PARLIAMENTARY PROCEDURE
PURPOSE
· To enable an assembly to transact business with speed and efficiency

· To protect the rights of each individual

· To preserve a spirit of harmony within the group

BASIC PRINCIPLES

· One subject at a time

· Full and free debate

· Every member has right equal to every other member

· Majority rules and rights to minority respected

· Objective for the good of the group

USE OF GAVEL
· Two taps bring meeting to order

· One tap after each item of business and to adjourn

· Three taps alert group to stand

· The gavel should be placed on the table when not in use

MOTION – Proposal that a group give certain action

· Main motions

· Idea for consideration:  I move that…

· Only one motion may be considered at a time

· Subsidiary motions

· To modify or dispose of the main motion

· Must be related to question before house

· Must be voted upon before vote is taken on main motion

· Privileged motions

· No connections with the main motion

· Of such importance that they are entitled to immediate consideration

· Have the privilege of setting aside temporarily the main business before the house

· Incidental motions

· Arise incidentally out of business of the assembly

· Have very few common characteristics

PROGRESS OF A MOTION

· A member rises and addresses the presiding officer, “Mr/Madam Chairperson”

· The member is recognized

· The member proposes a motion: “I move that…”

· Another member seconds the motion

· “I second the motion”

· Without rising or addressing the chair

· If no one seconds the motion, the chairperson will say, “Is there a second”

· If there is no second, the motion is lost

· The presiding officer states the motion

· Assembly discusses or debates the motion

· Maker of the motion has first opportunity for debate

· A member that has not spoken has claim to the floor over one that has had the floor

· If the chairperson knows the feelings of the members, he should alternate between individuals

· Presiding officer takes a vote

· “Is there any further discussion”

· “Since there is no further discussion”

· “All in favor say aye; those opposed say no”

· Announce the result of the vote

· “The motion passes”

· “The motion fails”

AMENDMENTS

· To make slight changes in main motion

· Must be germane—Have a bearing on the subject

· Forms

· To insert

· To add

· To strike out

· To strike out and insert

· To substitute

· Say “I move to amend the motion…”

· Maximum of two amendments to a motion

AMENDMENT TO THE AMENDMENT – Second rank

· Must relate directly to the amendment

· Only one amendment to an amendment at one time

· Order for voting—second rank first; then the amendment as amended

· Say “I move to amend the amendment by…”

POWER OF THE CHAIR—THE CHAIRPERSON AUTHORITY

· To decide the order of speakers

· To refuse to recognize members that intend to obstruct business

· To restrain speakers within the limits of the rules

· To enforce good decorum

· To appoint committees

· To decide points of order

· To vote in cases where his vote will make or break a tie

· Chairperson should avoid influencing a vote by comment on a motion

· Actions of the Chairperson are subject to appeal

SUGGESTED ORDER OF BUSINESS
Every chapter should have an established order of business and follow it at all regular meetings.  Members then know what to expect and can participate more effectively.  The following order is suggested for regular meetings.  However, it can be changed to better fit the needs of a particular chapter situation.  When an order of business is prepared, maximum participation will be secured if important items are not overlooked.

I. Opening Ceremony (three taps of gavel to stand)
II. Call to Order (two taps of gavel)

A. Roll call

1. The chair notes if a quorum is present

2. The chair notes the numbers of a simple majority vote

3. The chair notes the numbers of a two-thirds vote

B. Approval of Minutes

III. Reports of Officers
A. Treasurer’s report

B. Correspondence

C. Other officers

IV. Standing Committee Reports

V. Special Committee Reports

VI. General Orders

Important business previously designated for consideration at this meeting

VII. Unfinished Business

VIII. New Business

IX. Program

A. Speakers

B. Educational activities

C. Granting of honors and awards

X. Ceremonies
A. Initiation of new members

B. Installation of officers

C. Granting of local honorary memberships

XI.
Adjournment (one tap of gavel)
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