











© YOU WAIT FOR

A SECOND

* Another member will say,
“I second the motion.”

¢ Or, the chair wil! call for
a second.

* |f there is no second, your
motion will not be considered.

Motions made at the direction of
a board or committee (of more
than one person) do not require
a second.

© YOU EXPAND ON

YOUR MOTION

* As the person who made
the motion, you are allowed
to speak first,

* Direct all comments
to the chair.

* Keep to the time limit

O THE CHAIR STATES
YOUR MOTION

* |f there is no more debate, or
if a motion to stop debate is
adopted, a vote is taken.

¢ The chair announces
the results.




THE METHOD OF

VOTING ON A MOTION

depends on the situstion and on
the bylews of your organization.

You may vote by:

VOICE

The chair asks
those in favor
to say “aye”
and those
opposed to
say “no” (for
majority votes
only). A member may
move for an exact count.

ROLL CALL

If a record of

each person’s vote
is needed, each
member answers
“yes,” “no” or
“present” (indicating
the choice not to
vote) as his or her
name is called.

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

If someone says, “l object,”
the matter must be put to a vote.
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SHOW OF HANDS

Members raise their hands to verify
a voice vote, or as an alternative

to it. This does not require a count.
A member may move for

an exact count.

Members write
their vote on
a slip of paper.

This is done
when secrecy
is desired.




Are we ready
for the
question?

A MOTION TO

LAY ON THE TABLE

This motion is used to lay
something aside temporarily to
take care of a more urgent matter.
It should not be used to prevent
debate or to kill a question.

Members can “take from the tabie”
a motion for reconsideration.

This must happen by the end

of the current or next session
{(depending on how soon the

next session is scheduled).

A question (motion) is
pending when it has been
stated by the chair but
not yet voted on.

The last motion stated by
the chair is the first pending.

The main motion is slways
the lest voted on.

A MOTION TO
POSTPONE INDERWMNITELY
This is parliamentary strategy.

It allows members to dispose

of a motion without making a
decision for or against. This is
useful in case of a badly chosen
main motion for which either a
“yes” or “no” vote would have
undesirable consequences.




GLOSSARY
AND INDEX

ADJOURN ‘ Page

To end the meeting
Ways to adjourn. .. .. ... 4
How to move'to adjourn . . 8-9

AGENDA

Business to be considered

duringameeting.......... 4

AMEND

To change a motion
Waystoamend ......... 7
How to move to amend . . . 8-9

COMMITTEE

A group of members chosen

foracertaintask .......... 4

DEBATE

Discussion about a motion
Members'rights. ... ..... 5
Whentodebate......... 7-9
Rules ondebate. .. ...... 11

GENERAL CONSENT

Adopting a motion

withoutavote ............ 12

N ORDER

Relevant to the

business at hand. . . i s d

MAJORITY

More than half of the members

present and voting
invoting............... 7
When required . . . ....89

MOTION Page
A proposal that the assembly

take a stand or take action on
some issue

Types of motions .. ... ... 6,13
Procedures affecting
motions . ............. 6-7
Typical motions .. ... . ... 8-9
How to make a motion. . . . 10-11
QUORUM

Number or percentage
of members that must
be present to conduct
businesslegally. .......... 4

SECOND

A verbal signal from a member
that he or she wishes to
consider a motion just made

Members'right. .. ....... 5

Whenrequired.......... 7-9

How to give asecond .. .. 11
VOTING

Means by which motions
are accepted or rejected

by the assembly
Members'right. ... ...... 6
What vote is needed . . . .. 7-9
Method of voting . . ... ... 12
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PARLIAMENTARY PROCEDURE
HELPS GET THINGS DONE

< MAKE MOTIONS

that are in order.

+ OBTAIN THE FLOOR
properly.

J sPeAk

clearly and concisely.

J osey

the rules of debate.

That’s
And, most of all, always in

be courteous.




PARLIAMENTARY
PROCEDURE AT A GLANCE

Here are some motions you might make, how to
make them, and what to expeet of the rules.

MAY YOU CAN IT BE

TO DO THIS: YOU SAY THIS: mmsn ety y ¢ivieg OEBATABLE? ANENDED S MEOIOT |ReconsweRED?
ADJOURN MEETING “I move that we adjourn.” NO YES NO NO MAJORITY NO
CALL AN INTERMISSION “I move that we recess for...” NO YES NO© YES MAJORITY NO
(N:S%E’L‘E!FEABOUT S “I rise to a question of privilege.” YES NO NO NO NO VOTE NO
TEMPORARILY SUSPEND u P
CONSIDERATION OF AN ISSUE | move to table the motion. NO YES NO NO MAJORITY NO®©
END DEBATE AND AMENDMENTS | *“I move the previous question.” NO YES NO NO % YES ©
ESSTSEETRRC#I\%ION “I move to postpone the discussion until...” NO YES YES YES MAJORITY YES
8‘2’ EOCI\I;'%‘}E&%TUDY “I move to refer the matter to committee.” NO YES YES YES MAJORITY |  YES®
AMEND A MOTION “I move to amend the motion by...” NO YES YES © YES MAJORITY YES
INTRODUCE BUSINESS “| move that...” NO YES YES YES MAJORITY YES
THE MOTIONS LISTED ABOVE ARE IN ORDER OF PP-EGEDENC&.‘ BELOW, THERE IS NO ORDER....
Eﬁ(ﬁé’gso'l'ﬂsggﬁgﬁglf ) “| rise to a point of order.” YES NO NO NO NOVOTE® NO
VOTE ON A RULING OF THE CHAIR | “) appeal from the chair's decision.” YES | YES YES NO MAJORITY YES
SUSPEND RULES TEMPORARILY “I move to suspend the rules so that...” NO YES NO NO % NO
m/gA%S%NaP%IEQG AN “| object to consideration of this motion.” YES NO NO NO %0 YES®
AR E S S “| call for a division,” or “Division!” YES NO NO NO . | NOVOTE | NO
REQUEST INFORMATION “Point of information...” YES NO NO NO NO VOTE NO
S “| move to take from the table...” NO YES NO NO | MAJORITY | NO
RECONSIDER A HASTY ACTION “I move to reconsider the vote on...” YES © YES YES ® NO MAJORITY NO
NOTES: @ Unless @ Affirmative © Unless © Unless the ® Unless the © Uriless the ® A% vote in © Only ifthe main @ Only if the © Unless the

moved when votes may vote on committee has motion te be aMgir submits negative is question has speaker has motion to be

no question not be_ question already taken amendesd is Wthe assembly  needed to _pfev?m m . H‘:sf::’;r but ir:zc;rtlsndered

is pending. reconsidered. has begun.  up the subject. not debatable. for flwisbn g%&;&;ﬂg ;)n . yet. sctualybegun  debatable.

to speak.
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