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Planning Your County Convention 
Welcome  

Welcome to our video on "Planning Your County Convention".  This is a joint effort between the 
State Republican Party, The Texas Federation of Republican Women and the Texas Republican 
County Chairmen's Association.  I am Linda Rogers, Burnet County Chairman and President of The 
Texas Republican County Chairmen's Association.    As a County Chairman, I feel that the most 
important responsibility you have is to thank your volunteers.  Without them, we would never be 
able to carry out our responsibilities.    You can't thank them enough!!   So, let me say, THANK YOU 
FOR WHAT YOU ARE DOING FOR THE REPUBLICAN PARTY IN YOUR COUNTY.  I have with me today, 
two very knowledgeable individuals who will take us through the planning of your County 
Convention.   Rebecca Williamson, SREC Committee Woman for SD 24 and TFRW Vice President 
Programs and Kirk Overbey, who is a Professional Registered Parliamentarian and currently serves 
as the President of the Texas State Association of Parliamentarians and Chairman for the 
Republican State Convention Platform Committee.   Rebecca will be explaining the responsibilities 
of the various committees and Kirk will review with you the responsibility and importance of being 
aware of the parliamentary procedure.  We will take you through the steps that need to be 
considered for planning for your County Convention.  

Date, Location and Time of County Convention 

The date of the County Convention is set by the Texas Election Code as the third Saturday following 
the March Primary Election.  The State Republican Party will provide to you each year the exact 
date.   Each County Chair will meet with their Executive Committee to set the time and location.  
The facility needs to be large enough to accommodate all your delegates from each voting precinct.  
In my county we will use the County Courthouse courtroom and we will meet from 7:30 am to 12 
noon.  As we share this facility with the Democrats, we will be finishing up at noon so they may 
begin their convention.  You will need to coordinate the opening and closing of the facility.  Make 
these arrangements as early as possible. 

Food 

I will be conducting a morning convention so I will ask the Republican Women's Club to coordinate 
the breakfast food items and drinks for the convention.  If you do not have a Republican Club in 
your County, ask a volunteer to coordinate this. 

Pages 

Having a volunteer as a Page during the convention is very helpful.  You can ask a high school 
student to serve in this capacity.  I talk with the Page to let them know that we will be asking them 
to do various tasks during the convention.  Some of those tasks include:  registration for the 
convention, taking paperwork to and from Committees as they work, take notes for Committees, as 
needed, and other jobs that may come up during the convention.  This is a great opportunity to get 
the upcoming young leaders in your community involved. 
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Volunteers for Committees 

As County Chairman, you will need to recruit volunteers for each committee.  You will need at least 
5 and maybe as many as 15 depending on the size of your convention.  An odd number is best 
when voting, in case of a tie.  You will also need to pick the Chairman for the committee.  I like to 
pick the Committee Chair and then work with them to choose/recruit the other committee 
members.  However, this is entirely your choice, you have the right to choose all committee 
members. 

Now I will turn this over to Rebecca Williamson who will talk about the responsibilities of each 
committee. 

Thank you for joining us today and we hope that this has been informative and will be helpful in 
planning your County Convention.     

COUNTY/SD CONVENTION COMMITTEES  

The purpose of this portion is to provide you with guidelines which will ensure that your 

Conventions stay within the boundaries of the Party Rules.   Make sure that each 

precinct/county/SD chairman is equipped with Party Rules, Robert’s Rules of Order Newly Revised, 

a parliamentarian, and knowledgeable participants.  

Follow RPT Rules pertaining to County/SD Conventions:  

Prior to each County or Senatorial District Convention, the temporary chairman shall appoint the 

following committees, and name the chairmen thereof, provided that all members shall be 

delegates and if the convention has over twenty-five (25) delegates, each such committee shall be 

composed of at least five (5) and not more than fifteen (15) delegates.  For a County Convention, 

the County Chairman is the temporary chairman.  The committees and their duties shall be as 

follows: 

1. Temporary Credentials Committee shall hear any contest concerning delegates and shall 

recommend the permanent roll of the convention. 

2. Temporary Rules Committee shall recommend supplementary rules for the convention. 

3. Party Organization Committee shall recommend permanent officers of the 

4. Convention from among the delegates present. 

5. Temporary Resolutions Committee shall conduct preliminary deliberations for the purpose of 

making recommendations to the Permanent Resolutions Committee 

6. Temporary Nominating Committee shall conduct preliminary deliberations for the purpose 

of making recommendations to the Permanent Nominations Committee 
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Suggested Committee Guidelines  

Credentials Committee Guidelines: 

County Convention Size 

For the County/SD Convention, remember that the number of other attendees to the Convention 

also includes the following: the Permanent Chair, Secretary, Parliamentarian, visitors, press and 

VIP’s.  The larger the Convention, the more the Credentials Committee needs to organize and 

follow a set of steps and procedures.   

 Credentials Committee Pre-Convention Tasks 

The Credentials Committee Chair should make a file folder of all the precincts that held a 

convention. The following information should be included:  

 a copy of the minutes of the Precinct Convention  

 the list of the delegates and alternates 

The committee should meet at least once prior to the Convention.  The committee needs access to 

the entire list of Republican Primary voters to verify eligibility of delegates/alternates and to ensure 

that the Precinct delegation numbers match what is allowed for each.   Also, furnish this list to the 

Nominating Committee Chair to allow that committee to begin work on the delegate/alternates for 

the State Convention. 

Here are some more detailed ideas that are not presented in the video: 

Physical Layout of the Convention: 

After the committee has met, the next step is to prepare for the County Convention.  The County 

Chair, Credentials Chair, and the Sgt-at-Arms should meet to lay out a physical map of the 

Convention area. Generally, the delegations are arranged by the precinct number.  Make sure to 

rotate the delegations so that some of the smaller delegations can sit up front.  The map should 

include a physical area for all the groups that will attend the Convention.   This is why it is 

important to not add any extra names to any of the list unless that voter really is going to attend! 

Extra work and extra planning is required so please try to prevent unnecessary waste of time and 

resources. 

Nametags and Sign-In Design: 

FIRST NAME        LAST NAME 

PRECINCT NUMBER DELEGATE/ALTERNATE AND ORDER   VOTING BOX NUMBER 

(See below) 

 



4 
 

JOHN DOE 

PCT: 100-D-01 VOTING BOX: 01 

The above breakdown of the name tag is as follows:  Name, Precinct #, “D” stands for delegate, “A” 

stands for alternate, 01 stands for the position in the precinct delegation, and voting box is the last 

two digits of the precinct number.   

Software and Supplies 

Some use a Microsoft software called ACCESS which is database designed.  Enter all information in 

a table format.  If you do not have ACCESS, more recent versions of EXCEL will also work.  

Making the Nametag: 

Use the label wizard using the AVERY mailing label# 5160. The label is only 1” X 2 5/8” and are very 

inexpensive.  Then attach the label to an ordinary self sticking nametag.   After the name tag is 

made, staple the tag to a 3 x 5 index card.  The index card has #5160 on it that has 

delegates/alternates name, delegation, number and a place to sign in.  The 3 x 5 card is the sign in 

sheet for the County Convention. 

Convention Day Sign-In and Registration  

The layout for the sign-in and nametag area should have ample room for delegate/alternate 

registration tables.  Have one or two greeters to direct people.  The nametags will be filed in 

alphabetical order of the delegates/alternates last name, by precinct.  A Credentials Committees 

Delegate Conflict table should be set up with the entire list of primary voter’s available (one clerk 

needed here.)    At this table, the Credential Chair and any other member of the committee should: 

 First check the file folder containing the copies of the minutes and delegation list to see if the 

name may have been overlooked.   If overlooked or lost, make a new tag.  

 If this is not the problem, then the name is verified with the master voter list to see that the 

voter did vote in the Republican Primary.   

 Next, if the individual did vote in the Republican Primary, look for open slots in the 

delegation and if the voter is eligible, listen to the story.  The Credential Committee can vote 

to allow the individual to be added to a list.  This list will be added to the Credential Chair’s 

report at the opening of the convention.  The delegates that have already been seated will 

be asked to vote on allowing these individuals to become members of the Convention.  If 

passed, the Sergeant-At-Arms will allow them to be seated with their delegation.  

  Also, have extra blank nametags and sign-up sheets to be used to register visitors, press and 

VIP’s. 
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Late Registration: 

After the close of the initial sign-in and registration, have at least one sign-in clerk stay in the 

registration area and register any late delegates/alternates.  Instruct the Sergeant-At-Arms not to 

allow any late arriving delegates/alternates to enter the Convention until the Credentials Chairman 

has finished his/her report to the seated delegation and all necessary business of the Credentials 

Chairman has been reported.  After all the reports are complete, the Sergeant-At-Arms will allow 

the late arriving delegates/alternates to join their delegations.  If a person arrives at this point and 

has no pre-reviewed credential (nametag,) he or she would be only allowed to be a visitor, if space 

allows.   

Rules Committee Guidelines 

The County convention must follow the Rules of the Republican Party of Texas.  It is invaluable for 

at least one person at each convention, preferably the Chairman of the Rules Committee, to be 

aware of and knowledgeable about the Party Rules.  This can only be accomplished by carefully 

reading the Rules (especially rules 2, 5, 7, 10 through 18, and 23 through 32).   

A convention may adopt supplemental rules as long as those rules do not conflict with the Rules of 

the Republican Party of Texas (RPT Rule 10).  For all situations not covered by the Party Rules or the 

supplemental rules adopted by the convention, the procedure in Robert’s Rules of Order Newly 

Revised is to be followed (RPT Rule 5). 

At a County Convention with no more than 50 delegates, there is seldom a need for special rules.  

Under the existing rules of the Republican Party of Texas, there are already strict limits on debate 

(see RPT Rule 17): 

 Main motions: No delegate may speak more than once and for more than 5 minutes 

(without general consent) 

 Amendments: No delegate may speak more than once and for more than 3 minutes (without 

general consent) 

 Committee Reports: The Committee Chair may speak for up to 10 minutes, and may then 

answer legitimate questions. 

These debate rules apply to all conventions, so there is seldom a need for further limits on debate, 

unless the convention is large in numbers. 

Most counties have developed customs for conducting their Convention.  Some of these customs 

may need to be laid out in a formal rule, if it is important for the Convention to strictly follow it.  

Conventions should try to consistently use the same rules year after year, so that returning 

delegates will be familiar with them and more able to participate. 
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Examples of Special Rules for a County Convention are: 

 Each delegate and alternate must wear the appropriate nametag identifying them as a 

delegate or alternate, as well as their precinct. 

 No signs or literature are allowed within the convention hall without the permission of the 

Convention Secretary 

 The Resolutions Committee is authorized to prepare its report in the form of a platform 

with individual issues presented as planks.  

Again, these are just examples. 

Permanent Organization Committee Guidelines: 

This committee has the easiest task.  It proposes names for the permanent officers of the 

convention.  Usually, that means the temporary officers are proposed as the permanent officers.  

Party rules require three convention officers: a Chairman, a Secretary, and a Sergeant-at-Arms.  The 

Permanent Organization Committee should recommend one person for each of these positions. 

Once elected, the Permanent Chairman can appoint assistants for the Secretary and Sergeant-at-

Arms and can also appoint a Parliamentarian.  The Permanent Chairman also appoints the 

members of the Permanent Nominations Committee and the Permanent Resolutions Committee. 

Resolutions Committee Guidelines: 

Appoint chairs that are fair, open minded and know the Platform of the RPT.  It would help if 

committee members also know the Platform.  A huge portion of resolutions that flow from the 

counties to state are in the State Platform already.  Delegates may feel that some of these well-

established issues need to be readopted.  If so, the committee may briefly summarize those 

resolutions already in the State Platform that it wishes to reaffirm.  

The committee should review each resolution with the purpose of removing duplicative 

resolutions. Be sure the resolutions are identical and/or only marginally different.  Each individual 

resolution is not required to be considered and can be "bundled."  For example, if ten identical 

resolutions on illegal immigration are received, it can be treated as one resolution considered by 

the committee. The committee can decide not to propose a resolution in its report.  The secretary 

of the committee should list any resolutions it recommends to reject so any question by the full 

convention is targeted to these rejected resolutions. 

Rejected Resolutions 

Many resolutions may not be adopted by the committee.  The committee may recommend support 
or rejection of the resolutions in its report to the full convention.   Almost always the convention 
supports committee recommendations but the convention delegates should have a full 
understanding of the resolutions. 
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Remember, all committees and sub-committees are open to the public and the more open our 
process is, the better it is.  

Nominating Committee Guidelines: 

 Purpose of this Committee is to propose qualified delegates/alternates to attend the RPT 

Convention 

 Use a form for each person to complete – see below (have it available on the county party 

website) and make sure that all Republicans in the County understand the process prior to the 

Primary Convention (because of Party Rules deadline.) 

 Choose realistic deadlines for the forms to be returned 

 Have a committee set up with a fair chairman 

 Have representation from each precinct if possible (and balanced by population, as well, if 

possible) 

 Use the following guidelines for ranking and consideration of each applicant: 

1. County Chair 

2. Elected Republican officials, according to rank 

3. Precinct Chairs 

4. Club Presidents 

5. Club Officers 

6. Former Office Holders/Party Leaders 

7. HQ/Party Volunteers 

8. Spouses of any of the above should be in alternate status (unless they are both 

“superstars”) 

9. Bring in newcomers as alternates 

10. Explain that often alternates are brought up for votes as delegates leave the floor and may 

be permanently seated because of delegate dropout rate.   They are permanently seated 

according to their standing order. 

 Request that people only APPLY FOR DELEGATE STATUS if they are QUITE certain that they will 

be able to attend the state convention. 

 Remind all that the delegate/alternate MUST have voted in the Republican Primary, but are 

NOT required to attend the Primary Convention, as long as names have been submitted 

according to the Party Rules. 

An application form is attached for you to use in selecting your delegates. 

By following these guidelines, the Nominating Committee will be viewed to be more objective in its 

final selection and ranking of each member of the delegation.   
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Parliamentary Procedure for County Conventions 

If all the information we have thrown at you so far is not confusing, then a glance at Robert’s Rules 

of Order Newly Revised certainly will be.  The good news is that you are not expected to be an 

expert at parliamentary procedure.  The important thing to remember is that common sense, 

patience, and fairness will cover most situations that will arise during the convention. 

A County Convention is designed to have seven simple steps: 

1. Roll Call of the precincts 

2. Adopt the report of the Credentials Committee 

3. Adopt the report of the Rules Committee 

4. Adopt the report of the Organization Committee 

5. Appoint the permanent Nominations and Resolutions Committees 

6. Adopt the report of the Nominations Committee 

7. Adopt the report of the Resolutions Committee 

Sometimes, it can be just as simple as that.  Most of the work of the convention should be done by 

the committees.  If they do a good job and there is no controversy or problem with it, the 

convention simply adopts each report as it is presented. 

How to Present Committee Reports 

The Convention Chairman calls on each Committee Chair to present the committee report.  The 

Convention Chairman should say “Are there any questions on the report?” and allow delegates to 

ask reasonable questions to be answered by the Committee Chair.  When there are no further 

questions, it is proper for the Committee Chair to make a motion and say: “Mr. Chairman, on behalf 

of the committee, I move the adoption of the Credentials Committee Report.”  There is no need for 

obtaining a second on a motion from a committee because several members of the committee 

obviously support the adoption of the report.   

The Convention Chairman should then say “Are you ready for the question?”  This is the formal way 

to state motions and it should be used when you state every motion at your convention.  Keeping it 

formal helps reduce confusion and delay.  After saying “Are you ready for the question,” the 

Convention Chairman should pause to see if there is anyone to speak in debate.  Once debate is 

concluded, the Convention Chairman puts it to a vote saying “All those in favor say Aye (pause).  All 

those against, No (pause).  The ayes have it and the Credentials Committee report is adopted.”  

This procedure is used for all five Committee Reports.  Any attempt by delegates to try to introduce 

business outside of a committee report is probably against the rules.  If you focus on adopting the 

committee reports, you will do your job correctly. 
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What if there is an Amendment? 

Amending is the process of changing words.  It is best to make sure that any amendment is clearly 

stated by the Convention Chairman.  Often delegates do not know how to make a proper 

amendment.  They may say something like “Madam Chair, I want to change one of the proposed 

rules” or “Mr. Chairman, I want Betty Smith to be a state delegate.”  It is proper and good 

procedure for the Convention Chairman to take time and clearly state any motion, especially an 

amendment, before allowing debate or a vote.  You can help the delegate state the motion in 

clearer terms. For example, you could say “The motion is to amend the Nominations Committee 

report by adding the name of Betty Smith as a delegate.  Is there a second?”  Yes, amendments do 

need a person to second the motion. 

Once the amendment has been stated, allow debate and then put the amendment to a vote.  

Restate the motion whenever there has been debate so that the delegates will remember what 

they are voting on: “The motion is to amend the Nominations Committee report by adding the 

name of Betty Smith as a delegate.  Are you ready for the question?  All those in favor say Aye 

(pause).  All those against, No (pause).  The Ayes have it and the name of Betty Smith is added as a 

delegate.”  

If a full slate of delegates has been presented, another name can only be added by striking a name 

already on the list. 

Remember that after voting on amendments, the convention still needs to vote on adopting the 

report.  Make sure that a final vote is taken on adopting each committee report. 

Closing Debate 

The proper motion for closing debate is “Madam Chair, I move the Previous Question.”  

Sometimes, delegates will cry out “Question!” or “Call the question!”  This is an attempt to close 

debate, but no delegate can demand this.  It must be voted on by the convention.  If you feel that 

debate should continue a little longer, it is proper to ignore these shouts because a formal motion 

has not been made.  If debate has gone on for a considerable time, you may say something like 

“The convention has debated this matter for almost ten minutes.  Is there any further debate?”  

Sometimes this will send a signal to the delegates that it is time to vote.   

Otherwise, when a delegate shouts “Question!” and the Convention Chairman feels that debate 

has already taken a reasonable amount of the convention’s time, the Convention Chairman can say 

“Is there a second?”  Another delegate will almost always provide this.  The Convention Chairman 

should then say “It has been moved and seconded to order the Previous Question.  This motion will 

cut off further debate and amendment, and bring the convention to a vote.”  Remember, a simple 

majority vote is all that is required according to Republican Party Rule 16. 
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Tabling a Motion 

The motion to Lay On the Table is out of order for most situations that will arise at a convention.  It 

is best to rule all motions to Table or Lay On the Table as being out of order.  Tabling acts to kill a 

motion without allowing the delegates to deliberate.  There are other means of obtaining the same 

result.  Remind the delegates, if necessary, that the best way to kill a motion is to vote it down. 

Voting 

You already know that the basic way to take a vote is to call for the Ayes and Nos – also known as a 

voice vote.  Sometimes, the vote is too close to hear, and it is proper to retake the vote as a 

standing vote.  Simply say “The Chair is uncertain and we will take a standing vote.  All those in 

favor please stand.  Thank you.  All those opposed please stand.  The Nos have it and the motion is 

lost.” 

Sometimes, even a standing vote cannot be determined.  If so, you have two options.  You may 

retake the standing vote and count the number of delegates on each side, or you may take a Roll 

Call vote.  The latter takes more time, as it requires that the Secretary call the roll of precincts.  

Each precinct may vote its full delegate strength and this must be tabulated and calculated.  If your 

convention is small in size, a counted standing vote can be very simply conducted. 

Republican Party Rule 7 requires that a Roll Call vote be taken if 20 percent of the precincts 

demand it in writing.  This must be presented to the Convention Chairman at the time or before the 

vote is taken.  The Chair does not have to allow the delegates time to amass enough votes to order 

a Roll Call, as this would be dilatory. 

While a Roll Call vote can be very time consuming, a standing vote or even a counted standing vote 

may take very little time.  For this reason, it is good practice for the Convention Chair to make sure 

the delegates are confident in the outcome.  Don’t hesitate to verify a close voice vote with a 

standing vote, even though you could determine the prevailing side. 

Point of Order 

This last item may be the most important.  A Point of Order is used by a delegate to bring to the 

Chair’s attention a violation in the rules or in the procedure.  If the Chair determines that the rules 

have not been followed, he must correct the situation before continuing.  If the Chair determines 

that the rules have been followed, he should say “The point is not well taken” and then explain why 

as best he can. 

Sometimes a delegate will use a Point of Order as a clever way to get recognized for debate or to 

make a motion.  You may be firm about any misuse of a Point of Order. 

You are not expected to be an expert in the Republican Party of Texas Rules or in Robert’s Rules of 

Order Newly Revised.  If a Convention Chairman intentionally violates the party rules, he can be 

challenged at the State Convention and stripped of his right to be a state delegate.  The important 
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words here are intentionally violates.  Accidental or unintentional missteps cannot be challenged. 

Be very careful if you hear a delegate say something like “Mr. Chairman, are you aware that this is 

in violation of the Party rules?”  Ask the delegate to specify which rule is being violated.  If 

necessary, take a short pause in the proceedings and look up the rule yourself.  Always correct any 

procedure that is clearly against the party rules. 

If you would like to learn more about parliamentary procedure, I recommend you purchase the 

pocket book Robert’s Rules of Order In Brief.  It is a simple guide that is written for the layman and 

easy to look up.  Do make sure that you and the Chairman of the Rules Committee have a copy of 

the Republican Party of Texas rules.  Keep them at your side during the convention. 

 

CLOSING 

Thank you for joining us today and we hope that this has been informative and will be helpful in 
planning your County Convention.     

We will also provide you with a written script of today's video for your quick reference. 

I would like to thank Rebecca Williamson and Kirk Overbey for their contribution to our video and 
their time to help you through this process. 
 

Thank you County Chairmen for all you do and we want to you know you are appreciated with and 
all your countless hours of commitment.  Keep up the good work and let's continue to keep Texas a 
strong Republican State.  God Bless you and our Great Republican State of Texas. 
 

 


