MEETING TIPS FOR PRESIDING OFFICER

A presiding officer:

· Should be familiar with District Standing Rules and Parliamentary Procedure.

· Prepares a time schedule and adheres to it as nearly as possible.  It is very 
important to begin and end meetings on time.

· Follows the agenda closely.

· Maintains rules of order, allows for questions, and provides opportunities 
for pro and con speakers to speak alternately.

· States each motion clearly before calling for discussion and before it is 
voted upon, and announces the result “Motion carried” or “Motion 
failed.”

· Calls for vote to be counted if vote is close / a two-thirds vote must be 
counted.

· Speaks distinctly.

· Avoids saying, “Vote by the usual sign.” The membership should be 
informed as to how the vote will be taken.

· Says, “The motion is not in order”  NOT “ You are out of order.”
(over)
Meeting Tips For A Presiding Officer (continued)

· Refers to self as “The Chair” and avoids the use of “I” when reporting or 
when speaking.

· Does not allow business meeting to drag, however, business should not be rushed, thus avoiding the appearance that the action is being railroaded.

· Knows that only when a report contains a recommendation should there be an adoption of the report by motion. 

· Knows that a nomination is not a motion and need not be seconded.

· Knows that the person who opens the meeting closes it.

· Knows that, unless otherwise specified, a quorum is a majority of at least one more than half the membership of the assembly or committee.

· Does not allow minutes to be “dispensed with.” The reading may be postponed or acted upon as printed, distributed or mailed. 

· Consults the parliamentarian on technical questions or problems. The parliamentarian explains or interprets for the members of the assembly at the request of the presiding officer.

· Is kind and firm when making decisions.

· Requires long motions or resolutions to be in writing and in the hands of the secretary before the meeting.
PROTOCOL FOR A HOSTESS/HOST

A. Guest Speakers and/or Program Participants

· Extend a written invitation to the guest speaker(s) and others participating

              in the program.

 

    Inform the guest speaker as to:

· The date, the place, the hour and nature of the program.

· The time allotted the speaker.

· The size of the audience.

· The meal arrangements.

· The nature of the organization by providing brochures.

· Question and answer time period following the address.

·  Honorarium

     Invitations to Special Guest(s)
            Extend an invitation giving:

· The time, place and date of program / meeting. 

· Seating information.

     Seating Arrangements and Introductions

        Seating arrangements for officers and guests may vary depending upon the

          function.  Refer to “Seating Arrangements” in this section.
SEATING ARRANGEMENTS
· The Governor is responsible for preparing seating arrangements for business 
meetings and meal functions (seating as few people as possible on the dais).  The 
Governor shall work with the Governor Elect with regard to the seating for the 
Installation banquet and/or program.    While march-ins of District officers are 
discouraged due to time restraints, it is the prerogative the Governor to proceed 
with the march-in of the District officers to signify a special event, if so desired.

· 
The presiding officer is always seated in the center of the head table or first seat to 


right of lectern (facing audience).  The guest of honor (speaker) is always seated to 


the right of the presiding officer and takes precedence over any other dignitary.  


Other guests of honor may be seated to the right and left of the presiding officer 



according to rank; or all guests of honor may be seated to the right of the presiding 


officer. Other dignitaries or local officers may all be seated to the left of the presiding 


officer.  If Executive Committee members are in attendance, they should be seated to the 


right of the Governor.

During business meetings, the Parliamentarian should be seated next to the Governor (presiding officer), and the ECR is seated immediately to the right of the Parliamentarian.  The District Secretary is ALWAYS seated immediately to the left of the lectern, with the Governor Elect ALWAYS being seated immediately to the left of the District Secretary.

The Convention Chair is always seated at the right side end of the dais and the Convention Co-Chair is always seated at the left side end.  If there are Convention Co-Chairs (or Vice-Chairs) then a decision will need to be made as to which Co-Chair will be seated on dais).  


Newly installed DAC/DEC officers should be seated on dais and/or head table 


on Sunday.

· When introducing dais guests, request that applause be held until all have been 
presented.  If those on the dais are to rise for introduction, begin at the extreme left and 
then when you reach the center, continue with the extreme right, 
ending at the lectern.    
The Chair never introduces himself/herself, i.e.  “And 
I 
am ........ Governor of 
the.....”.   


Introduction of guest speakers and/or International officers should be gracious but brief.  Do not mention the speaker’s name until he or she is expected to rise. 

Only the International President takes precedence over the Governor of the home district.
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SAMPLE MEETING SCHEDULE
FOR

DISTRICT CONVENTION

The following is a suggested sample meeting schedule and should only be used as a guideline.  The meeting schedule setting forth days for specific functions and/or meetings and the times referenced with each may be modified to conform to your convention program. 

Thursday
Arrival of District Administrative Council/District Executive Council and Executive Committee Representative.

Convention Chair or Vice Chair pre-registers DAC/DEC and ECR, and picks up their convention packet for distribution to those individuals.

The DAC/DEC with ECR meet after dinner if desired; otherwise the ECR may meet with the Convention Committee.

Friday
9:00 a.m.

DAC/DEC Meeting with ECR attending


ECR may meet with Convention Committee

Immediately

ECR meets informally with the Governor Elect

Following Lunch

2:30 p.m.

ECR meets with Registration Committee

3:00 p.m. 

Governor, Governor Elect, Lt. Governor, Secretary and ECR meets 4:00 p.m.

with Parliamentarian to review Governor's personal/business agenda 


and official program.

3:00 p.m.

Registration

9:00 p.m.

6:30 p.m.

Welcome Party/Reception (Optional)

7:00 p.m.

7:30 p.m.

Opening Convention Meeting (Optional)

8:30 p.m.

The following meetings should be scheduled on Friday:
Designated representative(s) (i.e. Governor, DAC/DEC, etc.)  meet with appropriate Convention  Committees 

Governor Elect with ECR meet with incoming Division Coordinators     (*Optional, See Governor Elect duties for further reference)
SAMPLE MEETING SCHEDULE  (cont’d)

Governor Elect and Room Arrangements Committee

Nominating Committee meets with ECR

Election/Election Tellers Committee meets with ECR and

Parliamentarian    

Saturday/Sunday Business Meeting
I.      Call To Order by Convention Chair

The_______________annual District Convention of the______________________
District will please come to order.

[Tap Bell]

It is my pleasure to present to you our presiding officer, Governor___________________
II.
Invocation

III. 
Presentation of Colors/Banners

IV.
Greetings/Welcomes


Presentation of dais guests and visitors


Recognition of "First Timers"


Recognition of Pilots who have been a member for the shortest and the longest times


Recognition of Past Governors

V.
First Report of registration Committee


The first report of the Registration Committee will be given by the Chair,


from the Pilot Club of_____________________,  _____________________.

Your Convention program has a copy of the registration report and a place to record the 


numbers on page ____.

___________________________(name of Chair).

[Report should be in the order it is printed in the program]


Thank You, _________________  Delegates please remember to come forward


and use the microphones.  Please address the chair and state you name and the name of your 
club.
You have heard the report of the registration committee.  What is your pleasure?

Motion made by___________________, Club_____________________
Seconded by______________________, Club______________________
It has been moved and seconded to accept the report of the Registration Committee.  Is there any discussion?

[ Pause to see if discussion is coming from the floor.]

The question is on the motion to accept the report of the Registration Committee.

All in favor, please stand.  You may be seated.

All opposed, please stand.  You may be seated.

The motion carried and the report of the Registration Committee is accepted as presented.

The voting strength at this time is ____________________________.
Will all delegates please stand?
[Look at Parliamentarian - she verifies quorum is present.]
You may be seated.
The parliamentarian has verified that a quorum is present.

VI.
Approval of the Convention Rules

District
Parliamentarian, _____________________from the Pilot Club
of ____________, will present our Convention

Rules __________________________.[First name of the Parliamentarian]


[Parliamentarian states the page number that is printed in the Program and reads the 



Rules.  



You may use the option of having the Parliamentarian say: The Convention Rules are 


printed on page ____of your program.  Unless there is an objection, I will not read them.]

Thank you_________.  You have heard the convention rules.


What is your pleasure?

Motion made by ______________________    Club___________________________
Seconded by  _________________________   Club___________________________
It has been moved and seconded to adopt the Convention Rules.  Is there my discussion?
[Pause to see if discussion is coming from the floor.

The question is on the motion to adopt the Convention Rules.
All in favor, please stand.  You may be seated.
All opposed, please stand.  You may be seated.

It is obvious there is a two-thirds vote, and the Convention Rules are adopted as presented.

VII. Presentation of Convention Program and Approval of Business Agenda

Convention Chair, will present a few changes which you need to make in your convention program.

[Convention Chair announces only those changes that are absolutely necessary.  For example, a change in the location of a workshop.]
[Convention Chair stands to the side, while Governor says:]

The Convention Chair,_____________will present the Convention


Agenda. ____________.

[The Convention Chair says: The Convention Agenda consists of the Reports of the Registration Committee, the Convention Rides, the election of District Officers, the proposed Standing Rules changes, and the District Budget.]

[Note:
You may have other items the delegates are voting on; if so, include them in the list.  For example, a district project.  If you do not have more than one person running for at least one office or Standing Rule changes to propose, delete these items.]

Thank You, You have heard the presentation of the Convention Agenda.  What is your pleasure?


Motion made by__________________
Club__________________

Seconded by___________________
Club________________________

It has been moved and seconded to adopt the Convention Agenda. Is there


discussion?

[Pause to see if discussion is coming from the floor.]

The question is on the motion to adopt the Convention Agenda.



All in favor, please stand.  You may be seated.


All opposed, please stand.  You may be seated.

It is obvious there is a two-thirds vote, and the Convention Agenda is adopted as 
presented.


With the acceptance of the first report of the Registration Committee, the adoption of the 

Convention Rules, and the adoption of the Convention Agenda, the__________________ 
District of Pilot International is officially organized to conduct business.

VIII. 

Report from the Executive Committee Representative

IX.

Announcement of approval of Convention Minutes (Previous Year)

X.

Announcement of Approval of Audit Committee Report

XI.     
Announcement of Appointment of Audit Committee

XII. 
Announcement of District Awards Jury

XIII. 

Presentation of Division Activities

XIV. 

Report of District Nominating Committee

XV.

Introduction of nominees

XVI. 

Report of Registration Committee (If there has been a change)

XVII. 
Election of District Officers
XVIII 
Report of Election/Election Tellers Committee

XIX. 

Business - Standing Rules Proposal



We will now consider the proposed changes to our District Standing Rules.



Proposed changes to our District Standing Rules are pending motions since previous 




notice has been given.  Pending motions do not require a motion or a second.  





participation is in the discussion and voting.
With your permission, District Secretary, _________________, will read only the proposed change and not the current reading or rationale.  If you feel that the current reading and rationale should be read, you may do so.]

[Pause briefly to be sure that there is no objection.]

(First name of Secretary)

[Secretary reads proposed change.]

The question is on the adoption of Standing Rule Number _________________to read: ________________________(repeat proposed reading).

[You want to be sure everyone understands what they are voting on.] Is there discussion?

[Discussion.]

The question is on the adoption of Standing Rule Number- to read:

(repeat proposed reading).

[If it is a long standing rule and you are sure everyone is clear about what they we voting on, you may say: The question is on the adoption of Standing Rule Number _________.]

All in favor, please stand.  You may be seated.

All opposed, please stand.  You may be seated.

The motion passed, and the proposed change to Standing Rule Number __________has been 
adopted. [Or - the motion failed and Standing Rule Number________ will remain 
unchanged.]

XX.
Business - Proposed District Budget


We will now consider the Proposed District Budget for (Year).


The Proposed District Budget is a pending motion since previous notice has been given.  


Pending motions do not require a motion or a second.  Again, your participation is in the 


discussion and voting.

District Treasurer,________________________________, will you please present the 



budget.

[Treasurer says: Each club received a copy of the Proposed District Budget for (Year) 30 



days prior to the convention and (a copy is included in your convention packet).  At this 



time I will be glad to answer any questions you my have.]


[Governors - this is a time for questions to be answered by the Treasurer.  If they get into 



discussion, you need to go to the mike and ask them to hold that thought for the 
discussion time.]


Thank you,____________________________________


The question is on the Proposed District Budget for (Year).

Is there any discussion?

The question is on the Proposed District Budget for (Year).


All in favor, please stand.  You may be seated.

All opposed, please stand.  You may be seated.


The motion passed, and the Proposed District Budget for (Year) has been adopted.

XXI. 

Foundation Presentation

XXII. 
Training of Club's Presidents Elect

XXIII. 
Speakers, Workshops, Breakouts, Roundtable Discussions
XXIV. Adjournment
            [The Convention Chair adjourns the meeting by saying: I now declare the




Annual Convention of the District of Pilot International adjourned.]


[The Convention Chair taps the bell.]
Meal function may be planned for Saturday evening. 
SAMPLE AGENDA

FIRST MEETING OF DAC/DEC AND ECR

(Incoming Governor Presiding)

Attendees: Incoming District Administrative Council/District Executive Council, Executive Committee Representative (Current Governor may attend as a non-voting participant if so desired).

   I.
CALL TO ORDER
A.
Greetings.
Express pleasure in sharing the responsibility of the district leadership, citing joint responsibility of the DAC/DEC to the clubs, district and Pilot International.

B.
Additions to the Agenda.
C.
Approval of the Agenda.
D.
Minutes

1.
Request the Secretary to take minutes.
2.
Instruct the Secretary to furnish a copy of the minutes to each person.



attending the meeting and Pilot Headquarters.

E.
Incoming Governor's Comments

1.
Point out the unique opportunity the DAC has in serving the District.
2.
Encourage suggestions, pledge cooperation, emphasize working together.
3.
Invite comments from other DAC/DEC and ECR.
4.
Purpose of Meeting.
Discuss duties of the DAC/DEC as outlined in the policies of Pilot International and the district.

 II.
DISTRICT FINANCES
A.
Review of Approved Budget.

B.
Review of expenses reimbursed  for District Officers as set forth by Pilot 



International Policies and bylaws and District Budget.
III.
GOVERNOR'S REPORT 

A.  Provide copy of and  review copy of District Standing Rules.  Appoint


      committee to review and update if necessary.

B.  Provide copy of and review District’s Strategic Plan.  Appoint    

                  committee to review and update Plan if necessary.


C.  Discuss possible District’s involvement with clubs to promote 


      Brain-related service focus.

D.  Provide list of District Appointees.

E.   Club Membership/Recruitment:



1. Identify clubs at risk.


2. Identify potential for new clubs.

      
Involve the District Growth Team to provide assistance if applicable.

F.
PI/PIF Annual Convention. 



1. Promote attendance at upcoming meeting for District Officers.


2. Determine times for district officers’ arrival at the convention 



    site for attendance at Council of Leaders.


3. Distribute Registration Form(s) to all District Officers for early

                            registration.  Discuss how registrations are to be handled.



4. Discuss and review travel to convention for DAC/DEC.


G.
Governor's Bulletins


1. Announce schedule for mailing bulletin.  (It is suggested that the Governor’s                                                                                                                                                                                              
Bulletin be mailed by the 25th of the preceding month, unless otherwise set 
forth in your District Standing Rules and/or Policies and Procedures.)



2. Provide date(s) within which to receive material for submission                                                                                        

                       
for Governor’s Bulletin.
III.
GOVERNOR'S REPORT  (continued)

H.
Correspondence.


1. Emphasize importance of timely response to all correspondence.



2. Copies of official correspondence mailed to Pilot Headquarters, 

                            ECR, and *DAC/DEC (*if applicable.)

 IV.
UNFINISHED BUSINESS


 Determine if there is unfinished business from the prior DAC meeting.
   V.
NEW BUSINESS


A.  Review Official Visit Reports from previous Pilot year.
B. Determine Official Visit itineraries as set forth in Pilot International bylaws and
      Policies and Procedures.

C. DAC Meeting Schedule.
D.  Fall Council. 


E.  District Workshops and/or Officer Training.

F.  Non-Pilot Meetings of District-wide interest.

G.  District Convention Plans.
VI.
ANNOUNCEMENTS

VII.
ADJOURNMENT
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SAMPLE MEETING


JOINT MEETING OF DAC/DEC AND ECR


WITH


ALL  DISTRICT APPOINTEES, CLUB PRESIDENTS, AND PRESIDENT ELECTS 


(Incoming Governor Presiding)

Attendees: 
Incoming District Administrative Council/District Executive Council,   Executive Committee Representative, All District Appointees including Division Coordinators), Club Presidents and President  Elects.  The Current Governor may attend as a non-voting participant if so desires. 



 I.
CALL TO ORDER

II.
INCOMING GOVERNOR'S COMMENTS

A.
Minutes

1.
Request the Secretary to take minutes

2.
Instruct the Secretary to furnish a copy of the minutes to each person 



attending the meeting and Pilot Headquarters.

B.
Greetings

1.
Point out the unique opportunity the club and district officers will have in 



implementing the goals of the District and Pilot International.

2.
Express pleasure in sharing the responsibility of the district, citing the


joint responsibility of all to each other, to the District and to Pilot 




International.

3.
Encourage suggestions, pledge cooperation, emphasize working together.

4.
Invite comments from those in attendance.

III.
PRESENTATION OF ATTENDEES (Those to be presented depends on time allotted.)

IV.
ITINERARIES FOR OFFICIAL VISITS


The DAC/DEC will plan official visits to the club(s) as determined by the club and the 
respective DAC/DEC officer assigned to that club(s); and as set forth in Pilot 
International Bylaws and Policies and Procedures.
V.
PILOT EXCELLENCE PROGRAM (PEP)

Encourage clubs to participate in the PEP program, a non-competitive awards program designed to recognize Pilot clubs, regardless of size, for excellent performance in activities, duties and responsibilities.  

VI.
CLUB MEETINGS

Point out that an Executive Board has the option of meeting monthly or quarterly.  The club will hold at least one meeting each month which may include a program or  business session, or both.
VII.
CLUB BUDGET

VIII.
SECRETARY'S & TREASURER'S REPORT

Communicate the importance of Club Secretaries promptly submitting the "Notification of Change in Membership Information" form to the proper officers and Pilot Headquarters.  Reminder:  Membership Information form for each new, transferred, or reinstated member with a check for dues, initiation and liability insurance must accompany the "Notification of Change" form.

Provide a reminder of dates the club treasurer should submit Pilot International and District dues.

Promote the current Membership Recognition program and encourage sending information to headquarters by required dates in order to receive recognition.

 IX.
DIVISION ACTIVITIES


Seek cooperation of club presidents to mail club schedules for division activities by the 
deadline: postmarked no later than July 31.

  X.
ANCHOR

    
Promote the Anchor program as the “future” of Pilot.   There are approximately 278 
Anchor clubs, and these members are young people who are committed to helping others.  
Encourage every Pilot club to sponsor one Anchor Club. (*Verify number with Pilot 
Headquarters prior to meeting)
XI.
PILOT FOCUS ON BRAIN-RELATED DISORDERS

Encourage all clubs to have one or more service projects that benefit people with  BRAIN-RELATED DISORDERS;  and plan fund-raising activities that support Pilot's ongoing service focus.  This money will be used to fund grants, scholarships, projects, education and research of brain-related disorders.  Reminder:  Brain disorders include: Traumatic Brain Injuries, Developmentally Disabled, Chemical Dependency, Dementia from Disease, Mental and Emotional Disorders, and Tumors.  A listing of projects and agencies can be found in the Club and District Manuals.  For more information contact PIF Headquarters or visit Pilot’s web site at www.pilotinternational.org.

Allow time to discuss Pilot’s signature project, BrainMindersTM, a public service 
campaign designed to prevent brain injuries.
XII.
MEMBERSHIP TEAM

Announce special Membership Team plans, workshops, etc.  Ask club's to notify  Membership Team of any area in the district where a new Pilot club may be organized.  Ask clubs "at risk" to call on the Membership Team for assistance.  Emphasize to the clubs that the Membership Team is available and willing to assist them.  Promote the existing Membership Recognition program.

XIII.
GOVERNOR'S BULLETIN


Announce the schedule for mailing the bulletins, either monthly or bimonthly.  The bulletins will be mailed the 25th of the month so the clubs will have them at the next meeting.  Announce the deadline for information to be included in the bulletins. (This information is provided only if your District Standing Rules and/or Policies and Procedures do not address the publication of the Governor’s Bulletin.)

XIX.
CORRESPONDENCE

Emphasize importance of answering correspondence promptly.  Copies of official correspondence only should be sent to Pilot Headquarters, DAC and ECR.

XX.
INTERNATIONAL CONVENTION
Promote attendance at the upcoming PI/PIF Annual Meeting and Convention.  Encourage everyone to participate in the international convention.  (Details will be furnished in the January and March Club Mailings and on the PI web site www.pilotinternational.org.) 

XXI.
ANNOUNCEMENTS

XXII.
ADJOURNMENT


CONDUCTING MEETINGS
A.
Advice to the Chair
1.
Follow the agenda closely and in a business like manner.  (Review Agendas in 


this section.)

a.
Everything said should be audible to all in attendance.

b.
When both a business and program meeting are held in succession and on the same date, the first meeting is adjourned before the second meeting begins.

c.
The person who opens a meeting closes it.

2.
Understand parliamentary procedure and utilize same for your meetings. (Review "Reference Notes on Motions" and "A chart of Parliamentary Motions" in this section.)

a.
State the action before it is discussed and again before it is voted on.

b.
Use "aye" instead of "yes."

c.
If vote is in doubt, use show of hands, actual teller count, etc.

d.
Vote when your vote would change the outcome or when voting is by ballot.

e.
Declare successful candidates "duly elected".

f.
Relinquish post before entering into discussion or if candidate for office while 
further nominations are being solicited.

3.
Handle discussion in an orderly way so as to --

a.
give every member who wishes an opportunity to speak;

b.
keep all speakers to rules of order and to the question;

c.
give pro and con speakers alternating opportunities to speak;

d.
not allow anyone to speak a second time to a question until everyone who wishes has had the opportunity once.

4.
Suggest motions but do not make them.  Say, "A motion for (or that) ..is now in order."
Conducting Meetings (continued)

5.
Refer to self as "The Chair"

6.
Remain seated, if desirable, except:

a.
to call meeting to order;

b.
to put a question to vote;

c.
to give decisions;

d.
to recognize speakers (especially in a large assembly).

7.
Use the gavel:

a.
to call meeting to order;

b.
to maintain order;

c.
to relinquish chair;

d.
to indicate completion of action on motion;

e.
to declare adjournment.

B.
Basic Points
1.
Minutes are the legal record and should be:

a.
acted upon as read, printed, distributed, etc.;

b.
retained for the life of the organization;

c.
a concise account of action taken, not what has been said;

2.
Standing rules are the special regulations governing the individual club.  They specify time and place of meetings, amount of dues, etc. and are never in conflict with the bylaws of the organization.

3.
Unless otherwise specified, a quorum is a majority -- at least one more than half of the membership of an assembly or of a committee.

4.
If ballots are used in an election or for a secret decision on any other matter, a motion is in order for their destruction following the announcement of the results of the voting.

5.
If a REPORT contains recommendations, these should be put in the form of a motion and placed at the end of the report.

6.
A convention program should be acted upon by motion.

7.
It is improper for the Chair or any member to move to make a vote, or to make a vote unanimous.

8.
The treasurer's report should not be accepted on motion, however, the audit report 

and the proposed budget receive such action.


9.
A Governor is a member ex officio of all District committees and/or task forces 


except for the Nominating Committee and/or Election Tellers Committee.
10.
Motions are:

a.
expressed in a clear concise statement containing only one main idea;

b.
seconded before discussion is called for and maker of the motion should start the discussion if explanation is needed;

c.
made in the correct language -- "I move that---" or "I move to."

11.
A motion must be withdrawn before the Chair has restated it; otherwise, it would require a motion for withdrawal, or the use of the "general consent" technique.

12.
The Chair does not need to obey the call, "Question", if in the judgment of the Chair, debate should continue.  (Only the adoption of a motion to end debate could force the issue.  This requires a 2/3 vote.)  The Chair should use judgment concerning the adequacy of discussion, and should not wait for someone to call "Question."  The call "Question" really means the motion or call for the "Previous Question" and this requires a 2/3 vote for adoption.

13.
The effect of abstaining from voting is the same as if the vote or votes had been cast on the prevailing side.

14.
Amendments are motions, and are seconded.  They are open to discussion unless the main motions to which they are affixed have other regulations.

15.
The report of the nominating committee should be submitted to the Chair.  A copy of the report is given to the ECR and Secretary.

16.
The Chair must be certain of the vote before he/she declares a motion passed or defeated.
REFERENCE NOTES ON MOTIONS

 1.
The thirteen ordinary motions (See I A, B, and C on chart) should be understood by all presiding officers.

 2.
The "business" of a meeting is processed via motions in the "unfinished business" and "new business" sections of the agenda.  

 3.
The MAIN MOTION (See I A) is the proposal on the floor at any particular time.  There are two kinds of MAIN MOTIONS - original and incidental.  An original main motion is one which brings some new subject before the assembly.  An incidental main motion is related to the present business of the assembly, or its past or future action.

 4.
The seven SUBSIDIARY MOTIONS (See I B) represent action to perfect the main motion.  These motions have rank; therefore a complete understanding of their use is important.

 5.
All main and subsidiary motions must have seconds.

Not all are debatable or amendable.

All but those referring to the extent of debate require majority vote.

The "debate" motions (I B-2 and B-3) require 2/3 vote.

 A speaker may not be interrupted in any of these motions.

 6.
PRIVILEGED MOTIONS have nothing to do with the business on the floor at the moment.  They are not debatable.

In two instances, the Chair decides the issue, and in these two cases, a speaker may be interrupted.

"Question of Privilege" (see I C-4) concerns the comfort, safety, dignity, order of the assembly or of some individual in the assembly.

"Orders of the Day" (see I C-5) is a call for the presiding officer to check the agenda for omission, reversal or irregularity of some kind.

 7.
INCIDENTAL MOTIONS (See II A) have no particular order, and may happen at any time to settle matters of immediate importance; they must be given priority.

Only one (see II A-1) is debatable.  Some do not require seconds, and some are not amendable.  Three kinds of decisions are applicable: majority, 2/3 vote, and Chair decides.  In some instances, the speaker may be interrupted.


8.
RETURN MOTIONS (See II B) "undo" previous action.  All require seconds.  


Other  action varies.  See Chart.

Chart of Parliamentary Motions

I. The Thirteen Ordinary Motions

     
Second



Interrupted

Motion

 
   
     Required  Debatable  Amendable

Vote required  
Speakers
A.
MAIN



     Yes

Yes
Yes


Majority

No

B.
SUBSIDIARY
  1.
Lay on table


     Yes
 
No      
 No

        
Majority

No

  2. 
End debate               
     
     Yes  

No     
 No       


*Two-thirds     
No

  3. 
Limit or extend debate   
  
      Yes  

No      
Yes      


*Two-thirds        
No

  4. 
Postpone to a

      
definite time           

     Yes 

Yes     
Yes       


Majority         
No

  5. 
Refer to committee       
Yes 

Yes      
Yes       


Majority         
No

  6. 
Amend                    
     
     Yes 

Yes     
Yes       


Majority   
No

  7. 
Postpone indefinitely     
Yes 

Yes     
 No        


Majority  
No

C.
PRIVILEGED
  1. 
Set time to which to adjourn

     
(other business pending)
Yes  

No      
Yes       


Majority         
Yes

  2. 
Adjourn (time already

     
set for next meeting)    
Yes  

No        
No        


Majority         
No

  3. 
Recess                   
     
      Yes  

No      
Yes       


Majority 
*Yes

  4. 
Raise question of

     
privilege                

      No  

No      
 No       


*Chair decides  
*Yes

  5. 
Call for orders of 

     
the day                  

      No  

No      
 No       


*Chair decides  
*Yes

II. Additional Motions

A.
INCIDENTAL
  1. 
Appeal from decision of chair
     Yes

Yes
 No


Majority
Yes

  2.
Division of assembly

      No
 
No
 No


*Chair decides
No

  3.
Division of question

      No

No
Yes


Majority
 No

  4.
Withdraw a motion

      No  

No
 No


Majority
 No

  5.
Point of order


      No

No
 No


*Chair decides
Yes

  6.
Suspend rules


     Yes
 
No
 No


*Two-thirds
No

  7.
Object to consideration
No  

No
 No


*Two-thirds
Yes

  8.
Parliamentary inquiry

      No
 
No
 No


*Chair decides
Yes 

  9.
Point of information

      No
 
No
 No


*Chair decides
Yes

 10.
To close nominations

     Yes
 
No
Yes


*Two-thirds
No

 11.
To re-open nominations
Yes  

No
Yes


Majority
 
No

 12.
Seriatim or in toto
consideration


     Yes
 
No
Yes


Majority
 No

B.
RETURN MOTIONS

  1.
Take from table
Yes 

No
 No


Majority
 
No

  2.
Reconsider


     Yes

Yes
 No


Majority

Yes

  3.
Rescind, repeal
Yes 

Yes
Yes


*Two-thirds
No

  4.
Ratify



     Yes

Yes
Yes


Majority
 
No

*deviation from the usual (Majority)
 Audience








Note:	Three weeks prior to the convention, provide a copy of this agenda to the current Governor, ECR, and all other attendees/participants in the meeting.  	





 Audience








Note: Three weeks prior to convention, provide a copy of this agenda to the current Governor, ECR, and other DAC/DEC members if known at that time.  If not known, provide copies to those individuals at the meeting.
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