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o i ! Chairman:

The meeting will
come to order.

The secretary will
read the minutes
of the last meeting.
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Minutes are read.
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Are there any correc-
tions to the minutes?

Corrections are suggested without motion or vote.

If there are no
(further) corrections
the minutes stand
approved as read

(as corrected ).

We will have the
report of the . ..

Ofhcers (e.g., inancial

report by treasurer)
Standing committees
Special committees

Motion is made to adopt audited financial report;

no action is taken on unaudited report. If com-

mittee report contains a recommendation, reporting
member (usually chairman of the committee) moves that

recommendation he adopted. Otherwise, report is filed
without action.

Is there any
unfinished busines

Action is completed
on any business not settled

when last meeting was adjourne
(See Handling Main Motions)

O 3 én,\her unfinished business . . .

Is there any
new business?

Each new motion is discussed and settled
before another main motion can be proposed.
(See Handling Main Motions)

After business is completed . ..

Are there any

announcements?

If there is no

further business.
the meeting will
stand adjourned.

If no business is presented ...

The meeting is

[@4 adjourned.

If assembly wishes to adjourn meeting before

all business is completed. meeting must be adjourned
by motion.

*A Quorum (the number of members necessary, according to the
constitution or by-laws, to do business) must be present to hold
a business meeting. If no provision is made in constitution or
bv-laws a quorum is a majority of the membership.




Member stands:

Chairman. - .
Chairman recognizes
speaker:

Miss X.
(propose)
(motion) . . .
] second the motion. T he motion has been

made by (name of mover)
o and seconded that . ..
Is there any discussion?

Discussion must be addressed to the chair (chairman). Motion may
be changed by amendment. If the group does not wish to take final
action on the motion, they may dispose of it in some other way.
(See Rules for Handling Motions)

o When discussion stops . . .

If theve is no further a

discussion (silence is taken
as consent) the motion is . . .

All in favor please
say “Aye” (Yes).

-

aaaoaa sl All opposea,
| Q Q QQQ NO please say “No."

If the chair is able to tell from this “voice vote™ (viva voce)
whether there are more “Ayes” or more “Noes,” he announces the result.

o The Aves (or Noes) have
it. The motion is
carried (or is defeated).

o>

If any one calls “Division™ (questions the voice vote),
the chair calls for a show ol hands or a standing vote.
(All in favor raise your right hand [or stand|. All ofrposed . . .)

If a majority demand it, the vote may be taken by ballot.
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After a main motion has been made and seconded . ..

1] move to amend
the motion by . ..

Inserting or adding a word, phrase or sentence.
Striking out a. word, phrase or sentence.
Striking out and inserting a word or phrase or
substituting a sentence or paragraph.

1 second the
motion to amend.

0 It has been proposed

to amnend the motion
to read as follows . . .

Chair states the main motion and the amendment, so the group
will understand how the amendment changes the motion.
Amendment is handled in the same way as a main motion,

with . ..

- Discussion: o Is there any discussion?

Question: e If there is no further
discussion, the amendment
i5...

Qg NO ea AYE Vote: o All in favor of

the amendment . . .

,((‘\ Chair announces The amendment is
6 the outcome: carried (or defcated).
The motion vow
before the house is .

{motion—
plus the amendment. if carried)
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Tvpes of Motions Order of Requires Can be Can be Vote Canbere
FPesOp ARe5 handling seconding discussed amended required' considere
INCIDENTAL MOTIONS'
To suspend a rule temporarily
(e.g., to change order Yes No No 23 No
of business)*® No
—T— dchinite
To close nominations® . Yes No Yes 4 No
precedence e
STy — rule R - egative
To reopen nominations Yes No Yes Majority vote only
Motions pertaining to voting Yes No Yes Majority Yes
To withdraw or modifyv a Th Negative }
motion (to prevent vote or b No No No Majority wostesnsrsl |
inclusion in minutes)® EREILICES =
have N |
. . de o vote, |
To rise to a point of order precede nce N N No chairm N |
(to enforce rules or program)® over motion © © : 'I ‘San ¢
to which ute |
To appeal from decision of they pertain Yes, when |
the chair (must be made Yes motion is No Majority Yes
immediately)? debatable
SUBSIDIARY MOTIONS- In order only when a main motion is pending
Has precedence
To table motion _—
(1o lav it aside until later) over lowey Yes No No Majority No
. motions
|
Has precedence |
To call fer xiuite (roenc over?ower Yes No No 34 No
discussion at once and vote) ! ’ |
motions
Lo g : Has precedence |
To limit discussion I; , , 1
to a certain time VR TONEE xes No Yes +3 Yes
motions |
: Has precedence |
To postpone definitely (to P - ‘
certain time ) action ona motion o <. iaiser Yes Yes Yes Majority Yes
motions
. . Has precedence
To refer motion to committee ‘; -
thor speciil consideration) over lower Yes Yes Yes Majority Yes
motions
To amend (improve) Has precedence Yes, when
& oot molionp over lower Yes motion is Yes Majority Yes
motions debatable
. . Has pr
To postpone indefinitely over‘])of:/::fence Yes Yes No Majority Affirmativ.
action on a motion . ’ )
molon vote only
MAIN MOTION In order when motion of higher precedence is not pending
Cannot be made
To present a proposal h
P prop if any other Yes Yes Yes Majority Yes

40 assembly

motion is pending




Types of Motions

Order of
handling

Requiires

seconding  discussed

Can be

B
8
2.
)
2.

Vote
required'

Can bere-
considered

PRIVILEGED MOTIONS:

Has precedence
over lower
motions

Fix time at which
to adjourn

Yes

Majority Yes

Has precedence

Adjourn over lower Yes No'™ " | No Majority No
motions '
Has precedence '
To recess over lower Yes No . Yes" Majority No
motions
Rai uestion Has precedence
falsc? a]q ~ over lower Yes No Yes'™ Majority No
of privilege motion' '
Call for orders of the day No vote
(1o conform to adopted agenda No No No . e No
required

or order of business)® ©

UNCLASSIFIED MOTIONS®

To take motion from table
(10 bring up tabled motion
for consideration)*

Yes No Majority No

To reconsider (to bring up

Yes, when

discussion and obtain vote on Candnql[bu‘ Yos motion is No Majority No
previously decided motiony ™ ! made 1 dcbatable
any other —
To rescind (repeal) decision motion is YCS'.“ h;:n Majority ,
Yes motion is No or Yes

on a motion" pending

debatable 23

To ratifv action taken by
officer prior to action by
assembly

Yes Yes No Majority Yes

Conditton~ that may arise which require achion but since they do not re-
quuie recoenition by the chuir are not shown as motions:

Call for vrders of the day

Division o! the house; Call for a visible vote (standingt instead of an audible |

wote (Ave—No) of a vote that has just been taken (viva soeed

Parhiamentary inquiry

Puint of order: No vote, but ruling by the chair (mav interrupt spuesher)
Point of information

Objection to consideration of the question: Must be made immediatel
after the main motiun has been stated by the chair. Chair: “An obwection
hus been made 1o the consideration of the question. shall the pending mo-
tion be considered?” A 21 pegatine sofe is required ta sustain an obiechiun.

1A tied vote 3 always Jost except on a motion to appeal from the decision
of the chotr (see Incidental Motions) when a tied vote sustams the decision
of the chuir.

*Subsidiars moutions are motions that pertain 10 2 main motivn while it is
pending

\lust incidenta) motions arise vut of another question that is pending and
must be decided befure the question out of which they arise s decnied.

sShould amione ubiject 10 @ Question of privilege, a mution is then required
to eliminate the cause of discomlort.

*The chair upens nominations with: *Nominations are now in order.” Nom-
inutions My be made by a pominating commitiee, by a nominaning ballot,
and from the floor. A member may mahe @ Motion to close pominations or
the chair may declare nominations clused after assembly has been given
suthcient time 1o make nominations,

‘The mover many withdraw or madily his mution withuut consent of anvone
sefore the motion hus been put 1o assembh for consideration (slated by
the chairy. After 1t has been stated by the chair the mover must request that
1t be withdrawn or muditied. and it there is no ohicction the chair an-
rutnees. “The motion is withdrawn, or modificd ©* 1 anvone ohjedts, the
reguest must be put 1o vote.

‘A member may interrupt the speaher or occupant of the floor 1o raise a
point of order, question of Parhamentary inquiry. or question of informa-
tion. question of privilege, obicct to the comsideraton of the qQuestion,
appeal, ur call for orders of the das.

*Orders of the day may be changed by a mution 10 suspend the rules. See
Incidental Motions.

“Tubled motion can be taken from the table at the same meeting alter sume
business has been considered or at the next meeting.

“»The motion fu reconsider may be made only by -one whu roted on the pre-
vailing side and the motion to reconsider must be made at the same meet-
ing or once held the next day.

MA motion cannot be reconsidered or rescinded il action has been taken as
a result of the action. but the unesecuted part of the motivn may  be
rescinded. 1f notice is given at the preveding meeting & maiority vole re-
scinds. Without notice a 3+ vote is required.

12If no motion is pending the motion is not privileged and s f!chul.:hl’c_
amendable and subject 1o having subsidiary motions apphed to it

"When the motion to adjourn has the effect of dissolving the cunvention
before the business has been compleied it is open fo dehate and treated as
a main moton.
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o Calls the mecting to order. -
e Kceps meeting to its order of business.

o Handles discussion in an orderly way:

Gives every member who wishes it a chance to spea}

Tactlully keeps all speakers to rules of order
and to the question.

Should give pro and con speakers
alternating opportunities to speak.

o Does not enter into discussion

States cach motion before it is discussed,
and helore it is voted upon.

Puts motions to vote
and announces outcome.

r o Mav vote when his vote would attect the outcome,
or in any case when voting is by ballot.

USE OF GAVEL:
Rap once to call meeting to order. e Should be familiar enough with parliamentary law
Rap once to maintain order. to inform assembly on proper procedure.
Rap once to declare adjournment. .

o May appoint committees when authorized to do so

or if by-laws so provide.
i
|

@ May assist in wording of motions if maker requests
assistance.

The chairman can remain seated during the meeting
except at these times.

: To call the meeting to order.
To put a question to-vote.
To give his decision on a point of order.
| :\Iay' stand to recognize speakers (particularly
}w if assembly is large).

In speaking to the assembly. the chairman
’ ( ; refers to himsell as “The chair.” .




ey e e
o ; ke

=
=

»

g

'y P
S '

e
Rl
2,

o Keeps an accurate record of each meeting, including in the minutes:

Kind of meeting (regular, special or adjourned) and name of assembly.
Date, hour and place of meeting.

Name and title of officer presiding and presence of quorum.

Approval of previous minutes.

Record of reports.

Record of each main motion (unless withdrawn) with name of person who
made it.

Record of points of order and appeals.

Record of all other motions (unless withdrawn).

Record of counted votes.

Time of adjournment.

Signature and title of secretary.

ing.

secretary) .

Notifies members ol meetings (c.

Recording of minutes:

Record what is done. not what is said.

Keep notes togethier in a special notebook.

Keeps an up-te-date roll of members.

Keeps copy of constitution and by-laws. with amendments properly entered.

(2
©
o Keeps a record of all committces.
5/
(6
(7

.. if a special meeting is called) .

Provides list of pending and potential business for chairman before meet-

Handles correspondence of organization (unless there is a correspanding

» |

Final form of the minutes:

Should be typewritten or legibly

statements and record in permanent
minute book to be read at next meeting
Record each motion in a separate

written in permanent ink.

Organize the notes into clear. concise ? s===:= Should not be defaced. (Corrections
1y g should be made by bracketing the erro-
g == neous portions and stating correctly in
Xt the wide margin.)
€% SSSssu

Minutes should be read and approved
Dy assembly at the next regular or ad-
journed meeting. If the organization is

not scheduled to meet for several months.

minutes should be read belore adjourn-

ment of the meeting or a committee mav

be appointed to approve them when
they are in permanent form.

Should be kept in book form. If in
longhand, a bound book should he used,
if typewritten. a looseleal notebook. 1f

a looseleal notebook is used each page
should be signed or initialed by secretary
and onc other officer to guard against
substitution of pages.

Should be recorded with a wide margin
for corrections.

Minutes. when approved. should be
signed by secretary and if desired. by the
president.



