PROCEDURES
Nothing will ever be attempted if all possible objections must be first overcome.

Samuel Johnson

Parliamentary Procedure

The spirit of justice and fairness is basic in reaching group decisions, whether in the family, in business, in organizadons

or in world affairs. Therefore, GFWC members have always been concerned with practicing proper parliamentary procedure
Knowledge of the basic rules as found in Roberts Rules of Order Newly Revised by all members, not by leaders alone, allows
them to express their good ideas and to participate in ordedy proceedings.

A president performs a genwine service to her organization when she promotes the principles of parliamentary procedure by

using correct procedures herself and by providing opporrunites for the membership to learn and to make use of these principles.

Basic Parliamentary Law

Basic knowledge of Parliamentary Law is necessary to get business accomplished in an efficient, orderly manner, expressung

the will of the majority, while protecting the rights of the minority, individuals, and absent members, and yet maintaining
harmony among club members.

Motions which accomplish this:
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V.

Motions to Introduce Business
A. Original Main Motions ~ Brings new subject before assembly for consideration.
B. Incidental Main Motions — are incidental to or related to business of the assembly, or to its past or furure acuons.
Eight Steps Necessary for Making of a Motion
Ruse, address the Chair,“Madam President”
R.ecogniton by the Chair.
Statement of the mouon,*l move..”
Second to the moton."] second the motion.”
Statement of the moton by the Chair. “It has been moved and seconded that..”
Discussion. "Are you ready for the Queston?”
Call for the Vote. “All those in favor say “Aye’ — those opposed "No™"
8. Announce the vote and result of that vote,
Motons to Modify or Amend
A Amend — Motion to change 2 moton.
Primary and Secondary Amendments allowed.
Forms of Amendment

A A

1. insert or add words.
2. Strike out words.
3. Strike out and insert words.
4. Substitute one paragraph or resoluton for another.
B. Reefer or Commit — Motion to delay action and give opportunity for more consideration by a small

group of members, usually to report back findings and/or give recommendations.
Modons to Defer Acton

A, Postpone to a Certain Time — Cannot be postponed beyond next regulady scheduled meetng, bur can
be postponed again at each subsequent meedng.
B Lay on the Table, Motion to TEMPORARILY set aside. Cannot be brought up again except by a

Mouton to “Take from the Table” MUST be taken from the table at the next meeting (which must be
within 3 months) or it is automatically killed.
Motions to Suppress or Limit Debate — Require 2/3 vote as they take away rights of members.

A Previous Question — Motion to close debate and bring motion to a vote. |
Take a vote first on the Moton of “Previous Question,” then take a vote on the monon itself.
B. Lirmit or Extend Debate = Motion to limit or extend length of speeches, amount of speeches, or set ame

for debate to end. (Roberts allows no more than 10 minutes per speech and no one can speak more than
Twice on a motion.)

Mouons to Suppress the Question

A Object to lts Consideration — Requires 2/3 vote. Must be made before any discussion is started. Purpose
is to avoid an unprofitable question.
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Previous Question — Stops debate immediately, brings to a vote.

Postpone Indefinitely _ Motion to simply kill a moton. (Or to test 3 motion)

Lay on the Table — Would be killed if no one moves to “Take from the Table” at next meeting.
otions to Consider a Question for the Second Time

Take from the Table — Used to take a question from the table which was postponed temporarily by “laying

»EZ0Ow

on the wble”

B. Reconsider — Used to correct hasty action. Must be made by someone voting on prevailing side and must
be made at the same meeting or the next day.

C Rescind - Motion to change action previously taken. If it is too late to reconsider, must make motion to
rescind, but this requires a 2/3 vote.

D Rarify — Motion to approve action previously taken.

(Taken from the Table, Rescind, and Ratify — actually are Incidental Main Motions.)

Other Motons

A. Privileged Motions — Motons that take precedence over all other questions and must be considered before
any other motion, and, on account of their high privilege, are undebatable. They can be made when other
motions (main and subsidiary) are pending,
1. Call for Orders of the Day
2. Question of Privilege
3. Recess
4, Adjournment
5. Fix Time and Place for Adjournment

B. Incidental Motions are Motions that arise out of other questions and must be disposed of immediately,

before action can be taken upon the question out of which they arise. They cannot be debated, except a
debatable appeal yield to privileged motions.

Appeal

Parliamentary Inquiry

Point of Order

Suspend the Rules {2/3)

Division of Assembly

Division of Question

Consider Seriatim (by paragraph)

Read a Paper

‘Withdraw a Motdon

Motions with regard to Nominations and Voting
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What The Minutes Should Contain

Kind of meeting: Regular, Special, Adjourned, Board Meeting, etc.
Name of the organizaton.
Date/tme of the meeting and the place if the club does not have a regular place to meet.
Whether the President and Secretary were present, or their substitutes.
Whether the minutes of the previous meeting were approved, approved as corrected, or dispensed with.
The four following jtems from the Treasurer's Report:
-Balance on hand at time of last report.
-Total receipts since that date.
-Total disbursements since that date.
-Balance presentdy on hand.
Highlights of reports given orally. If written reports are also given, only a record that the report was given is made in
the minutes and a copy of the report is attached.
A record of what 1s DONE - and NOT what is SAID. No personal comments, complimentary or otherwise, should
be included.
All "Main Medons” which were not withdrawn, and whether they were adopted or lost. Include the count when
votes are counted.
All Points of Order and all Appeals - whether sustamed or lost.
All other motions WHICH WERE NOT LOST OR. WITHDRAWN.
The name of the person making the motion, but NOT the NAME of the person seconding the moton.,
A full report of all votes cast as shown by the teller’s report.



+  Names of new members and those who resign or forfeit membership,
+  The hour of adjournment.

»  The signature of the Secretary, but NEVER “Respectfully submitted” with the word “approved” with the secretary's
initials and date.

NOTE: Corrections should be inserted in the margin with 2 carefully drawn line around or through the subject marter
corrected. They should never be erased or obliterated.

Remember—All minutes MUST BE READ AND APPROVED at one tme or another. If the minutes have been sent to all
members in advance, the actual reading may be wavied if no member objects. Minutes can also be approved by a commuittee
in attendance appointed by the Chair at the beginning of the meeting. The chair asks, “Are there any corrections to the
minutes?” If there are corrections, these are handles by general consent. The Chair may simple say,"1f there are no correctons™
(or “further corrections”), the minutes stand approved as printed.”

Parliamentary “Goofs”

We sometimes fall into bad parliamentary practces without realizing it. Here are some common pitfalls to avoid.
«  NEVER preside without an agenda!
= NEVER ask for “additons” to the minutes—only corrections.
+  NEVER use “respectfully submitted” with minutes or reports. :
+  NEVER call on absent officers or chairmen for reports. Have those with report included on your agenda
+  NEVER call for “old business” Unfinished business should be a part of your agenda
+  NEVER cut off debate simply because someone says,“1 call the question.” This is a motion and must be voted on to
be sure the assembly wishes to end debate. (It requires 2 2/3 majority.)
»  NEVER "turn the meeting over” to anyone. As presiding officer, you present the person in charge of the program.
«  NEVER say "] make a motion..." correcdy stated, it is “I move...”

Conducting Effective Meetings
Parliamentary Procedure Put to Use

Call to Order
+  Presiding Officer stands AT DESIGNATED TIME. ONE wp of the gavel.

= “The meeting will please come to order”
* Wit for perfect order. Ascertain if a quorum is present.

+  Have available a copy of your Bylaws, your Pardiamentary Authoriry (Robert’s Rules of Order, Newly Revised), your
Membership List, and a WELL-PREPARED AGENDA.

Opening Ceremonies
«  Invocadon.

+  Natonal Anthem

+  Pledge of Allegiance. (Make certain there is a flag and that it is propery displayed). (REMEMBER, it 1s "GOD
BEFORE COUNTRY "}

«  Other ceremonies as appropriate or customary.

Reading and Approval of Minutes
+  “The Secretary will read the minutes of the preceding meeting.”

+  The secretary stands to read the minutes. Minutes should be brief, but accurate.

«  They MUST contain the exact wording of every motion. The name of the person seconding the moton is not
necessary. They must state whether every motion is carried or lost.

+  Previous Board meeting minutes should be read at Board meetings, and previous regular meeting minutes are read
at regular meetings.






