Parliamentary Procedure
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Making meetings work
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= |t js a set of rules for conduct at
meetings, that allows everyone to be
heard and to make decisions without

confusion.

= — :




. M’ke meetrng=rﬂ‘r1‘smoothly

= Maintain order

= Protect minority interests while Iettlng
majority rule

= Keep everything “legal
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Organizations using, parliamentary
orocecdlre usuzlly follow e flced orcder of
St ISEIBWASTEF LY PIcElfEXanpIes

- = Callto-order.
= Reading of minutes of last meeting.
= Officers reports (Treasurer).
= Committee reports.

= Special orders --- Important business previously
designated for consideration at this meeting.

"Unfinis-hed business. e
- Ne e
ANoUNCemMents. —

= Adjournment.




Quorum




Agerica

__= Prepa red ahead of the meeting and
becomes the order items come up In the
meeting.
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= [For a proposed agenda to become the official agenda for a
. meeting, itmust be adopted by the assembly at the outset
of the meeting. At the time that an agenda Is presented for
adoption, it is in order for any member to move to amend
the proposed agenda by adding any item which the
member desires to add, or by proposing any: ether change.

= [t is wrong to assume, as many do, that the president
(Office Manager) "sets the agenda.” It Is common for the
ﬂ:ﬁsident torprepare a proposed agenda, but that becomes
nding| enly ifits ed b embly, perhap

W as Just described.




MIricies

~ = Not only is it not necessary to summarize
matters discussed at a meeting in the
minutes of that meeting, It IS Improper to do
so. Minutes are a record of what was done

at a meeting, not a record of what was said.
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- The wordlng used In the mlnutes to record a

main motion that has died for lack of a
second should reflect just that, e.g., "A
motion by Mr.. X 'that the Society support
the candidacy of John Smith:fer the office of
Mayor' died for lack of a seeond”, or that "A

ort the . =

%@mon that-the Society su
ndid ‘Smithrfertne office of
yor falled to receive a second.”
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[f corr ectlons tomlnutes arne made at the time When those
:—,Jnlnutes_are_orlglnally submitted for approval, such
corrections are made In the text of the minutes being
approved. The minutes of the meeting at which the
corrections are made should merely indicate that the
minutes were approved "as corrected."

= |f it becomes necessary to correct minutes, after they have
Initially been approved, such correction can be made by
means of the motion to Amend Something Previously
ﬂglg}pted In'this event, since the mOtIOI’_] to Amend

w Tchl;[ fif c""c | " a i; C ed 0] rejected
d be entered in the minutes of the meeting at which, it
was considered.
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- Maker uses terminology “I move that...”
« Can not be in negative form

 Only one main motion at atime
Always state a motion affirmatively. Say, "I move that we ..."
rather than, "I move that we do not ...".
Avoid personalities and stay on your subject.
Second

Chairman States Your Motion
The Chairm "It has been e

e membership for
n and action. -

Now is in the hands of the assembly

Discussion




Ve Motlons Cornilrneacd
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~ = Main Motions that are not Legal
e e _
— Break any Local, State or National Laws

— Any motion that brings up a motion that has
already been failed

— Items that are outside the power of the group

ﬂegative.motions R —t
olitic -
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"« President restates motion for vote
e e

= President states action that will happen




The method of vote on any. motion
clggerics orlirie slitzior ericl irie gy-l1zlWws

= OT DOIlICY OT VOoUr oraanizat ("

Iﬁere are five methods used to vote by most
— erganizations, they are:

— paper, this method is used when secrecy is desired. By Voice --
The Chairman asks those in favor to say, "aye", those opposed to
say "no". Any member may move for a exact count.

— By Roll Call -- Each member answers "yes" or "no" as his name Is
called. This method is used when a record of each person's vote is
required.

— By General Consent -- When a motion is not likely to be opposed,
the Chairman says, "if there is no objection ..." The membership
shows agreement by their silence, however if one member says, "I

-

- object," the item must be put to a vote. -
‘. — By Division—- This.is a slight verificationjof a voice vote. It doesinat
€ e/ countunies: haimanse desires. Members raise

or stand.
— By Ballot -- Members write their vote on a slip of
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= Normally President votes _c‘)'nly'ior make orto
break a tie. If vote Is 2 Aye and 2 No —

— President can call the motion failed and not
Indicate If they voted

— VVote Aye and pass the motion
e no,and fail the motion




omh( [ Of Irterasrt

- Under the rules infRONR, no member can be
~ compelled to refrain from voting simply because it
IS perceived that he or she may have some
"conflict of interest” with respect to the motion
under consideration. If a member has a direct
personal or pecuniary (monetary) interest in a
elien under con3|derat|on not common to other .

mbers ‘he should ot
SUch™a motion, but even then he or she

cannot be compelled to refrain from voting.
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= ANSWer:
Yes, votes can be taken In executive
session. Proceedings In an executive
session are secret, but are not restricted In

ﬂ-@them/vay. - -
= ’ - —*




Can we hold our board meetings
oYy corfererice ielegriorie call?

'-Answer. ——a

~ You may hold board meetings by conference
telephone call only if your bylaws specifically
authorize you to do so. If they do, such meetings
must be conducted in such a way.that all members
participating can hear each other at the same

%@ and speC|aI rules should be adopted to "

cify pre nitionis to be sought

tained during suchimeetings.




~ = |t should be noted in this connection that the

~ personal approval of a proposed action obtained
from a majority of, or even all, board members
separately Is not valid board approval, since no
meeting was held during which the proposed
action could be properly debated. If action is taken
dysthe board on the ba5|s of individual approval,

hoard ﬁt?—
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= Nominations can be closed by

e
— Motion to close nominations (2/3 vote)

— President calls for further nominations three
times. If there are none, the President.can close
nominations




" = [fthere are two candidates, vote taken

T e
= |[fthere Is one candidate

— | prefer a motion to elect person
— Can be elected by “unanimous consent”




—-ﬂ—rﬁémbermge their vote up until the
vote is announced by the chair




= The Common Motions Classified According to Their Objects.
1) e Moedify.erAmend:
— (21) Amerid
— (9) Comnmlit of Meigl
* (2) To Deter Action.
~ — (a)Postpone to a Certain Time
" - — (b) Make a Special Order (2/3/Vote)
= (c)Layonthe Table
= (3) To Suppress or Limit Debate (2/3 Vote).
— (a) Previous Question (to close debate now) (2/3 Vote)
— (b) Limit Debate (2/3 Vote)
= (4) To Suppress the Question.
— (@) Objection to Its Consideration (2/3 Vote)
— (b) Previous Question and Reject Question
— (c) Postpone Indefinitely
— (d) Lay on the Table
0. Consider a Question a Second Time.
Take from the Table

1
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== PostE@e indefinitely e e—
= Amend

= Refer to a committee
= Postpone definitely
= | imit Debate

mious-

on the table



IHow can semething be defeated
WITHIOUT 21 clirect voie or) 117

- Before debate—on an orlglnal (ordlnary substantlve)
~ main'motion has begun you may raise an
Objection to Consideration of [the] Question,
which Is undebatable and can suppress the main
guestion by a two-thirds vote against censideration

= |f debate on the main motion has begun and you
want to get rid of that motion without a direct vote

ﬂ't use the motion to Postpo Indefinitely.That,

W@myﬂm e, but until it is
pted, It leaves the main question open to

debate




Fostgone Iricdefiniizly
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~ = Used to defeat a motion without voting on'
B —

the motion
= Used to test who Is for or against a motion
= Can still discuss the main motion

= Proper Example: Mr. President, | move to
@pone‘tﬁis motion indefinitely:

.
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~ = Changes motion by inserting, deleting or
I —

Inserting and deleting
= Must be “germane’”
= Ex: Motion “to have a conservationtour and

picnic” can be amended by
— inserting, :"on August 10™" at the end of the -
ﬁ)tion. | T —

— Deleting “picnic” and adding “hog roast”

R




Arrianclrrernt to ar Arrenclrrarl:
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= Purpose -

— To modify an amendment to make it more

specific
— Can not be amended

= Must change only the amendment

sAmendment to :"on August, 10" .
ﬁm-@%n%
ot by adding “with a hog roast”




= |f |t appears to the chair that an amendment
(or any other motion) Is uncontroversial, It Is
proper for the chair to ask If there Is "any
objection” to adopting the amendment.

= |f no objection is made, the chair may' declare
the amendment adopted.

= |f even one member objects, however, the

gmendment IS subject to debate. and veteJJk&_
any o essiof ['ItS proposer
- ndly” and regardless ofiwhether
the maker of the original motion endorses its
adoption




= Should state
— \Which committee or how appointed

— Action to be taken

* Find information and report back -
= Find iInformation and make recommendations
= Take action




Hafer to Corrrrliiasa

= PUrpose ——
e . .
— used to send a pending guestion to a small
group so that the question may be carefully

Investigated =

— Mr.. President, | move we refer this motion to a
committee of three appointed by the chair to -

ﬂortm at the next meﬁmg. —ﬁ




. Purpose —

R —— _
— allow for the motion on the floor to deferred to a

different day, meeting, or until after a certain
event _

- Proper example:

damJ?_[eS|dent | move to postpone this
otion WW




- Tlme must b'e_VV]Tﬁln'thIS meetlng orthe next

B e —

meeting
= Requires a 2/3 vote

= Can’t be used to make motion. invalidi.e. A
motion to have a tour August 10" can'’t be

@poned-to the August %-ith megu.gg.-
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" Purpose —
— To limit or lengthen the time allowed for
discussion on a motion when it Is clear that
there will be an excessive amount of -
discussion or when the amount of time for
L

ne meeting Is limited.

ey

_—



.= Maker of the motion must specify
— the amount of time

— the number of speakers that can debate the
motion

= Proper Example .
adam President, | movethat we limit,debate. =

‘I?Wu for the motion
and 3 discussions against the motion.

— Madam President, | move to limit debate to a
maximum of 5 minutes.




Previods Ouesilor

= Purpose —

— To force an iImmediate Vote on the motion

= Proper example:
— Madam President, | move the previous guestion
— Mr. President, | call for the previous guestion




= Jtisa falrly common: mlsconceptlon that
R —

after debate has continued for some time, If
any member shouts out "Question!" or “| call
the question!”, debate must immediately
cease and the chair must put the pending

tion.to a vote. This Is simply not the -
T —

——
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= Temporarily sets aside an item of business
for moere urgent matters
= Should not be used to kill a motion
= Takes all pending motions with It

= |s on the table until the end of the next

sl R




— = Purpose —

— To defer action on the motion until later in the
meeting or until the next meeting

= Proper example:
r.. President, | move to lay:this m

[
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Can . something.be.de

clclgorJrJr a morJon to)
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= AnSWer:
This is a common violation of fair procedure.
Such a motion IS not In order, because ! it

would permit debate to be suppressed by a

majority-vete, and only a two-thirds vote can.
ﬁ = S —
0o tha | -



= Purpose
— To take a motion that Is on the table off of the
table.

= Proper Example -

— | move to take the motion that reads to buy a
> planter from the table.
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= pPUrpose
— to reevaluate a decision that was made
earlier -

= |f passed, the motion to be
reconsidered is handled just as If it

~ wasn ed on | ———

on dame day as action was
taken on the motion (or next day in a
convention)




= Only can be made by a person who voted
e ———— -
on the winning side
= |f passed the motion Iis handled immediately
I .
— only a main motion with amendments Is on the
(70 ] S —

-
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= Purpose ~—

——

‘____-_g.._

— To REPEAL PREVIOUS ACTION

= Proper Example

— Madam President, | move that we rescind the motion -
passed at our May meeting to buy a tree planter.

= Vote either In favor of rescind or not to rescind. If |

HASSES — motion is no longerkir ffect_,..._-‘f'
ShouldigeMsackand ' make anote in the minutes
ere that motion was passed.




= PUrpose —

R ——
— allows the chapter to break the rules of

parliamentary procedure, or the current
constitution for a short period of time. _

— Mr. President, Because of the lack of time
tonight, | move to suspend the rules and skip -

ﬂectlyﬁnew business. ’.“‘ L e—



Mocdlity or Witriclrawy
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-~ =Purpose-

— This motion allows for the maker of a motion to
change a motion or completely take it off the
floor for discussion.

= |f made before President first states the \
ﬂnion it'is automatically:withdrawnuwithuner

= |[f made after President first states the
motion the following steps must be taken.



Mocdlify or Witricraw cor'
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- = Presjdent must ask If anyone objects to the
maker withdrawing the motion

— If someone objects — must be seconded and
passed with a majority vote

— If no one objects — the motion'is automatically
|thdrawn

ﬂtﬁi@Mlon has begun

= Proper form

— Mr. President, | would like to withdraw my
motion

—




_ This motion allows a motion that has been
made to be split into two different motions

—

= This can only be made on motions:that have
two main ideas that are not dependent on

ﬁh other. e
-I .




Divicla a otlor Corl't
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- Proper exar‘rrpie=’ =

R —
— Motion on the floor, | move to buy a tree planter

and buy a new pick-up.

— Madam President, | move to divide. this: moetion
Into two motions. The first stating the we buy a
tree planter and the second that we buy a

g LM~




Divicla a otlor Cor)'t

— = Can t d|V|de‘amt51’|on that would make one
:__ﬁ—_
of the motions unenforceable

= Motion | move that we have a fair booth and
that the supervisors construct the booth.

= |f divided and fail having a fair booth
d part'is not feasible

e




~ . —Used when a member thinks that the
activity or action of the group is not
appropriate.

= Proper form
— Mr.. President, | object to the

g consideration of this guestion.
- T —
. ould 3¢tion to the
consideration has been called:. All'those
who wish to consider the motion raise your

right hand. All those who object to the
consideration of this question same sign.




— When called, this forces a iImmediate revote by
hand

= Does not require a second Noivote needed
= Can interrupt another speaker -

W T ———
an be made by saying “division” loud enough

for the entire group to hear
— Or by standing and saying “I call for a division of

+theo hatiea”



Polrt of Orclar

~=-Purpose-——

— Used when a member thinks that the rules of
the group or the rules of parliamentary
procedure are being violated.

= Proper example

EW PreS|dent | rise to a poj order——_—
oint”

— After member states point, president says “your
point is well taken” or “Your point is not well
taken”



= Purpose.
— To reverse the decision of the chairman, after
they have made an error.

= Proper Example
— Mr. President | appeal the decision of the chair.

ﬁesideht should sayl‘.‘g‘aw_deeisimﬂiﬁg:
W, se who wishte

uphold the decision of the chair'say I, all
opposed same sign.”
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-~ —This.motion forces the group to
return to the set agenda, without

finishing the current business.

= Can only be made on motions that are netien the
set agenda for that meeting.

= Mr.. President, | call for the orders ofithe day.

E—President should say, Orders of the day has been . —
called. howi the order
e your hand. All'those oppesed to

returning to the orders of the day, same sign.
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~=-Pyrpose—
— This allows for people in the group to ask for
changes In the temperature, for ideas to clarified,
for motions to be explained, for others to repeat
their discussion or motions, and anything that

ﬁay help,the meeting run more smoothly. -
-.-
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Cuesiorn of Privilege (Corl't)

|

— PrOper Example

i se— :
— Madam President, | Rise to a guestion of

privilege.
— President says, “State Your Question®
— Then the member says whatever they have to

d the president decides on whether it will be
ﬁ%’ﬂ



. Purpose —

— This allows for a short break in the meeting
= Must specify the length of time In the motion

= Proper example -
— Mr. President, | move to take a5 minute recess.

ey
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Purpose
— To end the Meeting

= Proper example
— Mr. president, | move to adjourn.

= Meeting can be adjourned by unanimous

— H
——
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