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insist that rules of debate are observed.
Declare a short recess if necessary.
Remain impatrtial, the Chair cannot enter
into the debate unless she wishes to vacate
the chair to the next ranking officer who has

not debated on the issue. The Chair then

sits in the audience and remains there until
after the vote is taken before assuming the
Chair again.

EXAMPLE OF ATYPICAL MEETING AGENDA
After determining that a quorum is present, the
presiding officer rises, waits or signals for quiet
and says, “The meeting will come to order.”

Opening Ceremonies: Based on the group,
religious,patriotic, and customary rituals may be

included. If given, the invocation, the National
Anthem, and Pledge of Allegiance to the Flag of
the United States of America are arranged in
that order (Members will rise). Inspirational
messages follow patriotic exercises.

Roll Call (if customary): The Chair states, “The
secretary will call the roll of members.”

Reading and approval of Minutes: After the
minutes are read, or if they have previously

distributed, the Chair asks, “ there any
corrections to the minutes?” (pause) “If there are
none, the minutes are approved as written. With
any corrections, “The Secretary will make the
corrections. |f there are no further corrections,
the minutes are approved as corrected.
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Reports of Officers, Boards, Standing and
Special Committees: Are called only if they

have reports to make.

* Officers, boards, and standing committees
report in the order they are listed in the bylaws.
Special committees report in the order in which
they were created, when possible.

* Atreasurer’s report is never adopted; instead a
financial review or auditor’s report is adopted
annually.

* If an officer’s report contains a
recommendation, another member can make a

main motion following the report to adopt the

recommendation.
* Committee chairmen may make motions for

recommendations contained in heir reports.

Special Orders: Announced only if there are
such items or matters required by the bylaws for

a meeting. For example, “The secretary will
read from the bylaws, Article__ Section__
concerning the election of a nominating

committee.”

Unfinished Business and General Orders:

Announced only if there are such items (matters
previously introduced but not finished at the prior
meeting) or items postponed by way of motion to

the next meeting.

New Business: The Chair takes up any new
business that is listed on the approved agenda.
The Chair then asks, “Is there any new
business? or “Is there any further new

business?”
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Announcements: “The Chair has the following
announcements.....Are there any other
announcements?”

Program: The Chair does not “turn the meeting
over”, but announces, “The program committee
will now present the program....OR..."will
introduce our speaker.” Be sure to thank the

speaker.

Adjournment: The Chair states: “Is there any
further business?” (pause) “Since there is no
further business the meeting is adjourned.” OR
“A motion to adjourn is in order.”

HANDLING MOTIONS

Business is brought before the assembly by the

motion of a member.

In the ordinary handling of a motion there are six

essential steps - three by which the motion is

brought before the assembly and three in the
consideration of the motion.

The three steps by which a motion is brought

before the assembly are:

1. A member makes the motion. A person is
said to “make a motion” but uses the “move”
when he does so.

2. Another member seconds the motion. A
motion made by direction of a board or duly
appointed committee of the assembly
requires no second from the floor (provided
the subordinate group is composed of more
than one person).
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