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Parliamentary Procedure Law is Common Sense in Action.  It protects the rights of the majority and the minority and gives everyone equal opportunity to participate in an assembly.

Members join our organization for a variety of reasons.  Seldom is it because they need to attend more business meetings.  Even less often is it to demonstrate knowledge of parliamentary procedure.  However, learning a few basic principles will help each member be more comfortable with conduct during a business session.  Basic principles include the following:

THE ORGANIZATION IS FIRST.  Decision of the organization supersedes those of individuals.  The power of any meeting is in the hands of the voting members.

ALL MEMBERS HAVE EQUAL RIGHTS.  Full participation in business meetings by making motions, debating, and voting is among these rights.

ONLY ONE PROPOSAL MAY BE BEFORE THE ASSEMBLY AT A TIME.  Only one member may have the floor at a time.

A PROPOSAL OR A MOTION IS THE ITEM UNDER DISCUSSION, NEVER THE PERSON WHO INTRODUCED IT.  Personal remarks are always out of order.

SILENCE GIVES CONSENT.    Those who do not vote agree, by their silence, to allow those who do vote to make the decision.

Parliamentary Procedure

UNDERLYING PRINCIPLES

Courtesy; order; one thing at a time; equality; justice for all and prejudice to none; right of the minority to be heard; and the majority to rule.

PURPOSE

To expedite business and assist in harmonious consideration of difference of opinions of members present and to protect the rights of absent members.

MAIN MOTIONS

Most motions are main motions; main motions are lowest in rank and introduce business to the assembly. Once a motion is made, seconded, and stated by the Chairman, it belongs to the assembly.

SUBSIDIARY MOTIONS

Subsidiary motions assist the assembly in treating or disposing of a main motion. Each of the following subsidiary motions take precedence over the main motion, and also any or all of the motions listed before it

Postpone Indefinitely: A motion that allows the assembly to decline to take a position on the main question. Its adoption kills the main motion (for the duration of the session) and avoids a direct vote on the main motion that cannot be either adopted or expressly rejected without possibly undesirable consequences.

Amend: A motion to modify the wording, and within certain limits, the meaning of a pending motion before the pending motion itself is acted upon. A motion can be amended by:

1) Insert or Add: insert words or paragraphs, or, if placed at the end of the sentence, to add. 

2) Strike out: to strike out words or paragraphs.

3) Strike out and insert: strike out and insert words, whereas substitute refers to paragraphs‑or the entire text

Commit: A motion to commit or refer is generally used to send a pending question to a relatively small group of selected persons‑a committee‑‑so that the question may be carefully investigated and put into better condition for the assembly to consider.

Postpone Definitely: This motion allows action on a pending question to be delayed to a definite date, meeting, or hour, or until after a certain event

Limit or Extend Limits of Debate: Allows for modification on the normal limits of debate.

Previous Question: This motion stops debate and calls for the vote on the pending motion.

Lay on the Table: This motion allows the assembly to lay the main motion aside temporarily without setting a time for resuming its consideration, but with the provision that it can be taken up again whenever a majority so decides, but not later than three months.

INCIDENTAL MOTIONS

An incidental motion is incidental to the pending motion and related to the main motion in such a way that they must be decided upon immediately. Incidental motions are as follows:

Point of Order: The presiding officer has the responsibility of enforcing the rules, but any member who believes the chair is failing to do so, may call attention to it by calling for a Point of Order. This requires the Chair to make a ruling on the question involved.

Appeal The duty of ruling on all questions of parliamentary procedure affecting the assembly's proceedings rests with the chair. Any two members, by moving and seconding an appeal immediately after the chair has made such a ruling, can require the chair to submit the matter to a vote of the assembly.

Suspend the Rules: When it is desired that the assembly take up a question to do something that would be in violation of a rule that applies, it can be proposed to suspend the rules to permit accomplishment of the desired purpose.

Objection to the Consideration of the Question: If an original main motion has been made and a member believes that it would do harm for the motion to be discussed, she can raise an objection to the consideration of the Question provided it is done before debate has begun or any subsidiary motion has been stated.

Division of a Question: If a pending main motion (or amendment) contains two or more parts capable of standing as separate questions, the assembly can vote to treat each part accordingly.

Consideration of a Paragraph or Seriatim: If the main motion is in the form of a resolution or document containing several paragraphs or sections which could more efficiently be handled one at a time, the motion of Consideration of a Paragraph or Seriatim is in order.

Division of the Assembly: If a member doubts the accuracy of the chair's announcement of the result of a voice vote or show of hands, then a demand can be made for a division of the assembly ‑ a standing, vote.

PRIVILEGED MOTIONS

Privileged motions do not relate to the pending business, but have to do with special matters of immediate and overriding importance which, without debate, should be allowed to interrupt the consideration of anything else. Following privileged motions are listed in ascending order of rank:

Call for the Orders of the Day: If the adopted program or order of business is not being followed, or if consideration of a question has been set for the present time and is now in order, but the matter is not being taken up, a single member or by making a Call for the Orders of the Day can require such a schedule to be enforced, unless the assembly decides by a two‑thirds vote to set the orders of the day aside.

Raise a Question of Privilege If a pressing situation is affecting a right or privilege of the assembly or an individual member (i.e., noise, inadequate ventilation, introduction of a confidential subject‑in the presence of guests, etc.), a member can Raise a Question of Privilege, which interrupts business and is to be taken care of immediately.

Recess: A short intermission in a meeting, even while business is pending, can be proposed to moving to Recess for a specified length of time.

Adjourn: A member can propose to close the meeting entirely by moving to Adjourn. This motion can be made and the assembly can adjourn, even while business is pending, provided that the time for the next meeting is established.

Fix the Time to Which to Adjourn: The object of this motion is to set the time, and sometimes the place, for another meeting to continue business of the session, with no effect on when the present meeting will adjourn.

SAMPLE AGENDA

Roll Call (if required)

Reading and Approval of Minutes

Reports of Officers, Boards, and Standing Committees

Reports of Special Committees

Special Orders

Unfinished Business and General Orders 

New Business

Announcements

Program

Adjournment

SUMMARY OF PARLIAMENTARY PROCEDURE

There are eight Steps necessary to adopt a motion:

1.  Rise and address the chair.

2.  Receive recognition of the chair.

3.  Make the motion.

4.  The motion is seconded.

5.  Chair states the motion.

6.  Discussion or debate by the assembly.

7.  Chair puts the question to a vote.

8.  Chair announces the vote and the result.

MOTIONS AND VOTING

Members place their ideas before the assembly by making motions.

A motion is a proposal in a meeting by a member that the organization take certain action.

The maker of a motion has the right to speak first in discussion, if the motion is debatable. They may not speak against their motion but may vote against it.

During the debate, the chair should let the speakers alternate, as far as possible, between those favoring and those opposing the pending question.

No member may speak more than twice in debate on a motion. No one may speak a second time until all who wish have had the opportunity to speak once. Requests and inquiries are not considered debate.

Adoption or defeat of a motion is based on the number of votes cast, not on the number of members present, unless a rule of the organization provides a different basis.

For adoption, almost all motions require a majority vote; that is, approval by more than half the members voting.

A majority vote is more than half of the votes cast.

A tie vote is a lost vote because it is not a majority.

A 2/3 vote is at least 2/3 of the votes cast.

A voice vote is the usual method of voting. If such a vote is inconclusive, the chair may say, 

“The chair is in doubt. Those in favor of the motion please rise.... You may be seated.  Those opposed please rise.... You may be seated.” The result of the vote is then announced.

A member who doubts the correctness of the chair's announcement may demand a rising vote by calling out, “Division!” This motion does not require a second or a vote, and compels the chair to retake the vote by having the members rise.

The chair may at any time order a rising vote to be counted. Or, any member may move that a rising vote be counted. This requires a second and a majority vote for adoption.

The chair must always call for the negative vote, even if the vote seems unanimous in the affirmative.

To preserve their impartiality the chair does not vote on voice votes. If a counted rising vote results in a tie, they may vote to break the tie. On ballot votes the chair votes when the other members do, and cannot then vote again to break a tie.

The tellers, appointed by the chair, distribute, collect and count the ballots.

To close debate and stop the making of secondary motions the motion “previous question” may be used. Any member may obtain the floor and say, “I move the previous question.” The motion requires a 2/3 vote. If the motion to close debate is adopted, the chair immediately takes the vote on the motion on which debate was closed. If the motion to close debate is defeated, they call for further discussion on the pending motion.

Debate must be confined to the merits of the motion under consideration. Speakers must address all remarks through the chair. They must avoid personalities and must be courteous.

Only one main motion may be on the floor at any given time; however, any number of secondary motions may be made while the main motion is pending, so long as they do not introduce a new subject.

The presiding officer can save time by using unanimous or general consent in routine matters.  For example: “If there is no objection this meeting will be tape recorded for the convenience of the secretary.”

If no one objects, consent has been given and the president says, “Since there is no objection, 

The meeting will be tape recorded.”

If even one member objects by calling out, “I object,” the question must be opened to discussion, if debatable, and a vote taken.

PARLIAMENTARIAN TOOLS

What Do You Want To Do?

	You Wish To: 
	Then Make This Motion:

	Introduce new business 
	Main motion

	Kill the motion 
	Postpone indefinitely

	Change or perfect the motion 
	Amend

	Have the motion investigated 
	Commit or refer

	Defer action 
	Postpone to a certain time

	Change regulations of debate 
	Extend or limit debate

	Stop debate 
	Previous question

	Lay question aside temporarily 
	Lay on the table

	Return to order or business 
	Call for orders of the day

	Take care of emergency matters 
	Question of privilege

	Provide for intermission 
	Recess

	Close meeting 
	Adjourn

	Continue present meeting on another day 
	Fix time to which to adjourn

	Reverse decision of chair 
	Appeal

	Enforce the rules 
	Point of order

	Avoid consideration of motion 
	Object to consideration

	Obtain information 
	Request for consideration

	Take up question not in order then 
	Suspend the rules

	Separate two parts of a motion 
	Division of question

	Verify the vote of the assembly 
	Division of assembly

	Consider motion by sections, etc. 
	Consider Seriatim (paragraph)
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