EXAMPLE OF A TYPICAL MEETING

After determining that a quorum is present, the presiding officer rises, waits or signals for quiet
and says, "The meeting will come to order.”

Opening Ceremonies: Based on the group, religious, patribtic, and customary rituals may be
included. If given, the invocation, the National Anthem, and the Pledge of Allegiance to the
Flag of the United States are arranged in that order. Inspirational messages follow patriotic
exercises.

Roll Call (If customary): The chair states, "The secretary will call the roll of members.”

Reading and Approval of Minutes: After the minutes are read, or if they have been previously
distributed, the chair asks, "Are there any corrections to the minutes?" (Pause) "If there
are none, the minutes are approved as written." With any corrections, "The secretary will
make the corrections. If there are no further corrections, the minutes are approved as
corrected."”

Reports of Officers, Boards, Standing and Special Committees: Called on only. if they have
reports to make. o '

» Officers, boards, and standing committees report in the order they are listed in the bylaws.

Special committees report in the order in which they were created.

* A treasurer's report is never adopted; instead a financial review or auditor's report is
adopted annually.

» |f an officer's report contains a recommendation, another member can make a main motion
following the report to adopt the recommendation.

» Committee chairmen may make motions for recommendations contained in their reports.
Special Orders: Announced only if there are such items or matters required by the bylaws for

a meeting. For example, "The secretary will read from the Bylaws Article_ Section_

concerning the election of a nominating committee.”

Unfinished Business and General Orders: Announced only if there are such items (matters
previously introduced but not finished at the prior meeting) or items postponed by way of
motion to the next meeting. :

New Business: The chalir takes up any new business that is listed on the approved agenda.
The chair then asks, "Is there any new business?" or "ls there any further new
business?" '

Announcements: "The chair has the following announcements... Are there any other
announcements?"

Program: The chair does not “turn the meeting over,” but announces, "The program
committee will now present the program..." Or "...will introduce our speaker."

Adjournment: "Is there any further business?" (Pause) "Since there is no further
business, the meeting is adjourned." Or "A motion to adjourn is in order."
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PROCEDURE FOR HANDLING A MAIN MOTION

(sidebar)

What is . Members
Happening/Notes The Chair Says/Does Say/Do
Obtaining and assigning the floor
A member rises when ;MPr'r/el\gélidd:nT/
no one else has the floor Chalrman®
Recognizes the member by
name, title or nodding
How the motion is brought before the assembly
Member sits after '(‘lom.?g.g th.?t
*| second
Another member "
believes the motion is g:e'un;;)tlon
worth discussing "Sécond"
“Is there any debate?"Is | ., .
a less formal alternative tll1talts (?f.};(e)g) an%igilztd?eda dy
to “Are you ready for the o
question?” for the question?
Conslderation of the motion
See rules for debate Debate

PRINCIPLES UNDERLYING |
PARLIAMENTARY LAW

As stated in Robert's Rules of
Order Newly Revised, rules of
parliamentaty law balance the
tights of individuals or groups
within an organization’s total
membership, These rules are based
on a regard for the rights:

+ . of the majority,

+ of the minority, especially a
strong minority greater than
one third,

+ of individual members,

« of absentees, and

+ of all these togather.

Ultimately the will of the majority
decides matters, but only after full
and free discussion. The rights of
all (even those absent) must be
protected. This pamphlet will help
you run mestings more efficiently
and effectively and help protect the
rights of all members.

The chair puts the question to a vote of the assembly

adopted to stop debate,
a vote is taken

say aye." (Pause) “Those
opposed say no." (Pause)

“Are you ready for the Further
question?” debate
Aifter debate Is ended, or | «7q question Is on the adoption
if the formal motion : "
f . of the motion that ...
Previous-Question has N Members
been moved and Those In-favor of the motion, vote

The chair announces the results of the vote

"The ayes have it, the motion is

adopted, and . .. (indicating the -
effect of the vote or ordering Its

execution)." OR "The noes have
it and the motion is lost.”

RULES FOR DEBATE

1. Members first abtain the floor.

2. The maker of the motion may
speak first,

3. Debate is made to the chair; it
is confined to the merits of the
motion and not the motives or
personalities of other members.

4. Amendments may be offered to
improve the mation. They must
be approved by the body, and
the motion must still be adopied
as amended.

5. Debate can be closed only by
the assembly (2/3 vote) or by
the chalr If no one seeks the
floor for further debate.




PERTINENT FACTS
A main motion brings business
beforethe assembly.
A subsidiary motion assists the
assembly in treating or disposing of
a main motion.
A privileged motion deals with
matters of immediate importance. It
does not relate to the pending
business.
An incidental motion is related to
the parliamentary situation so that it
must be decided before business.
can proceed.

RANKING MOTIONS

Motions on this page are listed in rank order, with the highest
ranking at the top. After a motion has been stated by the
chalr,-higher ranking motions are in order but not lower rankin
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MEANING OF SYMBOLS
Main motion when no other motion
is pending. _

In order when another has the
floor; may interrupt.

Requires a second.

Is debatable.

Can be amended.

Requires a majority vote (i.e.
more than half of votes cast).
Requires a 2/3 vote (twice as
many in the affirmative as in the
negative).

Usually no vote is taken; th
chalr decides. :

No vote; chalr responds.

Vote may be reconsidered.
See Robert's Rules of Order
Newly Revised, current edition,
for specific rules.

'"TYPES OF AMENDMENTS
To insert (within) or add (at the end
of a,sentence or paragraph) a word,
consecutive words, or paragraph.
To strike out a word, consecutive
words, or a paragraph.

To strike out and insert (which
applies to words) or to substitute
(which is applied to at least a
paragraph of one or more
sentences.) :

To strike out a word or paragraph
and insert it In a different place.

motions except that Amend and - ks
Previous Question can be applied to S|E|lele [
amendable and/or debatable motions 518 81¢|o]| 8
of higher rank than themselves. 18| A8 E 2|2
PRIVILEGED MOTIONS
# Fix the Time to Which to
Adjourn S AIMIR
# Adjourn S M
# Recess S AlM
Raise a Question of | N
Privilege
Call for the Orders of the | N
Day
SUBSIDIARY MOTIONS
Lay on the Table S M|R*|
Previous Question S 2 \R*
# Limit or Extend the Limits 2 |
of Debate 8 Als R
Postpone to a Certain .
Time (or Definitely) S|DIAMIR
# Commit or Refer S|DIAIMIR
Amend" S|D|AM|R
Postpone Indefinitely S|D} |[MR*
MAIN MOTIONS S|D|A|M|R

NON-RANKING
MOTIONS

Interrupt

Second

Debate

Amend
Vote

Reconsider

INCIDENTAL MOTIONS

Appeal Chair's Decision

w

M*

Close Nominations
ot Close the Polls

s

Consider by Paragraph or
Seriatim

Create a Blank

Division of the Assembly

Division of the Question

S*

Object to ‘Consideration of
- a Question

R*

Parliamentary Inquiry

Point of Order

NOTES
? Before a motion has been stated
by the chalir, it can be withdrawn or
modified by the maker. After it has
been stated by the chalr, it can be
withdrawn or modified only by
unanimous consent or by a majority
vote of the assembly,

¥ An Incidental Main Motion which
usually requires a majority vote with
previous notice, a 2/3 vote without
previous notice, or a majority vote

of the entire assembly/membership.

*Hasty or lli-advised action can be
corrected through the motion to
Reconsider. This motion can be made
only by one who voted on the
prevailing side and made only on the
same day the original vote was taken.
In a session of more than one day, a
reconsideration can also be moved on
the next succeeding day within the
session on which the meeting is held.

Reopen Nominations or
Reopen the Polls

R*

Request for Information

z| =

? Request for Permission to
Withdraw a Motion

neg

Suspend the Rules

S

wins
*

MOTIONS THAT BRING A

QUESTION AGAIN BEFORE THE

ASSEMBLY

Take from the Table S M
3 1 .

Rescind or Amend Something I

Previously Adopted S|DIA R
® Discharge a Committee S|DIAl* (R
* Reconsider |8 | D M

FORMS OF VOTING

* A voice vote is the most commonly
used form of voting (ayes and noes).

* A rising vote is the normal method of
voting on motions requiring a 2/3 vote
for adoption. It is also used to verify a
voice vote or a vote by show of hands.
The chair can order a rising vote or a
single member can call for a Division of
the Assembly. .

* A show of hands is an alternative for a
voice vote, sometimes used in small
boards, committees, or very small
assemblies, or for a rising vote in very
small assemblies, but only if no
member objects.

¢ Some conventions Use voting cards,
provided to delegates, to raise for
voting.

¢ A count can be ordered by the chalir or
by a majority vote of the assembly.

* Unanimous consent is a vote of silent
agresment without any objection.

¢ A ballot or roll call vote can be ordered
by a majority of the assembly.



