. He will pay the hospital assessment
fee ($5.00) and per capita $30.00 only to his primary membership, along with their dues.

Suspension of a Noble holding associate membership for non-payment of dues to the Morocco Shriners
shall not affect his membership in the organization to which he first belonged; but his suspension for
non-payment of dues to the first Shrine organization shall ipso facto cause his suspension from
Morocco Shriners. His suspension for any other cause or his expulsion from either Shrine organization
shall ipso facto cause his suspension or expulsion from the other organization. Immediate notice of his
suspension or expulsion by either organization shall be given to the other and to the Imperial Recorder.



Election of an associate member to Life Membership in one Shrine organization does not
constitute his election to Life Membership in the other.

Anassociate member shall have all the rights and privileges of membership in both organizations He can
hold office in clubs, units and organizations with the Potentates perm1sslon.

Associate membership is terminated by non-payment of Morocco Shriners dues, by voluntary
resignation upon payment of all indebtedness, assessments and voluntary obligation to Morocco Shriners
by the associate member or, by expulsion or death.

Life Membership

Life membership in this temple is governed by the bylaws of Shriners International. Life membership
exempts the Noble from the Morocco Shriners annual dues. With a life membership, the Noble still
must pay his annual hospital assessment fee of $5.00 and the annual Imperial per capita tax of $30.00

Permanent Contributing Membership (PCM)

A Noble may pay a one-time fee of $150.00 which will pay the hospital assessment fee included in his
annual dues notice for life, which is tax deductible.

Life per capita

A Noble may pay a one-time fee of $900.00 which will pay the annual per capita included in his annual
dues notice for life.

Retention of Membership

There are situations when members must be suspended. When a member is suspended for non-payment of
dues he must make written application for restoration provided that he still meets all the prerequisites for
membership. Appendix B5 may be used for this purpose. Fellow Nobles should take the time to ask Nobles
who have become suspended why they are no longer involved. Maybe all they need is a little
encouragement. These men are valuable members and trusted friends with whom we have a special
connection. That is not something to take lightly.

If a Noble loses membership in his Blue Lodge, for any cause, he loses his membership in Morocco
Shriners until restored to good standing by his lodge whereupon he must make written application for
restoration using Appendix B5. A Noble must be current with his Blue Lodge dues and Morocco Shriners
dues, to be a member of any association, club or unit.
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Chapter 2 - Morocco Shrine Center
Operations

Although this manual does not cover the policies and procedures utilized to operate and administer the
physical facility, property and equipment of the Center, the Nobility has a major impact on the many
revenue sources required to fund operations. The Nobility should be aware of the need to raise the income
necessary to fund its day to day operation. The Nobility are further encouraged to become familiar with the
approved operating budget. With an understanding of the operations and the budget, the leadership can
effectively encourage the Nobility to actively support and participate in the many fund raisers and activities
required to maintain our facilities.

2.1 Auditorium Operations

Although many fraternal activities are conducted throughout our facility, the main auditorium, dining
room, meeting rooms and lounge represent a major source of revenue to our Center. Without this
revenue, we could not maintain our beautiful facility without a substantial increase in membership dues.
The Nobility should be tolerant of the few inconveniences encountered when renters occupy portions of
our facility. Further, the Nobility should avoid areas of the facility that are occupied by renters.

2.2 Activity Building Operations

Group use of the auditoriums (1st and 2nd floors), lounge and kitchen must be reserved through the
Morocco Shrine Recorder’s Office. Guidelines for the operation and maintenance of the Activity
Building are delineated in Appendix C1.

2.3 RV Park

The RV Park is available to the general Nobility and visiting Shriners ONLY. Most spaces are rented with
full hookups and some spaces are available for RV storage without hookups. The first 34 RV parking
spaces are for regular temple renters. The remaining spaces are rented on a monthly, weekly or daily basis.
RV space rentals are handled through the Recorder’s office. Park regulations/rates are listed in Appendix
D1 and D2.
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Chapter 3 - Morocco Shriners
Associations, Clubs, Units and

Organizations within Morocco Shriners are of three types:

e Clubs are organized by geographical location and serve to unite and promote Shrinedom among
Nobles within its geographical area.

e Morocco Shrine Units are organizations formed to participate in parades. When parading they
represent our fraternity to the public and publicize our philanthropy.

e Associations are organizations of Nobles usually practicing a common interest or activity who
also promote Shrinedom. Their activities often overlap since they all promote the fun and
fellowship of our fraternity and support of our philanthropy.

All of these organizations operate under the auspices of Morocco Shrine the Illustrious Potentate and, as
such, and in accordance with Shriners International, all members are subject to the bylaws and regulations
of Morocco Shrine whether they are members of Morocco Shrine or another Shrine organization.

3.1 General Policies on Activities

No function shall be held at any time that will conflict with an official function for the general Nobility.
Exceptions to this policy shall be at the discretion of the Potentate.

Organizations that have rooms in the Activity Building of Morocco Shrine Center shall not be involved in
any event during the time of any official function. All rooms shall be closed. Exceptions to this policy
shall be at the discretion of the Potentate.

Organizations in Morocco Shriners shall not have a function concurrent with an official function without
the approval of the Potentate.

Business meetings of any organization, its committees, organizations or groups shall not conflict with any
official Shrine function.

Dates of official functions at Morocco Shrine Center are published in the Moroccan newspaper, the
Potentate's Calendar, and/or via email notification.

The officers or members of any Shrine organization shall not participate as a group in any matter affecting
Morocco Shriners as a whole without the approval of the Potentate.

Organizations shall obtain permission of the Potentate of Morocco Shriners through the Oriental Guide to
promote any fund raising program or any business activities outside of regular fraternal business. Detailed
procedures for fund raising are in Chapter 4 of this manual. Fund raising requests shall be in writing,
signed by the president or head of the association, club or unit and submitted the Oriental Guide at least
two weeks prior to the announcement of the event. You can submit your request electronically by
emailing them to info@moroccoshrine.org. Failure to obtain this permission shall be just cause for
cancellation of the planned activity, a reprimand to the officers of the organization by the Potentate,
revocation of the charter of that organization, suspension or such other actions as may be deemed
appropriate by the Potentate and/or Board of Directors.
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3.2 Officer's Responsibilities

The President, Captain, etc. - As the elected senior officer, he has assumed a large responsibility. He is the
head of a business whether he realizes it or not. He is responsible for the action and activities of the
organization's membership. A Shrine Club President is also responsible to the Potentate for the actions
and activities of any sub units operating in his club. The Potentate must look to him for compliance of
requests, laws and procedures imposed on his organization by the Morocco Shrine or Shriners
International. He, in turn, must rely on the integrity, ability and talents of his officers to accomplish these
actions.

His ability and skill in conducting the meeting of the organization will determine the success of that
group. Long, unskillfully handled discussions get out of hand easily and extend the overall business
session to a point that is boring. People lose interest fast and nothing can cause attendance loss quicker
than long boring monotonous meetings.

He should conduct meetings in accordance with the Roberts Rules of Order, which are used by Shriners
International and Morocco Shriners, unless otherwise specified by the organization's bylaws or the bylaws
of Morocco Shriners.

When presiding at a meeting he should have available a copy of the organization's bylaws, charter, an
agenda for that meeting and a list of business items to be accomplished during the meeting. By checking
off these items as they are completed, the presiding officer will facilitate the program and prevent breaks
in the proceedings looking for what to do next.

At meetings where ladies and non-members are present, try to keep the business matters down to the basic
essentials and dispose of them with speed and finesse. Handling meetings in this manner will gain the
presiding officer respect for his ability and will generate a friendlier mood for the attendees. These
considerations will make the ladies and guests more amenable to coming back time after time when they
know they are not going to be bore with a lot of dry talk. Remember, the ladies and guests are most
important to our organization and can be a strong factor in helping our great Fraternity grow. Treat them
accordingly.

A good Program Chairman is suggested. He should try to have speakers or other entertainment lined up
several weeks in advance and has an adequate substitute program available in case something prevents the
originally scheduled program from taking place.

Recognition of Masonic and Shrine dignitaries is important. Someone in the organization should be
designated to greet dignitaries and visitors and make sure that they have a place to sit comparable to their
position. This greeter should also note their names, position and their ladies' names. Give this to the
presiding officer and point out where they are seated.

Those individuals and groups that helped put on the function should also be recognized. This is important
to them and to the organization because they are more likely to take on the same similar operation at
another time when they know that they are appreciated for doing a good job.

Never forget to open and close a meeting with a prayer and never forget the Pledge of Allegiance at the
opening.

When a member of the Divan or Appointed Divan is present at your meeting, be sure that you afford him
the honor of his office. If one of the Potentate's Aides or an Ambassador is sent to your organization to act
for the Potentate, seat him so that he can get to the speaker's stand with minimum disturbance to other
guests.
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A President should rely on his officers. Let them know what is expected of them and what they can expect
from the President. It should be remembered that the officers and members are Masons and all of the
members and visitors should be treated with courtesy and respect.

The success of any organization depends upon the activity of its committees. The following techniques for
effective committee functioning are provided and strongly recommended.

In considering the appointment of any members as chairman of a committee, the following qualifications
should be considered: Willingness, Ability, Leadership, Experience and Interest in a specific task.

The qualifications for the appointment of committee members are much the same as those for the
selection of a Chairman, but the President would do well to consult with the Chairman he has appointed.

A Committee Chairman will appreciate this consideration and his advice as to the Nobles with whom he
would like to work will result in the formation of a strong committee, which will function as a team.

Most importantly ensure the Chairman understands the precise scope, objectives and goals of the
committee, time allotted to complete the committee assignment, the budget, the authority of the
committee and the reporting requirements of the committee . Regular committee meetings are
recommended and the President should closely follow the progress of the committee.

Whenever a committee is not properly functioning, determine the cause for the lack of activity and
suggest methods of correcting it. If, in spite of this assistance, the committee still fails to function or the
chairman or member prove hopelessly inactive, a change of personnel should be made by the President.
However, such a change requires great tact and firmness.

The Vice President(s), Lieutenant(s), etc. - it is the duty of the Vice President to preside at organization
and board meetings in the absence of the President. Therefore, he would be in close touch will all phases
of operations. The President will find many opportunities for the use of the Vice President in carrying out
the administrative functions for the office of President. He may be used in an advisory capacity in
committee work, as well as many other helpful roles. It is recommended that Vice President(s) become
heavily involved with the activities of the organization in preparation for high office and more
responsibility.

The Secretary - the relations between the President and the Secretary are of necessity almost constant. A
delinquent or deficient secretary can seriously cripple an organization. The secretary is a vital point of
contact between the organization, its members and Morocco Shrine officers. The Secretary should share
with his President any communications that he receives so that the members may be fully informed on all
administrative matters.

Nobles who have the position of secretary often have more tasks to perform than any of the other officers
in the organization. He is the keeper of the archives, the continual written history of the activities of the
organization. He must keep minutes of meetings and answer inquiries. The Secretary keeps an
alphabetical membership file, which includes the members' names and contact information, and indicates
receipt of their dues when paid. He must send to the Recorder a copy of this file by January 31st. Much of
the correspondence with the Morocco Shrine officers and with other organizations originates from the
Secretary. Correspondence sent from any other officer or members should be sent via the President and a
copy must be provided to the Secretary for his files. Unless this is done, his records will be incomplete
which can often be a disadvantage to the organization when proof of some action is required.

The Treasurer - records, deposits and disburses all funds. It is recommended that all disbursements require

two signatures. The Recorder receives all monies and the Treasurer records monies derived from dues,
donations, earnings and fund-raising activities. These monies are then deposited in the official
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depositories.

The Treasurer maintains the general ledger. This should be a permanent ledger in which the daily
transactions are recorded and available for review by the membership of the organization. The ledger will
indicate receipts and disbursements categorized by the chart of accounts specified on the ledger provided
by the Morocco Shriners Treasurer, Appendix E1. All transactions must be categorized into one of these
accounts and all transactions are to be recorded. The general ledger should also indicate the deposits and
disbursements of bank accounts. Appendix E2 is a filled-out sample of monthly ledger provided by the
Morocco Shriners Treasurer to all organizations for use as a general ledger. If an organization uses off the
shelf accounting software to keep their financial records and general ledger these organizations must use
the revenue and expenditure account structure specified on Appendix E1. Organization checkbooks shall
be reconciled monthly with the bank statements. All financial records shall be retained by the Treasurer
for a minimum of seven (7) years.

The Treasurer will prepare a financial statement for presentation to his membership at stated meetings.
The Treasurer will further prepare and submit certain repolts listed in paragraph 3.7, Reporting
Requirements, of this Section.

Audit Committee - one committee that is very important to an association, club or unit is an audit
committee. It is the duty of the current president to appoint an audit committee to audit the books before
the new officers take control. This should be done in November either before or immediately after
elections and before any of the officers are sworn in. All books and records will be certified that they have
been audited and are in good order before any officer for the new year is sworn in.

Board of Directors - A Board of Directors may be designated to govern the organization and usually
consists of elected Nobles. When a Board of Directors governs the organization, only a minimum of
business need be brought to a regular stated meeting, the elections of officers, directors and amendments
by the bylaws, including change of dues, are some matters requiring such action. The board and
committees, however, should can on the great bulk of the business, cooperatively. The specific duties of
such a board should be delineated in the organization's bylaws. All By-laws must conform to the template
as mandated by the Imperial Council.

3.3 Guidelines for a Good Meeting

Start on Time -- Shriners is busy men and nothing will destroy enthusiasm for attendance more than
wasting time in getting started. Furthermore, always starting on time tends to create the habit of
punctuality upon the part of the members.

Follow a standard opening procedure - After the President raps the gavel, the Pledge of Allegiance should
follow the invocation. As the Members resume their seats, the meal or meeting should begin.

Preside with enthusiasm and snap - the general spirit of the meeting is determined by the manner of the
President. He should create an atmosphere of authority, goodwill, courtesy and dignity in everything he
does.

Make definite plans for developing fellowship during the meeting - plan occasionally to interject some
good humor but keep it in good taste. Enlist the assistance of your committees on programs and
hospitality.

Use other members to handle specific items of the agenda - consider introduction of guests,
announcements, introduction of speakers or other feature entertainment. Keep their comments brief,
supply just enough information to accomplish the task. Thanking the speaker or entertainment is always
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appropriate. Consider a certificate of appreciation or a small gift.

Have a special feature - music or otherwise whenever possible - plan for such a feature and schedule it in
the agenda. Allocate a specific time for it and hold to that time.

Close on time - Remember, many of your members may have other commitments following the meeting.

Be sure the meeting leaves a favorable impression upon all in attendance - the inspiration and knowledge
gained from the program and the fun and fellowship of being together can be welcome relief from the
normally busy routine of the day. Above all, keep everything in good taste and don't bore the members to
death.

3.4 Protocol

General - Shriners International sets forth the specifics governing fraternal events. The suggestions on the
following pages are compiled directly in accordance with Shriners International directives. Generally,
protocol embraces the rules prescribing the social etiquette to be observed at all Shrine social events and
functions.

Conformity with these rules minimizes the chance of being confronted with an awkward situation. Aside
from the fraternal considerations, there is the important possibility of having a non-member or public
visitor present. The Shrine will benefit if your visitor is convinced that he has been invited to a dignified
and friendly occasion.

If the leaders of the Morocco Shriners organization become familiar with and apply the rules of Shrine
Protocol, they will add to the Shrine tradition of dignity, elegance and decorum. There is no social event
too small or hastily organized that would warrant departure from the fraternal courtesies outlined herein.
A conscientious effort and a few moments of time will preserve and strengthen our tradition of
exceptional fellowship and courtesy. The chairman of every major social event should have access to this
outline so that he may properly plan those parts that require protocol attention.

Invitations - Unless otherwise directed by the Potentate, all invitations are to be sent directly to the home
address of Divan members. The Potentate's social calendar often changes, and he should be contacted
personally regarding his attendance at an event or any change in a scheduled event. Make sure to have the
dress included for the event, (coat and tie, or casual) a phone number and address to RSVP.

You are the host - when an organization invites the Potentate or Divan members (and their ladies) to an
official visit or a social event, the host group is expected to furnish dinner and refreshments.

A Shrine social event is not a conference or business occasion. Your guests have come to share a good
time. Do not discuss activities or projects that are unrelated to the event at hand. Save the business matters
for business meetings, conferences by appointments, correspondence or board meetings.

When receiving guests be sure to appoint someone to be on the lookout for your Divan, guest or guests
when they arrive. Appoint or delegate someone who knows the visitors to escort them during the social
hour and introduce them to others.

The same applies to a first-time visitor, a member of another association, club or unit, or a new member of
your organization who has attended two or less meetings. He needs and deserves some "escort courtesy".
Appoint a special Reception Committee that enthusiastically greets everyone. Not all Shriners are
extroverts, and some may need more attention than others. The man who comes alone, sits alone, and
leaves alone has probably made his first and last appearance. Make your club a warm, happy, enthusiastic
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and friendly place for your visitors and members.

Seating Arrangements - Except as the Potentate directs, attempt to follow the diagrams on Appendices F1
and F2 for the proper seating sequence at occasions when the Divan visits. Shrine Protocol dictates that
the.Potentate is to be seated at the head table as well as the Elective Divan; if space permits. Place cards
are recommended at the head table positions for all functions.

Introduction - when introduced the Potentate is referred to as lllustrious Potentate, then his name, the
second time he is spoken of or referred to, he is addressed as "lllustrious Sir". Past Potentates are
introduced as "lllustrious Sir John Doe, Past Potentate".

All Divan members are introduced as "Noble John Doe", title or office of the Morocco Shriners unless he
is a Past Potentate than he is introduced as provided for above.

Potentate- when the Potentate is your visitor, he is introduced LAST and may be asked to introduce his
official patty. Only the Illustrious Potentate should be scheduled to address the gathering. He may be
queried in advance and may decline or he may appoint another to speak. There should be no other
speeches after the Potentate bas been introduced except the introduction of the entertainment or scheduled
program. When the Potentate, as his official representative, assigns a Divan member, the same protocol is
followed as would be in effect for the Potentate.

When the Potentate is introduced, all Nobles should stand in respect for the office and be seated when he
gives one rap of the gavel or requests those present be seated. Ladies remain seated at all times.

The Ladies -- Nobles are introduced as follows when accompanied by their ladies: "Noble John Doe, Past
President of the Beaches Shrine Club and his Lady Betty". The Potentate or ranking Divan member will
introduce the ladies accompanying the Divan members; Past Potentates and Aides.

Masonic Order Dignitaries - Grand Lodge officers (District Deputy Grand Masters, etc.), Scottish Rite
officers, York Rite officers or other Masonic organization officers present should be brought to the
Potentate's attention immediately. While such visitors are not necessarily head table guests, they should be
recognized during introductions. Masonic dignitary visitors are introduced just before the ranking Divan
member.

Time to go home - Your Divan visitors may be among the first to leave because more often than not they
may be on their way to another event, may have attended or will be attending several other events or may
have a long trip home. The officer or member appointed as an escort can help the visitors leave without
apparent haste or urgency.

Other Basic Rules of Protocol - the Potentate and Elected Divan are members of all organizations by
virtue of their office and should always be a guest of such an organization for the Official Visits, Officer
Installation or special events they attend. Unless the Potentate states otherwise, invitation should be sent
to the home address of the Divan members invited to these official events. However, it is understood that
all organizations are not large enough to accommodate the entire Divan and may only invite Divan
members in seniority order down to a certain level. In that case, any attending elected or appointed Divan
member not officially invited would pay their own expenses.

Extend Past Potentates the courtesy of reserving seating for them and their guests as near the head table is
possible.

Invitations, brochures or any other form of printed materials bearing the mention of "liquor, cocktails, and
alcoholic beverages" and the like are prohibited. Refreshments, social or attitude adjustment hour or
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similar phrases may be used.

Shriners International has adopted the Fez as the exclusive type of head covering to be worn by all Nobles
when appearing as such. This means that all Nobles are encouraged wear their fezzes at stated sessions,
ceremonials, Shrine parades, caravans, special Shrine events and any other Shrine related activity unless
otherwise directed by the Potentate. The Shriner's fez shall never be worn in any company, public
gathering or place in which you would decline to introduce your mother, wife, sister or daughter.
Remember also, that part of your obligation that reminds us that when we place the red fez of a Shriner
upon our heads we are symbolically tying the lambskin apron of a Master Mason around our waist. No
other person is ever allowed to wear your fez at any time.

Suggested agenda for official visits and/or installation of officers:

Call meeting to order punctually

Invocation by Chaplain or previously selected person

Pledge of Allegiance by previously selected person

Introductory remarks by Presiding Officer

Dinner (while guests are finishing their meal make any acknowledgements or
announcements)

When meal is completed:
¢ Introductions of other visitors and dignitaries and their ladies (check with Potentate's Personal
Aide to determine if he wishes to introduce any special visitors), officers and their ladies.
¢ Introduce Potentate who will introduce his official party.
Conduct any organization business (organization business should be kept to a bare
minimum)
Presentations
Turn meeting over to the Potentate for his comments
Potentate installs officers (the Marshal, designated by the Potentate, will present the
officers-elect for installation)

The Potentate will return the meeting to the Presiding Officer
e Award door prizes
e Closing announcements
e Close meeting with Benediction
e Dance or entertainment

Flag Protocol - at Shrine functions and meetings the American flag at the Potentate or speaker's right as
he faces the audience. It doesn't matter whether the flag is behind, alongside, or in front of the speaker,
on raised platform or not; it should always be to his right.

When in parade or precession, the flag of the country in which they are being paraded should be either on
the marching right; that is, the flag's own right or, if there are a great number of other flags, it may be in
front of the center of that line.

Other flags which the Shine may wish to parade should be in a line immediately following national flag in
the following marching order, beginning on the right: state or provincial flag, Morocco Shrine flag,
Imperial Potentate's flag, Past Imperial Potentate's flag, other flags.

One of the most common violations of international flag usage is the dipping of.national flags at
reviewing stands, during the playing of the National Anthem and other occasions. National flags should
never be dipped to any person or thing. However, all other flags should be dipped as a mark of honor.
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When in front of Shrine buildings, the national flag is flown from separate staffs of the same height and
the flags should be approximately equal size. The flag of the country in which they are being displayed
should be in the position of honor on the extreme right, that is, a person's own right as he faces outward to
the building's front entrance. When a nation in which the flag is displayed proclaims that its flag should
be flown at half-staff, it would be improper to fly the other flags at full staff; therefore, the flags should
not be flown during that period.

3.5 Procedures for the creation of Associations, Clubs and
Parade Units

Units - The interested Nobles must make a written request to the Potentate. This request should also have
a petition signed by all Nobles requesting to form the unit, along with their addresses and telephone
numbers, a list of the proposed officers and a set of the proposed bylaws. All proposed by laws must
follow the template recommended by Shriners International (see the Recorder for details). If motor
vehicles are part of the proposed unit, the Colonel of the Motor Corps also will review the petition,
inspect said vehicles and counsel prospective officers concerning insurance and parade rules. The Colonel
will forward his recommendations to the Potentate. The Recorder and the Morocco Shriners legal counsel
will also review these documents and make recommendations to the Potentate. Finally, the Board of
Directors, as a regular order of business, will consider the matter.

Associations/Shrine Club Units - all of the above.

Associations/Shrine Club Parade Units - These Units use the same procedure used by an
Association/Shrine Club plus written documentation of the Shrine Club or association's approval. The unit
size shall be limited to not more that fifteen (15) percent of the association/club size and not less than five
(5) members. Association/Club parade units must recognize they are subordinate to the
Association/Shrine Club President and all their activities must be approved by the Association/Club
President who, in turn, must get approval from the Potentate. Any requests for conducting fund raisers or
non-sanctioned parade participation must be approved by the Association/Club President, have his
signature and be forwarded to the Potentate for approval.

Association/Club parade units whose membership falls below the minimum requirement or who no longer
actively participate in parades shall be dissolved. Any request to reactivate a parade unit must be
submitted as an original request.

3.6 Motor Corps

The Motor Corps is comprised of all the riders of motorized equipment in Morocco Shriners. Their
mission is to bring visibility to and promote the Morocco Shriners and Shriners International to the
general public through parades, drills, and competitions. The Motor Corps promotes active membership in
the group, promotes fraternalism, and good fellowship among the Nobles of the various motorized units.
The Motor Corps coordinates and encourages joint cooperation between units in the exchange of ideas,
fund raising projects, and other activities that add value to the member units, to the Morocco Shriners, and
the Shriners Hospitals for Children.

The Colonel of the Motor Corps is in charge of all motorized units and equipment and will implement the
wishes of the Potentate and the rules of Morocco Shrine concerning motorized units. He will advise units
or individuals of directives of the Potentate or Parade Marshal concerning equipment, parade procedure,

or infractions. He will assist units with matters concerning insurance requirements and he will assist with
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units that are below strength to help them become a better and stronger unit.

3.7 Pilgrimage Committee

This committee is made up of members of the Morocco Shriners. They are responsible for raising funds
for pilgrimages and administering approved pilgrimage of the Morocco Shriners. The committee operates
under a set of committee rules approved by the Potentate which are available to its member through the
Pilgrimage Committee. Funds raised by the Pilgrimage Committee are designated to be used only for
pilgrimages of Morocco Shriners Pilgrimage members or specified purposes approved by the Potentate.

3.8 Reporting Requirements

Each Morocco Shriners association, club, and unit must submit a report to the Morocco Shriners Recorder
of their elected officers for the ensuing year not later than December 1st of the previous year. Use
Appendix G1 for this report. Officers of these organizations must be regular members of Morocco
Shriners. Any Shriner in good standing with any temple can hold office with the approval of the Potentate

Each Morocco Shriners association, club and unit must submit the report of their revenues and
expenditures monthly to the Morocco Shriners Recorder as delineated in paragraph 3.2. Monthly reports
must be submitted even if there is no activity. Association/club parade units should submit their report
via their association/club officers.

Each Morocco Shriners association, club and unit must submit a year-end financial summary report.
Submission of this report is required as soon as possible after December 31st but no later than March 1st
of each year. Associations/clubs parade units must submit their year-end reports to their club treasurer in
time for him to incorporate the reports into one submission for the club. This timetable is required in order
for the Morocco Shrine to meet its federal tax filing requirements.

Use Appendix G2 for this report.

The Morocco Shriners association, clubs and units should keep financial records on file for seven years. It
is also the responsibility of each Shrine association, club and unit to ensure that their bylaws are current in
accordance with Morocco Shriners and Shriners International.

3.9 Parades and Appearances

Shriners in parades are one of the most important and useful public relations activities available to our
fraternity and our charity. Therefore, the attendance of Morocco parading units in shrine and civic parades
is highly encouraged. We must be aware that we are very visible to the public while on parade and must
comply with the procedures set forth in this chapter. It is also recognized that parading units also promote
the fun and fellowship we seek in our fraternity.

The Potentate designates a number of parades each year. These parades require all Morocco Shriners
association, clubs and units to participate unless excused by the Potentate. Those units who fail to abide
by this policy or who simply fail to attend other scheduled parades will be asked by the Potentate to
explain their non-attendance to ascertain if they need assistance to improve their attendance. Continued
non-attendance will be cause to consider revoking their charter as a parade unit of Morocco Shriners.
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The Potentate of Morocco Shriners is responsible for the action of all Morocco Shriners in all
parades and public appearances. The uniform organizations of Morocco Shriners may appear on the
street or in any public place only with the express approval of the Potentate. Under no circumstances
shall the members of Morocco Shriners be rewarded or compensated for public appearances or
participation.

The Parade Marshals and Provost Guard have been appointed by the Potentate to see that guidelines
are enforced at all parades. They are also responsible to see that no vehicle is permitted in a parade
that is not displaying the proper parade sticker and that all participating units abide by parade rules.

The Potentate, Parade Marshals and parade unit officers will be responsible for the conduct of their
units. No movement or stops will be permitted that could create gaps longer than the specified
distances between units.

All units shall proceed at all times in a straightforward manner. Circling will be permitted only if the
circle will move forward. Most of our parade gaps are caused by a unit remaining stationary while
circling, then dashing forward to catch up. This causes every unit behind has to speed up in order to
catch up. There are many ways for a unit to cause a unsightly gap. So many times, it appears that a
certain unit has caused a problem when it may not be true.

Sirens of every kind are prohibited. They cannot be mounted or attached to any motorized vehicle
even if disconnected or covered. No colored or flashing lights except tum signals lights are
permitted. The restriction on colored lights does not apply to floats or where they are used for signs
or other similar uses.

Motorcycles, scooters, and other motorized vehicles shall obey local laws regarding speed, prudent
operation and the use of helmets instead of fezzes. Nobles participating in parades shall wear fezzes
except that two and three wheeled vehicle riders may wear helmets for safety. Any other headwear

must be approved by the Potentate in writing with a copy provided to the Parade Marshal.

No association, club or unit in the jurisdiction of Morocco Shriners shall acquire, use or sponsor the
use of any motor vehicles other than those of street legal design and properly insured without the
written consent of the Potentate with a copy provided to the Parade Marshal.

When any vehicle is approved and being used by parade units, they must maintain formation and be
kept within the line of march. They shall in no event be driven nearer than five feet off the curb or
off onlookers observing the parade. This prohibition does not apply to vehicles engaged in
maintaining open streets. The Parade Marshal has the authority to accept or reject a unit’s
participation in a parade. The Parade Marshall usually permits a motor vehicle to participate in a
parade when it has a parade sticker and carries proper parade signs to make it a parade vehicle.

Unless approved by the Potentate, only the police escort, dignitaries and distinguished guests, and
Shriners are permitted in Shrine parades.

No beverage, alcoholic or otherwise, is permitted to be consumed during a parade whether you
are parading or watching the parade when dressed as a Noble with fez.

No impersonations of ethnic groups, females or political figures are allowed in parades. No animals
or pets are permitted.

Conversation with the public is discouraged.

No demeaning display or discharges of firearms of any type, or other items that may be considered
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in poor taste are permitted.

No motor vehicle shall be driven into the lobby of any hotel or other building, or part of a building
where motor vehicles are not customarily driven.

Shrine Hospital patients may appear in Shrine parades only if they are in a vehicle that carries signs
showing them to be Shrine Hospital patients.

Unit officers are admonished that the cruising on non-street legal vehicles, particularly at night, is
not generally in the best interest of the Shrine.

When any parade unit is to perform in a scheduled parade at Imperial, Southeastern conventions,
registration fees are required to be paid to the respective convention by each participant. If a member
is not registered with the respective convention, he will be prohibited from participating in
competition or participating in convention parades.

The Potentate will not allow individual Nobles, not a member of an established unit, to parade
without prior authorization.

The Potentate may inform the Colonel of the Motor Corps of a minimum number of vehicles

from a motorized unit that he wishes to be in a parade. If a unit does not have the minimum number
they will be asked to participate by watching, not riding.

Non-sanctioned parades - if a parade is not listed in the Potentate's calendar it is a non-sanctioned
parade. A written request must be submitted; at least two (2) weeks prior to the parade, using
Appendix H1 to obtain permission to participate in the parade and the parade must not in any way
conflict with any Morocco Shriners functions.

All requests will be reviewed and forwarded with a recommendation to the Potentate by a designated
Divan member, normally the Oriental Guide.

Civic Parades - Units participating in non-Shrine parades may do so only with approval from the
Potentate. These parades are usually also non-sanctioned and use the same request procedure.
Should the parade requested be in another Shrine jurisdiction, the Unit would also need the
permission of that Potentate via Morocco's Recorder. Practice good Shrine etiquette when parading
in non-Shrine parades. Do not allow non-Shriners to participate with your group and follow the
protocol set up by the host sponsor of the parade.

NOTE: At the Imperial Session in 2012, it was approved that: In civic parades, Nobles, their
ladies, and children may participate, WITH THE APPROVAL OF THE POTENTATE, so
long as their ladies and children participate only as passengers in non-performing,
non-competing vehicles with no less than four wheels.

3.10 Shrine Association, Club and Unit Coordinators

The Potentate has designated several Nobles as Shrine Association, Club and Unit Coordinators.
They will be the liaison between the Potentate the association, clubs and units. Their job is to assist
the organizations to operate in a manner that conforms to the rules, guidelines and by-laws of
Morocco Shriners, and of Shriners International. They will coordinate the flow of information
between the Potentate and all association, clubs and units

The Shrine Association, Club and Unit Coordinator will endeavor to visit all association, clubs and
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units during the year. In the event that any problem arises that cannot be resolved by the Shrine
Association, Club and Unit Coordinator, he will refer the problem to the Potentate.

The Shrine Association, Club and Unit Coordinator is the advocate of all association/clubs/units of
Morocco Shriners and should be involved in their activities and help them achieve their objectives
and goals. He will maintain a list of all parading organizations of Morocco Shriners and he will
report semi-annually to the Potentate the parade attendance record of the parading organization.
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Chapter 4 — Fund-raising
4.1 General

It is natural to associate the fez with Shriners Hospitals for Children. Because of this, meticulous
attention must be given to all fund-raising activities to make certain that such activities comply with
the law of the land and that a contributor is not led to believe that his money will be used for the
Hospitals when all or a portion thereof will be used otherwise. The integrity of our charity and of our
fraternity must remain above reproach.

Your specific attention is called to the following paragraphs of Imperial Shrine Law:

8335.3 Use of the name "Shriners Hospitals for Children". The use of the name "Shriners Hospitals
for Children™ or reference to the Hospitals in connection with any fund-raising activity by a Shriners
organization or Noble without the written consent of the Imperial Potentate and the Chairman of the
Board of Trustees of Shriners Hospitals for Children is prohibited.

8503.10 Commercial use of the Name. The use of the name "Shriners Hospitals for Children™ or
reference to the Hospitals in connection with any commercial produce or business enterprise is
prohibited unless the written consent of the Board of Trustees has been first obtained.

There are only two types of Shrine Fund Raisers - Charitable and Fraternal. Permission of the
Potentate must first be obtained, in writing, to conduct any type of fundraiser. The Potentate will
obtain the permission required by the above Shrine law to conduct charitable fundraisers. 100% of
the net proceeds from charitable fund raisers must be given to Shriners Hospitals for Children.

4.2 Charitable Fund Raisers

Charitable fund-raisers are of two types.
e Shrine Charitable Fund-raisers —conducted by Shriner organizations or Nobles with the
permission of the local Temple Potentate
e Third-party fund-raisers — conducted by individuals not associated directly with a
Temple or other Shriner organization (e.g., a local business raising monies for Shriner’s
Hospitals for Children)

Shrine Charitable Fund-raisers

Shriner Organizations or Nobles desiring to conduct a charitable fund raiser must request
permission from the Potentate using Appendix 11 or 12. If the Potentate approves, he or his
designee will submit the request to the Imperial Potentate. The Organization shall not proceed
with the fund raiser until they have approval in writing from the Imperial Potentate and the
Chairman of the Board of Trustees.

When charitable fund raisers are approved to solicit the public for funds, compliance with
Shriners International, Florida law and local laws are required, thus both listed disclosure
statements must be shown.

In compliance with Shriners International the following disclosure must be printed
prominently on all literature, posters, tickets, newspaper advertising or any other means of
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promoting the event.

First Statement

"Proceeds are for the benefit of Shriners Hospitals for Children"

In compliance with Florida Statues for Solicitation, as it applies to raising funds for the
Shriners Hospitals for Children, the following disclosure must also be printed prominently on
all literature, posters, tickets, newspaper advertising or any other means of promoting the

event.

Second Statement

""Morocco Shriners is registered in Florida to solicit contributions. The registration is
No. SC01125. Further information may be obtained by calling 1-800-435-7352.
Solicitation does not imply endorsement, approval or recommendation by the State™.

NOTE: If any advertising is done on radio and/or television, then both of the above disclosure
statements must be announced.

All financial reports must be filed with Morocco Shriners Recorder within 60 days after
conclusion of the activity. All financial records must be maintained for seven (7) years.

Copies of advertising, tickets, promotion and any other printed material must be submitted
with the financial report.

Third-party fund-raisers

Third party fund-raisers must follow the guidelines published by Shriner’s International at
https://www.shrinershospitalsforchildren.org/tampa/third-party-fundraising or
https://lovetotherescue.org/wp-content/uploads/2017/09/third-party-fundraising-guidelines-
updated-09-19.pdf and submit the request via this form:

https://lovetotherescue.org/host-your-own-event/

4.3 Fraternal Fund Raisers

Organizations desiring to conduct a fraternal fund raiser must request permission from the Potentate
using Appendix I1. The organization should not proceed with the fraternal fund raiser until they have
permission in writing from the Potentate.

When fraternal fund raisers are approved they must comply with bylaws of Shriners International.
The following disclosure must be printed prominently on all literature, posters, tickets, newspaper
advertising or any other means of promoting the event.

Only statement required:

""Proceeds are for the benefit of (Shrine
Association, Club, Unit etc.) and are not tax deductible as a charitable contribution™.

NOTE: Ifany advertising is done on radio and/or television, then the above disclosure statement
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must be announced.

All financial reports must be filed with the Morocco Shriners Recorder 60 days after conclusion of
the activity. All financial records must be maintained for seven (7) years.

Copies of advertising, tickets, promotional and any other printed material must be submitted with
the financial report.

A study by the Shriners Headquarters found that Shriners conduct more than 1,800 fund-raising
activities annually. Many of these fund-raisers are strictly for fraternal organizations and this is
perfectly acceptable. However, the individual purchasing a ticket, product, etc., or the donor
should always know, in advance, how the proceeds will be used. Compliance with the checklists
provided below will help ensure trouble free fund raisers.

CHARITABLE FUND RAISER CHECK LIST

Has written permission been obtained from current Potentate?

Has the current Potentate reviewed and approved necessary contracts?

Has appropriate insurance been obtained?

Has current Potentate examined all solicitation and promotional material toassure compliance with
Shrine bylaws?

Have National, State and Local laws been complied with?

Has a Statement of Purpose been included on all tickets?

Has the Financial Report form been completed and returned within 60 days after the date of the
activity?
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1.

Chapter 5 - Morocco Shrine Activities
5.1 Hospital Application Procedures

The procedures for making application to have a child accepted for admittance to a Shriners Hospital
for Children are important. There are certain procedures and routines that must be rigidly followed
Procedures in handling applicants with emergency burns are palticularly critical.

Every Noble should be aware of how to have a child reviewed for acceptance to Shriners Hospitals
for Children. In general, an applicant child must be under the age of eighteen and have areasonable
possibility the child's condition can be helped at one of our hospitals.

When such a child is discovered, first and foremost, determine the name of the child and the
parents or guardian, (particularly if the name of the child is different from that of the parent) the
age of the child, the address and telephone number of the family, and the problem. Never make
any promises or commitments to the family, because there may be reasons that would disqualify a
particular child. Provide the parent or guardian with the Shriners Hospital for Children information
number 1-800-237-5055 (United States) or 1-800-361-7256 (Canada) to the parents of the child.

This same information is necessary for both orthopedic and burns cases. However, in the event of
an emergency burn case, in most instances, the injured child has been taken to the emergency
room of a local hospital and much precious time can be saved if the name of the hospital, the
attending physician's name and phone number can be furnished immediately.

With this information, itisthen important to determine if the services of the Shrine are even
needed. In any case the parents or guardian must request our help.

In most orthopedic cases, where referral of a child or his family is made by a Noble, or even a
concerned acquaintance of the family, the family is aware of the referral and is eager to talk to a
representative of Shriners Hospitals for Children. Ideally the referring Noble should be the
child's sponsor. In many cases Shriners Hospital for Children will communicate directly with the
parent or guardian of the prospective patient to complete the application and set up an appointment.

One must be reminded that the application embraces highly personal information. The Health
Insurance Portability and Accountability Act of 1966 (HIPAA) is designed to insure the privacy
and security of the personal health information of patients. Keep this in mind when completing
an application and ask only those questions necessary to complete the application. For assistance
incompleting the application contact the Shriners Hospitals information number givenabove.

5.2 Procedure for Emergency Burns

IF YOU RECEIVE ACALL THAT A CHILD HAS JUST BEEN BURNED AND THE
SERVICESOFOURBURNSHOSPITAL AREDESPERATELY NEEDED:

Verify that emergency service (Rescue, Fire, or Police) have been notified and emergency services
have responded to the scene of the incident/ accident.
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2. Obtain the full name of the child, his/her age, the full name and address of the parent or legal

guardian. The child must be under the age of 18 as we cannot treat a child who has reached his/her
18" birthday, unless prior approval is obtained.

Know where the child is hospitalized, the full name of the doctor attending the child and the
telephone number where the doctor can be reached immediately.

When you have obtained the above information, help the parents call the Shriners Hospital for
Children information number or the Recorder whose telephone numbers, day and night, are listed
on the Morocco website. If initial contact is made to 1-800-237-5055 also follow up with a call
to the Recorder who will assist in making arrangements for obtaining a bed and transportation.

NOTE: area hospitals such as UF Health have a direct contact line to the several Shriners Burn
Hospitals and the hospitals will coordinate the need to transport the child.

Provide your name and a phone number where you can be contacted immediately with further
instructions or if additional information is needed. YOU ARE THE KEY TO THIS SMOOTH
OPERATION.

The following is a partial list of problems, complaints or diagnosis that may be treated by our
Shriners Hospitals:

Spinal deformities, spinal cord injuries, congenital deformities

Cerebral palsy, club foot, scoliosis

Spina bifida, rickets, skeletal growth abnormalities

Neuromuscular disorders, metabolic bone disease, limb length discrepancies
Juvenile R/A, amputees/prosthetics webbing hands and feet

In toeing, cleft palate, burns, burn reconstruction

Plastic surgery, dog bites, jaw reconstruction

Facial deformities, microtia/no ear, brittle bone disease

Hand/hip disorders, limb deficiencies, muscular dystrophy

Multiple sclerosis, extra fingers/toes

5.1 Donor Relations

The Donor Relations Committee's purpose is vital to the everyday operation of the 22 Shriners
Hospitals for Children. To provide some of the world's best medical care, at absolutely no cost
to patients and their families, Shriners Hospital for Children will spend over $1.5 million every
day of the year. Raising funds to cover the operation of the hospitals is no small task and often
not understood. Only 10% of the revenue to operate our hospitals comes from the Nobles'
annual hospital assessments, outright gifts and Morocco Shriners charitable fund raisers. The
Endowment Fund's earnings finance about 90% of the hospital’s operating budget.

In order to keep up with the ever-increasing costs of modern medical care and to meet the
construction costs required to keep our facilities in state-of-the-art levels of performance we must
keep our endowment fund healthy. Throughout Shrinedom this committee is vital to the hospitals'
operations and it is the job of all Nobles to contribute to this effolt.

There are many giving programs available through the Donor Relations Committee. These
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programs include the $100 Million Dollar Club and Permanent Contributing Membership programs.
The Donor Relations Committee also coordinates outright gifts from Nobles, Masons, former
patients and their families and friends who give to the hospitals out of the kindness of their hearts.
Many benefactors may give in the memory of a loved one. Every gift whether $50 or

$50,000 is important in supporting Shriners Hospitals for Children.

In addition, there are the planned gifts, such as wills and trusts, pooled income funds, gift annuities
and life insurance. Gifts of land, securities, either through a unitrust or other estate planning devices
are welcomed.

Nobles encountering potential donors are encouraged to seek assistance from the Donor
Relations Committee since there are many donor programs and many are somewhat technical.
The Donor Relations Committee of Morocco Shriners has people with the kind of training to
provide advice in such matters, as does the staff at our Headquarters in Tampa. The Donor
Relations Committee can arrange a speaker to address the public and Morocco Shriners
association, clubs and units .

All gifts for the specific purpose of Shrine Hospitals for Children and our Patient Transportation
Fund are tax deductible, provided the donor itemizes deductions on their Federal Income Tax
Return. Please contact the Temple Treasure for additional details or how to give.

5.2 Public Relations

Public awareness and perception are vital to the success of our fraternity and our hospitals. For
this reason, the Potentate appoints a Public Relations Chairman to manage this vital program. In
general, the PR Chairman is responsible for community and media relations, which provide the
fraternity with a higher degree of visibilityand a more positive image. He maintains contact with
local media and seeks to place public service materials and Morocco Shriners activity
information before the public.

The PR Chairman functions to make the public aware of all activities of the Shrine, its
association, clubs and units and to notify and enlighten the general public about certain
functions and important events. Each association, club and unit should appoint a public relations
representative who coordinates their efforts with the Morocco Shriners PR Chairman. The PR
Chairman has direct access to the Shriners International Public Relations organization, as well as
all of the PR material they produce and distribute.

Further, the PR Chairman is available to assist other Morocco Shriners committees to reach their
goals by making available public relations tools such as press releases, promotion of events, and
public awareness programs. This committee serves as an integral part of creating and advising,
both externally and internally, members and non-members and to help make more people aware
and understand out philanthropy and the common goal our membership works toward. The
responsibility of the committee involves the Moroccan, public relations, photography and a
Speakers' Bureau.

5.3 Speakers Bureau

The Speakers Bureau is an important component of Public Relations. It portrays the image of
Morocco Shriners and Shrinedom at-large by working closely with Shrine leadership and the
Shriners International Public Relations.
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The Speakers Bureau develops and maintains prepared speeches suitable for membership
motivation, for Shriners and general audiences, as well as non-Masons and non-Shriners. The
Speakers Bureau is comprised of professional and non-professional volunteer Shriners who go
outamong the general public and talk, discuss or debate the attributes of our philanthropy. The
Speakers Bureau will make guest appearances at Shrine, Masonic and other public and civil
meetings to carry the message of Shrinedom. The Chairman will be appointed by the Potentate
who, in turn, will recruit a sufficient number of members to fulfill the role of the Speakers
Bureau. Members should be skilled in public speaking and the content of presentations should be
informative and consist of factual information and not personal opinion or innuendo. A
successful Speakers Bureau can have a tremendous effect on our fund raising and membership
recruiting. Special packages of materials outlining the positive side of our work are available to
any Shriner that has the desire to discuss our organization with others that might not be familiar
with our work. Each Morocco Shriners association, club and unit should consider having a
member as part of the Speakers Bureau.

5.4 The Moroccan

The deadline for receiving material is always the Friday following the Second Wednesday of the
month. Material received after the deadline will not be published until the following month. Every
care is used to ensure that the articles and photos contributed are used. Email all material to
Moroccan@rasjax.com. Photos should be at 300 DPI for quality publishing in the Moroccan.

Advertising space is available in the Moroccan. The Morocco Shrine should be called for
information regarding advertising in the Moroccan.

5.5 Shrine Hospital News Distribution Program

The annual Shrine Hospital News Distribution is one of the most important Shrine charitable fund
raisers or events in which a Shriner can participate. It is the single largest, most rewarding charitable
fund raisers conducted by our members. It has always been one of the most public supported fund
raisers in the community.

The Potentate appoints a Shrine Hospital News Coordinator each year to coordinate this most
important fund raiser. As officers of your association, club or unit you need to work closely with him
and one another to see that all areas of our jurisdiction are effectively covered. In general, most of
the metro organizations conduct this fund raiser at the same time in order to maximize our coverage
in the Jacksonville area. Although some remote shrine clubs conduct their fund raiser at the same
time, others elect to schedule a different time. At any rate, all association, clubs and units need to
conduct this fund raiser at some time during the year and strive to have all their members participate.
While most of the planning and details of the Shrine Hospital News Distribution is left up to the
association, clubs and units, every Noble has an important role to play. This is a Morocco Shrine
fund raiser that should involve every Noble of Morocco Shrine.

In planning for this event, each organization should appoint its own coordinator who will plan where
the Nobility will distribute the Hospital News, in shop parking lots, but not in intersections, due to
liability concerns, where necessary, obtain permission to distribute, ensure each station is properly
manned, ensure newspapers and aprons are supplied to the Nobility, and ensure that donations are
received and accounted for. Nobles should wear their fezzes when distributing the newspapers. It is
permissible for ladies to participate in this fund raiser.
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A successful Hospital News fund raiser requires a great deal of planning. Additional help may be
obtained from the Shrine Hospital News Coordinator. He not only serves as liaison between the
Potentate and Morocco association, clubs and units on matters relating to Hospital News
Distribution but is also available for advice and assistance. More and more association, clubs and
units are beginning to see the wisdom of appointing a vice coordinator who can serve as Hospital
News Coordinator the following year. Continuity is thus provided and he doesn't have to stalt from
scratch. It is never too early to begin planning.

All of the donations must be turned in to the Morocco Shrine office. If a check is written, it should
be payable to Shriners Hospitals for Children. All of the money collected is pooled and turned into
Shriners Hospitals for Children at the end of the year.

The more Nobles and fezzes we have handing out information and talking about our hospitals, the
more we raise community awareness about our need for support of the Shriners Hospitalsfor Children.

Communication to your membership is often the key to maximum participation and a successful
Shrine Hospital News Distribution fund raiser. The Nobility cannot be expected to be enthusiastic or
help in something about which they know very little. Keep your members informed. Bear in mind
that not every member comes to each meeting and may not always have an opportunity to read each
newsletter. Find ways to get the work to every

member and encourage them to pitch in this most rewarding and worthwhile event.

5.6 Auditing Committee

The Potentate will appoint an auditing committee made up of the Treasurer and an appointee,
preferably one who is knowledgeable with accounting procedures. The purpose of this
committee is to insure that all associations/clubs/units are in compliance with all reporting
procedures and forms pertaining to money received and disbursed by them, assist them to insure
that all reports are turned in on time and that all federal, state and city laws have been met.
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Chapter 6 - Recognition Programs

6.1 Ambassadors

Webster defines an Ambassador as an official representative of a sovereign or state, a minister
of the highestrattle; and authorized or appointed representative or messenger. The Potentate
appoints Nobles who have distinguished themselves to this highly honored and esteemed position
to assist him in the programs of Morocco Shriners. These Nobles come to the attention of the
Potentate from his personal observation, nominations from association, clubs and units and
nominations from individual Nobles. The consistent traits of nominees are listed below. The
Potentate and future Potentates will often call upon Ambassadors and Ambassadors-at-large to
assist in the many impoZliant tasks necessary to Morocco Shriners.

It has been the practice to first appoint a Noble to Ambassador when a Potentate is confident
that the appointee has and will continue to consistently demonstrate superior service to Morocco
Shriners. When the Noble continues to consistently demonstrate the below listed traits over the
years, after his initial appointment, he is considered for appointment to Ambassador-at-large.

6.2 Ambassador/Ambassador-at-Large
Requirements for being appointed an Ambassador/Ambassador-at-Large:

e Isaleader, a valuable asset to the Potentate and Morocco Shrines, he is a respected citizen
and member of his community and a God-fearing individual.

e |s aware of Morocco Shriners affairs and can especially assist the Potentate and the
Morocco Shriners with those situations affecting the Nobility and Morocco Shriners
membership.

e Can assist any appendage Masonic Order by coordinating information concerning
Morocco Shriners affairs and/or welfare, between the Masonic Order and the Potentate.

e Should offer assistance to any Noble and his family who is ill or hospitalized, make
recommendations concerning physical and financial needs and convey the well wishes
of the Potentate for a speedy recovery.

e Should work closely with Morocco Shriners Membership Chairman to recruit novices for
Ceremonials.

e  Will work with the Morocco Hospital Committee and the Morocco Donor Relations
Committee.

o Will assist Morocco Shriners officers, associations, clubs and units to promote
attendance at Shrine functions when Morocco is the host.

o Will assist and encourage newly created and visiting Nobles to attend Morocco functions
and encourage affiliation and membership into Shrine associations, clubs or units.

e Should ever be alert to those Nobles who may need assistance afforded by the Florida
Masonic Home.

e Will assist at Morocco Shriners functions by being present, shaking hands, providing
concern and assistance to the Nobility, walking tall with a smile and wearing his fez
proudly.

o Will assist the Potentate and Divan with any other projects or activities as may be
requested of him from time to time.

6.2 Standing Tall Awards
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Each year the Potentate recognizes those individuals, both Shriners and non-Shriners and
organizations that are responsible for raising $1,000.00 or more for the Shriners Hospitals for
Children or the Patient Transportation Fund. An individual can qualify for this award with an
outright donation or personally raising the funds while participating in approved charitable fund
raisers.

The award period is from October 1st of one year through September 30th of the next year.
Association, club and unit committees, or Nobles having knowledge of anyone qualifying for this
award should notify the committee not later than September 30th of each year in order to have the
awards ready for presentation at the Morocco Shriners Awards Night normally held in November. It
is recognized that there are a number of scenarios and rationalizations used in qualifying someone
for this award. Recommenders are asked to use discretion in identifying members for these awards
S0 as not to diminish the meaning and prestige of the award. For example, should a person
participate in the Hospital News Distribution and personally collect $1,000.00 he can qualify.
However, if an association, club or unit collects $5,000.00 during the Hospital News Distribution, it
does not necessarily qualify five members for an award unless each person personally collected
$1,000.00. Questions about whether an individual should qualify for this award can be answered by
completing the Form A-20 Qualifications to Receive Standing Tall Awards. This form must be
completed and signed before approval.

6.3 Public Relations Awards

The Morocco Shriners Public Relations organization administers awards to Nobles, non-Shriners and
organizations for special recognition for their service to our fraternity and our charity. These
awards are normally presented at the Morocco Shriners Awards Night conducted annually in
November. Nominations for these prestigious awards come from the Public Relations organization,
Shrine associations, clubs, units and individual Nobles. The period of service considered is October
15t through September 30% Too often potential awardees go unnoticed because no one takes the
time to write up a nomination and forward it to Public Relations. Itis incumbent on the leaders to
submit these nominations when warranted.

Among the annual awards administered by Public Relations for presentation by a Potentate are:

Shriner of the Year for the unsung Shriner who best demonstrates the qualities of a Noble. It has
been generally accepted that no Noble is awarded Shriner of the Year more than once unless
extraordinary circumstances prevail.

Spirit of Shrinedom Award for superior contributions to Morocco Shriners.

Special Service Award recognizing members of the public who contribute an outstanding service
to our fraternity and charity.

Special Potentate's Award is recognizing outstanding service to our fraternity or charity. This
award is not based ona monetary contribution but ona commitment of time and/or talent.
Example: Arts and Crafts workers, Fun Days, Christmas Bonanza, Special projects.

There are no guidelines or point systems to be used for the judging of the above award
cateqgories, unlike 6.2, Standing Tall, and 6.4, Spirit of Shrinedom, which make direct
reference on how the awards shall be judged.
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6.4 Spirit of Shrinedom Awards

In order to equalize each organization's eligibility for these awards, the total points accumulated
by organization will be divided by the number of members. Thus, the awards are based on a
point's per member basis. There are three levels of annual awards.

=

8.

9.

20 points permember — Silver Award

40 points per member — Gold Award
60 points per member — Diamond Award

The first time an organization wins one of these awards, the base plaque will be
presented with a place attached signifying the level of the award with the year and
points-per-member engraved on this plate.

For each member of the 100 million Dollar Club" turned in during the current year. 15
For each new Morocco Shriners member that an association, club or unit is responsible
for obtaining. 25

For each Official Visit to a Blue Lodge by an association, club or unit. 10

For each Masonic youth organization sponsored by an association, club or unit. 20

For each participation in a parade by an association, club or unit (maximum points per
parade) regardless of number of units. 25

For each Official Visit to a Shriners Hospital by an association, club or unit. 20

Any association, club or unit with a 10% increase in membership during the current year.
25

For each $100 donated to Morocco Shriners Special Account. 25

For each $100 donated to the Patient TranspOltation Fund. 25

10. For each $100 collected for annual Shrine Hospital News Distribution. 25
11. For each $100 donated to the Shriners Hospital for Children. 25

34



Appendix A — Parade Forms

Appendix Al — Parade Decal Example

PARADE APPROVED

000
SHRINERS
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Appendix A2 — Parade Decal Request Form

MOROCCO SHRINERS

3800 St Johns Bluff Rd South, Jacksonville FL 32224

ASSOCIATION/CLUB/UNIT NAME:

PARADE DECAL REQUEST FORM
2018
$ 30.00 payable with application

DATE:

Year, Make, Model of Vehicle

Licensed for road use |:|

Owner's Name

Not licensed for road use |:|

Member #

Driver's Name

Member #

Drivers License #

Address

City

State Zip

Phone ( )

Decal # Amount

Year, Make, Model of Vehicle

Licensed for road use |:|

Owner's Name

Not licensed for road use |:|

Member #

Driver's Name

Member #

Drivers License #

Address

City

State Zip

Phone ( )

Decal # Amount

Year, Make, Model of Vehicle

Licensed for road use |:|

Owner's Name

Not licensed for road use |:|

Member #

Driver's Name

Member #

Drivers License #

Address

City

State Zip

Phone ( )

Decal # Amount
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Appendix B — Membership Forms
Appendix B1 — Petition for Original Membership

Ceremonial Date(s):

To the Potentate, Officers and Mobles of
of _ , state of
I, the undersigned, hereby declare that | am a Master Mason in good standing in

Lodoe#____ located in .

which is a Lodge recognized by or in amity with the Conference of Grand Masters of North America.
Furthermore, | have resided at my current address for not less than six months, as required by the Bylaws
of Shriners International. | hereby make application to become a MNoble of the Order, and a member of your
temple. If granted membership, | promise to conform to the Articles of Incarparation and Bylaws of Shriners

International and the Bylaws and Ceremanies of your temple.

— Shriners, situated in the city

Birthplace Date of Birth i f

Occupation

Have you previously applied for admission to any temple of the Order? Yez [No

If yes, what Temple? ___ When?
Residence .
(Streat Address) (City)
_ Lady's Mame ___
(State) (Zip) (Couniy) Lady’s e-mail ___
Home Phone | | Cell Phone { |} - —
Business Phone | ) - e-mail
. - / !
{Frint narne in FULL - initials are not sufficient) {Data)

Recommended and vouched for on the Honor of:

{Mobie’s PRINTED Nams) - (Signatura) (Member #)
(Nobie’s PRINTED Name) (Signature) - {Member #) o
Official Use: Fee: $_______ Paid: {Cash/Check/CC) Fez Size: 32011
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Appendix B2 — Petition for Affiliation

To the Potentate, Officers and Nobles of Morocco Shrinérs,
" Situated in the Oasis of Jacksonville, Desert of Florida
I, the undersigned, a Noble of the Mystic Shrine, initiated in

Located in on__

And n mentber of on

Which granted the attached Cerlificate of Demil, respectfully pray that I may be admitted a
Member of Morocco Shriners. I furthennore state that I have not been suspended or expelled in
the Order prerequisite to membership in the Shrine, since the date of issuing the Demit presented
herewith, I furthermore state that I have resided within the jurisdiction of Morocco Shriners not

less than six months, as required by the By-laws of the Shriners International.

MASONIC LODGE AFFI LIATION:

(Lodpe Nome & Mumber/Clty/Stale

Birthplace Date of birth
Professlon or Occupation
Residence L 5 .
MNumber & Sirgol Town Siate/Zlp Code
Business Address . o ] -
Nomber & Sireel Town Siate/Zip Code
E-mail Address Wife’s name
Date
Telephone (homea) {(work) (eell)
Signafure

(Name i full, inltials not sufficent)

Print full name here o

Reconunended by:
Noble Member #

Moble Member #
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Appendix B3 — Application for Demit

MOROCCO SHRINERS
3800 ST JOHNS BLUFF RD SOUTH
JACKSONVILLE, FL 32224

APPLICATION FOR DEMIT

TO THE RECORDER OF SHRINERS

LOCATED IN

HAVING MADE MY HOME WITHIN THE JURISDICTION OF MOROCCO SHRINERS,
JACKSONVILLE, FLORIDA, | RESPECTFULLY REQUEST THAT A DEMIT BE
ISSUED IN ORDER THAT | MAY AFFILIATE WITH MOROCCO SHRINERS.

YOURS IN THE FAITH,

NAME (PRINT)

SIGNATURE

STREET

CITY STATE/ZIP

TELEPHONE

PLEASE SEND DEMIT TO: RECORDER
MOROCCO SHRINERS
3800 ST JOHNS BLUFF RD SOUTH
JACKSONVILLE FL 32224
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Appendix B4 — Petition for Associate Membership

PETITION FOR ASSOCIATE MEMBERSHIP
MORGCCO SHRINERS
3800 ST JOHNS BLUFF RD SOUTH
JACKSONVILLE, FL 32224

Associato Membership $110

~ To the Potentate, Officers and Nobles of Morocco Shtinets, situatlon in the Oasis of
Jacksonville, Desert of Florida.

I, the undersigned, a Noble of the Mystic Shrine, initiated in : <.
Shriners, located at ,on (date)
And presently a member of _ N Shriners located at
, being eligible under §323,10(a) for a demit,
With §323.7. 1 furthermore slate that T have resided within the jurisdiction of your Center not
less than six months, as required by the By-laws of the Shriners International.

I am currently a member in good standing in Lodge No.
Located at > '

Wife’s Name

Birthplace Date of Birth

Profession or Occupation

Residence

Number and Street City State Zip
Business Address B
Number and Stroet City State Zip
Home Phone Work Phone - Cell
Email Address
Date
Signature Y
(Name in full, initials not sufficient)
Print Full Name here
Recommended by:
Noble Member #
Noble Member #
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Appendix B5 — Petition for Restoration

PETITION FOR RESTORATION

e SHRINERS
TO THE POTENTATE, OFFICERS AND NOBLES OF
SHRINERS, SITUATED IN THE CITY OF, STATEOF ,
|, the undersigned, as-a member of SHRINERS, was suspended for nan-payment of dues
years ago, and | respectiully request that | be restored to membershipin SHRINERS.

if my request is granted, | promise to conform to the articles of incorporation and bylaws of Shriners Intemational,
together with those of this temple. | furthermore declare that | am a Master Mason in good standing in
Lodge, No., located at or have otherwise
met the prerequisites for membership under the bylaws of Shriners International.

Birthplace DateofBirth
Occupation S N
Residence - S £ o
(Strest Addsess, City, State, Zip. County)
Business Address o e
(Strest Address, City, State. Zip. County)
Mail Address
(Strest Address, City, State, Zip, County)
Home Phone - . Cell Phone
BusinessPhone - - _emal , .
Lady’s Name Lady’s e-mail
Name S ) S
{Printed name in FULL - initials are not sufficient!
Signature / /
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Appendix C — Activity Building
Appendix C1 — Activity Building Guidelines

ACTIVITY BUILDING
MOROCCO SHRINE CENTER
3800 ST JOHNS BLUFF RD SOUTH
JACKSONVILLE FL 32224
904-642-5200

GENERAL GUIDELINES

B 4 ¢

It is the responsibility of the group using the auditorium, meeting area or reception area to make certain that
upon completion of the cvent the arca is put back to the layout posted on the outer lobby bulletin board.
Failure to do so will result in forfeiting your cleaning deposit.

If you take down or remove tables and chairs from any area you must put them in the I¥' floor storage area or
the 2''Y floor storage area and replace them when your event is over, Do not lean tables and/or chairs against
the walls in the hallways, as that is in violation of the fire code and the building could be shut down by the
Fire Marshall if discovered. This also mars and marks up the walls,

The air conditioning/heat and lights are on timers and will turn of f nutomatically, but if your event is over
and there is still time left on the timer, manually turn the timer off, Do not turn the air/heat on more that one
hour prior to your event.

If you have requested the use of microphones and the PA systom make sure that the unit is unplugged and
the batteries are turned off in the handsel. Please place these items in the metal cabinet on the stage. Make
certain you lock the cabinet. You will be charged for any damaged or missing items. If you had a problem
with the use of the system please leave a not letting us know of the problem.

All trash must be collected and taken out to the dumpster at the conclusion of your event.

Clean all floors by vacuuming and/or mopping as required.

Our cleaning service maintains all of our restrooms with paper products, etc, There is a small supply of
products in the supply closet in each restroom, The small vacuum and mop, plus a small supply of extra
trash bags can be found inside the closet in the Ladics Room. There are a couple of trash bags in the bottom
of each of the can to replace the bag taken out,

8, The glass automatic sliding door is to be turned off and locked from the inside. The lights in the outer

lobby and portico are manually turned off. The parking lot lights are on a timer and will go off
automatically.

PLEASE NOTE!

If you do not know the location of or how to operate any of the afore mentioned items and/or need the code to get
into the building you may contact the business office and arrange a time to meot with you prior to your event,
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Appendix D — RV Park

Appendix D1 — RV Park Rules

MOROCCO SHRINE CENTER
MOTORHOME PARK RULES

e Please park straight on your side.
e Outside structures, equipment, appliances, excessive clotheslines, ect. are not permitted.
e Quiet hours are from 11:00 p.m. to 8:00 a.m.

e No more than 2 pets are permitted per site. You must clean up after your pet. Pets must
be leashed at all times.

e Open ground fires prohibited.

e Toinsure a litter free site, please deposit your refuse in the dumpsters located adjacent
the south side of the Morocco Shrine Auditorium.

e All guests must register at the office. If the office is closed for the day, register the next
morning.

e No recreational riding of any motorized vehicles allowed.
e No generators during quiet hours.

e One camping unit per site.

e Adults are responsible for their children.

e Check in time is 2:00 p.m. Check out time is 11:00 a.m.

e Discharging of sewer, gray water, or hazardous materials on the site or adjacent grounds
is not permitted.

e Guests are responsible for the cleanliness of their sites and must keep their area free litter
and maintained (mowed, weeds cleared out, etc.) within 15 feet of your vehicle.

e Motor homes must be licensed, have insurance, and be in good running order. No JUNK!

e Utility trailers, boats, and motorcycle trailers are not permitted on site. They must be
stored in designated dry storage area.

e All guests MUST provide a telephone number in case of an emergency.

e Parking passes showing the effective date(s) of stay must be displayed on the lower front
window on all recreational vehicles.

e Annual passes will be pro-rated to the end of the year. In no case will annual passes
extend into the next year.

e The RV Park is available to Shriners and vendors only. It is a recreational vehicle park
and intended for short stays only, not as a permanent place of abode.

IF YOU CANNOT ABIDE BY MOTORHOME PARK RULES LISTED ABOVE, PLEASE BE
AWARE THAT YOU WILL BE SUBJECT TO A FINE AND/OR REMOVAL FROM THE
PARK.

Please contact the Recorder’s Office at 904-642-5200 ext. 23 for current rates.
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Appendix D2 — RV Park Registration

RV LOT MOROCCO SHRINE

SPACE #
NAME
ADDRESS
CITY STATE ZIP
TELEPHONE EMAIL

TYPE OF VEHICLE

PLATE NUMBER

DATES OF STAY

PAYMENT

By registration and payment of a fee, and in consideration for privileges extended by Morocco
Shriners, the parties agree that LICENSE is created to park one recreational vehicle or motor
home for the time period for which the fee is collected and that NO BAILMENT is created or
intended. Further, the parties agree that Morocco Shrine is not responsible for any personal
injury, property loss or any other casualty or loss occurring on or about Morocco Shrine
grounds and that the undersigned Licensee agree to acquire and maintain policies of insurance
providing coverage for any such losses at his or hier own expense. Further, the undersigned
acknowledges that he or she s aware that no security personnel or devices are provided by the
Morocco Shrine and that he or she will be absolutely responsible for his or her own personal
safety, the safety of his or her guests, and the safety and security of his or her own property.
Further, the parties agree to pay for any damages to the Morocco Shrine property.

OVERNIGHT OCCUPANCY LIMITED.

SIGNATURE
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Appendix E — Financial Guidelines
Appendix E1 — Financial Ledger Guidelines
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Appendix E2 — Financial Ledger Example
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Appendix F — Protocol

Appendix F1 — Optional Official Visit Seating — Head
Table

DINNER SEATING ARRANGMENT
POTENTATE AND DIVAN INCLUDED

&

S0 o 0 { G O
= 22 £ £ 2 E E B
s = - = ;; = =
= g = < 172 8
Z 2= - E Z 234 Z =
= ZE = = o 2 =]
= TE = z = 5 = =
4 8 = & 2
- Z E
e

Note: Other vacant seats at the head table may be occupied by members of
the Appointed Divan and other Officers alternated by rank. Guest speakers
may be placed to the left of the President.

At times adequate seating in not available for all Divan members and

officers. In this case the Potentate and Divan will be seated at the head table
with only the President. Other officers will be seated elsewhere.
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Appendix F2 — Optional Official Visit Seating

DINNER SEATING ARRANGMENTS FOR

POTENTATE. DIVAN. OFFICERS & WIVES

r

Past

Appointed
Divan &

Presidents

& Wives

Wives

Past

Potentates

& Wives

Newly

Elected

Directors
& Wives

_—
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s/unis{nis/s/s/ss/e/ulaluinlsiniaisisin siuls

Recorder's Wife
Recorder

Oriental Guide's Wife
Oriental Guide
Secretary's Wife
Secretary of Club
Assistant Rabban's Wife
Assistant Rabban

2nd Vice-President’s Wife
2nd Vice-President
Presidents wife
Potentate

President

Potentate's Wife

Chief Rabban

Chief Rabban's Wife

1st Vice-President
14 Vice-President's Wile

High Priest & Prophet

High Priest & Prophet’s Wife
Treasurer of Club

Treasurer of Club's Wife

Treasurer
Treasuror's Wife



Appendix G — Required Forms
Appendix G1 — Anticipated Officers (Post Election)

Anticipated Officers
PLEASE FILLL OUT COMPLETELY AND SUBMIT TO:
MOROCCO SHRINERS - RECORDER
3800 ST JOHNS BLUFF ROAD 5.
JACKSONVILLE FL 32224-2620
TELEPHONE (904) 642-5200 FAX (904) 642-5203

Mame of Organization

President
Harme Wife's Name
Address

City. State, Fip
E-mail
Preferred Telephone &

18t Viee President

Mame Wife's Manme
Address_____
City, State, Zip

E-mail
Preferred Telephone &

2nd Vice President
Marme Wile's Name
Address

City, State, Zip
E-maill
Preferred Telephone &

Treasurer
Marme Wife's Mame
Address

City, State, Zip
E-mail
Preferred Telephone &

Secretary
Name Wite's Mame
Address

City, State, Zip

E-mail

Preferred Telephone &

Membership Commitiee Representative
Title

Marme Wife's Name

Address

City, State, Zip

E-mail

Preferred Telephone &
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Appendix G2 — End of Year Financial Report

IMSTRUGTIONS POR PREPARINGE RERORT

i

ral Revanue Servics requirements formaintsining Shriners

Infemations! group exemplion, In addition 1, complying with the statament of financial poelidh per Shine Law Section
8378, The repest ie an EXCH. spreadshest andis avalable anling viz Shriners Village or the Shiiners Infernational
wabsites. If you complsta the raport online It will sutormatically caloiiale totals, Wall the vriginal to the templo affice
spopsnting the Ciub or it by February 1* and kzep ﬂ@p‘_l.fi]fyﬂlﬂ'lm'ﬂﬂﬂs. NOTE: Pleasa disceoard fhe lins #

Wnﬂ@jmﬂ!ﬂﬂmpw .

2. ."Thes finsnalal statements sheuld be prapared oiva modified scorual bass. S
Sacion 2, Pages 2844, for detalad Insfruckions.

{
"o All Tnformution on this report cempliss willk the Inter

"Tempke ]ﬁnanmﬂ dhanal® (A T.E)

3. Cheals thefollewing Bemres: .
#) Be sue addions and sublaclions are corract and are i agreament with the underlying repords. .
by The smnount ntered for *Balanes, begnnlng of yee® n Mot Aststs seclion, must agree with (he amount reported

forBalancs, end of year” In the prbr year's Financial Stataments. i -
o} 'When the swpkes (doficl) In the Statement of Activities s added to or deducted from the Met Azsets “Badanoe,
heginning of vear,” the result represents tha Nat Assets, and of year, Toml Assels mast equal Tolal

Lichikbes & MNetAssets,

4. Revenus sccrunis: feportall applicable line feme)

) Thera ara e types of Shine findralsars: Chariakis snd Fratemnal. Fundreislng gross revenuas must bo lentified
bylype. Inchde on the §ne “Fundralsing (Gross) — Charftable (Code J)" the folal of @ reveoues @poded on Be
Shedne Charity Acthity Formes completad duving the year. Total revanues from fundraisers for the benafit of the
el or unit sheald ba reportad on the line “Fundralsing (Gioss) — Frateral (Gode 1", ‘The esaccirted copanset Lo
spansortie fndraiser ara to b reported-on the appropriale lines it the EXPENSES section (Gotes 8 & ).

b) Socllactiviies and visiteion (Codes F & F) relmbersaments intluds e gross racsipte kom sdle af fekels for ips,
dances, efo., nok held for fundralsing purposes.

{ € Investment Income (Coda H) shatdd include dhidends and Interest aciually moeived durhy the year plus the amaint

of hierast cradiled to e aosount 56 of December 31,

6. Bxnense anooumts (raport all applinabis e H2me)
of hakding aclivites lsed undsr 4 (a).

a) Fundralsing (Godes B & 9) expenses |nolude the cost
b} Sodal activities and visiteiion (Codes 3 & 4) expunsas Inelerdes gt costs of antartaivenent, iemsportation, lodging,

meals, ete, Weored In connsction with the ackilies isted Uader 4 {b).

o) Members relatlons [Code 100 Ineluda gifls to Mobles such 2 flowats.
d) Transfar to femple (Coda 17) represents donations to Temple's operating and desiynated funds,

B. A detated st af ity shoukd b attecked for the eccount raquesiad on the ?Is:l.amntnﬂi'hmdal Poslilon, For
each checking and saving acoourt, ettach & copy of December 81 year end and following January 31 bank statemants,
Aty unusus! smounts ehoold be supportod by & detaliad Bst of explanation.

7. GeneralOrder Mo, 1 does rot allow net proceeds from charflable fundrelsers o be held by & club or urilf, Ceneral
Order No. 1 states that vp to % nel procancs meay be requested to be held by 2 temple b be yabd exchusively for hooplal
patient transportallon sxpenses, The resulls of the charitabie fundralsing ectivity must be reparted to the Temnple
Potanlate on the Charly Acthily Form and submiled 1o the Pascubive Vics Prusident — Shriners Infernational wihin sy
days of the actlity, A sk or unitis pof pemitted to mantsin a sepaats hospitel patieat iransportaton fund.

8 Underlyihg scoounsting records, benlc slstements, recaipt hooks and Inveloes should be kept envalialle for inspesfion
and sl for ot |east seven (7] years,
I hereby detlase under the penalfiss of perjury thet this authorization (inchsding sy accornpanying schediles and
mn]muﬁafg ]![mn covprrinesd by re and to the best of my inowlkedge and helisf s frae, corract ond complele and

: [ g I

A 15
Jign
Here: - . . -
Efgearurs of Cffises Pregaring Fom [iET it FhonaMumbs
E{E;m1nr.|l'|l.ﬁ]ll::||nln‘|lhﬂ B Datn . Phono Humbar
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REPORT OF SHRINE CLUBS AND TEMPLE UNITS

Mame af Shrine Club or Linit

Addrmss

Place of Meztings

Membership End of Year

{File wath Temole Office)

Emplayer Identification Number{Shrine Clubs only)

Temple Having Jurisdiction

Charler ar Onganization Date

Dales Regular Mestings Held

FINANCIAL STATEMENTS

Statement of Activities
Year Ended December 3151
(line & an Part WIl, pg 8. Farm S90)

REVENUES

Line Code

ib u] ConinbuSian, Gifts & Donatians

2 E Sacial Activities & Meals

2 F Fratemal Meslings & Visitations

2 G Dues, Initiation Fees & Assessments

3 H Imvestment Income®

Ba | Fundrasing® {Gross) - Fraternal

2 J Fundrasing® {Gross) » Charitable

LB K Sales Tax Collecied

1 L e Rewerues®

** TOTAL REVENUES

{line # an Part 120 pg 10, Form 980)
Line EXPEMNSES

1 Adminisiratve Cost:
241 la  Telephone and Liiities
241 ib Office Supplies and Expenses
24§ ic Tares, Licenses & Professional Fees
241 1d Interast Expense on indebtedness
Building Operations & Mainterancs
2df ] {exacludes depreciabon reported below|
24§ 3 Sacial Activities & Meals
241 4 Fratermal Meslings & Visitations
21 -] Dues Paid {pymis 1o affilales)
241 & Promalion & Publicity
24§ 7 Chartable Cantribubions*

::I"w 8 Fundraising® {Gross) - Fraternal
24f ] Fundraising® {Gross) - Charitable
244 0 Member's Relalions
244 i1 Trarsder to Temgle
249 12 Other Expenses®

TOTAL EXPENSES
i1 through 12)
Excess of Revenuesi{Expenses}
24§ 13 Depreciation
14 Surplus {Deficit)

** if amount is greater than $50,000 for a club, the temple’s accountant must
include this financial report with annual 950 group retwrn for this year. All unit
information must be included on the temple return regardless of the amount.

Staternent of Financial Position
Year Ended Decamber 3131
{Part X, pg 11, Farm 980)
ASSETS

Cash: on hand

Cashe  in checking®

Cash: sawvings flex account®

Certificales of Deposits:

Accounts recervable®

Inventones for sale ar use

Prepaid expenses*

Investments®

Land, building=s & equipment {§ cost
[attach schedule of property)

Minus sccumulated depreciation i
Onher assels®

Tolal Assests

LIABILITIES

Accounts payable & acoued expenses
Mortgages & other notes payable®
Onher Eabilities®

Talal Liabilites

MET ASSETS

Balance, bagirming of the year

Surplus [Dehcit)

Balance, end of year

Tolal Liabilites & Yearend Balance
Mel Assets

NOTE: b+c=d and d must=a

*Attach detailed list of activity.

Updated MOV 2010

2-3Ta

51




Appendix H — Parades
Appendix H1 — Non-sanctioned Parade Request

To: Potentate, Morocco Shriners
3800 St Jehns Bluff Road §

‘ Jecksoaville, FL 322242620
Viw  Orieatal Guide info@moroccoshrine.org
Ilvstrious Sin:
Our parade unit requests your permission to partivipate in & parsde not sunctioned by Merocco Sheiners, This pirids: dows not
in any way confliet with asy Moreceo Sheiness functions. It is understood that permiission 1o participate must be requested at
least two (2) woeks pelor to the parade, "The following information i provided concerning the parade:

NAME OF PARADR R R s e e

LOCATION OF PARADE = - — R

DATROFPARADE___
BRIEF DESCRIPTION OF PLANS POR PARTICIPATING IN PARADE : S -

URIT RAME__ __ UNITHEAD & TITLE e
ADDRESS . CITYIIP
TELXPHONE NUMBER DAY __ NIGHT

~ (SIGNATURE OF UNIT HEAD) -
DATERBCRIVED

__APPROVED ___ DISAPFROVED i1Y ORIENTAL GUIDE

(SIGNATURE & DATE)
_ APPROVED DISAPPROVED BY POTENTATE

(SIGNATURE & DATE)

REASON FOR DISAPPROVAL
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Appendix | — Fund-raising
Appendix 11 — Fund-raising Activity Approval Form

FUNDRAISING ACTIVITY APFPROVAL FORM

T(:  Potentate, Shriners, Shnners International

RE: Appoval i Conduct a Shrine Fundmizer
We respectfully request penmisson to hold e following fundraising activity:
|j Fmiernal Purpess The statement of purpose and disclosire published on its

solicitation matarial, tickets, programs and documents, including
all electromically transmited matarial, regacling e wse of (he

procesds shall read:
Provceds are for the bonefit of | _ Bhriners)
[ Shries Club) activitics. Payments

are nod deductible as charitable contributions.

£_| Chanitable Purpose The statement of purpase publshed on its selicitafon material,
tickets, proprams and dosumenis, inchiding all electronically

transmitted material, regarding the uze of 1he proceeds skall reqd:
Procesds are for the benefil of Shriners Hospitals for Children,

SpoaEar OF The Activity:

{Temple, Unit, or #hrine Club)

Type of activity:

Drates) of acivity: S B—
Where held:

Requested by President or Chairman: e

Malling Address:

Phone: {Businass) ____(Home) B

The complation of the above questions follows the Shivine Fundmizsing policy and proceduras as defined o
General Order Mo, | under the Fundeaising Activities secton. Do not us thiz ferm {oe thied party fundeaising
events benefiting Shriners Hospitals for Chiléren, A separatc letber must be submitied stating the event
coordinator's name, mailing address asd plwone number,

AR FERA k**ttﬂ“tmi!t f-DI:' TE‘-EI'I[I'I’.: 'I_'a:_ unh*i frird R FRER

Reguest Mumber Foequesl Recel ved

Date
Approved by Commilles Dhate Potentates Approval Dhate
Financial results received File closed -
Tate Drate
For a charitable fundraiser, assigned Charily Activity Event Mo,
Chariteble net proceeds transmitied to Shriners Intemational Headguariers =
Ia
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Appendix 12 — Shrine Charity Activity Form

SHRINE CHARITY ACTIVITY FORM
Evenl Mo, seLed Wheraby, 100 Pencent of
Mal Procesds to be Diskibuled fo Shrirnere Hospitala for Chikdran

Aalivily Sporaored by . _

(TempdeiAasociation) (Unit'Shrine Clb)
Type o Aciivily It athielic event # spectalosT
Datels| of Activity through

Pearmission to engage im this cheritable fundrzising activity and i usa the name, 'Shrinars Hospitals for
Ghildren' is sulhwarized by

Chairrnan, Baerd of Directars
Chairman, Board of Trustees

EE E I EEE N EIENEN EE IEENEN EERES SR EE N E EENEEENENFEEEEE N EEEEENFEEEEAEEEEERE

FINANCIAL REPORT
1. Priar Year Activity Mumber and Resene Amound -
RECEIFTS:
2. Cash Cdlacted 5
3. Choesks Bond Diroclly to Mospital!Gonaeral Offics g
4. Other recalpls [See bole): 5
]
5. Inferest of Acthily Cash Resense Balancs ]
B, TOTAL GROSS RECEIPTS (Total llems 2 thiu &) ¥ 0.0
EXPENSES:
7. Direct Fundralsing Expendilres (See Nole):
3
3
3
Total Diract Expenses ] 0.0
. Indirect Fundraising Expendiures (See Kota):
¥
b
¥
Tolal Indimct Expenses ¥ 2,00
2. TOTAL EXPENIEE (Tolal of ilems 7 and 8) ¥ 0,00
13, MET PROFIT* iLine & less line ) $ 0.00
11, TOTAL svAILARLE FOR DESTRIBUTION (Line 1 plus Ene 10) : ] il
*#Amy lose must be sbeorbed as & Temple expenss.
HOW DIETRIEUTED
HETRIBUTION T
12, Shrinera Hospilsls for Children/Buens [nsfitute ]
13, Chacks Sent Directly bo Hosgital'Ganeral Office (same && ling 3) 8
14, Requestlo be Retained for Hospital Transporafion Fund §
16, Coslof Van Purchased for Hosgpilal Transporalion ]
16, Curend Resere (may not exceed amourt on line 8) k1
1T, TOTAL DISTRIBUTION {must equal amount an line 11) ¥ 0.00
Financial Report Prepared by:
Titla Data

Mote: Adlmch cetailed sl P additicnal space i noeded,
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