Parliamentary Procedure

Parliamentary procedure is the main method used to organize meetings. This is governed by Roberts Rules of Order, which were created in 1876 by Henry Martyn Robert, an Army engineering officer. The rules of order are now on the tenth edition.  These rules will help you conduct meetings more efficiently as well as help to ensure that everyone is able to be heard and feel involved in the process. Three of the most commonly used elements of parliamentary procedure are the Agenda, making motions, and considering motions, which are summarized below.

Sample Meeting Agenda
· Call to Order

· Opening Ceremonies (optional)

· Roll Call (if customary)

· Reading and Approval of Minutes

· Reports of Officers, Boards, and Standing Committees

· Reports of Special Committees (only if such committees are prepared or instructed to report)

· Special Orders (announced only if there are special orders)

· Unfinished Business and General Orders

· New Business

· Announcements

· Program (if a program or a speaker is planned for the meeting)

· Adjourn

Brining a Motion Up to the Group

1. A member makes the motion: "I move that (or 'to')..." and resumes his seat.
2. Another member, without rising, seconds the motion: "I second the motion," or "I second it" or even just "second."
3. The chair states the motion: "It is moved and seconded that .... Are you ready for the question?"

Considering the Motion
1. Once the motion has been seconded, members debate the motion.

2. The chair then puts the motion to a vote. The chair asks: "Are you ready for the question?" If no one rises to claim the floor, the chair proceeds to take the vote. The chair says: "The question is on the adoption of the motion that... As many as are in favor, say 'Aye". (Pause for response.) Those opposed, say 'No'. (Pause for response.)

3. The chair announces the result of the vote. "The ayes have it, the motion is adopted, and .... (indicating the effect of the vote)," or "The noes have it, and the motion is lost."

