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History Parliamentary procedure has a long history, originating in the early English Parliament. 

It was bought to America by the first settlers and became uniform in 1876 when Henry M. 

Roberts published his first manual on parliamentary law. This book is known as “Roberts Rules 

of Order”. 

 

Importance Parliamentary procedure is important because it is a proven, time-tested method for 

effectively conducting business meetings. It provides for: 

 justice and courtesy 

 one thing at a time 

 minority heard 

 majority rule 

 full and free debate 

 facilitates action 

 

Parliamentary law is basically very simple in principle because it is based on good common 

sense and courtesy. It seems technical because a special vocabulary for discussing it has become 

necessary to insure uniformity in handling situations. 

 

The following should be kept in mind: 

 Only one subject (one motion at a time) may claim the attention of the group at any 

one time. Therefore, it is improper to propose a new motion when there is still a 

motion on the floor being discussed. 

 Each motion presented is entitled to full and free debate by all members who care to 

express an opinion or position, thereby ensuring that the minority have a voice. 

 Every member has rights which are equal to every other member. 

 Every member has a right to vote, and although the minority will be heard, the will 

of the majority will prevail. 

 Individual personalities and desires should be merged into the larger unit of the 

organization; thus, a member who was not in favor of a motion which passed should 

nonetheless support it if that is the will of the majority. 

 

HOW TO CONDUCT A MEETING 
 

General Points to Remember 

The purpose of a meeting is to promote and conduct the business of the organization effectively 

and efficiently. Responsibility for planning and conducting an effective meeting falls on the 

shoulders of the President. 

 An Effective Meeting . . . 

 Starts and ends on time. 

 Proceeds according to the agenda. 

 Is conducted according to parliamentary procedure. 

 Includes well-prepared reports by officers and committee chairs. 

 Allows for maximum participation by all members. 

 Proceeds with a minimum of active participation by the advisor. 
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Planning for an Effective Meeting 

 Prepare an agenda. The secretary may assist with this task. Many presidents hold regular 

meetings for their officers to prepare the agenda for the next meeting. This is known as 

an “Executive Board” meeting, and the secretary should take minutes for the meeting. 

 Have reports ready. Check with all officers and standing committee chairs to be sure that 

all reports are ready for presentation. A copy of all reports should be filed with the 

secretary. The president shall keep a list of all committees to serve as a guide in 

appointing new committees. 

 Check program arrangements. Follow up on details for any special program which will be 

presented by an outside speaker. 

 Collect materials needed for the meetings 

 Notify members of the date, place, and time of meeting, as well as any pertinent business 

to be transacted. 

 

Order of Business 

 

There is no rule which makes it necessary to follow any particular order of business unless a 

definite order of business is prescribed in the Bylaws. 

 

The following is an efficient Order of Business (Agenda): 

 Opening Ceremony 

a.) Call to Order 

b.) Announcement of attendance 

c.) Reading and approval of minutes 

 Officers’ Reports 

a.) Other officers 

b.) Standing Committees 

c.) Special Committees 

 Unfinished business 

 New business 

 Closing ceremony 

 Announcements 

 Program*** 

 Adjournment 

 

***A special program may come before or after the business meeting. As a courtesy, an invited 

speaker may present immediately after the Opening Ceremony. 

 

Recognizing Kinds and Rank of Motions 

There are five kinds of motions, and they are indicated in rank order from the highest to the 

lowest. A motion of a higher rank always has precedence over any motion which is lower. 

 Privileged Motions: “Rank has its privileges,” and motions in this category take 

precedence over any other motion—they are urgent. They are about special or important 

matters not related to pending business. These motions (in order of precedence—high to 

low) are: 

Fix the time at which to adjourn 
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Adjourn 

Recess 

Raise a question of privilege 

Call for the orders of the day 

 

 Subsidiary Motions: These motions change or affect the way the main motion is handled 

and always apply to another motion which is pending. A subsidiary motion will be voted 

upon before the main motion. Examples of this kind of motion (in order of precedence—

high to low) are: 

Lay on the table 

Previous question 

Limit or extend limits of debate 

Postpone to a certain time 

Refer to a 

Amend 

Postpone indefinitely 

 

 Main Motions: Main motions introduce or propose a course of action for the 

consideration of the assembly. Only one main motion may be on the floor at one time. 

Any subsidiary, incidental, or privileged motions must be disposed of before the main 

motion. If a main motion does not have a second, it dies. 

 

 Unclassified (Restoratory) Motions: These motions bring a question before the assembly 

again. Examples are: 

Reconsider 

Rescind 

Ratify 

Take from the table 

 

 Incidental Motions:These motions are questions concerning procedure or conduct that 

arise out of other motions and must be considered before the other motion. Examples 

are: 

Appeal from the decision of the Chair 

Point of order 

Parliamentary inquiry 

Request information 

Suspend the rules 

Division of a question 

Division of the assembly 

Objection to the consideration of a question 

Withdraw a motion 
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TIPS FOR MEMBERS 

 

Rights of Members 

 

 All members may vote (or abstain) on all motions before the assembly. 

 A member may vote against his/her own motion. 

 A member may vote against a motion he/she seconded. 

 Members MAY NOT talk against their own motion, even though they may have 

changed their position because of information learned during discussion. 

 

Responsibility of Members 

 

 To respect the presiding officer. 

 To use correct parliamentary procedure. 

 To support the decisions of the majority. 

 To participate fully in meetings. 

 To respect the rights and opinions of other members. 

 

Responsibility of President to Members 

 

The president shall keep the members well-informed concerning pending business, results of 

voting, motions before the group, or any other matters concerning the rights of the members. 

He/she must insist upon accepted parliamentary procedure and must accept the responsibility of 

maintaining order during the meeting. 

 

Addressing the Chair 
 

Depending upon the situation, personal preference, or stated bylaws, the following terms may be 

used when addressing the chair: 

a.) President 

b.) Presiding officer 

c.) Chair 

d.) Chairman 

e.) Chairperson 

 

If the president is presiding, he/she may be addressed as: 

 Mr. President or Madam President 

 Mr. Chairman or Madam Chairman 

 

If someone other than the president is presiding, he/she is addressed as: 

 Mr. Chairman or Madam Chairman 

 

NOTE: It is now generally accepted that “chairman” refers to either gender. 
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Making and Wording of Motions 

 

Any member may present a motion for consideration. Obtain recognition from the Chair and 

then say, “I move …” Example, “I move that we conduct a fundraiser to pay for expenses to the 

National Conference.” 

 

Seconding a Motion 
 

Any member may second a motion, except the person who presented it. Say, “I second the 

motion” or “Second.” Recognition from the Chair is not necessary. 

 

Participating in Discussion 
 

Any member, after securing recognition from the Chair, may participate in discussion on the 

motion. 

 

TIPS FOR THE PRESIDING OFFICER 

 

Presiding—Standing vs. Sitting 

 

During a short meeting, the president usually remains standing until the meeting is adjourned. 

During a lengthy period of discussion, he/she may be seated. HOWEVER, one should be aware 

of the fact that order is more readily maintained when the president is standing. 

 

Using the Gavel 
 

The gavel is the symbol of authority and is to be used with discretion by the president in 

conducting orderly meetings. He/She must remember that the gavel CANNOT TALK and 

merely rapping it means nothing. If the gavel could talk, it would say one thing “Please be 

quiet”. 

 

 Two taps of the gavel calls the meeting to order. 

 Three taps of the gavel signals all members to standing during opening and closing 

ceremonies. 

 One tap of the gavel signals members to be seated. 

 One tap of the gavel also signals the rejection or passage of a main motion and 

should be accompanied by a verbal announcement of the vote. 

 One tap of the gavel signals adjournment. 

 A sharp tap or series of sharp taps restores order. 

 

Using General Consent 

 

In order to facilitate business, the president may at times proceed with the common or general 

consent of the group. He/she may avoid the formality of motions, voting on routine business and 

questions of little importance by assuming general consent unless someone objects by saying, “If 

there are no objections, the motion is withdrawn”. 
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If a member doubts that the group is in agreement, he/she may ask that the issue be brought to a 

vote. 

 

Stating Opinions from the Chair 
 

The president may present facts not known to other members without leaving the Chair. The 

president should not express an opinion for or against an issue being discussed for the reasons 

stated below. 

 

Leaving the Chair 
 

The president should avoid leaving the chair for the purpose of discussing a motion on the floor. 

The reason for this is that the president is in a position to influence the thinking (voting) of the 

members and in order to be fair to all should remain impartial. However, if it is necessary, he/she 

may do so by asking the vice president or some other officer to preside during his/her absence. 

This may be done by saying, “Will the vice president please come to the chair?”. 

 

When the president is ready to return to the Chair, this may be done by the temporary presiding 

officer saying, “Will the president please resume the chair?” The gavel changes hands upon 

leaving and resuming the chair. The president may not resume the chair until the topic being 

discussed is disposed of. 

 

Making/Handling the Main Motion 

 

 Member rises and addresses the Chair— “Mr./Madam President” or “Madam/Madam 

Chairman” if the president is not presiding. 

 Chair recognizes member by calling name merely nodding the head. 

 Member state the motion—“I move that …” Brief explanatory remarks may be made prior 

to actually stating the motion; however, remarks should not be in the form of a discussion. 

 Another member seconds the motion—“I second the motion”. This is done without 

securing recognition or rising and simply indicates that at least two people are in 

agreement that the motion should be discussed. The person seconding the motion need not 

be in agreement of the motion—merely that it should be discussed. 

 Chair restate the motion and calls for discussion—“It has been moved and seconded 

that… the floor is now open for discussion.” 

 Members discuss or debate the motion on the floor. Members must always rise and obtain 

recognition before speaking. Discussion should be limited to the pending question and 

should be courteous. No one member is allowed to speak more than once on the motion 

until all other members who wish to speak have done so. If the motion is controversial, it 

may be advisable to limit debate to a specified number of minutes; this must be done 

before any discussion takes place. 

 Chair or another member may call for the question. When it becomes obvious that there is 

no further discussion, the Chair may simply say, “Is there any further discussion? If not, 

we will proceed to vote.” 
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A member calling out “Question” is simply being disruptive. If he/she wishes to halt 

discussion and vote, he/she should move to close debate. 

 Members vote on the motion. The Chair will then restate the motion and conduct the vote. 

It the Chair is conducting a voice vote, he/she will say, “All those in favor, say ‘aye’; all 

opposed, say ‘no’.” If it is a counted vote (either hands or standing), the Chair will 

indicate how the yes and no votes are to be counted. 

 Chair announces the results of the vote. “The ‘ayes’ have it” or “ The motion carries” or 

“The motion passes”. If a counted vote was taken, the Chair should announce the number 

voting for and against the motion. “The motion passes 10 to 8”. 

 

Handling Motions Requiring Two-Thirds Vote 
Motions which limit the rights of members require a two-thirds vote. The president must 

announce this fact to the members before voting. 

The counted vote (ballot, hands, standing) must be taken in order to determine if two-thirds of 

the members are in favor of the motion. 

 

Handling Improper Motions 
If a member makes an improper motion, the president may courteously and tactfully suggest the 

proper motion to use. The use of the words “You are out of order” should be avoided whenever 

possible; the motion is out of order, not the member. 

 

Making/Breaking a Tie Vote 
The president may vote when: 

 The vote is cast by standing 

 The vote is cast by show of hands 

 The vote is cast by ballot 

 His/her vote will make or break a tie, and the vote is a counted vote (standing, 

hands, ballot). 

 

The motion resulting in a tie is AUTOMATICALLY LOST unless the president breaks the tie. 

The motion will be AUTOMATICALLY LOST when the president votes to make a tie. 

 

During a secret ballot, the president must vote at the same time as ballots are cast. In the standing 

and show-of-hands methods of voting, the president will vote last, if at all. 

 

Handling Nominations and Elections 
There are three commonly used methods to elect officers. Of the three, the first two are used 

most often. Usually the Constitution and Bylaws specify which election method will be used. 

The methods are: 

 Nominations from the floor 

 Nominations by nominating committee 

 Nominations by ballot 

 Voting for candidates not nominated* 

 

*This method is less well known and seldom used. Members may vote for anyone who is eligible 

even though he/she may not have been nominated. If a non-nominated member receives a 
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majority, he/she is considered elected. 

 

General Information 
 Nominations are in order only after Chair calls for them. 

 Members address Chair; state nomination. No member may nominate more than one 

person for the same office. 

 Nominations do not require a second. 

 Chair repeats nomination; Secretary records it. Chair calls for additional nominations. 

 Nominations from the floor may be added to the slate of candidates nominated by the 

Nominating Committee. 

 After all nominations have been made, the Chair may close nominations without a 

motion. Or the Chair may call for a motion to close nominations. Remember, this motion 

requires a two-thirds vote. 

 Prior to voting, but after nominations have been officially closed by two-thirds vote, 

nominations may be reopened by a majority vote. 

 Voting is conducted by the Chair after all nominations are made. The following methods 

of voting may be used: 

a.) Secret ballot (usual method) 

b.) Show of hands 

c.) Acclamation (If there is only one candidate nominated.) 

 Chair announces results of the voting. 

 

Adjourning the Meeting 

 

The motion to adjourn cannot be debated or amended; it is a privileged motion. This 

motion is out of order when: 

 another member has the floor. 

 voting is in progress. 

 the motion to adjourn has just failed. 

 

TIPS FOR THE SECRETARY 

 

Taking Notes During the Meeting – How & What to Include 

 Do use the agenda when taking notes. If there is room, write your notes on the same 

sheet. If not, record the information on a separate sheet and include appropriate 

references to the numbered agenda items. 

 Do not try to write down every word spoken during the meeting. 

 Do record the exact wording of all motions. 

 Do record the name of all persons making motions. It is not necessary to record the name 

of the persons who second motions unless there is a specific purpose in doing so. 

 Do record the result of all voting. The number of votes for and against any motion which 

has a counted vote should also be recorded. 

 

Below is a typical agenda. Next are the notes taken during the meeting recorded in “typed rough 

draft form”, and following that are the minutes in final form. 
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MID-STATE TECHNICAL COLLEGE 

BUSINESS PROFESSIONALS OF AMERICA 

Friday, January 18, 20-- 

2:00 p.m., Room 126 

AGENDA 

 

I. Opening Ceremony 

A. Call to Order 

B. Roll Call – Attendance 

C. Secretary’s Minutes 

D. Treasurer’s Report 

 

II. Officers’ Reports 

A. Standing Committees 

 Fundraising 

 Social 

B. Special Committees 

 National Conference Travel 

 

III. Unfinished Business 

 

IV. New Business 

A. Spring Banquet 

B. Spring Leadership Conference 

 

V. Announcements 

 

VI. Program 

 

VII. Adjournment 

 

 

 

Preparing the Rough Draft 
As soon as possible after the meeting, the secretary should review the notes taken. They will 

make much more sense if this procedure is followed: The president usually checks a rough draft 

before the minutes are prepared in final form. A rough draft from notes taken appears below: 

 

I.A Jan. 18, 20--; MTSC-Rm 126; quorum; 2:05 p.m. 

I.B Judy Jones—52 members—Mrs. Brown—District Director 

I.C Minutes approved as corrected by Sue Whitt 

I.D Treas. $454.35—bills pd. 

II.A1 Theresa Stormont—raffle in March—tickets available 2/1 

II.A2 Kathy Kline—Dance Feb. 14--$3 admission 

II.B1 Susan Rise—handled by Marathon Travel—reserv. required by 3/15 

III. None 
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IV.A Jim Johnson moved to hold the Spring Banquet on May 12 at 7 p.m. at Gary Nations in 

Stevens Point. Amended by Jessica Lange to “strike May 12 and insert May 19.” Amendment 

carried; amended motion carried. 

V. Sign up for bake sale by Friday. 

VI. District Director Mike Sales – spoke on job interview techniques 

VII. Adjourned at 3:30 p.m. by President. 

 

Formatting the Final Copy 
After the rough draft has been approved by the presiding officer, the minutes are ready to be 

prepared in final form. The completed minutes prepared from the rough draft above follow. 

 

Following are tips for formatting the minutes: 

 Check dates, time, and spelling of names. 

 Use single or double spacing. Single spacing is preferred for minutes longer than one 

page. 

 Indent paragraphs five or ten spaces. 

 Report each item of business in a separate paragraph. 

 Use past tense. 

 Use complete sentences. 

 Use a separate paragraph for each motion. 

 Record the exact wording of motions 

 Record all points of order and appeals, whether sustained or lost, including reasons given 

by the Chair for the ruling. 

 Include the following in the heading: 

a.) Name of group 

b.) Date of meeting 

 Include the following in the heading: 

a.) Name of group 

b.) Date of meeting 

 Include the following in the first paragraph: 

a.) Kind of meeting (regular, special) 

b.) Day, Date, Time, and Place of meeting 

c.) Name of presiding officer 

d.) Quorum (present or not present) 

 Include the following in the second paragraph: 

a.) Number of members present. If it is important to know who was present, names 

instead of the number or a combination of number, followed by the names, may be 

recorded. Names of those absent may also be recorded. Names, in alphabetic order, may 

be typed one after the other separated by commas, or listed vertically. 

b.) Names of any special guests present are recorded. 

 Use headings to improve ease of reading. 
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BUSINESS PROFESSIONALS OF AMERICA MINUTES JANUARY 18, 20— 

 

Call to Order 

The regular meeting of the MSTC Business Professionals of America was called to order 

at 2:05 p.m. in Room 126 on Friday, January 18, 19--, with President Judy Jones 

presiding. A quorum was present. 

 

Roll Call – Attendance 

A total of 52 members and Mrs. Brown, advisor, attended. District Director, Mike Sales, 

was a visitor. 

 

Secretary’s Report – Approval of Minutes 

The minutes of the previous meeting were read. Sue Whitt pointed out that the date of the 

meeting was incorrect. Minutes were approved as corrected. 

 

Treasurer’s Report 

Treasurer Bill Scott reported a $454.35 balance with all bills paid. 

 

Other Reports 

Theresa Stormont, chair of fund raising committee, reported that there will be a raffle in 

March. Tickets are available on February 1. 

Kathy Kline, chair of social committee, reported that a Valentine’s Day dance will be 

held on February 14. Admission will be $2. 

Susan Rice announced that Marathon Travel is handling reservations for the National 

Leadership Conference. Reservations are required by March 15. 

 

Unfinished Business 

There was no unfinished business. 

 

New Business 

Jim Johnson moved to hold the Spring Banquet on May 12 at 7 p.m. at Gary Nations in 

Stevens Point. Jessica Lange moved to amend by striking “May 12” and inserting “May 

19”. Motion carried. The amended main motion carried. 

Mrs. Brown presented information on the Spring Leadership Conference. The registration 

fee should be paid to the treasurer by February 1. 

 

Announcements 

President Judy Jones reminded members to sign up for the bake sale by Friday. 

 

Program 

MSTC District Director, Mike Sales, spoke to the members on job interview techniques 

and what employers are looking for in new employees. 

 

Adjournment 


