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Parlialnentary procedure is the application of parlia
mentary law to the business lneeting. Its purposes are to: 

• Enable groups of people to transact business with 
speed and efficiency. 

• Protect individual rights of people in groups. 

• Preserve hannony in groups. 

As a member of an organized group, you should be 
familiar with the basic procedures outlined in this publi
cation. With practice, their use will come easily and you 
will be able to actively participate in lneetings and help 
your group conduct its business lnore efficiently. 

SUGGESTED MEETING PROCEDURE 

1. Call to order 

2. Roll call 

3. Reading and 
approval of 
minutes 

Treasurer's 
report 

Chair: Rises, raps once with the 
gavel and says, "The Ineeting will 
please COIne to order." 

Chair: "The secretary will please 
call the roll." 

Chair: "The secretary will read the 
lninutes of the last Ineeting." 

Secretary rises and reads nlinutes. 
Chair: "You have heard the read
ing of the lninutes. Are there any 
corrections?" 

Pause and then say, 
"The lninutes are approved as 
read" or "The n1inutes are ap
proved as corrected." 

Chair: "The treasurer will now re
port." Treasurer rises and gives re
port. 
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5. Committee 
reports 

6. Unfinished 
business 

7. New business 

8. Adjournment 

Chair: "Are there any questions?" 
Pause and then say, . 

"The treasurer's report will be filed 
with the secretary to be audited at 
a later date." 

Chair: "CoIllmittee reports are now 
in order. Will the _____ _ 
committee please report?" 

Call for reports fr01l1 all commit
tees having reports. If a report con
tains a recoInmendation, the report
ing meInber should Inove its adop
tion. Otherwise, t.he report is filed. 

Chair: "Unfinished business is now 
in order. The first item is that of 

Take up each itelll as listed on the 
agenda. 

Chair: "New business is now in 
order. Is there any new business?" 
Include cOlnmunications that re
quire action. 

Chair: "If there is no further busi
ness, the meeting stands ad
journed." 

or 

"Do I hear a Illotion to adjourn?" 

ELECTION OF OFFICERS 

There are several ways to conduct an election. Most 
organizations make provisions in their bylaws for the time 
and method of nOIllinating and electing officers. If the 
bylaws do not lllake these provisions, formal action should 
be taken to determine how to proceed with an election. 
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Nominations 

Before proceeding to an election, it is custoillary to 
non1inate one or nlore candidates for each office to be 
filled. 1~he nlost con11non ways to nOlninate are by COln
mittee and frOIn the floor. NOillinations by a comlnittee 
which has been elected is the 1110re desirable Inethod. 

SOille organizations Inay find it desirable to complete 
all nOIllinations before voting. Others Inay prefer to cast 
votes for each office as soon as nOininations for that office 
are cOlupleted. The forn1er requires less time while the 
latter gives greater flexibility in choosing officers. 

Voting 

Voting can be by VOIce, show of hands, standing or 
secret ballot. While a voice vote is not usually a good 
method for electing officers, it is suitable when a candi
date is unopposed and the bylaws do not require election 
by a certain Illethod. 

When voting is by voice, show of hands or standing, 
. and when there is Illore than one nominee for an office, 
the candidates are voted on in the order they were nom
inated. As soon as one of the candidates receives a Inajor
ity of votes, the chair declares that person elected. No votes 
are taken on the reinaining candidates. 

Election by Acclamation 

It is a COillillon practice to move that nominations 
cease and that election be by acclamation. Such a motion 
is unnecessary because the chair may declare nominations 
closed without a Illotion froin the floor. It is unfair be
cause every Illelnber should have an opportunity to nom
inate. It is a double Illotion which requires two types of 
voting. To close nOillinations requires a two-thirds vote. 
To elect requires a 111ajority vote. 
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Suggested Election Procedure 

Chair: 

Chairman of 
committee: 

Chair: 

Member: 

Chair: 

"We will now have the election of 
officers for the coming year. Will 
the non1inating con1mittee please 
report?" 

"Madan1 President, the nOlninating 
cOlnmittee submits the following 
nominations: 
President _________ _ 
Vice president 
Secretary 
Treasurer _______ __ _ 

"The following persons have been 
nominated: 

President 
Vice president 
Secretary 
Treasurer 

Are there further nOlninations for 
any of these offices?" 

"I nominate 
for the office of President." 

has been 
nominated for President. Are there 
further nominations? Hearing 
none, the chair declares nomma-
tions closed and appoints ___ _ 

and 
_______ to act as tellers." 

"Mark your ballots by writing the 
nan1e of the candidate of your 
choice for each office. Then fold 
your ballot in half for the tellers." 
"Tellers, please come forward and 
distribute the ballots ." 

6 



Chair: 

Chainllan of 
tellers: 

Chair: 

MOTIONS 

"Have all voted who wish to vote? 
If so~ the polls are closed and the 
tellers will collect the ballots, retire 
and count and report as soon as pos
sible." 

It is in order to have reports or an
nounceillents while the tellers are 
preparing their report. 

"You will please listen to the report 
of the tellers." 

"Number of votes cast. ___ _ 
Necessary for election ___ _ 
Candidate A received ___ _ 
Candidate B received. ___ _ 
Candidate C received ___ _ 
Illegal votes ___ _ 

"The following, having received a 
majority of votes, have been 
elected." 

A Illotion is a fonnal proposal for action. Making a 
motion is equivalent to saying, "I propose that" or "I think 
we should do thus and so." The maker of a motion is not 
allowed to speak against it, but may vote against it. 

Motions are divided into priIllary and secondary classes. 
The priIllary or lllain l1l0tion introduces business for con
sideration of the group. It is the foundation upon which 
all procedure is built. Secondary Illotions are made while 
the main Illotion is pending to implell1ent business and to 
attend to Illatters ' needing immediate attention. They in
clude subsidiary, privileged, incidental and unclassified 
motions. 

To use motions, you will need to know the following 
about each: 

• Purpose or use. 
• Precedence. 
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• If second is required. 

• Whether debatable. 

• Whether amendable. 

• Vote required for adoption. 

A summary of this information is given on page 11. 

How to Make and Dispose of a Motion 

1. Member rises and addresses the chair 
"Madam President" or "Mr. President." 

2. Chair recognizes the member 

3. Member makes the lTIotion 
"I move that the club _____ _ 

4. Another lTIember seconds the nl0tion 
"I second the lTIotion" or "Second." 

5. Chair states the n10tion 
"It has been moved and seconded that the club __ 

6. Chair calls for discussion 
"Is there any discussion?" 

7. Chair pu ts the nlotion 
"The question is on the lTIotion that the club ___ _ 
______ . Those in favor say aye; those opposed 
say no." 

8. Chair announces results 
"The ayes have it and the lTIotion is carried. The club 
will " 
or 
"The noes have it and the motion is lost. The club will 
not _______ _ 

How to Amend a Motion 

The motion to amend is a subsidiary motion 
whose purpose is to modify the wording of a pending mo
tion to lllake it lllore acceptable. It lllust be disposed of 
before the original Illotion can be discussed further. 
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A 111otion lnay be amended by adding, inserting, 
striking out or by striking out and inserting. Any nlember 
can. propose an alnendment by obtaining the floor and 
sayIng: 

"I Inove to alnend the Inotion that the club give seven 
books and a chair to the library by adding at a cost 
not to exceed $20.00." 
or 
"I Inove to alnend the Illotion by inserting the word 
nutrition before the word books." 
or 
"I Inove to aillend the Illotion by striking out the words 
and a chair." 
or 
"I move to arnend the Inotion by striking out chair and 
inserting table." 

If seconded, the chair states the motion and then calls 
for discussion which Illust be for or against the proposed 
amendlnent. After the vote is taken the chair continues by 
saYIng: 

"The ayes have it and the aillendillent is adopted. The 
question is on the Illotion as a111ended that the club give 
seven books to the library. Is there discussion?" 

How to Refer a Motion 

Matters needing further investigation or that will take 
too much tilne during the 111eeting should be referred to a 
comlnittee. Business that relates to the activities of an ex
isti,lg cOllllnittee should be turned over to that comillittee. 
If a special conl11littee is to be appointed, the nlotion should 
state the nUlnber of ll1elnbers the conlmittee will have and 
how they will be a ppoin ted. 

A Inenlber Inay Inove to refer or comlnit by obtaining 
the Hoor and saying: 

"I lllove to refer the pending Inotion to the ____ _ 
cOlnmittee." 
or 

9 



"I lllOVC to refer the pending 1110tion to a cOll1Inittee of 
thrce to be appointed by the Chair with instructions 
to report at the next Ineeting." 

If a Inotion to refer to an existing cOlnlnittee is adopt
ed, the chair gives appropriate instructions and proceeds to 
the next order of business. Otherwise, the chair appoints 
the cOllllllittee, gives theln suitable instructions and then 
proceeds to the next order of business. 

How to Table a Motion 

The object of the lllotion to table is to delay action on 
a lllatter in order to attend to Illore urgent business. Its 
purpose is not to reject a motion but to lay it aside tempo
rarily. 

A tabled Illotion can be taken froln the table at the 
saIne Ineeting. It l1lust be rellloved froin the table by the 
end of the next regular Illeeting. Otherwise, it is consid
ered dead. 

A Inelnber may Inove to table a lllatter by obtaining 
the floor and saying: 
"I lllove to table the lllotion." 

If seconded, the chair states the IllOtioll, puts the ques
tion and announces the result. 

How to Adjourn 

A Illotion to adjourn is needed whcn all business is 
cOillpleted before the set tinlc. In this case the chair says: 

"There being no further business, a Inotion to adjourn 
is ill order." 

If, however, the tilllC for adjournlnent has arrived, the 
chair declares the llleeting adjourned by saying: 

"The llleeting stands adjourned." 

The fonll for moving to adjourn is to obtain the floor 
and say, "I lllove to adjourn. " If no business is pending, it 
is handled like any other Inain lllotion. 
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SUMMARY OF MOTIONS· 

In order 
when another Second Vote 

Motion Purpose has the floor required Debatable Amendable required 

Privileged 

Fix time to adjourn Set time, place to continue No Yes Yes Yes Majority 
(as to date, 
time, place) 

Adjourn End meeting No Yes No No Majority 
Take a recess Intermission No Yes No (as to length 

of time) 
Question of privilege Take care of an emergency Yes No No No None 
Call for orp~rs of the day Keep to business Yes No No No 2/3 negative 

Subsidiary 

Lay on the table To defer action No Yes No No Majority 
Previous question Close debate No Yes No No 2/3 
Modify debate limit or extend debate No Yes No Yes 2/3 
Postpone definitely Defer action No Yes Yes Yes Majority 
Commit, refer, recommit Place in hands of committee No Yes Yes Yes Majority 
Amend Change No Yes Yes Yes Majority - Postpone indefinitely Reject No Yes Yes No Majority - Main I ntroduce new business Yes Yes Yes Majority 

Incidental 

Question of order Enforce rules Yes No No No Majority 
Appeal Reverse chair Yes Yes No No Majority 

(generally) 
Suspend ru les Set aside rules No Yes No No 2/3 
Object to consideration Avoid subject Yes & No No No No 2/3 negative 
Division of question Separate vote on items No Yes No Yes Majority 
Division of assembly Secure counted vote Yes Yes No No Majority 
Close nominations Prevent additional nominees No Yes No Yes 2/3 

(as to time) 
Requests Provide answers Yes No No No Majority 

Unclassified 

Take from the table Bring back No Yes No No Majority 
Reconsider Get new vote Yes& No Yes Yes No Majority 
Rescind, repeal, annul Void previous action No Yes Yes Yes 2/3 
Renew Bring back a question again No Yes Yes Yes Majority 
Ratify Make valid previous action No Yes Yes Yes Majority 

'This chart is based on Roberts Rules of Order Newly Revised. 



GLOSSARY 
Adjourn - To close or end a meeting. 
Amend - To change the wording in some way. 
Bylaws - Fundamental rules of an organization . 
Chair - Presiding officer. 
Commit - To refer or send a matter to a committee. 
Ex-officio - By virtue of office . An ex-officio member of a 

committee has all the rights of membership 
but is not included in the quorum. 

General consent - To agree or give consent by remaining 
silent. 

Incidental motions - ;\Iotions that arise out of busincss on 
the floor. 

Majority - ;\Iorc than half 01 thosc prcscnt and legally vot
mg. 

Motion - :\ proposal that somcthing bc done . 
Plurality - \Iore \'otes thall cast for an y other person but 

less thall the nunlber nccessary for a majority. 
Precedence - Priority oycr. The right to first considera

tion . 
Privileged motions - \Iotions that rclate to the rights of the 

assem bl y' or to its 111cm bers . They re
quire immediate action . 

Quorum - Thcnumbcr of mcmbcrs " 'ho must be present 
in a meeting to cOllduct business. 

Standing rules - Regulations which may be adopted by a 
majority \'otc without pre\'ious notice . 
The)' may be suspcnded by a majority 
,ote. \\'ith pre, iOliS notice . or by t\\'O
third,; \'ote without notice . 

Subsidiary motions - .\Iotions that arc applied to a malll 
motion to change . reteI'. postpone or 
delay action on it or bring it to all 
immediate \·ote. 

Tellers - .-\ committee appointed to count the \'otes alld 
report to the assembly . 

Unclassified motions - \(otions that bring uack a questioll 
\\'hich was laid aside. prC\'iously 
considcred or acted UpOll . 
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