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Or.g'ar\iza'l'icms vsing parli'amen{'ary L
?rocedure u,sua”y follow 2 'ﬁ)led

Herels 2 *ypic,al ev-ample,::;)

L. eALL TO ORPER
The chair says, ‘“The
meeting will please come
to order.”’

1. Quopym*
The chair notes if a
quorum is present.

T MIPUTES
The secretary reads a record
of the last meeting.

L. OFFICERS’ REPORTS
Often limited to a report from
treasurer, but others may
report at this time.

L. COMPITTEE REPORTS
First come reports from
standing (permanent) com-
mittees, then from special
(temporary) committees.

L. SPEAL ORPERS

Important business
previously designated for

Vi UNFINISHED BUSINESS
Business left over from
previous meetings.

T MEW BUSINESS

Introduction of new topics.

TE.. ANNOUNCEMENTS
Informing the assembly of
other subjects and events.

L. ADJOURMMENT
The meeting ends by a
vote, or by general consent
(or by chair's decision if time
of adjournment was pre-
arranged by vote).

consideration at this meeting.
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The number of members that
must be present for business
4o be conducted |e.53||y

The actual number is usvally
stated in the bylaws,
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THEY MAKE MOTIONS F

A motion is 3 proposal that the.
assembly TAKE A STAND or TAKE
ACTION on Some 1S5ve.,

Members egamn:

PRESENT MOTIONS

(make a prOposaE)
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SELOND MOTIONS

(express support for discussion
of .another member’s motion)
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PEBATE MOTIONS

(give opinions on the motion)
) think.
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YOTE ON MOTIONS

(make a decision).
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There are

$ pmap pmoTioNs

introduce subjects to the
assembly for its consideration.
They cannot be made when
another motion is befere the
assembly. They yield to
privileged, subsidiary and
incidental motions.

For example:
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@ suUBSIDIARY
MOTIONS
change or affect how the
main motion is handled. (They
are voted on before the main
motion.) For example:

¥} move the

guestion before, the.
‘Bssemuy

amended 'by 5*r'||ﬂ'n3
out... "

SOME QUESTIONS
RELATING TO MOTIONS:

15 17 1N OROER-P

Your maotion must relate o the
business at hand, and be presented
at the right time. It must not be
obstructive, frivolous or against

the bylaws.

MY 1| IPTERPUPT TUE SPEPRERT

Some motions are so important
that the speaker may be inter-
rupted to make them. The original
speaker regains the floor after the
interruption has been attended to.

D0 1 PEED P SELONDT

Usually, yes. A second indicates
that another member would like
o consider your motion.

It prevenis spending time on a
question which interests only
one person.

1% iT PESATABLE 7

Parliamentary procedure guards
the right to free and full debate
on most motions. However some
subsidiary, privileged and Inciden-
tal motions are not debatable.

© PRIVILEGED
MoTIONS
are most urgent. They concern
special or important matters not
related to pending business. For
example;
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@ IMCIDENTAL
MOTIONS
are questions of procedure
that arise out of other motions.
They must be considered before
the other motion. For example:

i
l| move, *o

Suspend the ruleg

enP 5T BE PPENDERT
Some moticns can be altered by
striking out, inserting, or both at
once. Amendments must relate
to the subject as presented in
the main moticn.

WHsT Vol 5 NEEDEDTY

Most require only a majority
vote, but motions concerning
the rights of the assembly or
its members need a 2/3 vote
to be adopted.
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ea 1T BE RPCLoNSIDEREDT

Some motions can be debated
again and revoted to give mem-
bers a chance to change their
minds. The motion to reconsider
must come from the winning side.

The +able on pages

8 and 9 gnswers these
questiors for some
common motions.
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Here are Some. motions you mgH m'a{ce, how 4o
moke them, and what 4o expect of -the rules.

- . May you DO YouU NEED 5 iT caM 1T BE WHAT VoTE Co18 ¥ BE

1o Do MileS: you SRy Tl _ 1,12“25_1{;3“,5&9_ PSECOND? | DEBATABLE? | AMENDEDT | IS HEEDED? | MECONSIDEREDT
ADJOURN MEETING *1 move. that we adjourn” No VES Mo No MAJORITY No
CALL AN INTERMISSION M move 4hat we recess for.. " N No YES No YES MPJORATY No
COMPLAIN ABOUT HEAT, LY ) . i 5

NOISE, ETC. | rise to 3 question of P“V'I%e vES No No MO No VOTE No
TEMPORARILY SUSPEND CON- A i € i
SIDERATION OF AN ISSUE | move 4o able the motion No ves NO Mo MAJORAITY noD
END DEBATE AND AMENDMENTS M move -the previous question # NO YES No No 23 Yﬁb@ :
POSTPONE DISCUSSION FOR u ' : ' |

ROSIPONE DISC | move 4o pastpone 4he discussion until... NO ES Yes yes MAJORITY Ves
GIVE CLOSER STUDY Y move 1o refer +he matter o committee” €X
OF SOMETHING r m ' Ko yes yes Yes MAJORITY ves @
AMEND A MOTION M ove o dmend he motion by... " No ves ves yes MAJORITY ves
INTRODUCE BUSINESS Y yove Ahat. " No Yes yES yES MAJORITY Yes
THE MpTIONS ULSTED ABOVE ARE 1M ORDER ofF PRECEPENEE ... BELOW THERE 19 o opDER-.. .

PROTEST BREACH OF ¥ ; g ;,

RULES OR CONDUCT rise do 3 point of order YES No No No po vore & No
VOTE ON A RULING OF M appeal from the chairs decision” YES YES Yes No MAJORITY YES
SUSPEND RULES N e & Ahe vul that "

TEMPORARILY | yrove o suspend he rules o that., MO VES NO No 2/5 No
AVOID CONSIDERING AN Y| object 4o consideration of 4his motion 6 z
IMPROPER MATTER J s o No No 25 ® ves @
VERIFY A VOICE VOTE BY Y eall £ o WDiyicion |/ e o -

HAVING MEMBERS STAND | call for a division" or "Division: ves N. No No No VOTE. Ho
REQUEST INFORMATION MPoint of information” T ves NO No No No VoTE. No
AV U move o fake fom betale " | w0 | vee [ | owe e | o
RECONSIDER A T : [ .

Hrcye e | move +o reconsider the vote on. . VES ves ves @ No MAJORITY NO

MOTES: M Affirmative @ Unless vole @ Unless the @ Unless ©& Untess the & A 2713 vote in @ Only @ Unless the
votes may not on question has committee has the motion to chair submits to negative is needed if the main motion to be
be reconsidered.  begun. already taken be amended is the assembly for io prevent con- question has reconsidered is
up the subject. not debatable. decision. sideration of main not been de- not debatabte.
motion. bated yet.



@ oD R THE FLOOR-
a. Wait until the last speaker
is finished.
b. Rise and address the chair.
Say, “'Mr. (or Madam) Chairper-

son’’ or "'Mr. (or Madam) Pres-
ident.”

¢. Give your name. The chair will
recegnize you by repeating it.

He.re,fa what 4o do
when it's your durn
to speak :
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a. Speak clearly and concisely.
b. State your motion affirmatively.

Say, "I move that we . . )’
instead of *'| move that we
donot ..

¢. Avoid personalities and stay
on the subject.

€ WeuT FoP- A SECOND
a. Another member will say,
"I second the motion.”

b. Cr the chair will call for a
second. ‘

c. If there is no second, your
motion will not be con-
sidered.
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O epmip STpTes
YouRr plohion

The chair must say, ““It is moved
and seconded that we . . .

After this happens, debate or
voting can occur.

Your motion is now ‘'assembly
property' and you can't change
it without consent of the members.
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S EXPAND OF YouR-
RO Tl

a. Mover is allowed to speak first.

b. Direct all comments 1o the
chair,

¢. Keep to the time limit for
speaking.

d. You may speak again after all
other speakers are finished.

e. You may speak a third time
by a motion to suspend the
rules with a 2/3 vote.
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() PUTTiNG THE
QYESTICE

a. The chair asks, “Are you ready
for the question?”

b. if there is no more discussion,
or if a motion to stop debate is
adopted, a vote is taken.

¢. The chair announces the
results.
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Vot

“The method of

L MOT
depends on he SuaTION
2nd on +he laws of

your organization.

BY oS

The chair asks “ave
those in favor
to say ‘‘aye’” and

those opposed @ A
to say "“no.” . @

)
votes only.) \V -
A member m @
move for an

exact count.

(For majority ¥ @f
A

&Y SHow ofF HaNDS

Members raise their hands
as sight verification of or
as an alternative to a voice
vote. It does not reguire a
count. A member may

move for an
(D v 4 {x

exact count.

G En

" needed, each mem-

By oLl sm@@?

i a record of each
person’'s vote is

ber answers “'yes;’
“no” or “present”
{indicating the choice
not to vote) as his or
her name is called.

\

Y BALLOT
Members write

their vote on a 10
slip of paper. -
This is done

when secrecy™ i
is desired. <N £~

When a motion isn’t likely to be
opposed, the chair says, “If
there is no objection . . '
Members show agreement by
their silence.

If someone says, | object," the

) e G ) \7 \
matter must be put to a vote. / ‘)7 N 2! 7

ready for

. )0
the G}(V\Smmﬂ 0y
Guestion 77 @ -~ A
j@ YA question (motion)
Y is PENDING when it has been
(/3 staked by the chair but not
N yet voted on.
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TOo TABLE

(lay on 4he +able)

This motion is used to lay
something aside temporarily
to take care of a more urgent
matter. There is always the
aption to ‘‘take from the
table'" any motion for recon-
sideration by the assembly.

The last motion stated by the.
chair i the first pending,

The MAIN MoTioN is
dlways +he last vored on.

A proTion
To PosSTPONE
INDEFINITELY

This is parliamentary strategy -
it allows members to dispose of
a motion without making a deci-
sion for or against. It is useful
in case of a badly chosen main
motion for which either a “yes™
or “'no” vote would have unde-
sirable consequences.




