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

Note: Italics indicate Chairperson speaking.

1.  The meeting will come to 2. The secretary will read the
order. minutes of the lnst meeting.

Approve the agenda. The minutes are read.

Are there any corrections fo
the minutes?

The secretary asks if there
are any corrections to
minuates previously mailed
to the membership.

Corrections are suggested
without motion or vote.

If there are no corrections,
the minutes stand approved
as read (or mailed).

_or..

If there are no further
corrections the minutes
stand approved us
corrected.

3.  We will now have the

report of the . . .

Executive Director,
standing committees and
special comrmittees each
present their reports.

If the meeting is a board meeting, items 4 and 5 (unfinished business and new business)
should follow each committee and officer’s report.

if you are conducting a committee meeting, unfinished and new business take place
following the presentation of all reporis.

If a committee report contains a recommendation, the reporting member (tsually the .

chairperson) moves that the recommendation be adopted. Otherwise a report isfiled
without action. : O

A motion must be made to adopt an audited financial repoft. No action is takéh'on_ an :
unaudited report.



4, s there any unfinished
business?

Action is completed on any
business (motions) not
settled when last meeting
was adjourned (see
"Handling Main Motions”
and "Rules for Handling
Motions").

Is there any new business?

Each new motion is
discussed and must be
zettled in some manner
before another main motion
can be proposed (see
“Handling Main Motions
and "Rules for Handling
Motions"}. .. .

6. After all business is completed . . .
Are there any announcements?
7. If there is no further business, the meeting will stand
adjourned.
If no further business is presented . . .
The meeting is adjowrned.
If assembly wishes to adjourn meeting before all

business is completed, meeting must be adjourned by
motion.
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1. A member wishing to make
a motion stands (or raises
their hand) and awaits
recognition by the chair.

2. The Chair recognizes
Ms./Mr. X...

3. Speaker states their
purpose.

T would like to propose a
motion.

Then states the motion . ..

4. Chairperson asks for a
second to the motion.

5. After motion has been
seconded N

A motion has beenmade by -

(name of moveryand .~

seconded that ... (Chair = -

restates motion for the. .- {
record). - A RN

Is there any discussion? = .



Discussion on the motion is addressed to the chair. A motion may be
changed by amendment (see "Amending Motions”). If the group
does not wish to take final action on the motion, it may be disposed
of in some other way (see "Rules for Handling Motions").

6.

When discussion has ended .+,

If there is no further discussion .
(silence is taken as-consent) the -
motion before us is . ... (state
motion).

All those in fa_v_ér .pfeasé_s'ay
"Aye” (Yes). - -

All bﬁposed, please s:ay "Nc::f "

Tf the chair is able to determine from this "voice vote” {viva
voce) whether there are more "Ayes" or more "Noes", he/she
announces the result.

The ayes have it, the motion is carried.
-0 -
The noes have it, the motion is defeated.
If anyone calls for a "Division of the House" (questions the
voice vote), the chair calls for a show of hands or a standing

vote,

All those in favor raise your right hand (or stand). All those
opposed . . .

If a majority demands it, the vote may be cast by ballot.
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An amendment is a pf0posed change to a pending main motion.
Motions can be amended by:
= Insertiﬁg or adding a word, phrase or sentence
-- Striking out a word, phrase or sentence
— Striking out and inserting (substituting) words,
phrases, sentences or paragraphs.

Amendments are handled in the same way as the main motion:

1. After a main motion has
been made and seconded,
any member can propose an
amendment after being
recognized by the chair . ..

I'move to amend the motion
by...

2. Chairperson calls fora
© second to the proposed
amendment.

I second the motion to
am_end .
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3. Afterasecond ...

It has been proposed that
the motion be amended to
read as follows . . .

Chair states the main
moton and the amendment
so members will understand
how the proposed
amendment will change the
main motion.

4. Is there any discussion?

5. After discussion of the 0. A voteis taken on the
question has ended . . . proposed amendment.
If there is no further

discussion, the amendment
before us is . . . (Chair
restates amendment).

7. Chair announces the outcome . . .

The amendment is carried (or defeated). The motion
now before the houseis . . .

Chairperson states amended motion if amendment
carried.

-O7T -

Chairperson restates the original (main) motion if
amendment was defeated.




Can be r{'“

. Order of Requires Can be Can be Vote
T Mot .
ypes of Motions handling seconding  discussed amended required!  consideré..
INCIDENTAL MOTIONS?
To suspend a rule temporarily
(e.g., to change order Yes No No 24 No
of business)® No
To close nominations® definite Yes No Yes % No
i e o ewen precedence T S R - —— . e e N - "
T'o reopen nominations rule Yes No Yes Majority egative
S vote only
Motions pertaining to vating Yes No Yes Majority Yes
To withdraw or modify a Negati
motion (to prevent vote or These No No No Majority voiga ::ie
inclusion in mioutes)® motions on’y
have N
To rise to a point of order precedence N N N ho‘vote, N
(to enforce rules or program)? over motion, © ¢ ¢ ¢ au}man °
: to which o rules
To appeal from decision of they pertain Yes, when o :
the chair (must be made Yes motion is No Majority Yes
immediately)” debatable .
SUBSIDIARY MOTIONS? In order only when main motion is pending
. Has precedence :
To table motion : . .
(to lay it aside until later) over lower Yes No No Majority No
motions '
Has precedence
To call for vote (to end 2
discussion at once and vote) over lower Yes No No £ No
motions
oo . Has precedence
T;;t:;:ﬁ::ﬁsemn over lower Yes No Yes 24 Yes
' motions
. Has precedence
To postpone definitely {to .
certlza. in gme} action 03; g motion over lower Yes Yes Yes Majority Yes
motions
. . Has prgcedence
tL .
ggrr:leéﬁoéfnr;ﬁe;;?g:;t ee over lower Yes Yes Yes Majority Yes
P motions
To amend (im rove). : Has precedence Yes, when
4 main motionp : aver lower Yes motion is Yes Majority Yes
: motions debatable
. . Has precedence :
To postpone indefinitely : .. Affirmative
action on a motion over lower Yes Yes No Majority vote only
_ motion ‘
MAIN MOTION In order when motion of higher precedence is not pending
T'o present a proposal .Cannot be made - ,
if-any other Yes Yes Yes Majority Yes -

to assembly

motion is pending




Types of Motions Order of Reguires Can be Can be Vote Can be re-
P handling seconding discussed amended required®  considered
PRIVILEGED MOTIONS*
o : Has precedence
t
f;}; dl.?:gr;t which over lower Yes Motz Yest Majority Yes
} motions
Has precedence .
Adjourn over lower Yes Noi213 No Majority No
motions
Has precedence B
To recess over lower Yes + .+ No Yestt Majority No
motions B
Raise a question Has precedence 12 - N
of privilege over lower Yes No Yes Majority 0
motion? 12
Call for orders of the day .No vote
{to conform to adopted agenda No No No required” No
or order of business)? 8 4
UNCLASSIFIED MOTEONSS
To take motion from table L T
(to bring up tabled motion Yes No - - No Majority No
for consideration)® R R '
To reconsider (to bring up Yes, when _ ‘
discussion and obtain vote on Cannot be Yes motion is - No Majority No
previgusly decided motion)® It made 1f debatable - :
_ any other Yer wh Mot
To rescind (repeal) decision motion is €%, when ' ajonty
on a motion!! pending Yes motion is No o1 Yes
debatable %5
To ratify action taken by '
officer prior to action by Yes Yes No Majority Yes

assembly

Conditions that may arise which require action but since they do not require
recognition by the chair are not shown as motions:

Call for orders of the day

vision of the house: Call for a visible vote (standing) instead of an audible
vote {(Aye-~-140) of a vote that has just been teken {viva voce)

Parliamentary inquiry

Point of order; No vote, but ruling by the chair {may interrapt speaker)
FPoint of information

Objection to consideration of the guestion: Must be made immediately after
the main motion has been stated by the chair: “An objection has been made
to the consideration of the guestion, shali the pending motion be considered?”’
A 2/3 negative vote ia required to sustain an objection.

1. A tied vote is always lost except on a motion to appeal from the decision
of the chair (see Incidenial Motions) when a tied vote sustains the decision
of the chair.

2. Subsidiary motions are motions that perfain to a main motion while it is
pending.

3. Most incidents] motions arise out of another question that is pending and
must be decided before the question out of which they arise is decided.

4. Should anyone object to a guestion of privilege, a motion. is then required
to eliminate the cause of discomfort.

5, The chair opens nominations with: “Nominations are now in order.”
Nominations may be made by a nominating committee, by a nomisating ballot,
and from the floor. A member may make a motion to close nominations or
the chair may declare nominations closed after assembly has been given
sufficient time to make nominations.

6. The mover may withdraw or modify bis motion without consent of anyone
before the motion has been put to essembly for consideration {stated by the
chairy. Affer it has bpen stated by the chair the mover must request that it be
withdrawn or modified, and if there is no objection the chair annownces: "“The
motion is withdrawn, or modified.” ¥ anyone objects, the request must be put
to vote,

7. A member may interrupi the speaker or eccupant of the floor to raise a
point of order, question of Parliamentary inquiry, or question of information,
question of privilege, object to the consideration of the question, appesl, or eall
for orders of the day.

8, Orders of the day may be changed by a motion to suspend the rules. See
Incidental Motions.

9. Tabled motion can be taken from the table at the same meeting affer some
business bas been considered or at the next meeting.

10. The motion to reconsider may be made only by ene who voted on the pre-
vailing side and the motion to reeonsider must be made at the same meetin-
or one held the next day.

11. A motion carmot be reconsidered or rescinded if action has been taken as
& result of the action, but the unexecuted part of the motion may be rescinded.
H notice is given at the preceding meeting a majority vote rescinds. Without
notice a 2/ vote is required.

12. 1f no molion is pending the motion is not privileged and is debatable,
armendable and subject to having subsidiary motions applied to it.

14. When the motion to adjotttn has the effect of dissclving the conventism
before the business has been completed it is open to debate snd treated as a
main motion.



1.

2.

3.

USE OF THE GAVEL 10.

Rap once to call meeting to order,
Rap once to maintain order.
Rap once to declare adjournment.

Calls the meeting to order.

Keeps meeting to its order of business.

Directs discussion in an orderly fashion:

Gives each member who wishes it an

opportunity to speak.

Tactfully keeps all speakers to rules of

order and to the question.

Should give pro and con speakers
alternating opportunities to speak.

Does not enter into discussion.

States each motion before it is discussed,
and before it is voted upon.

Puts motions to vote and announces
outcome.

May vote when his/her vote would affect

the outcome, or in any case when voting
is by ballot.

Should be familiar enough with
parliamentary law to inform assembly
of proper procedures.

May appoint committees when
authorized to do so, or if by-laws so
provide. \

May assist in wording motions if mover
requests assistance.

The chairperson can remain seated during the meeting except at these times:

To call the méeting to order.
To put a question to the vote.
To give a decision on a point of order.

Chairperson may also wish to stand when recognizing speakers (particularly if the assembly is 1arge).

In speaking to the ass'émbly, the chairperson'refers to him/ herself as "the Cha_if".-

5
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' .chmrperson before meeting.

Keeps an accurate account of each meeting. These minutes
should include a record of the following:

-- Kind of meeting (regular, special or
reconvened) and name of assembly

-« Date, hour and place of meeting

-- Name and title of officer presiding and

presence of quorum

Approval of previous minutes

Reports

Each main motion (unless withdrawn) together

with name of person who made the motion

Points of order and appeals

- All other motions (unless withdrawn)

-- Counted votes

— Time of adjournment

- Signature and title of secretary

1
i

1
i

1
H

Keeps an up—to—date roll of members.

: Keeps a. copy of the articles of incorporation, charter and _
_ 'by~1aws, along w1th all amendments thereto '

- Keeps a record of all comm;ttees

Prowdes hst of pendmg and potenhai busmess for

: Handles_ correspondence of organization (unless thereisa '

corresponding secretary).
Notifies members of meelings.

Signs legal documents as required.

: Any of the above may be delegated to staff. However, the secretary is
responsible for the accuracy of all documents and proper signature.



The minutes of each meeting constitute a permanent record of events and actions for future reference. Assuch,
they record what is done, not what is said.

Keep notes together in a special notebook. OrganiZe the hotes into clear, concise statements.

When recorded in final form, minutes should be typewritten or Jegibly handwritten in permanent ink. Enter
each motion as a separate paragraph and leave a wide margin for any corrections that may later become
necessary.

Minutes should be maintained in permanent book form. If written in longhand, a bound book should be used.
If typewritten, a loose leaf notebook can be employed, but each page should be numbered and signed or
initialed by the secretary and one other officer to guard against substitution or misordering of pages.

Minutes should never be defaced. Corrections should be made by bracketing the erroneous material and
restating it correctly in wide margins which have been left for that purpose.

Minutes should be read and approved by the assembly at the next regular or reconvened meeting. Ifa
meeting is not scheduled for several months, minutes should be read before the meeting is adjourned, or a
committee may be appointed to approve them once they are in permanent form.

When approved, minutes should be signed by the secretary. They may also be counter-signed by the
president if desired.
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