










o 'Tt4E ~12- PU'TS
Tt4E QUESnO....
o The chair asks, "Are you

ready for the question?"

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

o The chair announces
the results.

o 'Tt4E ~AlI2- STATES
YOUI2- MonO....
o The chair must say,

"It is moved and
seconded that we ... "

o After this happens, debate
or voting can occur.

o Your motion is now "assembly
property," and you can't
change it without consent
of the members.

o YOU EXPAPID 0 ....
YOUI2- MonOt'
o As the person who made

the motion, you are allowed
to speak first.

o Direct all comments
to the chair.

o Keep to the time limit
for speaking.

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

o You may speak a third time
by a motion to suspend the
rules with a %vote.

o yOU WAI'T FOfZ.
ASe.eo....D
o Another member will say,

"I second the motion."

o Or, the chair will call for
a second.

o If 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.

e YOUMAJC.E
YOUfl. MonO....
o Speak clearly and concisely.

o State your motion affirmatively.
Say, "I move that we do... "
instead of "I move that we
do not... "

o Stay on the subject and avoid
personal attacks.

Here!; what happel'ls
whel'l 'IOU wal'lt a
motiol'l col'lsiderea:

lIoW PO I
PN6It1T "..,

".onora?

o yoU oBTAI.... Tt4E FI.OOfZ.
o Wait until the previous

speaker is finished.

• Rise and address the chair.
Say, "Mr. (or Madam)
Chairperson" or "Mr.
(or Madam) President."

o Give your name. The chair will
recognize you by repeating it.
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sttOW OF t4At'PS
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.

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

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

'The main motion is always
the last voted on.

Are vJe ready
.for the

question?

",oN p.eOIl., vontiG

VOIU
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.

111~ "'~11I0D of
VontiG otl P. ",onotl
depends on the situation and on
the bylaws of your organi:zation.
You may vote by:

FEBf2U,Ap-y

JANUARY

M,A!2CH

A MonOl'l 'TO
POS'fPOI'IE 'I'IPEFll'lrm.y
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.

A Monol'l 'TO
LAY 01'1 ~E 'TA8I.E
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 table"
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).

8ALl.OT
Members write
their vote on
a slip of paper.

This is done
when secrecy
is desired.

~

~w.. CAU. GMIT~
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.

GEt'EAAl. eol'lSEt''T
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, "I object,"
the matter must be put to a vote.
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J OBT'A1t'llIE A.OOfl.
properly,

J MAI'E. MonOt'S
that are in order.

500-­

PI'IlLII'It'ItITI'Il-V PIlOUDIJN
flELPS GE.T TIIltiGS DOtiE.

MonOt' 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

AGEtlOA
Business to be considered
during a meeting. , . 4

AOJOUJUoI Page
To end the meeting

Ways to adjourn. . . ... 4
How to move to adjourn . 8-9

GLOSSI'Il-V
I'tIDltlDE.)t

""'¥fAtC<S ;;

QUOIWM
Number or percentage
of members that must
be present to conduct
business legally, , "" , , ",4

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

Members' right. ' , , , , , , 5
When required, , , , , " ,7-9
How to give a second , , ' , 11

AtJ\EtI0
To change a motion

Ways to amend .... , , , , ' 7
How to move to amend, , , 8-9

eoMMI1I££
A group of members chosen
for a certain task, , , , , , , , , , 4

OESA'TE
Discussion about a motion

Members' right. , , , , , , , , ' 5
When to debate, ' , , , , , , , 7-9
Rules on debate, , , , •. , , , 11

GEtlEIZAI. eot'SEtlT
Adopting a motion
without a vote ' "",,12

It' OIWEIt
Relevant to the
business at hand, ' , , , 7

MAJOfUN
More than half of the members
present and voting

In voting, , , , , , , , , ' , , , , , 7
When required, , , , , " ,,8-9

"ont'G
Means by which motions
are accepted or rejected
by the assembly

Members' right,
What vote is needed ,
Method of voting

,5
,7-9
, 12

J SPEAI'
clearly and concisely,

JoSEY
the rules of debate,

And, most of all,
be e.ourteouS.

That's
always in

order!
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