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In school or community, one way to identify leaders 
is to ask who holds offices in organizations. You may 
think that some organizations or offices are more im­
portant than others. A sophisticated suburban young 
woman might not be too impressed with the purposes 
or programs of the "Hereford Association," -the "Hap­
py Losers" may be meaningful only to overwei_ght in­
dividuals, and many adults on learning the name of a 
teenage group such as "Up With People" may ask, 
"What's that?" 

The special interests of a person indicate that it is 
appropriate for each person to choose the organization 
or organizations which most interest him. There are 
leaders in government, community service programs, 
women's organizations, and in many other activities 
that help people. In school and the surrounding com­
munity, a young person finds groups to provide ex­
perience for future leadership and to give him practice 
in getting along with people-in directing and guiding 
others. The student council is an example. There are 
organizations related to or building up to careers, ones 
for highly skilled people or those wanting to become 
accomplished .... 

Most organizations have room for members with a 
wide range of abilities and can offer leadership experi­
ence and opportunity for participation. A person who 
is able to aim a group in the direction it wishes to go 
could, for example, serve as president-one way of 
serving as a leader. Those who write well or are inter-
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ested in keeping records might be secretary or treasur­
er. The active and athletic might take charge of rec­
reation; the musically inclined could be the song 
leader. 

Committees also provide a great opportunity for 
members to use special abilities. One with artistic 
ability, for example, might be called on to help with 
publicity of a wide variety of events. 

These are all specific, identifiable tasks. But in a 
more subtle way, all members of a group can keep it 
moving smoothly toward its goals. Or members may 
hamper and sidetrack it by talking around the subject, 
stalling, or in other ways blocking progress. 

Organizations and meetings in which you are in­
volved may have a specific, well defined purpose. The 
remainder of this bulletin should help you serve as a 
leader in your group whether you are president, re­
porter, committee chairman, or in another position. It 
should help you with the physical arrangements, and 
to know your audience and featured speakers. There 
arc various types of meetings for different purposes. 
Officers or committees should be chosen for the task 
and complete the responsibilities related to it. The 
major part of this publication will help with prelim­
inary procedures, rules, and guidelines which will make 
your meeting run smoothly. Sometimes decisions in 
small groups might be made by consensus or general 
agreement. The situation will help you determine if 
this is appropriate. 

5 



IMPORTANCE OF MEMBERS 

If an organization is worth joining, it is worth con­
tributing to. But not all members need to contribute 
the same talent or in the same way. In fact, the pro­
gram will be better if each person contributes in his 
own special way and tries to keep the program, meet­
ing, or organization going. Here are a few reminders 
for members: 

Keep up-to-date on what's going on-remember 
dates, places, and starting times for meetings as well as 
your special assignments or responsibilities. 

TYPES OF MEETINGS 
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There are a variety of meetings just as there are a 
variety of leadership roles. As a participator in a meet­
ing, you may attend and get information which the 
person in charge or the expert gives. This is an infor­
mation-giving meeting. Or you may be involved in a 
meeting where much planning is done, or action taken, 
or a wide variety of business conducted, or tasks per­
formed. There are other kinds, but these two and 
committee meetings will be discussed here. 

Business or Multi-Purpose Meetings 
It is possible that all of the meeting types mentioned 

may be combined in one. A lively organization might 
have a wide variety of business to conduct with a great 
deal of involvement or participation. At the same time, 
within the program part of that meeting, information 
could be given for the benefit of the audience. 

In any event, the purpose of the meeting should be 
considered. If you are working with an organization, 
consider the purposes or objectives of the organization 
and make plans to meet them. (The meeting itself may 
be one of the objectives.) This is done by planning 
specific things for each meeting. Good meetings just 
don't happen-they are planned. 

Tell others about what's going on. Don't assume 
that the president, for example, will carry the full load 
of reminders and notifications to others. 

Present your ideas; bring up items of business; make 
and second motions and vote. 

Be a candidate for an office. Serve on committees. 
If the meeting doesn't seem to be moving along as 

it should, raise questions on the conduct of the 
meeting. 

Be tolerant and understanding of others with re­
sponsibilities in the organization. 

Take a critical look at what needs to be accom­
plished and then plan the meetings accordingly. You 
may need more meetings, fewer meetings, or a different 
kind, to plan what your group intends to accomplish. 
Don't have a meeting unless there is a reason for it. 
For example, a county council or federation may not 
need to meet every month to transact business; quar­
terly meetings might be adequate. Or there could be 
more information-giving meetings for leaders. Perhaps 
a local garden club doesn't need a regular monthly 
meeting but might want to plan some special interest 
tours with other groups. Or for example, a suburban 
community may wish to have some special meetings 
to create awareness of community social problems. 
This might not require regular meetings if the need 
can be met with a short term schedule. 

Once the general objectives of the organization or 
program have helped determine the purpose of regular 
business meetings, you will want to consider additional 
meetings with specific objectives-perhaps a program 
planning committee can map out a program for the 
year. Officers and/ or leaders could be on this commit­
tee. These leaders and officers must be sensitive to 
interests of the group to be successful. 



~~~ 
Committee Meetings j 

Committees can save time for a larger group and 
often reach a decision more quickly. Committees are 
useful when no one person wishes to assume all the 
responsibility, or when the thinking of several will help 
solve problems. Committees help spread the work 
around and provide an opportunity for an inexperi­
enced person to work with an experienced one. This is 
important in a youth group. 

The task of a committee is to investigate a problem 
and prepare a report and recommendations. Commit­
tee recommendations should be separate and attached 
to the report. After the report is given, the recom­
mendations are accepted or rejected. If there are sev­
eral, accept only those desired by the group. When a 
report and recommendations are accepted together, 
all recommendations may be automatically adopted 
although this may not be the intention of the group. 

Perhaps committees need to break down their jobs. 
For example, some members could work on facilities 
for an event, some on program, and others on publicity. 

Sometimes a committee both decides and carries out 
a task if it involves a routine decision and doesn't take 
a vote of the entire membership. 

Educational Meetings 
The educational or project meeting, the latter term 

used by groups like 4-H Clubs, is a teaching-learning 
situation. 

If you're responsible for an educational meeting, 
plan it carefully. State the purpose clearly and be sure 
the audience understands it. Here are some examples 
of meetings for teaching-learning purposes: 

• For high school juniors to become aware of careers 
in agriculture and related fields. 

• For overweight teenage girls to plan and prepare 
low calorie menus. 

• For teenagers to make personal decisions about 
the use of alcohol and tobacco. 

If you have the purpose of an educational meeting 
clearly in mind, you will be able to plan a good one. 
Just as the aims of an organization determine what you 
do at regular meetings, so the purpose of an education­
al meeting determines what you will do. It helps you 

decide methods-will you use slides, give a demonstra­
tion, have members give demonstrations, have mem­
bers analyze work? 

Here are some steps in carrying out a meeting: 
Prepare the audience and get their attention. 
State the purpose or in some way convey the idea 

you wish to accomplish so it is well understood. Give 
any basic information necessary. This may involve a 
talk, using a movie or slides, taking a tour, or giving a 
demonstration. 

Provide for feedback to be sure members understand 
the subject-the talk, the subject matter of the movie 
or slides, the demonstration, or what they saw on a 
tour. 

Allow time to practice what was learned. For ex­
ample, have the girls plan low calorie, but adequate 
menus; or have fellows investigate the number of agri­
business enterprises available in a certain community. 

One could carry meetings even further. Members 
could study and analyze completed projects and de­
velop new ones. 

Meetings or presentations should always be sum­
marized and ended. Don't leave the members wonder­
~ng whether or not you are through or the meeting 
IS over. 

7 



GOOD PHYSICAL FACILITIES 
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Although good facilities won't guarantee a first rate 
meeting, poor physical facilities can ruin an otherwise 
excellent meeting. Determine available facilities before 
your meeting and arrange them to conform to your 
needs. 

When considering physical surrounding for a meet-
ing, keep these in mind: 

Size of room 
Your audience should nearly fill the room. A hand­
ful of people in a large room isn't conducive to 
effective group work. Have enough chairs and place 
them so everyone can see and hear. An informal 
arrangement around tables is often good especially 
if writing is involved. 

Accessibility 
Select a building located within a reasonable driving 
distance of everyone and with parking space nearby. 
Preferably the room shouldn't be on the top floor so 
equipment doesn't have to be carried far. It should 
be easy to reach. It's a good idea to keep in mind the 
character of the meeting place, too. It should be 
appropriate for the audience. 

Acoustics and light 
People must be able to hear and see. If the room has 
hard walls which echo, drapes or other devices might 
help. If a public address system is needed, be sure it 

is in working order and have someone available who 
knows how to operate it. Be sure there's plenty of 
light and someone present who knows where the 
switches are. If a projector is to be used, be sure that 
the room can be darkened. 

Comfort 
People will work together better if they are reason­
ably comfortable. You should be able to control tem­
perature and ventilation. Ventilation should be pro­
vided when windows and shades are closed for dark­
ening. Have the room at a comfortable temperature 
before the meeting begins. 

Equipment on hand 
Songbooks, projectors, screen, chalkboard, lectern, 
recreation materials should be ready before the 
meeting. If anyone is expected to use films, slides, 
or other visual materials, be sure to have the right 
projection equipment and someone familiar with its 
operation. 

Custodial care 
If no janitor or caretaker is available with the meet­
ing room to see that physical conditions are good 
(the temperature in the room comfortable etc.), 
you may want to arrange for someone to check these 
things. Be sure someone knows where the electrical 
fuse box is located. 



OVERALL PLANNING- DATES, TIME OF DAY 
Meetings called on short notice are sometimes nec­

essary. However, your meeting is apt to be more suc­
cessful if announced well in advance with attention to 
the month, date, and time in relation to other events 
the same people might be attending. 
. A constitution or set of bylaws may set the dates and 

time of day when regular meetings must be held. Don't 
postpone a meeting except in extreme emergency. A 
postponed meeting is like warmed-over mashed po­
tatoes-hard to do much with. 

Notifying members is the next "must." Usually the 
secretary or attendance chairman is responsible for an­
nouncing meeting dates. See that each member gets a 
copy of the year's program as a reminder of the meet­
ing date. Send notice post cards a week ahead of the 
meeting or earlier if amendments or other actions are 
anticipated which require notice further in advance. Be 
sure to mention any special items on the agenda. 
When you are talking with members, mention the 
upcoming meeting. When possible announce the 
meeting in local newspapers and on radio. These 
simple reminders will assure better attendance. 

It's a good idea to have something for early arrivals 
to do before the meeting begins. A welcoming com­
mittee is often helpful to keep people busy the first few 
minutes. Or perhaps get-acquainted games or other 
recreation could be planned if this is appropriate to 
the type of meeting. If strangers are attending, have 
name tags ready in advance or someone present to 
make the tags for everyone as they arrive. 

KNOW YOUR AUDIENCE 
It is important for the presiding officer to know 

certain facts about the audience. If the group meets 
frequently with the same members this acquaintance 
will come about naturally. Otherwise it will be worth­
while to get information suggested by these questions. 

How much does the audience know about the sub­
ject? What is their degree of awareness, interest, 
evaluation, trial, acceptance, stage of knowledge? 
How quickly do they accept change? Are they inno­
vators, community adoption leaders, local adoption 
leaders, later adopters, nonadopters? 
What is the audience's experience with the subject? 
Are there prejudices? Is one nationality, religion, 
political affiliation, or other group identification 
dominant? 
Does the group, or the individual, have generally 
accepted goals? 
Are there certain people in the community who 
could serve as authorities and legitimize actions that 
may come up for discussion? Will these people 
ordinarily attend the meeting? If not, should they 
be invited? Is the audience likely to be upset because 

of some inner conflict or special problem facing cer­
tain individuals or factions? 
Is someone likely to be present for some reason or 
other who is known to be an obstructionist? 
The answer to these questions may suggest that a 

parl~amentarian attend your meeting. Or it may be 
feasible to ask key people from the community to at­
tend because of certain information they can con­
tribute. You might want to bring illustrative material, 
such as films or slides, to document particular pro­
posals if you have considered these questions carefully. 
Knowing these facts will enable you to plan ahead and 
successfully handle many of the problems that could 
otherwise interfere seriously with the meeting. 

RECOGNIZE GUESTS AND OUTSIDE SPEAKERS 
If you invite people outside the group to present 

material or in other ways contribute to the meeting, or 
any guest is attending, the following checklist will help 
make these visits as worthwhile as possible: 

Select the visiting person for a specific reason. 
He must have experience and ability to contribute 
to the goals of the group. 

Let the audience know ahead of time. 
Announce at a previous meeting that the person 
has been or is to be invited and the reason. Men­
tion the person in meeting notices and other ad­
vance publicity. 

Have an appropriate introduction for your speaker. 
Get his name and title spelled and pronounced 
correctly. Explain why he is well qualified to make 
his presentation. Point out what the audience can 
gain from listening to him carefully. 

Brief the speaker when you invite him-well ahead 
of time. 

He will serve best if he knows why he was asked 
to talk, some background of the group, what issues 
may be expected, how long to speak, and what 
you want him to accomplish. 

Show appreciation to the person. 
Express sincere thanks when he has finished. Re­
port his contribution to the news media. Send 
him a followup letter and possibly enclose news 
clippings about his being at your meeting. 
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OFFICERS AND THEIR DUTIES 
The officers of a club or group have a great deal to 

do with making meetings successful. An active group 
may be able to limp along through one term under the 
direction of poor officers, but poor leadership will 
eventually show up. 

Club members are responsible for the officers elect­
ed, so think about the responsibilities of each post and 
elect a competent person. Don't find yourself com­
plaining about an inefficient officer you helped elect. 

Election of Officers 
Election time is usually established in the constitu­
tion or bylaws. 
Notify members of approaching elections. Some 
groups require this in writing a certain length of 
time before the annual meeting. 
If there is a nominating committee, it should be 
appointed in ample time to do its work and mail out 
the ballot if that is required. The nominating com­
mittee might be a standing committee in some 
organizations. 
Prepare for the election by having ballots, pencil, 
paper, blackboard, and other supplies on hand. 

Nominations 
Nominations are made using a method prescribed 
in the constitution, or a motion might be made to 
establish a method. It should be seconded, have a 
majority vote, and may be amended. 
Nominations are usually made by a nominating 
committee, by ballot, and from the floor. If there is 
a nominating committee, additional nominations 
must be called for from the floor. 
Nominations may be declared closed by the chair­
man if members have had ample time to make 
nominations and don't wish to propose more names. 
Or, someone may move that nominations close. This 
motion must be seconded and passed by a two-thirds 
vote. 

Voting for Officers 
The constitution and bylaws often indicate the 
method of voting. If not, it is usually done by secret 
ballot. If the constitution requires secret ballot, the 
secretary can't cast a unanimous or elective ballot. 
A majority vote is usually required for election. The 
required vote may be specified in the constitution 
and bylaws. 
Members may write-in on the ballot the names of 
persons they wish to vote for who weren't nomi­
nated. 

Duties of Officers 
The presic[ent conducts meetings to carry out the 

group's wishes. The effective president or chairman 
must be poised, fair, tactful, thorough, and deliberate. 
Some specific duties follow: 

Check on details ahead of the meeting and 
with those who are responsible for the physical 
facilities (the actual meeting location). 
Be sure committees and officers are function­
ing. If the president is concerned about doing 
a good job, the others will be, too. 

Get to the meeting in time to check with other 
officers and leaders. They may wish to ask ques­
tions, or a member may wish to review and add 
to the agenda. 

Conduct the meeting according to rules of par­
liamentary procedure. 

Appoint committees as requested by the group. 
Consider those best qualified for the task, but 
at the same time, involve as many different 
members as possible. 

Act as an ex-officio member of committees to 
show your interest in what is going on and to 
keep "in tune" with the members. 

If necessary, vote to break a tie. 

Turn parts of the meeting over to others. For 
example, speak for or against a motion only 
after asking the vice president to take charge of 
the meeting. Turn the program over to the 
program committee, the recreation over to the 
recreation committee, etc. 
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The vice president's job is important. If the presi­
dent cant carry out a task or function at a certain time, 
the vice president takes his place. 

He might also be given other duties such as chair­
man of the program planning or some other commit­
tee. He should be ready to lend the president a hand 
whenever needed. His duties might include the 
following: 

Take over the president's duties in his absence. 
To do this, become familiar with rules of par­
liamentary procedure. Take over a portion of a 
meeting when the president wishes to express 
a point of view or vote. Keep in close touch 
with the program of the organization and help 
where needed. Act or assist as hospitality chair­
man. Assist with recruitment of members. 

The secretary records minutes or actions of the 
meetings, taking minutes at one meeting and reading 
them at the next to remind members of decisions 
made. The minutes must be accepted or approved as 
read, or corrected and accepted as corrected. 

Minutes could be worded like the following 
examples: 

Minutes approved: "Minutes of the February lOth 
meeting were read and accepted as read." 

Treasurer's report: "The treasurer reported $10 giv­
en to the United Fund leaving a balance of $48." 

Bills: "A bill for $3.50 for paint for trash cans in the 
roadside park was presented. It was moved by Ray 
Clark and seconded that the bill be paid. Motion 
carried." 

Committee reports: "The tour committee reported 
that bus fare for a round trip ticket to the State 
Capitol would cost $18 per person. It recommended 
that the club pay one-third of the fare for all members 
wishing to go." 

Motions: "It was moved by Don Lake and seconded 
that the recommendation of the tours committee be 
accepted. Motion carried." 

Ad;ournment: "The meeting was adjourned follow­
ing a motion by Jean Trail and a second. Meeting 
adjourned." 

Program: "Steve Smith was in charge of the program 
which featured a panel discussion on 'New Projects 
Worth Trying.' Featured on the panel were Mary 
Thompson, Jim Bean, and Bob Little. Bob was from 
the neighboring 'Lone Oak' club." 

Other examples of the secretary's duties are the 
following: 

the organization is large, there may be both a 
recording secretary to take care of business trans­
actions, and a corresponding secretary to handle 
correspondence. Serve as chairman until a chair­
man pro tem is selected if both the president and 
vice president are absent. 
Complete (with the help of other officers) other 
information asked for in the secretary's book. 

The treasurer keeps a complete and up-to-date finan­
cial record of the organization's income and expendi­
tures. A person willing and able to do this detail work 
should be chosen for this job. Use the book provided 
by the organization or buy one to meet the needs of 
the group. These arc the treasurer's duties: 

Keep a record of money received and spent. Be 
able to report to the organization monthly or, 
as often as requested, how the money was 
spent, the source of income, and the balance. 
Deposit money in a bank; write checks when 
instructed by the group. Some large groups with 
a budget may permit the treasurer to pay bills 
presented, if they are within the budget, with­
out further authorization. If the organization 
has a large amount of money (several hundred 
dollars), the treasurer should be bonded. 
Submit the books to the auditor or auditing 
committee. The auditor makes a report to the 
entire organization at least once a year and the 
report is accepted or rejected. The treasurer's 
report isn't accepted at meetings except for 
filing and/or subject to audit. For some groups 
a printed financial statement is desirable. 

The reporter or publicity chairman reports activities 
of the group to newspaper, radio, and TV. The re­
porter should be able to write well and to identify and 
feature the most interesting happenings, leaving out 
iten~s of little importance to the casual reader, listener, 
or viewer. 

Here arc some jobs of the reporter: 
Report on the activities of your local group to 
the mass media or other organizations if that is 
the pattern in your organization. 
Prepare news articles for newspapers, radio, or 
TV. Some media use the news as they get it­
and others wish to rewrite it. 

Assist the president in preparing the meeting ~ 
agenda by identifying unfinished business. ~~ 
Call the roll. ~ ~ 
Read incoming correspondence and send out no~ ~ 
tices of meetings, invitations, and other letters. If 

11 
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PARLIAMENTARY PROCEDURE 
Parliamentary procedure is a set of rules which pro­

tects the individual and the group in their right to 
exercise free speech and provides the freedom to unite 
in organizations toward the achievement of common 
needs. Parliamentary procedure provides the rules that 
help the democratic concepts in our society function. 
It is the code of rules and ethics for working together 
in groups. The basic principles of parliamentary pro­
cedure assure: courtesy and justice to all; consideration 
of one item at a time; that the minority will be heard; 
that the majority opinion will prevail; equal rights, 
privileges, and obligations to all; full and free discus­
sion on every issue; that rules facilitate not inhibit 
business; that motions are handled in the order of 
precedence; that simplest and most direct methods are 
used to accomplish common goals; and that officers be 
chosen by democratic process. 

POWER, AUTHORITY, AND RULES 
An organization is governed through a variety of 

rules. Most organizations are governed by state statute. 
If the organization is incorporated, it would operate 
under a charter granted by the state. An organization 
may be governed by a charter granted by the parent 
organization. An organization may be governed by a 
constitution adopted by the organization. It may also 
have a set of bylaws which elaborate on the constitu­
tion which is a more rigid document, more difficult to 
amend because of the high percentage of the member­
ship needed to approve changes. In addition, an or­
ganization may have a set of standing rules; and, finally 
a parliamentary authority or reference text is usually 
cited as an authority covering all matters not included 
in the categories. Robert's Rules of Order or Sturgis 
Standard Code of Parliamentary Procedure are two 
examples, but there are many others. 

Some organizations adopt both a constitution and 
bylaws; however, there is an increasing tendency for 
organizations to combine the provisions of a constitu­
tion and bylaws in one document called bylaws. A 
single document is more practical because all pro­
visions related to one subject are in one place. Suitable 
bylaws are necessary to enable an organization to func­
tion well. Bylaws should be concise and are best ar­
ranged in outline form. 

A set of bylaws should make provisions for each of 
the following items: 

Name of the organization. 
Objectives of the organization. 
Membership (types, requirements, how chosen, 
how ended). 
Officers and elections (duties of each, length of 
term, how elected, time, how nominations are 
made, type of vote, how vacancies are filled, 
how officers may be removed). 

Meeting (time, place, notice, quorum, how to 
call special meetings, order of business, parlia­
mentary code). 
Committees (names of standing committees, 
duties, how selected, how special committees 
may be selected, limitations) . 
Finances (how money can be raised, how 
money is to be handled) . 
Parliamentary authority (governs the organiza­
tion in all parliamentary situations not provided 
for in the law or in its charter, bylaws, or 
adopted rules). Amendments (procedures to be 
used in amending the bylaws). 

PARLIAMENTARIAN 
If there is any question about meeting procedure, 

the organization may want a parliamentarian who 
might be a member of the group or secured from the 
outside if the group wishes. 

A parliamentarian should be qualified by knowledge 
and experience to provide professional advice in par­
liamentary procedure. He should be familiar with the 
bylaws and rules of the organization he is serving. A 
parliamentarian is usually chosen by the president and 
works under his direction. The parliamentarian can't 
make a ruling, but advises the presiding officer who 
does make rulings. The more capable and experienced 
the presiding officer is, the better he understands the 
value of a good parliamentarian and how to use his 
services. A parliamentarian is responsible for seeing 
that no parliamentary procedure details are overlooked, 
anticipating parliamentary strategy, and being certain 
all parliamentary requirements are observed. 

There are two national organizations of professional 
parliamentarians: National Association of Parliamen­
tarians, and American Institute of Parliamentarians. 
There may be members of these organizations in your 
community available for service. In many communi­
ties there are individuals who are excellent students of 
parliamentary procedure and may be available as par­
liamentarians. The parliamentarian may charge a fee. 
Discuss this with him when he is engaged. 



Every well-run organization has an order of business 
to help its smooth flow. The major advantage in adopt­
ing and using a fixed order of business is that members 
learn to expect certain things to happen at a specific 
time and as a result they are less likely to disrupt the 
meeting to bring up a personal item. The order of 
business shouldn't be a part of the constitution or 
bylaws since the constitution or bylaws can't be sus­
pended. An example of order of business follows: 

Call to order by the presiding officer-one rap 
of the gavel to convene the meeting. The chair­
man says, "The meeting will come to order." 
Opening ceremonies- (optional). Invocation, 
pledge, music, and/or roll call. 
Reading of the minutes of the previous meeting 
-chairman says, "The secretary will read the 
minutes of the last meeting." The chairman 
asks, "Are there any additions or corrections to 
the minutes? If not, they stand approved as 
read." 
Treasurer's report -Chairman says, "We will 
hear the treasurer's report." Chairman asks, 
"Are there any questions?" and when these are 
satisfied says, "The treasurer's report is filed 
for audit." 
Correspondence-Chairman says, "Correspon­
dence secretary will read current correspon­
dence." 
Resume of action taken by the board of direc­
tors or executive committee-"This d:sume is 
read for information only. No action is taken 
on the report." 
Recommendations of the Board or Executive 
Committee - These recommendations would 
require action by the membership with a formal 
motion to adopt or modify. 
Reports of standing committees-No action is 
necessary on progress reports of standing com-

ORDER OF BUSINESS 

mittees unless recommendations are made. If 
recommendations are made, then a motion is 
made by the committee chairman to adopt the 
recommendations. The chairman might ask, 
"Does the membership committee have a re­
port to give?" 
Reports of special committees-(Special com­
mittees are dissolved when the special work 
assigned to them is finished and a final report 
is given.) Action would be required on recom­
mendations made by the committee. 
Unfinished business-Business postponed from 
the previous meeting would be introduced for 
discussion. 
New business-Any member may introduce 
new items of business. A motion must be made 
to bring these before the organization for 
discussion. 
Announcements. 
Adjournment-Adjournment is usually accom­
plished by general consent. The chairman asks, 
"Is there any further business to come before 
the assembly? If not, we stand adjourned. We 
are adjourned." The chairman raps the gavel 
indicating adjournment. If a motion to adjourn 
is required, the chairman asks, "Is there any 
further business to come before the assembly? 
If not, the motion to adjourn is in order." The 
chairman would say, "It has been moved and 
seconded that we adjourn. All in favor of ad­
journing, say 'yes.' Those opposed say, 'no.' 
The motion is carried and we stand adjourned." 
Other program-Many groups after adjourning 
the business session may have program, recrea­
tion, social hour, or lunch. The program gen­
erally isn't part of the business meeting. 

The chairman in consultation with the secretary 
should prepare the agenda for each of the meetings. 
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CLASSIFICATIONS OF MOTIONS 
All business should be brought before the assembly 

through motions or resolutions. Valuable time is saved 
by having the assembly discuss the situation through 
proposed action as stated in a· motion. 

Motions are classified according to their purposes 
and characteristics, into four groups: main motions, 
subsidiary motions, privileged motions, incidental 
motions. 

Main motions: Main motions are the most impor­
tant and most frequently used. The purpose is to bring 
a proposal before the assembly for consideration and 
action. After a main motion is stated by the presiding 
officer it becomes eligible for deliberation and decision. 

There are three main motions with specific names 
that are governed by different rules. The most fre­
quently used specific main motions are: reconsider, 
rescind, and resume consideration. 

Subsidiary motions: A group of subsidiary motions 
:are alternative aids for changing, considering, and dis­
posing of main motions. Subsidiary motions are usual­
ly applied to the main motion, but some of them may 
be applied to certain other motions. The most fre­
quently used subsidiary motions are postpone tempo­
rarily, vote immediately, limit debate, postpone defi­
nitely, refer to a committee, amend, and postpone 
indefinitely. 

Privileged motions: Privileged motions are emer­
gency motions of such urgency they are entitled to 
immediate consideration ahead of other motions be­
fore the assembly. They relate to the members and to 
the organization rather than to particular items of 
business. Privileged motions are adjourn, recess, and 
question of privilege. 

Incidental motions: Incidental motions arise only in­
cidentally out of the business before the assembly. 
They do not pertain directly to the main motion but 
usually to matters incidental to the conduct of the 
meeting. These have no order of precedence. It is only 
necessary to dispose of them as soon as they arise and 
prior to the business from which they arise. The most 
frequently used incidental motions are as follows: 
appeal from decision of the chair, suspend rules, object 
to considerations, point of order, parliamentary in­
quiry, withdraw a motion, division of the question, and 
division of the assembly. 

BASIC CHART OF PRECEDENCE OF MOTION 
The following motions are listed according to rank 

with the most important motions first. A motion of 
higher rank is always in order when one of lower rank 
is pending; that of a lower rank is always out of order 
if proposed while a motion of higher rank is pending. 

Order of precedence 
Can 

interrupt 
speaker 

I. PRIVILEGED MOTIONS 

1. Adjourn . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . no 
2. Recess . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . no 
3. Question of privilege . . . . . . . . . . . . • . . . . . . . . . . yes 

II. SUBSIDIARY MOTIONS 

4. Postpone temporarily . . . . . . . . . . . . . . . . . . . . . . no 
5. Vote immediately . . . . . . . . . . . . . . . . . . . . . . . . . no 
6. Limit- extend debate . . . . . . . . . . . . . . . . . . . . . no 
7. Postpone definitely . . . . . . . . . . . . . . . . . . . . . . . . no 
8. Refer to committee . . . . . . . . . . . . . . . . . . . . . . . no 
9. Amend . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . no 

10. Postpone indefinitely . . . . . . . . . . . . . . . . . . . . . . . no 

Ill. MAIN MOTIONS 

11. (a) A general main motion . . . . . . . . . . . . . . . . . no 
(b) Specific main motions: reconsider .. ; . . . . . yes 

rescind . . . . . . . . . . . . . . . . . . . . . . . . . . . . . no 
resume consideration no 

IV. INCIDENTAL MOTIONS* 

Appeal . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . yes 
Point of order . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . yes 
Parliamentary inquiry . . . . . . . . . . . . . . . . . . . . . . . . . yes 
Withdraw a motion . . . . . . . . . . . . . . . . . . . . . . . . . . . yes 
Suspend rules . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . no 
Object to consideration . . . . . . . . . . . . . . . . . . . . . . . yes 

Division of a question . . . . . . . . . . . . . . . . . . . . . . . . no 
Division of assembly . . . . . . . . . . . . . . . . . . . . . . . . . yes 

* No order of precedence among these. Each motion decided immediately. 
* * Restricted. 

PRESENTATION OF A MOTION 
There are eight steps in presenting business before 

an assembly. Each is designed to protect the rights of 
everyone in the assembly with a definite purpose in 
presenting business democratically and expediently. 
Member rises and· addresses the chair: In presenting 
business to the assembly the member rises and address­
es the chair with proper title-president, chairman, or 
other designated title. 
Member waits for recognition: The member waits un­
til the chair grants the floor by calling his name, nod-



Requires 
a 

second 

yes 
yes 
no 

yes 
yes 
yes 
yes 
yes 
yes 
yes 

yes 
yes 
yes 
yes 

yes 
no 
no 
no 

yes 
no 

no 
no 

Debat­
able? 

no 
yes** 
no 

no 
no 
no 
yes** 
yes** 
yes 
yes 

yes 
yes 
yes 
no 

yes 
no 
no 
no 
no 
no 

no 
no 

Amend­
able? 

no 
yes** 
no 

no 
no 
yes** 
yes** 
yes** 
yes 
no 

yes 
no 
no 
no 

no 
no 
no 
no 
no 
no 

no 
no 

Vote 
required? 

majority 
majority 

none 

majority 
two-thirds 
two-thirds 
majority 
majority 
majority 
majority 

majority 
majority 
majority 
majority 

tie or majority 
none 
none 
none 

two-thirds 
two-thirds 
(negative) 

none 
none 

ding, or some form of recognition. In a large group 
the members may be requested to give their names and 
other identifying information as they address the chair. 
Member makes the motion: A motion should be stated 
as simply as possible_ If a motion can't be stated ver­
bally and in simple fashion it should be written and 
handed to the presiding officer. The proper way to 
start a motion is, "I move that ... " 
Another member seconds the motion: Most motions 
require a second to insure the group that at least two 
people are willing to discuss the subject. To second a 
motion all a member must do is to call out "second." 

Chair states the motion: The chair now repeats the 
motion exactly as it was presented. The chair may re­
word the motion but can't change the intent. The 
minutes record the motion as stated by the chair. 
Chair calls for discussion: If the motion is debatable, 
the chair calls for discussion and allows members to 
present arguments. 
Chair calls for the vote: When the discussion is com­
plete, or a motion prevails to close debate, the chair 
calls for the vote. 
Chair announces the result of the vote: The action 
resulting from the vote must be announced from the 
chair. He states: "The motion is adopted" or "The 
motion is lost." 

BASIC RULES FOR DISCUSSION OR DEBATE 
It is through discussion that ideas and opinions can 

be exchanged and the business of the organization 
thoroughly understood. Discussion places the facts be­
fore the group, stimulates interest, and assists in reach­
ing the proper decision. One of the fundamental prin­
ciples of parliamentary procedure is the right of every 
member to participate in the discussion. 

Motions may also be classified into groups according 
to the ·extent of debate which is permitted. These are: 
motions fully debatable, motions debatable with re­
strictions, and motions not debatable. 

As soon as a debatable motion has been stated to 
the assembly by the presiding officer, any member has 
the right to discuss it, after obtaining the floor. A mem­
ber waits until no one has the floor, then rises, ad­
dresses the presiding officer, and waits for recognition. 
Usually the first person who rises and asks for recog­
nition receives it. Preference is given to the proposer 
of the motion or to the committee chairman who has 
presented a report. A member who hasn't spoken has 
prior claim over one who has already discussed the 
question_ The presiding officer should alternate be­
tween proponents and opponents of a motion when­
ever possible. 

All discussion must be relative to the motion before 
the assembly. A member is given the floor only to dis­
cuss the pending question; if he departs from the sub­
ject, he is out of order. Discussion is always restricted, 
so far as possible, to the immediately pending motion. 

Discussion must be impersonal. AU discussion must 
be addressed to the presiding officer and must never 
be directed to an individual. The motion, not the per­
son who made the motion, is the subject of discussion. 
Measures and not men should be debated. A member 
is most effective in discussion by showing courtesy 
towards the presiding officer and other members. 

Parliamentary procedure sets no limit on the length 
of speeches during discussion_ Each organization has 
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the right to set limits in its bylaws or for a particular 
situation. Opportunities should be provided for full 
and free discussion. Members shouldn't be denied the 
opportunity to participate in discussion unless the mo­
tion to vote immediately is put into effect. When the 
discussion has waned or the motion to vote immedi­
ately has been enacted, the presiding officer calls for 
the vote and announces the results. 

METHODS OF VOTING 
The main purpose of parliamentary procedure is to 

maintain, through voting procedure, the will of the 
majority and to see that it is carried out. 

The right of a member to vote is fundamental and 
his greatest privilege. Final authority of an organiza­
tion is invested in the majority of its members. This is 
a fundamental concept of a democratic institution. 

Organization members need to be familiar with at 
least five methods of voting. Each method has ad­
vantages in determining the will of the majority. 
Acclarn.ation (sometimes referred to as "viva voce"): 
The chair calls for the vote by stating, "All in favor 
indicate by saying 'aye,' all opposed by saying 'no'." 
The chair then announces the result of the vote. If the 
chair is in doubt he may ask for a show of hands or a 
standing vote. If a member of the assembly is in doubt 
he may call for a "division of the assembly." Then the 
chair would call for a show of hands or standing vote. 
Show vote: The chair may indicate "All in favor raise 
their right hand," or "All in favor please stand," and 
then says, "Be seated." Then he would call for the 
negative votes by indicating, "All opposed raise your 
right hand," or "All opposed please stand." The chair 
would then announce the result of the vote. 
Roll call: The secretary calls the roll and each member 
is instructed to answer "yea" for the affirmative vote 
and "nay" for the negative vote. Normally the pro­
visions for calling a roll call vote would be in the con­
stitution or bylaws or in the rules of procedure for a 
convention. 
Ballot vote: This is a closed or secret vote used most 
commonly in election of candidates for office. It may 
be requested as a method of voting in other situations 
where a secret ballot is desired. 
General consent: When the chairman has an item of 
business to handle, such as approval of minutes, he can 
avoid the necessity and time of a formal motion by 
saying, "If there is no objection the minutes will stand 
approved." He waits a moment to see whether there 
is an objection; if there is not, he declares, "Minutes 
are approved." If there is one objection, he would be 
required to ask for a motion to approve the minutes; 
then ask for a second, discussion, and then a vote. 
Many of the routine motions of a noncontroversial 
nature can be handled by the general consent 
procedure. 

GAVEL 
The gavel is the symbol of authority used to call a 

meeting to order and to maintain order. It should 
never be used as a "noise-making machine" to drown 
out other noise. The organization should develop a 
respect for the use of the gavel and the chairman 
should use it wisely. Its proper use and efficient use of 
parliamentary procedure should go hand in hand. Each 
organization should have a gavel: it might be passed 
on in an annual ceremony to the newly elected 
chairman. 

QUORUM 
To insure that the business of an organization is 

handled legally by its members, it is important to desig­
nate the number constituting a quorum: meaning the 
number of members required to do the business of the 
organization. The statement of the number or pro­
cedure for determining quorum should be included in 
the constitution or bylaws. If the number constituting 
the quorum isn't established, it is assumed that mem­
bers present constitute the quorum. The quorum 
should be high enough to insure good representation 
and low enough to make it possible to transact 
business. 

The presiding officer should be reasonably sure a 
quorum is present. The only business that can be trans­
acted without a quorum is a vote: to adjourn, to recess 
and try to assemble a quorum, or to set a definite time 
to meet when a quorum can be expected. If at anytime 
during a meeting, members leave, until apparently 
there isn't a quorum, a member may raise the question 
of whether a quorum is present. The chairman should 
call for a count or request that roll be called to deter­
mine this. 



ADHERE 

ADJOURN 
ADJOURNED 
MEETING 

ADOPT 

AFFIRMATIVE 
VOTE 
AGENDA 

AMEND 

APPLY 

ASSEMBLY 

BYLAWS 

CHAIR 

CHARTER 

COMMIT 
CONVENE 

DEBATE AND 
DISCUSSION 

DEMAND 

DISPOSITION 
OF A MOTION 

EX OFFICIO 
MEMBER 

To be attached to and dependent on; pend­
ing amendments adhere to the motion to 
which they are applied. 

To officially end a meeting. 

A meeting that is a continuation of an 
earlier regular or special meeting. The con­
tinuati.on is legally a part of the same 
meeting. 

To approve by vote and give effect to a 
motion or a report. 

The "yes" vote supporting a motion as 
stated. 

111e official list of items of business planned 
for consideration during a meeting or 
convention. 

Alter by adding, inserting, striking out, or 
substituting words, sentences, or paragraphs. 

A motion is said to apply to another motion 
when it may be used to alter, dispose of, or 
affect the first motion. 

A meeting of the members of a deliberative 
body. 

111e set of rules adopted by an organization 
defining its structure and governing its 
functions. -

111e presiding officer or chairman of a de­
liberative body. 

An official grant from government giving the 
right to operate as an incorporated organiza­
tion, or an official grant from a parent or­
ganization to operate as a constituent or 
component group. 

To refer to a committee. 

To open a meeting or convention, usually a 
large, formal one. 

Formal discussion of a motion or proposal 
by members under the rules of parliamen­
tary procedure. 

An assertation of a parliamentary right by a 
member. 

Action on a motion by voting on it, refer­
ring, postponing, or in some way removing 
it from the consideration of the assembly. 

One who is a member of a committee or 
board because he holds another office: a 
treasurer is often an ex officio member of 
the finance committee. 

FLOOR 

GENERAL 
CONSENT 

GERMANE 

INCORPORATE 

INFORMAL 
CONSIDERATION 

IN ORDER 

IRRELEVANT 
MAJORITY 

MAJORITY 
RULE 

MAJORITY 
VOTE 

MEETING 

MINORITY 

MINUTES 

MOTION 

NOMINATION 

OBJECTION 

ORDER OF 
BUSINESS 

DEFINITION OF PARLIAMENTARY TERMS 

When a member receives formal recognition 
from the presiding officer, he has the floor 
and is the only one entitled to make a mo­
tion or to speak. 

An informal method of disposing of routine 
motions by assuming unanimous approval 
unless objection is raised. 

Pertaining or relating directly to, having 
definite bearing on: applied to the relation­
ship of amendments to motions. 

To form a group into a legal entity char­
tered by government and recognized by law 
as having special rights, duties, and liabili­
ties distinct from those of its members. 

Consideration and discussion of a problem 
or motion without the usual restrictions on 
debate. 

Permissible and correct from a parliamentary 
standpoint. 

Not related, not pertinent, not applicable. 

A number that is more than half of any 
given total. 

Rule by decision of the majority of those 
who actually vote, rather than of those en­
titled to vote. 

More than half of the number of legal votes 
cast for a particular motion or candidate, 
unless a different basis for determining the 
majority is required. 

An official assembly of the members of an 
organization which continues until adjourn­
ment and allows no separation of the mem­
bers except for a recess. 

Any number that is less than half of any 
given total. 

111e legal record of the actions of a delib­
erative body that has been approved by vote 
of the body. 

A proposal submitted to an assembly for its 
consideration and decision; it is introduced 
by the words "I move that .... " 

111e formal proposal to an assembly of a 
person as a candidate for an office. 

TI1e formal expression of opposition to a 
proposed action. 

111e adopted order for various classifications 
of business to be presented to an assembly. 
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OUT OF ORDER Not correct, from a parliamentary stand- REQUEST A statement to the presiding officer of some 
point. right a member desires to exercise. A request 

PARLIAMENTARY The code of procedure adopted by an or- can amount to a demand; for example, a call 
AUTHORITY ganization as its parliamentary guide and for division. 

governing in all parliamentary situations not RESOLUTION A formal motion, usually in writing, intro-
otherwise provided for in the charter or duced by the word "Resolved," and pre-
bylaws. sented to an assembly for decision. 

PENDING Any motion that has been proposed and RESTRICTED Debate on certain motions in which decision 
QUESTION stated to the assembly for consideration and DEBATE is restricted to a few specified points. 

that is awaiting decision by vote. RULING Any pronouncement of the presiding officer 
PLURALITY A larger vote than that received by any op- that relates to the procedure of the assembly. 
VOTE posing candidate or alternative measure. 

SECOND After a motion has been proposed, another 
PRECEDENCE The rank or priority governing the proposal, member's statement, "I second the motion," 

consideration, and disposal of motions. indicates his willingness to have the motion 
PROPOSAL OR A statement of a motion of any .kind for considered. 
PROPOSITION consideration and action. STATUTE A law passed by a legislative body, as a 
PRO TEM For the time being; temporarily. statute of Congress. 

PUTTING THE The statement, by the presiding officer, of a SUBSTITUTE The form of amendment that offers a new 
QUESTION motion to the assembly for the purpose of MOTION motion on the same subject, as an alterna-

voting on it. tive to the original motion. 

QUALIFIED A motion that is limited or modified in some TELLER A member appointed to help conduct an 
MOTION way in its effect by additional words or pro- election and help count the votes. 

visions "I move we adjourn at 4 p.m." UNANIMOUS A vote without any dissenting vote. One 
QUESTION Any proposal submitted to an assembly for VOTE dissenting vote prevents unanimous vote. 

decision. UNFINISHED Any business that is postponed definitely to 
QUORUM 111e number or proportion of members nee- BUSINESS the next meeting or that was pending and 

essary at a meeting to legally conduct interrupted by adjournment of the previous 
business. meeting. 

RECOGNITION Formal acknowledgment of a member by VIVA VOCE A vote taken by calling for "ayes" and 
the presiding officer, giving him the sole VOTE "noes" and judged by volume or voice re-
right to speak or present a motion. sponse; sometimes called a "voice vote." 
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