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Miscellaneous 

Do not use “Brother” with a title and full name. The correct way 
is Most Worshipful (do not use “Brother” here) Werner Herman 
Morlock, Grand Master of Masons in Virginia. When using just the 
last name, the correct way is Most Worshipful Brother Wilkinson, 
Grand Master of Masons in Virginia. 
 Lodge Under Dispensation – If used as a heading in Methodical 

Digest, then caps; if a specific Lodge U. D. is referred to, use 
caps; otherwise use “under dispensation” in lowercase. 

 Divine worship – Just as it is. 
 Working under a Charter – Just as it is, as long as it is a Mason-

ic charter. 
 Grand Lodge Seal – Caps, unless it refers to some other Grand 

Lodge; then use “seal” in lowercase. 
 Grand Lodge Jurisdiction – Same as “Grand Lodge Seal.” 
 Office of Grand Secretary – Caps if the position of Masonic 

Grand Secretary is referred to; otherwise lowercase. 
 Grand Secretary’s office – lowercase if physical location re-

ferred to; otherwise, Caps 
 Un-Masonic – preference is un-Masonic 
 Order – When referring to Freemasonry, caps; otherwise lower 

case. 
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 Degree of Entered Apprentice 

 Degree of Fellowcraft 

 Degree of Master Mason 

 District (followed by District number with its letter always capi-
talized) 

 First Degree 

 Fraternity 

 Lecturer 

 Lodge (except for other organizations, such as Odd Fellows.) 

 Masonic 

 Masonic Temple or Hall 

 Master Masons’ Association 

 Master Masons’ Lodge 

 PM-AM 

 Refreshment to Labor 

 Seal (of the Lodge) 

 Second Degree 

 Secretary 

 Standing Committee 

 Symbolic Degrees 

 Symbolic Lodge 

 Third Degree 

 Trustees 
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Randolph Lodge of Research, please adhere to these style points.  
 
1. Every manuscript should contain the author’s name, 

Masonic affiliation (if any), e-mail address, physical 
address, and convenient telephone number on the first 
page.  

2. A full copy of the research paper must be presented to the 
Lodge Secretary for inclusion in the Lodge Minutes.  

3. Master of Papers will have the research paper emailed in 
the following format: 
 The Lodge officers cannot retype handwritten or .pdf 

manuscripts. Manuscripts should be submitted in 
Microsoft Word or, as a less-preferred alternative, rich 
text format at secretary.prrl1774@gmail.com .  

4. Use the following guidelines to ensure that the electronic 
manuscript you submit will be ready to edit: 
 All manuscripts should be set in 12-point Times 

Roman. Use the same typeface, or font, throughout the 
entire manuscript. If a second font containing special 
characters not available in standard typefaces is used, 
please alert the Master of Papers.  

 Make sure that there are no comments, annotations, or 
hidden text whatsoever in the final version of the 
manuscript that you submit.  

 Do not use the space bar to center text, achieve tabs or 
indents, or to align text.  

 Do not use the automatic hyphenation feature. There 
should be no “optional” hyphens in your manuscript.  

 If a chapter has more than one level of subheads, 
differentiate them visually with centering, bolding, 
underlining, etc.  

 To insert notes, use your software’s built-in 
ENDNOTES feature. Use the feature “as is:” please 
don’t reset any of the options. The benefit of the built-
in notes feature is that it connects the text of a specific 
note with a specific place in the text. These embedded 
notes can be moved, combined, or deleted with ease; 
the number in the text will always carry its text with it, 
and the notes will automatically renumber as needed. 
If you do not use your word processor’s note-making 
feature, use superscript to indicate note numbers in 
text. Research papers for presentation in Peyton Ran-

Peyton Randolph Lodge of Research No. 1774 

7 

Lodge Number 

Never use the # sign for anything – always use “No.” 
Past Grand Master  

Whenever a Past Grand Master is in an article, use the titles as 
above, but put in parenthesis (after his name) his year, e.g.: 

Most Worshipful Alan Wayne Adkins (1997) 
Book Title 

Whenever a book title is used, put the title in italics when 
within the article or footnote. 

Phone Number Format 

804.123.1234 Phone (if home, work or cell is unknown) 
804.123.1234 Work 
804.123.1234 Home 
804.123.1234 Cell 

Numbering Format 

 Numbers or dates should avoid using th, st, nd, or rd, howev-
er, when used do not superscript the th, st, nd, or rd. 

 10th not 10th 

 Use numerals 1-10 
 Spell out numbers 11-999 

 
The Words Listed Below Are To Always Capitalize: 

 Annual Communication 

 AM PM 

 Brethren (When written text consider use of members as an al-
ternate.) 

 Brother (When written text consider use of member as an alter-
nate.) 

 Craft 
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bibliography by using hard returns and tabs in the 
middle of an entry. Instead, use the hanging indent 
feature in your word processing program. If you are 
unsure how to do this, simply indent the first line of 
each entry (i.e., format them like the paragraphs in the 
rest of the book).  

 For feature articles, no two pages of your manuscript 
should have the same number, and no page should be 
submitted unnumbered. Number the pages 
consecutively throughout the manuscript.  

5. Grammar and mechanics should follow current Chicago 
Manual of Style guidelines.  

6. Feature articles should keep the readers focused on the 
topic, Freemasonry and the fraternal experience. To 
accomplish this, please keep to an absolute minimum any 
first person references. Likewise, please do not use second 
person references.  

7. We want to present the readers with lively writing. Please 
restrict the use of passive voice verbs to the appropriate 
situations. In most cases they can and should be 
eliminated.  

8. With very rare exception, all feature articles must be fully 
referenced.  

 
 
General Rules 

Full titles 

In articles and by-lines, use full titles: 
Most Worshipful 
Right Worshipful 
Worshipful 
Brother 

Caption Abbreviation in Articles 

In picture descriptions use abbreviated titles: 
M. W. 
R. W. 
Wor. 
Bro. 
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dolph use the Chicago Manual of Style format for 
manuscripts, including endnotes. An example of the 
correct citation style for commonly encountered 
references are as follows:  

For a book:  
1. Albert G. Mackey, An Encyclopedia of Freemasonry and 

Its Kindred Sciences, Vol. 1 (New York: Masonic History Co., 
1919), 65.  

For an article:  
8. Noel P. Gist, “Secret Societies: A Cultural Study of 

Fraternalism in the United States,” The University of Missouri 
Studies Quarterly, 15:4 (1940): 84.  

4. A quick style guide may be found on-line at: http://
www.chicagomanualofstyle.org/tools_citationguide.html .  

 Do not assign “styles” to achieve different formats for 
subheads, block quotes, paragraph indents, etc.  

 The default, or “normal,” style should be the only 
style in your manuscript. If your program 
automatically assigns a special style to automatic 
endnotes or footnotes, however, that’s okay.  

 Produce any special characters using your word-
processing program’s built-in character set. But do not 
“make” a character by combining more than one 
character or using graphics or field codes. If a special 
character is unavailable in your program, hand-insert it 
on the printout and write the correct character and its 
name in the margin (e.g., Þ, thorn); then call it to the 
attention of the Master of Papers in your e-mail.  

 In a list of references, for successive works by the 
same author, use six hyphens (i.e., ——-) in place of 
the author’s name after the first appearance.  

 Do not insert an additional hard return to create extra 
space between paragraphs. Where you wish a space 
break in your article to indicate a change of subject, 
type “<space>” on a line by itself.  

 Format prose extracts (block quotations) and verse 
extracts with your word processor’s feature for 
indenting paragraphs. Insert a hard return only at the 
end of a paragraph or a line of verse. Do not “line up” 
text using the space bar; adjust the indent level 
instead.  

 Do not manually create hanging indents for your 
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