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- WHY is

R parliamentary
Because -~ procedvre
it’s 9 time-tested IMPORTANT
method of conducting - ,

‘business af mestings
and public gm#e:zhss.’
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O.r_g_'aﬂizé*ior\s using parliomenféry
procedvre usvally follow 2 fixed:

AGENDA.

Here's % Aypicel example

L

1. ¢ALL TO ORDEA-
The chairperson-says,
“The meeting will please
come to order.”’

L. roL cALL
Members say “present” as
" their names are called.

TI. PAINUTES
The secretary reads a record
of the last meeting.

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

<L . COMMITTEE REPORTS
First come reports from
“standing,”” or permanent
committees; then from
‘ad hoe,”’ or special
committees.

: lmportant business
- previously designated for
+ consideration at this meeting.
N UNFINISHED BUSINESS
. Business left over from
" previous meetings.

L NEW BUSINESS

. lhtroduction of new topics.

= Nﬂwﬂcﬁp\em
E lnformmg the assembly of
{ Other spbjects and events,

X.. ADIOURNMENT

- The meeting ends by a '
vote, or by general consent
{or by chair’s decision if time
_ ___ of adjournment was pre-
" arranged by vote).
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QUORUM. ..

The rwfmber of members +]'\ﬂ‘ -
must be present for business
4o be conducted legally. -

The actusl number i6 usually
stated in 4he bylaws.
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OO Ay |\ GET THER SAY
Chv & DY Y |
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THEY MAKE MOTIONS !

A motion . ?5 3 Proposall that '{'L&
’assembly TPI‘E A STAND or TA!‘-E
p«c:no,u on Some 155uve..

Memb‘er.s ean:

PRESENT motions . SECOPD motions

make a proposal) {express supbort for discuss{on
of angther member?’s motion.)
(\ Imo-(.
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DEBATE motions VOTE on motions

{(give opinions on the mo(ion) . {make a decnslon)
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TYPES OF MOTIONS

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

FoR- ExpmpLE--

r N\

| @ Wc&.v.vﬁu\ motions

" change or affect how the
. _main motion is handled (voted
" 'on betore the main motion).

b

| FOR. EXAMPLE--

V) 36<P ..r?
008:r_< r.
.usé&ou f Q?.r.:b

15 1T 1IN OROER-?

Your motion must relate to the
business at hand, and be presented
at the right time. 1t must not be
obstructive, frivolous or against

the bylaws.

MAY .1.3253\ T™E mwmb.nm«r... .

Some motions are so important
that the speaker may be inter-
rupted to make them. The original
speaker regains the floor after the
::2:5:0.: has been attended to.

© 34;\@0@9 motions
are 302 :32: . about
.uUmn_z 0_1 .:.602»3 matters not

,..o_..:na 4. pending business.

mOﬂ.. EXAMPLE--
2y
> *| move

f,6 &..voc‘)

© IPCADENTAL motions

are questions of procedure
that arise out. of other motions
. .. must be considered before
the other motion,

Fof- EXPAMPLE--

—_ move 4o -
suspend the rules
for wrﬂa purpase

)\Gﬁ

mo.,sm\ pCNgozw 1®_w+.3b 4o 33..0-5@

.Uo 1 NEED A SECOND?

Usually, ves. A second.indicates

that another member would tike

to consider your motion,

i1t prevents mug&:o time on a
ocﬁ:o: which interests o:_<

: P.h person,

.W IT DEBATABLE 7
31;3..:;2 procedure guards

- the right to free and full debate

i on most motions.

- Some privileged and incidental

w motions are not debatable.

5

.CANIT BE )39‘0@0\&

Some motions can be altered by
striking out, inserting, or both at
once. Amgéndments must relate
to subject as n_:nmo:aa in the
main motion.

WHAT VOTE 15 NEEDED?

Most require only a majority
vote but motions concerning
the rights of the assembiy or
its members need a 2/3 vote
to be adopted.

(%

€AY 1T BE RECONSIDEREDTD
Some motions can be redebated
and revoted to give members a
chance to change their minds.
The move to reconsider must
come from the winning side.

\ oWt The +able on pasas

~

v . L7 G ard A gnswers +hese

questions for some -
Common mohons.
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Here are some. motions you might wrake, how 4o

of main motion. -

cnntidarnAd

...3t 2 glance jﬁ%ﬁ W make them, ard what 4o expect of Hhe. riles.
. ¢ may DO You HELD S 1t can T gE WAMAT voTL CAN ITBE !
TO DO THIS: YOoU SAY THIS: Lna.u\vw!ﬂ? ASEconD? | PEBATABLE? | AMENDEO? | 15 NEEPED] | RECONSIOLRED
ADJOURN MEETING | *I move that we adjovrn’ No YES o No MAJORITY o
CALL AN INTERMISSION Y move +4hat we recess for.. .Y NO - YES No YES © MAJORITY Mo
COMPLAIN ABOUT HEAT, Voie : ariilenp , NO
NOISE, ETC, ) [ rise to 3 -question of ?:S_o.wm. YES No No No No VOTE (vausily)
* TEMPORARILY SUSPEND CON- ) , N
SIDERATION OF AN ISSUE I move 4o 4able the motion . No Yés ro ro MASoRTY MO
END DEBATE AND AMENDMENTS Y move he previovs mca.mioa\\ No YES No No 2/3 " no®
POSTPONE DISCUSSION FOR .= . . 1 A
A CERTAIN TIME | | move 4o wom,_ﬁo:m\ 4he discussion until... NO vES . Yes ves MAJORITY ves
GIVE CLOSER STUDY W , iHea® | _ _ .
OF SOMETHING I move 1o refer the matter to committee No yes vES Yes MAJORITY yes®
AMEND A MOTION Y move 4o amend +he mation r.\...\\ No Yes yes @ Yes MAJORITY ves
INTRODUCE BUSINESS " %) move. Ahat.. ! No Yes YES YES MASORITY ves
THE MOTIONS USTED ABOVE b&r@ IN ORDER. OF PRELEDENCE... BELOW THERE 1S .9—0 ORPER... .
PROTEST BREACH OF T . ] , .
__RULES OR CONDUCT | rise 4o 3 point of order. ves No No No ro vore @ MO
«MMMMM_” RULING OF V appeal from the chair’s decision” vES YES ves to  radoriTy Yes
- SUSPEND RULES , j u
TEMPORARILY : " mave o Suspend the wles so that.. Mo NES No No z2/3 Mo
AVOID CONSIDERING AN M b Y . T ) . _
VERIFY A VOICE VOTE 8Y ) [ oy o di:cimet! WOivicion /! T
HAVING MEMBERS STAND | 8: or 3 division” or 0_5».6:. . vee No No No NO VoTe. Mo
REQUEST INFORMATION VPoint of information ! . YES NO No No No voTe No
TAKE UP : . —
PREVIOUSLY TABLED Y1 move 4o +ake 4rom ..*r.o,.wmr_o..._: No Yes, No No T MASoRATY Mo
RASTY AGTION " move 4o reconsider 4he vote. on..." vEs ves —-® No | masoriy | o
| FOTES: Quiivoe  @Umeste Dot @Fcwt  Oamory  Oazmiwwn DO ® onyitmoion
) on question committee his the motion to in doubtful’ vote In negative _negative needed ¢ main " to be reconsidered
is not yet siready taken be amended ceases. ‘needed to raverse to prevent w::%..m””: o“ is debatable.
taken, up the EEX_.. ‘ is debateble. ! ruling of chair. consideration not. in QWM. .



O 0BTAIN THE FLOOR-

3. 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.”

c. Give your name. The chair will
recognize you by repeating it.

Here,'s wkal- —h: Jo
~ when it's your 4urn
. 4o spesk...

© MPKE YOUR moTioN
I a, Speak clearly and éoncisely.

. b. State your motion affirmatiyely.

Say, “’| move that we .
instead of * I move that we

it donot.,

| c. Avoid personalities and stay
on the subject.




© WAIT For A SECOND
i"a. Another member will say,
| second the motion.”

b. Or the chair will call for a
second.

c. |f there is no second, your
motion will not be con-
sidered,

e 0
Oa@ O L
& SRS
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@ eHAIR STATES

- YouR- MoTION
The chairpérson must say, “lti
moved and seconded that we .,

After'this happens, debate or
voting can occur,

Your motion is now “‘assembly
property” and you ¢an’t change
it without consent of the memb

@ EXPAND onl YOUR-
MOoTION

o o

Direct all comments to the’
chairman.

. ¢. Keep to the time limit for
speaking.

o

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

©®

. You may speak a third time
by a motion to suspend the
“rules with a 2/3 vote.

~Mover is allowed to speak first.

T —

‘O PUTTING THE

QUESTION

a. The chairperson asks, ““Are Y
ready for the question?”

+ . b. If there is no more discussiol

a vote is taken. The chairpe:
announces the results,

¢. Or motion for previous
question may be adopted.



’TLe, method of

VYOTE ON A MOT!OP
depends on the STuaTION ¢

'and on % [aws of
. Yyour org3nization.

8Y voiee
The chairperson
asks those in

favor to say "‘aye’”
and those opposed

tosay “no.”" 4, (- { - :
(For majority \\_-" \. A\ ) :
votes-only.) \/\ M7 _
Member may move

-for exact coun1.

N e TS

B‘I SHow oF HN"DS

Members raise their hands
as sight verification of or
alternative to a voice vote,
It does not require a
coum Memher

T D@
S

BY RotLL <:m.z.@m)(/}7 |

If a record of each
person’s vote is
needed, each mem-
ber answers. ''yes,”
"“no'' or "present”’
{indicating the choice
not to vote) as his or
her name is called.

—\

G*I BALLOT

Members write
theur vote on.a
slip of paper.

Done when
secrecy is
desnred

BY GENERAL CONSENT

“When a motion isn‘t likely to be ‘ I A N 3
* opposed. the chairperson says, I O (Y {"' ' (D &) ¢

there is no objection . . ."”
Members show agreement by
their silence.

If someone says, "I object

matter must be put 10 2 vo'(e.tr?e / ID( 77£L\ \7/: |
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ADIOURN Page Mcmor' .
To end the meeting !A proposal that the assembly
Ways to adjourn . . ....... 4 take a sland Ol’ "take action on
How to move to adjourn . . . 8.9 [some issue .
- . . Types of motions . . ...... 6-7
AGENDA Procedures affecting
Business to be considered . motions........... -1
during ameeting . . .. ....... a Typical motions .. ...... 89
How to make a motion ... 10-11
AREND Quoaum
To change A2 mation 'Numlmrvol members that must
Waystoamend .. ........ 7 ;
: “be present to conduct
How to move to amend . .. .89 Co )
' ‘businesslegally . .......... 4
COMMITTEE %o&et:r's RULES Oof oRDep
A group of members’ , .PEWLY REVISED
chosen for a certain task . . ... 4

DEBATE

Discussion about .a motion

Members’ right . ... ...... 5
When debate .. ....... ... 689
Rules ondebate ... ....... 1"

GENERAL CONSENT

Accepting a motion

withoutavote. .. .......... 12
iN ORDER-

‘Relevant to the

businessathand ............ 6
‘, \AJOR-TY

More than one half of the members

" odnvoting ... 7

When required . . ... . .. ...89

;Manual of procedure for
; non-legislative assemblies . .. 2

5£¢OND

A verbal sagnal from a member

xhat he or she wishes to consider

a motion just made
Members‘right .. ....... 5
When required . ........ 6
How to give asecond . ... 11

\iJOfleG

| Means by which motions
are accepted or rejected by
‘the assembly

‘“Members’ right . . . .. ... 5
‘ What vote is needed . . . . . 7,89
Method of voting . .. .... 12




PARLIAMENTARY PROCEDURE
i5 the BEST WAY 4o
GET THINGS DONE
| - 2t meetings

| BUT-- it only works if You
' vse it ri H“ /
|/» M:N‘-G MIONQ 4that are in order
VvV OBTAIN THE FLoOR- Properly

-V 5PEAK- clearly and concisely
: ;/oeev the rules of. deba’re,

.3nd most oFG“

1242 coumwus‘?/\




