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PARLIAMENTARY PROCEDURE
	TO DO THIS:
	YOU SAY THIS:
	May you interrupt the speaker?
	Do you need a second?
	Is it debatable?
	Can it be amended?
	What vote is needed?
	Can it be reconsidered?

	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

	Complain about Heat, Noise, Etc...
	“I rise to a question of privilege.”
	Yes
	No
	No
	No
	No vote
	No

	Suspend further consideration of an issue
	“I move to table the motion”
	No
	Yes
	No
	No
	Majority
	No

	End debate and amendments
	“I move the previous question”
	No
	Yes
	No
	No
	2/3
	No

	End debate
	“I call the question”
	No
	No
	No
	No
	No vote
	No

	Postpone discussion for a certain time
	“I move to postpone the discussion until...”
	No
	Yes
	Yes
	Yes
	Majority
	Yes

	Give closer study of something
	“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
	“I move that...”
	No
	Yes
	Yes
	Yes
	Majority
	Yes

	Limit/Extend Debate
	“I move that we limit/extend debate to...”
	No
	Yes
	No
	Yes
	2/3
	No


Parliamentary procedure allows everyone to be heard and to make decisions without confusion.


MAIN RULES


Point of Privilege: pertains to noise, personal comfort, etc.


Point of Information: applies to information desired from the speaker


Orders of the day: a call to adhere to the agenda


Point of Order: infraction of the rules


Main motion: brings new business before the assembly


Divide the question: divides the motion into 2 or more separate motions


Amend: insert or striking out words or paragraphs


Withdraw/modify motion: applies after question is stated


Commit/Refer/Recommit to Committee: state the committee to receive the question


Extend Debate: applies only to the immediate pending question, extends until a certain time or for a certain period of time


Limit Debate: closing debate at a certain time or limiting it or a period of time


Lay on the Table: temporarily suspends further consideration/action on pending question.


Postpone indefinitely: kills the question for the session


Previous question: closes debate


Suspend the Rule: allows a violation of the assembly’s own rules


4 TYPES OF MOTIONS


1 - Main motions: used to introduce items to the membership for consideration


2 - Subsidiary motions: used to charge or affect how the main motion is handled


3 - Privileged motions: used to bring up items that are urgent about matters unrelated to pending business.	


4 - Incidental motions: used for questioning procedure concerning other motions


How to Make a Motion


Member requests the floor


The floor is assigned by the moderator


Motion is made


Motion is seconded


Chair states the motion


Debate is held


Moderator puts question to a vote


Moderator announces the vote


Pointers for Officers


The moderator is responsible for maintaining order


Be impartial


Prepare an agenda


When possible, use general consent


Assist members in phrasing motions


Make sure accurate minutes are taken at each meeting





Voting on a Motion


By Voice - in favor “aye”, opposed “no”


By roll call - yes or no as the membership role is called	


By general consent - “if there is no objection...”; however if one member says, “I object” the item must be put to a vote


By division - members either raise their hands or stand (much like voice vote)


By ballot - members write their vote on paper to maintain secrecy


Remember that under no circumstances should “undue strictness” be allowed to intimidate members or limit full participation as Robert’s Rules are being learned!!





