Parliamentary Procedure

I.  Parliamentary Rules

A. Purpose

1. To allow business to be conducted in a timely manner

2. Maintain order

3. Ensure the rights of the majority

4. To protect the rights of the minority

5. To protect each individual members rights

B. Parliamentary Authority




1.  Robert’s Rules of Order, Newly Revised
C. Order of Business

1. Call to Order

2. Reading and approval of the minutes

3. Reports of officers, boards, and standing committees

4. Reports of special committees

5. Special Orders

6. Unfinished business

7. New Business

8. Announcements

9. Adjournment

D. Vocabulary

1. Adjourn – termination of a meeting 

2. Agenda – items of business in a meeting,

3. Amend – to change

4. Assembly – meeting of members

5. Aye – affirmative/positive vote

6. Chair/President – the position of the presiding officer of a meeting

7. Debate – discussion

8. Division – a call for a vote by a different method

9. Floor/ to obtain the floor – the exclusive right, given by the chair to the speaker
10. Majority – more than half

11. Minority – less than half

12. No – negative vote

13. Motion – a statement of business to be brought before the assembly

14. Quorum – the fewest number of members present at a meeting that can legally conduct business

15. Recognize – the giving by the chair to a member to make a motion or speak.

16. Second – stated by another member after a motion is made.  Does not signify agreement with the motion, only that it is something worth discussion

17. Unanimous – all positive votes or all negative votes

E. Reading of the Minutes

1. The Chair asks the Secretary to please read the minutes of the previous meeting.

2. After the Secretary reads the minutes, the Chair asks “Are there any corrections?”

3. If there are none, the Chair states  “Then minutes are approved as read”
4. If there are corrections, the Chair notes the corrections and states “The minutes are approved as corrected”.


F.  Reading of the Treasurer’s Report

1. When the Chair calls for the reading of the Treasurer’s report, the Treasurer stands and reads the report.

2. After the report is read, the Chair states “The Treasurer’s report will be filed.”

G.  How to Obtain the Floor

1. Member stands and address the President – “Madame/Mister President”
2. The member waits until the president nods at him/her or calls their name.  This is called  “obtaining the floor”

3. Then the member may speak


H.   Steps to Making a Main Motion

1. Stand, be recognized and obtain the floor

2. Say, “I move that ______________________________

3. Must be seconded by another member

4. The chair will restate the motion and ask the assembly if they are ready for the question(Is there any discussion?)

a. Rules of Debate

i. All questions and comments are addressed to the chair

ii.  The maker of the motion has the right to speak first

iii. The discussion should not attack another member or refer to another member

iv. The maker of the motion may not speak against the motion, but may vote against it.

v. The discussion should be in a positive light

vi. The chair may not take part in a debate or express an opinion while in the chair

vii. The member who made the motion is allowed to speak to the motion first.
5. After discussion is done, the Chair will restate the motion and call for a vote.
6. After the vote the Chair will announce the results and restate the motion.
7. Motions should be well thought out, include as many details as possible and be complete.


I.  Amending a Motion  



1.  This is used to change a portion of the Main Motion

2. The member obtains the floor and states “ I move to amend the motion by _____________

3. Methods to amend a motion

a. striking




   1)  I move to amend the motion by striking the word/words                                           



        __________ from the motion

b. inserting
1) I move to amend the motion by inserting the word/words _______________ to the motion

c. striking and inserting
1) I move to amend the motion by striking the word/words ____________ and inserting the word/words__________ to the motion  


4. Processing an Amendment

a. Once an amendment is proposed, the discussion is only in reference to the change.  The vote is only on the change

b. If the amendment (change) is adopted, the chair announces the result of the vote and then restates the main motion with the adopted change

c. If the amendment (change) is lost or defeated, the chair states the result of the vote and then restates the original main motion.

5. Example

a. Pending main motion – I move to have a school wide awards banquet on May 14, 2010 at ASU from 6-9PM. (It was seconded and discussion has been ongoing)

b. Amendment – I move to amend the main motion by striking school wide and inserting CTE.  Second

1) Chair restates the amendment

2) Discussion begins on the amendment ONLY
3) The vote is taken on the amendment ONLY
4) Chari announces the results of the vote

5) If the amendment passes – the chair states-the main motion now reads to have a CTE awards banquet on May 14, 2010 at ASU from 6-9PM.  Discussion continues on the changed main motion and then voted on.

6) If the amendment is defeated- the chair states the main motion before the assembly is to have a school wide awards banquet on May 14, 2010 at ASU from 6-9PM.  Is there any further discussion?


J. Voting



1.  Voice Vote

a. All in favor say aye  -  this is an affirmative vote

b. All opposed say no -  this is a negative vote

c. The chair will say the ayes have and the motions is carried or adopted and we will ________________(restate the motion)

d. OR the no’s have it and the motion is lost and we will not ________________________ (restate the motion)



2.  Hand Vote/Standing Vote

c. Members are asked to raise their hands

d. The Chair will count the ayes, thank the members and ask them to be seated.  then the Chair will ask for the nays, count the hands and ask the members to be seated.

e. The Chair then announces the results 

1) The affirmative has it and the motion is adopted  and restate the motion or the negative has it and the motion is lost and restate the motion



3.  Ballot Vote

a. Secret written vote which is counted by an officer 

b. Usually used for elections or sensitive issues

c. Announce:  There are ____ in the affirmative and ____ in the negative   The (affirmative or negative) has it and the motion is (adopted or lost) and restate the motion.

6. Chair vote

a. The chair only votes when his/her vote will change the outcome of the vote

b. To make or break a tie.

