

PARLIAMENTARY PROCEDURE FAQS
What is parliamentary procedure?
Parliamentary procedure is a code of ethics for individuals to follow as they conduct business in groups, especially large groups. It is based on democratic principles and majority rule.

Why is parliamentary procedure important?

It is important that every group has certain basic operating rules. Parliamentary Procedure is a time tested method that insures the smooth functioning of business at meetings and public gatherings, and it can be adapted to fit the needs of any organization.
Most committees will rely on some form of parliamentary procedure to organize the flow of debate. These rules can be difficult to memorize; with so many precise ways to 

articulate a delegate’s position, remembering which motion to make can be confusing. The simplest way to improve your command of parliamentary procedure is through practice. The more it is used, the more comfortable you will feel making motions before the body of the committee. 
How does parliamentary procedure work?
The typical order of business is as follows:

· Call to Order

· Opening Exercises (if applicable)

· Roll Call & Determination of a Quorum 
· Adoption of the Agenda

· Reading and Approval of the Previous Meeting’s Minutes

· Reports of Officers

· Reports of Standing Committees

· Reports of Special Committees

· Special Orders

· Unfinished Business and General Orders

· New Business

· Program (if applicable)

· Announcements

· “Good of the Order”

· Adjournment

When presenting new business, members must present, debate, and vote on motions. These are the steps in presenting and disposing of a motion: 
· the member's rising and addressing the chair
· recognition by the chair
· presentation of the motion
· seconding of the motion
· statement of the question by the chair
· debate
· call for the vote
· announcement of the results of the vote
What are parliamentary motions?
Motions are the way that members are able to present and debate questions and items within the group. Some motions are of higher rank than others. This ranking of importance is called "precedence." Motions are classified into five groups based on precedence: 

Privileged Motions: do not relate to the pending question but take precedence over all other questions because they are of immediate importance. Privileged motions include adjourn, recess, question of privilege, and call for the orders of the day.
Incidental Motions: arise out of another question that is pending on the floor. Therefore, they take precedence over and must be decided on before the question or motion out of which they arise. Incidental motions include appeal from the decision of the chair, point of order, parliamentary inquiry, suspend the rules, withdraw a motion, object to the consideration of a question, division of the question, and division of the group.

Subsidiary Motions: are applied to other motions for the purpose of disposing of them. The following subsidiary motions are arranged in the order of their precedence (the first one having the highest ranking): lay on the table, previous question, postpone definitely, refer to a committee, amend, and postpone indefinitely.

Unclassified Motions: are motions that cannot be classified. In order of precedence, they are take from the table, reconsider, and rescind (cancel).

Main Motions: bring items of business before the group for its consideration and action. Of the five classes of motions, the main motion ranks lowest in precedence, because it cannot be voted on until all other motions have been voted on and disposed of. Only one main motion may be on the floor at a time.

How does voting work?
There are five methods of voting: rising or show of hands; voice; roll call; general consent; and ballot. The chair can vote when the vote is by ballot and in any case where the vote of the chair will change the results.

A majority vote is the most common type of vote. A majority is one more than half the votes cast.

Basic Rules to Follow

1. The Chair is in charge and decides who speaks.

2. You always address the chair, not individual delegates

3. You must stand or raise your placard to show that you want to speak and may do so only once the current speaker has finished.

4. Use the correct language to initiate a motion (see table). 

5. Always be respectful.

