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The Imperial Court of Western, Massachusetts, Inc. is a 501(c)(3) organization that: 
 

 Our Mission - We are an all-inclusive and innovative philanthropic 

organization that empowers, engages, and unites the community through 

fundraising, community events and celebrations. 

  Our Vision – To strengthen the understanding and pride of diverse 

individuals, and foster equity and equality that transcends generations.    

 

CHAPTER I: ORIGIN 
 

Section 1.1 Purpose of this Document 
 

(a) This document is a guide to help members understand the way the Imperial Court Operates and 

why we do the things that we do.  This Policy and Procedure manual can help clarify any 

questions you might have.   
 

CHAPTER II: MEMBERSHIP 
 

Section 2.1 Privileges of Members 
 

(a) Anyone from the public can participate actively in any meetings, discussions etc.  However only 

members have the right to vote on matters concerning the court, New Members must meet the 

following requirement in order to vote on a matter pertaining to the organization:  

 
(i) New members of the ICWMA are eligible to vote immediately upon paying their 

annual dues.  Dues are set annually by the Board of Directors.  
  

(b) The BOD reserves the right to reject any application for membership 

 

(c) Members are encouraged to host and sponsor fundraising and social events upon approval from 

the Board of Directors (see Chapter IX of this document). 
 

(c) Members titles are determined based on length of service within the organization, the longer you 

are a part of the organization the higher your title will be, unless you are running for one of the 

two Monarch positions. (The Highest Titles in our organization)  
 

(d) Any member shall have the privilege of examining the financial records of the Corporation.  The 

Treasurer must open the Financial Record Book to the member within one (1) week after written 

request to do so. 

 
(e) Any member who meets the requirements of:  

 

1. Attending at least 3 out of state coronations and 3 out of state functions.  
2. Attending at least fifty (51) percent of annual meetings of the year prior   

3. Served on the Board of Directors for at least one year  
 

May submit a Monarch Candidate Application (Appendix E) and be considered for the position. 
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CHAPTER III: PROTOCOL 
 

Section 3.1 Definition 
 

(a) Protocol:  According to Webster’s New Revised Dictionary (n.) a code of ceremony and etiquette 

followed by diplomats, heads of state, and the military. 

 
(b) All Protocol matters not addressed herein are to be referred to the Minister of Protocol and/or the 

College of Monarchs for clarification. 
 

Section 3.2 Responsibilities of the Minister of Protocol  
 

(a) To maintain a current list of all members for protocol with their correct titles.  Prior to any 

protocol event, the Minister of Protocol must have the list reviewed by either of the Reigning 

Monarchs to verify all names and titles are correct.  The Minister of Protocol is responsible for 

ensuring in-state and out-of-state guests are announced to the dais during a protocol event. 
 

(b) To ensure everyone is lined up in order for Protocol presentation. 
 

(c) The Minister of Protocol is appointed by the Board of Directors 
 

Section 3.3 Dress Code 
 

(a) At all functions your dress is important, for it reflects your status within the Court, your 

Monarchs, and the regal appearance the International Court System is known for. Not all 

events require a tuxedo or ball gown and a crown.  These guidelines should help you 

make appropriate decisions in attire to suit the occasion. 

 

(b) State Functions: 
 

(i) State Functions are State Dinners for visiting dignitaries: Monarchs Ball, ICP Ball, 

Investitures and Coronation. These events are strictly formal in nature. The overall 

concern should be presenting a regal and royal appearance in both look and actions 
 

1) All members are expected to wear formal, military uniforms (service attire), 

tuxedos, tails, suits or shirts/vests worn with black shoes or boots, full length 

evening gowns.   

 

The color white is reserved for Monarchs, but any other color is allowed.   
 

(ii) Formal wear shall include appropriate national costume, taking into account cultural 

context and any other considerations 

 

(iii) In general all members should remember that state functions are regal and formal 

affairs that require us to dress the part.  Our organization represents a Royal Court in 

both looks and actions. 

 

(iv) All titles must dress in their roles to be presented at state functions.  The Imperial 

Court of Western Mass has no gender binary lines, and as such individuals are 

recognized based on their titles based on length of service.   

 

(vi) No member will be presented at state functions if not properly attired. 
 



 

4   

(c) Service attire shall consist of: 
 

(i) A formal jacket, cover, and white gloves.  Appropriate footwear is required.  When 

wearing Service Attire, you shall wear the proper formal wear consistent with your 

rank. 
 

(ii) Military dress uniforms should be considered appropriate formal wear. 
 

(d) Leather attire shall consist of: 
 

(i) Standard leather attire shall include, at a minimum: 
 

1) long-sleeve leather shirt, leather tie, leather pants, polished boots (or appropriate 

footwear), and cover (if appropriate), or 
 

2) pressed long-sleeve oxford shirt, tie, leather pants, plain black leather vest (without 

patches, pins or insignias), polished boots (or appropriate footwear), and cover (if 

appropriate) 
 

(ii) Formal leather attire shall include, at a minimum: 
 

1) standard leather attire 
 

2) black leather gloves 
 

3) everything is to be covered from the neck down 
 

4) at all protocol and formal events, leather tuxedo components may be substituted for the 

aforementioned 
 

(e) Highland/Celtic/Scottish/Renaissance dress 
 

(i) If choosing to wear this attire, the appropriate ensemble should be in line with the clan. 
   

(f) Theme attire 
 

(i) Some Coronations, or a function where protocol will be introduced, may have a “Themed 

Walk.”  If the Reigning Monarchs elect to have the Court walk in theme, they need to inform 

the members attending at least four (4) weeks in advance so they have time in which to 

prepare.
 

(g) Cleric attire 
 

(i) Religious attire representative to the chosen religion must be appropriate to the sect.  

Appropriate jewelry may also be worn.   

 

(h) Other-than-State Functions 

 

(i) At any court function or show, even when you are not going to be on stage, if you are in 

attendance you must dress appropriately at all court shows, benefits, and when we represent 

the court at any fund raiser or community event. You never know when you may be called to 

the stage and even when you are just in the audience people will still identify you as a court 

member. 
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1) This includes out of realm state functions such as Coronations, PP Balls, and Investitures.  

If a court deems an out of state function is non protocol, members are not required to 

attend in protocol but are strongly encouraged to still do so.   

 

(ii) No see through clothes without under garments or camisoles, torn or shredded jeans are 

allowed.  No mini-skirts, bare buttocks or breasts are allowed.  When wearing leather or other 

fantasy wear, we must remember that nudity is not considered appropriate attire for any 

function. 
 

(iii) Remember that these dress codes are strictly suggestions. While state functions have a stricter 

dress code, we do not wish to exclude anyone who wants to attend an event due to lack of 

"proper" attire.  Also, non state functions are much more relaxed and though we wish for you 

to dress accordingly (i.e. drag persona in drag) we will not exclude anyone who wishes 

to be any part of an event; unless you are entertaining (as posted herein Section H(ii)1)). 
 

CHAPTER IV: TITLES  

 

(a) All kingdoms and empires have citizens of title, and the ICWMA is no exception.  These titles 

determine how one is addressed, in which order one is presented when representing the Court in 

official functions and other matters of Imperial importance. Court members gain rank based on 

their length of service within the organization with the exception of individuals running for 

Monarch.   
 

(b) All Court members are given titles during Investitures by the current reigning Monarchs, all titles 

are based on length of service to the organization, with the exception of previous / current Board 

of Directors Members (whose previous year of service is the equivalent of two years), as such 

their titles might be elevated higher due to the volume of work and time dedicated to the 

organization.  Members will never be demoted however, if a member has not fulfilled their basic 

requirements, they may be voted, by the board to be left at a level until they have contributed to 

the organization, fulfilling the requirements of their title/roles.  
 

(c) The highest line title that can be bestowed to a Court member during a reign year is Their 

Imperial Highness. This title is the right hand to the monarchs and sometimes will represent their 

majesties in their absence. 
 

(c) The titles of Imperial & Royal Higness (IRHs) are reserved for the Monarchs’ Elect for the period 

between their election and their crowning at Coronation. 
 

Section 4.1 Titles of the Imperial Court of Western Mass (Based on Length of Service) 
 

 Gender Non Binary Title Length of Service  

 The Honorable  

Their Grace  

1st Year  

2nd Year – 3rd Year  

 Their Excellency  

Their Illustrious Highness  

4th Year  

5th Year  

 Their Royal Highness  

Their Grand Highness  

6th Year – 8th Year  

9th Year – 11th Year  

 Their Serene Highness   

Their Imperial Highness  

Their Imperial & Royal Highness 

12th Year – 14th  

15th Year +  

Monarch Elect Title  
 Their Imperial & Sovereign Majesty  Current Reigning Monarch  

 Imperial Majesty  Past Monarch  
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(e) The only elected titles in the ICWMA are that of the Imperial Majesties.  All monarchs and past 

monarchs walk after all other court members have been presented, and will be presented in the 

order of their crowning.  All walks will culminate with the most recently Monarchs’ walking last. 
 

(f) The ICWMA follows the one walk one title rule for all out of realm walks.  Any court member 

that also has a civic title such as “Miss Diva Mass or Mr Gay Western Mass” may not use this 

title out of realm, but must walk using their highest court titles.  Those court members are 

allowed to add these titles in front of all court titles when walking in realm or performing at in 

realm shows. Houses are not allowed in most cases, the only exception is when that title is given 

by a Monarch that is stepping down and they allow its use. Family names may only be used in 

addition to your own last name. 
 

Section 4.2 Camp Titles 
 

(a) The Reigning Monarchs have the right to bestow special titles to individuals for their current 

reign.  Camp titles shall not be issued for life. 
 

Section 4.3 Lifetime Titles 
 

(a) Each stepping down Monarch shall have the privilege to name two (2) Lifetime Title upon 

approval of the Board of Directors.   
 

Section 4.4 Honorary Titles  
 

(a) The Reigning Monarchs may bestow Honorary and Familial Titles to people in the Court and 

community that have done special deeds or bestow special acknowledgments to them.  These 

titles are honorary titles for the year of the reign. 
  

Section 4.5 Half Titles 
 

(a) The Reigning Monarchs have the right to bestow half titles to an Emperor or Empress of another 

Realm or Court.  These titles may be bestowed at any time during their current reign. 
 

Emperor # of (Court) and Emperor # ½ of Western Massachusetts 

 
 

Section 4.6 Crowns / Tiaras 
 

(a) Monarchs (reigning or past) are the only title holders who may wear full crowns.  All other 

members without restriction, may wear a crowns/tiaras so long as they are not higher than the 

reigning monarchs.   
 

Section 4.7 Neck Chains (Chains of Office) 
 

(a) Neck chains may be worn only by reigning or past monarchs as they are considered Chains of 

Office. 

 
 

CHAPTER V: AWARDS  

 

(a) President’s Award  

i. Given to member(s) of the ICWMA who has done a phenomenal and 

outstanding job in furthering the mission and vision of ICWMA.  

 



 

7   

  

(b) Community Service Diamond Award  

i. Given to a member of the Western Mass Community who is a “Diamond 

in the Ruff,” to the community and goes above and beyond to help the 

LGBT Community of Western Mass.  

(c) Robert P. Reardon Lifetime Achievement Award  

i. Given to an individual/group who works hard to end the HIV/AIDS 

pandemic.    

(d) OUTstanding Business & Professional Awards 

i. Given to a business professional and organization who assists the LGBT 

Community succeed in Western Mass.   
 

CHAPTER VI:  OUT-OF-STATE COURT EVENTS (this includes any “Protocol” organization as well) 
 

(a) All members are allowed to freely attend any Out-of-State Court events Any member whose 

lineage title is lower than Imperial Crown Prince / Imperial Crown Princess that attends a 

Protocol event (Coronation, Investitures, etc) where no current or past reigning monarch is in 

attendance, must have a Letter of Introduction from the Minister of Protocol. 

 

(i) Any member planning on attending an Out-of-State Coronation must notify the 

Minister of Protocol of said attendance before any non-refundable tickets or 

reservations are made and no less than one week prior to the Coronation. 
 

(b) Proper way in which to greet people with higher titles than you: 
 

(i) It is customary to bow or curtsey to people who have higher titles than yourself.  The proper 

way in which to do so would be to introduce yourself with your title and if they have a higher 

title, either bow or curtsey.  Remember that some Courts may have different titles.  A 

suggestion would be: when in doubt, bow or curtsey to everyone. 
 

(c) Addressing the Dais: 
 

(i) When approaching the dais, you should always acknowledge the Empress first and then the 

Emperor.  This not only shows respect, but unity as a Court.  Bow or curtsey to any heir 

apparent that may be in attendance. 
 

1) Women: always curtsey, a discreet and dignified bob 
 

2) Men: always bow, an inclination of the head, not from the waist 
 

(ii) All court members are expected to bow or curtsy to all Monarchs from both in realm and out 

of realm empires when presented to them.  This includes when you tip them or they tip you 

when you are performing 
 

CHAPTER VII: RESPONSIBILITIES AND GUIDELINES FOR TITLEHOLDERS 
 

Lineage titleholders are encouraged to actively participate as follows: 

 

Section 7.1 Honorable/Grace/Excellency/Illustrious Highness Members   
 

(a) Provide support with the overall running of ICWMA to the best of their ability. 
 

(b) Attend as many in-state fundraisers/functions as possible. 
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(c) Actively participate in the planning and execution of the ICWMA Coronation Events. 
 

(d) Promote and produce in-state fundraiser(s)/function(s) as approved by the Board of Directors 

(utilizing Appendix B Planning an Event and Appendix C Show Sheet). 
 

Section 7.2 Royal Highness/Grand Highness/Serene Highness/Imperial Highness   
 

(a) Responsibilities and Guidelines as previously identified in Section 8.1. 
 

(b) These titleholders are also required to participate in the following: 
 

(i) Attend at least three (3) in-state fundraisers/functions (not including their own). 
 

(ii) Attend at least one (1) out-of-state fundraiser/function. 
 

Section 7.3 Imperial & Royal Highness (Monarch Elect)  
 

(a) Responsibilities and Guidelines as previously identified in Section 8.1. 
 

(b) These lineage titleholders are also required to participate in the following: 

 

(i) Attend at least four (3) in-state fundraisers/functions (not including their own)  

 
(ii) Promote and produce one (1) large scale in state fundraiser. 

 

(iii) Represent the Reigning Monarchs in their absence at any in state or out of state 

fundraiser/function. 
 
Section 7.4 Reigning Monarchs 
 

(a) Responsibilities and Guidelines as previously identified in Section 8.1. 
 

(b) These titleholders are also required to participate in the following: 

 

(i) Promote and produce at least two (2) in state fundraisers/functions. 
 

(ii) Maintain good public representation of ICWMA during their reign at fundraisers/functions. 
 

 (iii) Attend all in town fundraisers/functions produced by members and approved by the 

board of directors.   
 

(v) Must attend Holyoke Pride, Northampton Pride, Springfield Pride, Trans Pride, and any other 

major LGBT Event, representing the ICWMA, and actively participate in the celebrations, 

including riding in the parade, walking around the festival (in appropriate attire), performing 

on the stage(s) if possible, etc 
 

(c) Strongly encouraged,  however not required to attend,  at least (1) out of state coronation,  &  at 

least  one (1)  out of state non protocol event.  
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CHAPTER VIII: PLANNING AN EVENT (APPENDIX B) 
 

(a) Holding benefits throughout the year are our main fundraising activities.  The success of your 

event depends on the amount of time you spend planning your event.  You should allow a 

minimum of six (6) weeks to plan your event.  Following in Appendix B are 

guidelines/suggestions to follow to produce a successful event. 

 

(b) The Board of Directors are responsible for the ICWMA fundraising schedule.  All 

members that want to schedule a fundraiser will coordinate with the Board of Directors 

prior to scheduling a location.  Members will provide the details of the fundraiser to the 

Reining Monarchs on a “Written Proposal for a Fundraiser/Benefit” in Appendix C.  The 

show planning checklist in Appendix B is meant to help members produce a successful 

fundraising event 

 

(c) All monies raised at the fundraiser will be submitted to the Court Treasurer, with a Show 

Accounting Form (Appendix D).  To eliminate confusion, two members will be identified 

to count the money during a benefit event.  The dollar amounts on the form will be 

verified by a member of the Board of Directors immediately after the fundraiser. 

 

(i) The treasurer will deposit all monies raised at any fundraiser for the ICWMA within 

twenty-four (24) hours.  The only exemption to the 24 hours is when a federal holiday 

falls within the 24 hours.  When this happens, the treasurer will have forty-eight (48) 

business hours to deposit monies raised at the fundraiser. 

 

(d) There are times the ICWMA may absorb the cost of putting on fundraisers.  Expenditures 

for fundraisers should be approved by the Board of Directors prior to the fundraising 

event.  Expenditures not approved prior to the event run the risk of not being approved by 

the Board of Directors. 

 

(e) A check shall be requested for the Beneficiary for presentation at a future GM meeting. 

 

(d) Members of the Court and their guests are responsible for their actions and the actions of 

their guests at all functions of this Court. 

 
 

CHAPTER IX: PARLIAMENT REPRESENTATIVE(S) 
 

Section 9.1 Qualifications 
 

(a) Must be a member in good standing, as defined in ICWDC By-Laws and P&P, during the term as 

Parliament Representative.  

 

(i) Representatives to Parliament are responsible for the cost of attending scheduled meetings of 

Parliament. 
 

Section 9.2 Election 
 

(a) The primary Member of Parliament (MP) for ICWMA will be elected to a two (2) year term 

during an odd number Reign year and the Alternate Member of Parliament (AMP) for ICWMA 
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will be elected to a two (2) year term during an even number Reign year.  This will provide an 

overlap in representation.  
 

(i) Both shall be elected in accordance with ICWMA By-Laws.  An elected MP or AMP may 

succeed themselves if re-elected by the General Membership.  
 

Section 9.3 Duties 
 

(a) Both the MP and the AMP will represent the best interest of ICWMA at scheduled meetings of 

Parliament and are responsible for keeping the Board of Directors and the General Membership 

informed of the actions and activities of Parliament. 
 

Section 9.4 Removal and Replacement 
 

(a) The MP and/or AMP may be removed by a majority vote of the Board of Directors.  The General 

Membership will elect a replacement MP and/or AMP within 45 days of the Board of Directors 

meeting wherein the MP and/or AMP was removed. 

 
 

CHAPTER X: GENERAL MEMBERSHIP GRIEVANCES 
 

Section 10.1 Who may file a Grievance 
 

(a) Any person or organization, within or outside of the realm of ICWMA, which has concerns 

regarding the actions or conduct of any Court Member, including officers, Directors, members 

and Monarchs, may write a letter of grievance. 
 

(i) A grievance must be filed in writing and submitted to the Secretary of the Board of Directors 

and will be addressed to the Board of Directors. 
 

(ii) The President or Secretary of the Board of Directors will acknowledge receipt of the letter 

within five (5) business days, notify all parties involved, and determine if the matter can be 

handled at the next scheduled meeting of the Board of Directors; or if a special meeting needs 

to be called in accordance with ICWDC By-Laws. 
 

(iii) The Secretary will notify the parties involved of the meeting in accordance with ICWMA By-

Laws.   
 

Section 10.2 Addressing the Grievance 
 

(a) The grievance will be addressed during the “New Business” portion of the Board Meeting and the 

Letter of Grievance will be read in open session and entered into the official record of the Court; 

unless it is deemed necessary to move into an Executive Session (see (ii) below) due to the nature 

of the grievance. 
 

(i) The Board of Directors will speak to all parties involved in the grievance individually and 

may ask questions to clarify the events surrounding the grievance. 
 

1) The President of the College of Monarchs will be notified if the grievance is against the 

Reigning Monarchs, a member of the College, or a lifetime title holder. 

 

(ii) The Board of Directors may go into executive (closed) session to discuss the grievance, 

deliberate the outcome, and decide any punishment.  To allow members of the Board to speak 

freely, minutes will not be taken during this executive session. 
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1) If the grievance is against the Reigning Monarchs, a member of the College, or a lifetime 

title holder; the College of Monarchs will have one collective vote, which will be cast by 

the President of the College or the College President’s designated representative, when 

deciding the facts and the punishment. 
 

2) Members of the College of Monarchs will be allowed to be present, deliberate the facts 

and advise punishment; but only the President of the College of Monarchs will be present 

when the vote is taken. 
 

(iii) The Board will inform all parties involved in the grievance of the outcome in open session 

and it will be entered into the official record of the Court.  If one of the parties is not present 

at the meeting, the Board will notify that individual in writing of the outcome. 
 

(iv) Any one privileged to the closed session shall refrain from discussing any matters disclosed 

in closed session with any person outside of the Board of Directors of ICWMA. 
 

Section 10.3 Disciplinary Actions 
 

(a) The Board of Directors may take disciplinary action against a member as a result of a grievance.  

Some of the options available to the Board of Directors are: 
 

(i) Reprimand:  A member may be reprimanded either in writing or in person.  The reprimand 

may also be made public. 
 

(ii)Suspension of Title:  An individual’s title may be suspended for no more than three (3) 

months.  
 

1) A suspension automatically expires at 3 months and may not be renewed unless there is 

another grievance for a different offense filed. 
 

(iii) Forfeiture of Title:  If the member subsequently violates the same provision of the Code of 

Conduct (Appendix A) during the same reign year, the member’s title shall be forfeited 

permanently by the Board of Directors. 
 

(iv) Removal:  An individual may be permanently removed as a member of ICWMA by the 

Board of Directors. 
 

(v) The General Membership shall have the right to override the decision of the Board 

concerning any Code of Conduct Disciplinary Action, title forfeiture and/or removal at the 

next regular monthly meeting of the General Membership after the forfeiture is announced. 
 

1) The intent to initiate an override shall be submitted to the Vice-President 48-hours in 

advance of the next regular monthly meeting of the General Membership in order to be 

included in the Agenda for that Meeting. 

 

2) The GM override includes instances they feel the Board Decision doesn’t reflect the 

severity of the infraction: a GM override will send the Disciplinary Action back to the 

Board with recommendations for a more justified punishment. 
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CHAPTER XI: AMENDMENT(S) TO THE POLICY & PROCEDUREs  

 

Section 11.1 Procedures 

(a) Any member of the organization that is in good standing may submit Amendments to the P&P.  It 

is a two (2) step process as noted below.   

 1) The P&P suggested change is read and submitted to the General Membership at any 

regular scheduled General Membership meeting of the Court, to be recorded in the 

minutes of the organization. No voting will occur on the first reading 

 2) A second reading will occur at the next regularly scheduled meeting of the Court. P&P 

may then be amended by a two-thirds (2/3) majority vote of the membership present. 

 3) P&P Amendments that concern the qualifications or elections of Reigning Monarchs will 

not take effect until the start of the next reign year. 

(i) The new Amendment will be entered into the P&P after it is passed,  but will be 

annotated with the Reign it will take effect. 

(ii) It is not necessary to remove the annotation required in 3)(i) above at the start of the 

new Reign the amendment takes effect. 

 

CHAPTER XII: CODE OF CONDUCT (Appendix A) 
 

(a) Every member of ICWMA is required to sign a copy of the Code of Conduct each year when 

they pay their membership dues.   

 

(b) All members are expected to uphold and conduct themselves in accordance with the Code of 

Conduct.  Disciplinary actions may be taken by the Board of Directors if a member fails to 

abide by the Code of Conduct. 
 

(c) The Code of Conduct shall be reviewed each year at the meeting of the Board of Directors 

during the month of Coronation.   Changes to the Code of Conduct may be made during this 

review. 
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Membership Application  

with Code of Conduct
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MEMBERSHIP APPLICATION 
New ___   Existing ___   

 

Legal Name: __________________________________________________________  
 

Address: _____________________________  City: _____________  State: _____  Zip: _________  
 

Stage/Drag Name: ______________________________________________________  
 

Home Phone: ________________ Cell Phone: ________________ Email: 

_______________________________  
 

Birthday (mm/dd): __________ Previous Court Affiliation (if applicable): ___________________________ 
 

Special Skills or Training: (check all that apply) 
 

Accounting  Business Management  Clerical  Communications  

Event Mgmt  Financial Mgmt  Fund Raising  Graphics  

Legal  Non-Profit Mgmt  Public Relation  Web Site Design  

Choreography  Costume Design  Dancing  Lip-Synch  

Set Design  Singing (live)  Theater Arts    

Musical Instruments Played:   

Other: 
 

Business Information (optional)  

 

Employer: ________________________ Job Title: __________________________  

 

Address: ______________________________  City: ____________  State: _____  Zip: _________  

 

Work Phone: ________________ Fax: ________________ Email: _____________________________ 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~  

By signing this MEMBERSHIP APPLICATION, I agree to comply with the By-Laws and Policies & 

Procedures (P&P) of the ICWMA and any rules and regulations officially adopted by the ICWMA. The 

information I have provided above is true and accurate as of the date of my signature below. I will obey 

all applicable laws in connection with my participation or attendance at any event held by or on behalf of 

the ICWMA or at which I represent myself as a member of the ICWMA. I agree, on behalf of myself, my 

executor, administrator or assigns, to protect and indemnify and hold harmless the ICWMA from any and 

all damage, injury or death which might occur to me or to my property in preparation for, during, or 

immediately following any function held by or for the benefit of the ICWMA, and from ay and all 

liability whatsoever that may occur as a result of my membership.  
 

Applicant’s Legal Signature: _____________________________ Date: _____________  
 

Sponsor’s Name: (printed) ________________________________________________  
 

This MEMBERSHIP APPLICATION is not valid unless signed and dated by the applicant AND 

accompanied by a signed, dated and witnessed CODE OF CONDUCT Form. 
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CODE OF CONDUCT 

 

Membership in The Imperial Court of Western Massachusetts, Inc. (ICWMA) carries with it certain 

duties and responsibilities.  These duties and responsibilities include, but are not limited to the following: 

 

1. An obligation to adhere to ICWMA Articles of Incorporation, By-Laws, and Policies & 

Procedures, as either may be amended from time to time. 

2. An obligation to treat all fellow Court members with respect. 

3. An obligation to behave in a professional and responsible manner at all Court functions. 

4. An obligation to see that the guest(s) of Court members attending any Court function behave in 

such a manner as to not embarrass the Court or reflect adversely on the Court. 

5. An obligation to support all Court functions to the best ability. 

6. Even if a Court Member has any disagreement with any policy, procedure or directive of the 

Reigning Monarchs, the Board of Directors, or the General Membership of the Court, an 

obligation to nonetheless be supportive of any such policy, procedure, or directive, and to follow 

appropriate Court procedures to express disagreement or to attempt to change any such policy, 

procedure, or directive. 

7. In the case of the Reigning Monarchs of the Court, an obligation to, at all times, behave in a 

professional and responsible manner so as not to embarrass the Court or reflect adversely on the 

Court. 

 

Any Court member not adhering to this CODE OF CONDUCT shall be subject to disciplinary action by 

the Board of Directors.  Any member accused of violating this CODE OF CONDUCT shall be entitled to 

notification of the alleged violation(s), either verbally or in writing, from any member of the Board of 

Directors, and shall have the right to be present at any Board meeting at which such member’s conduct 

shall be discussed.  In the case of a first (1st) violation, the Board of Directors shall reprimand the 

member, either privately or publicly, as the Board of Directors determines appropriate under the 

circumstances.  If the Board of Directors finds the violation of sufficient seriousness it may suspend the 

member’s title for a period of time not to exceed three (3) months.  A suspension automatically expires at 

three (3) months and may not be renewed unless there is another grievance for a different offense filed.  If 

the member subsequently violates the same provision of this CODE OF CONDUCT during the same 

reign year, the member’s title shall be forfeited permanently by the Board of Directors.  An individual 

may be permanently removed as a member of ICWMA by the Board of Directors.  In all matters of title 

forfeiture and/or removal, the General Membership shall have the right to override the decision of the 

Board of Directors at any regular monthly meeting of the General Membership. 

 

I have received a copy of and understand and agree to abide by this CODE OF CONDUCT. 

 

Court Member’s Court Name: _______________________________________ 

 

Court Member’s Legal Name: _______________________________________ 

 

Court Member’s Legal Signature: ____________________________________ 

 

Date: _____________________ 

 

Witnessed by: ____________________________________  (Member of the Board of Directors) 

 

 

NOTE: Without a signature from BOTH the Court Member and a Member of the Board of Directors, the 

application for membership is null and void. 
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Appendix B 

 

Planning an Event 
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Preparation for 
 

(a) Prepare and submit a Show Sheet (estimates) and Written Proposal (Appendix C) to the Board of 

Directors for approval 

 

(b) Choose a beneficiary that is located in the Realm of ICWMA or use the Reign Beneficiaries.  

National organizations can be chosen as long as the money will be directed to helping those in 

our local community. 
 

(b) Pick a tentative date for your event. 
 

(c) Check with the Board of Directors to see if they will be available on the date you are thinking of 

holding your event.  Be aware that the Monarchs may be traveling throughout the year to other 

empires, so the Reigning Monarchs do not need to be present at the event. 
 

(d) Secure a location for your event.  Explain to them what ICWMA is.  Seek a donation from 

location (i.e., percent of door cover, help in advertising, drink specials, etc). 
 

(e) Introduce yourself as a member of ICWMA and explain what our organization is about, what we 

do and the type of shows we hold. 
 

(f) Choose a theme for your event, if desired. 
 

(g) Start advertising your event: flyers, print ads, Facebook®, posters, etc. 
 

(h) Solicit help from the membership to assist you that evening.  The following is a brief listing of 

where help might be needed: 
 

(i) Setup/Decoration Committee 
 

(ii) Emcee(s), if you are not going to be “on the mic” 
 

(iii) Door person to collect cover charge (if location doesn’t have one) 
 

(iv) Someone to sell raffle tickets (if applicable) 
 

(v) Someone to coordinate with DJ if having a show 
 

(vi) If doing anything else during the night, be sure to have someone lined up to help members 

 

(vii) Start lining up performers in advance if you are having a show 
 

(viii) Purchase all supplies needed prior to the night of your event (if approved by the Board of 

Directors): standard supplies could include tape, streamers, balloons and raffle tickets.  The 

goal is to raise money! 
 

Evening of 
 

(a) Arrive at least one (1) hour before the event begins, dressed and ready to greet your guests. 
 

(b) Start door cover (if applicable) at least one-half hour prior to the start of the event. 
 

(c) If you are having a show, the Reigning Monarchs are given preference as to where they would 

like to be in the show line-up (Appendix C).  All other performers, barring out-of-state Monarchs, 

should be on a first-come, first-serve basis.  
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(d) At the beginning of the event, the Reigning Monarchs must be introduced to the audience.  Allow 

the Monarchs to speak if they so choose.  (At the end of the event, the Monarchs should be given 

the opportunity to speak once again if they so choose.) 
 

(e) Introduce your beneficiary; if a representative is in attendance; allow them to speak about their 

organization and where the money will be used. 
 

(f) Remember, have fun!!!  This is your event and all of your hard work in planning this night will 

bring fantastic results! 
 

End of Event:  
 

(a) Count all money raised with the Court Treasurer.  If the Treasurer is not present, any Board 

Member can assist you.  Record all money on Show Sheet (actual) and Show Accounting Sheet to 

be provided by the Board (Appendix C) and (Appendix D), verify counts, and sign sheet.  Turn 

the money over to the Treasurer or Board Member.  All sheets/money must be turned in no later 

than 48 hours following your event. 
 

(b) Clean up after your event! 
 

(c) At the next monthly General Membership meeting (or Board Meeting), all monies raised 

throughout the year will be given out at the check disbursement party, usually held in conjunction 

with Investitures throughout the year.  
 

(d) If you receive a letter from the beneficiary thanking the Court for the donation, a copy should be 

given to the Board Secretary. 
 

(e) Send a thank you letter to the establishment, and/or contact directly that allowed us to use their 

facilities.  Thank them and even let them know how the event turned out. 
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Appendix C 

 

Written Proposal for a Fundraiser / Benefit Show 

Show Sheet & Line-up



 

 

 

 

The Imperial Court of 
Western Massachusetts 

 

 

Written Proposal for a 

Fundraiser / Benefit Show 

 

 (Should be submitted NLT 4 weeks before the benefit) 

 

 

Event Name: ________________________________________   Date Submitted: _________ 

 

Type of Event:  

Location of Event:  

Date / Time of Event:  

Primary Chairperson:  

 Assistant 

Chairperson(s): 

 

Emcee:  

Board Member Taking 

Money: 

 

Advertising:  

Projected Expenses:  

Beneficiary/Agency to 

promote: 

 

 

Items the Court will provide: ______________________________________________________ 

______________________________________________________________________________ 

 

Bar/location Contact Person: _________________________ Telephone Number: ____________ 

 

Items the Bar/Location will provide: ________________________________________________ 

______________________________________________________________________________ 

 



 

 

Signature of Court Member In Charge: ____________________________  Date: _______ 

 

Signature of Venue Manager/Coordinator: _________________________  Date: _______ 

 

Monarch Approval:  YES  /  NO   ________________________________    Date: _______ 

 

 

Beneficiary: ____________________________________ 

 

Beneficiary Contact Person: _______________________________  

 

Telephone Number: _____________________________ 

 

Street Address: ______________________________ Email Address: _____________________ 

 

City: _____________________________________ State: ______ Zip Code: _______________ 

 

Telephone Number: _____________________ 

 

501 (c)3 Status verified?    YES   /   NO         Who Verified? ___________________________ 

 

Will beneficiary assist with advertising?    YES   /   NO  

 

Will Beneficiary have representation/literature at the event?    YES   /   NO 



 

 

 
 

Show Sheet 
 

Name of Show: _____________________________ Show Date:  _____________  

 

Location: __________________________________ Coordinator: _____________  

 

Charity: ___________________________________ Starting Bank: _____________ 

 

INCOME: 

 

Door:    _____________ 

 

Tip(s):   _____________   TOTAL ESTIMATED  

NET INCOME TO CHARITY  

Jell-O Shots:  _____________ 

 

50/50:   _____________    __________________________ 

 

Raffle:   _____________ 

 

Auction:  _____________   TOTAL ACTUAL 

        NET INCOME TO CHARITY 

Other (__________) _____________ 

 

Other (__________) _____________   _________________________ 

 

 

COSTS:  

 

Program, Lights, Set, etc:  _______________  

 

Less Coronation Fee 7.5%:  _______________ 

 

Less Court 30%:   _______________ 

 

Total Costs:    _______________ 

 



 

 

Show Line-up 

 

Event Name: _______________  Date: ________________ 

 

Line up:  Emcee(s), Reigning Monarchs (Western MA & out of town), then the order music was turned 

in.  If there are out of town guests, alternate them between ICWMA Members, and alternate girls and 

boys. 

 Printed Name Title Track # 

1    

2    

3    

4    

5    

6    

7    

8    

9    

10    

11    

12    

13    

14    

15    

16    

17    

 



 

 

 

Appendix D 

 

Show Accounting Form 



 

 

 

 

The Imperial Court of 
Western Massachusetts 

 

 

Show Accounting Form 

  

Name of Show: ________________________________ Show Date: _______________ 

Location of Show: ____________________________________________________ 

Hosted by: _________________________ _______________________ 

  Notes/Comments 

Total Cash $  

Total Checks $  

Pledges to be Collected 

(Annotated on Page #2) 

$  

Credit Card Total 

(Annotated on Page #2) 

$  

Other $  

Sub-Total $  

Total checks paid directly to beneficiary $  

Grand Total $  

 
Denomination Count Amount Counted 

(Initials) 

Verified 

(Initials) 

$1 (Ones)     

$5 (Fives)     

$10 (Tens)     

$20 (Twenties)     

$50 (Fifties)     

$100 (Hundreds)     

Total:     

 
All funds shall be deposited in our account and a check issued to the beneficiary at a future GM Meeting to provide 

a paper trail and tracking of funds through the ICWDC. 

Initial Count: 

Court Member: ___________________________ ___________________________ 
 Signature Printed Name 

Verification: 

Court BOD Member: ___________________________ ___________________________ 
 Signature Printed Name 



 

 

PLEDGES 

This form is used to log pledges and assist with collection of those pledges: 

Name Amount Pledged Date Collected 

   

   

   

   

   

   

   

   

   

   

 

Total Cash and Checks received at event:   $____________________ 

 

Total of Pledges Received     $____________________ 

 

Total Funds Raised from Event   $____________________ 
 



 

 

Appendix E 

 

Monarch Candidate Application 



 

 

 

 

The Imperial Court of 
Western Massachusetts 

 

Monarch Application 

Position Applying For (check one):   ____ Emperor     ____ Empress  

Personal Information: (please print or type) 

 
Legal Name  

 
Alias (Court Name) 

 
Address Line 1 

  
Address Line 2 

 
City     State    Zip 

 
Home Phone #    Cell Phone #   Date of Birth (mm/dd/yyyy) 

 
E-mail Address      
  

Imperial Court of Western Massachusetts Information: (please print or type) 

 
Current Title 

 
Member of ICWMA Since (mm/yyyy) 

 
Positions/Titles Held 

  
Committees Participated on/Year 

 

1. Have you received any Code of Conduct Violations during the past 12 months? ____________ 

 

2. Have you walked as an official representative of ICWMA in at least one (1) out-of-state Coronation? 

If yes, please provide the names and dates of those out-of state Coronations: 

 

 

 

 

 

 

 

 



 

 

3. Within the past five (5) years, have you served in a leadership capacity in a community-based 

organization? If yes, please explain your leadership involvement in that organization and your 

accomplishments during your period in a leadership capacity (please use additional paper to provide 

additional detail on your accomplishments and attach them to the completed application): 

 

 

 

 

 

 

 

 

 

 

 

 

4. Please specify and detail how you have met at least two of the following Monarch requirements 

during the twelve (12) month period prior to the submission date of this application capacity (please 

use additional paper to provide additional detail on your accomplishments and attach them to the 

completed application): 

  

1. Hosted an ICWMA Benefit or Fundraiser 

2. Participated in three Benefits or Fundraisers hosted by the ICWMA 

3. Have attended at least one-half of the ICWMA General Membership meetings. 

 

 

 

 

 

 

 

5. Please tell us why you would like to become a Monarch for The Imperial Court of Western Massachusetts; what 

would you bring to the Court and to the Court’s involvement with the community; what are your goals and 

visions for the court; and any other information you would like for us to consider when reviewing your 

application capacity (please use additional paper to provide additional detail on your accomplishments and 

attach them to the completed application): 

 

 

 

 

 

 

 

 



 

 

Monarch Candidacy Acknowledgement and Agreement 
 

I, _____________________________________________________________, candidate for the position of 

 

____________________________________________ of The Imperial Court of Western Massachusetts, do hereby 

 

acknowledge and agree to the following: 

 

a. I have read and understand both the By-Laws and Policies and Procedures of The Imperial Court of 

Western Massachusetts, and agree to abide by same; 
 

b. I have read and understand the requirements and qualifications for the position and I agree to abide by 

same; 
 

c. I understand and I agree that I am solely responsible for the actions of agents of my campaign and that it is 

my duty to ensure that any agent or other representative of my campaign understands and abides by the By-

laws, and the Policies and Procedures of The Imperial Court of Western Massachusetts; 
 

d. I understand and I agree that if I am not certain whether or not a particular activity or undertaking on behalf 

of my campaign is prohibited or otherwise disallowed, that I will first consult the Dean of the College of 

Monarchs before any questionable activity is undertaken, and that failure to do so could result in the 

finding of a campaign rules violation; 
 

e. I understand and I agree that should it be found that I, or my campaign, is in violation of the By-laws, and 

the Policies and Procedures of The Imperial Court of Western Massachusetts;  the College of Monarchs or 

the Board of Directors may take action against me and/or my campaign, including withdrawal of my name 

from the ballot and cancellation of my campaign; and 
 

f. I have read this application and attest in signing this form that the information provided to be accurate and 

truthful. 
 

WITNESS MY HAND this ______ of ________________________, 20 ______.  

 

 

_______________________________________________________________  

PRINTED LEGAL NAME  

 

_______________________________________________________________  

LEGAL SIGNATURE  

 

Imperial Court of Western Massachusetts Use Only 

 

Application Accepted On/By:  ___________________________________________________________ 

 

Application Reviewed On/By: ___________________________________________________________ 

 

ICWMA Membership Confirmed On/By: _________________________________________________ 

 

Action Taken on Application: ___ Approved  ___Disapproved 

 

Reasons for Disapproval:  ______________________________________________________________                     

 

Signature of the Dean of the College of Monarchs:  _________________________________________ 

 

 


