Introduction to Robert's Rules of Order, 1.02
1. What Is Parliamentary Procedure? 

2. Why is Parliamentary Procedure Important? 

3. Example of the Order of Business. 

4. Motions  

5. Types of Motions

6.  How are Motions Presented

7.  Voting on a Motion

What Is Parliamentary Procedure? 

It is a set of rules for conduct at meetings, that allows everyone to be heard and to make decisions without confusion. 

Why is Parliamentary Procedure Important? 

Because it's a tim- tested method of conducting business at meetings and public gatherings. It can be adapted to fit the needs of any organization. Today, Robert's Rules of Order newly revised is the basic handbook of operation for most clubs, organizations and other groups. So, it's important that everyone know these basic rules! 

Organizations using parliamentary procedure usually follow a fixed order of business. Below is a typical example: 

1. Call to order. 

2. Roll call of members present. 

3. Reading of minutes of last meeting. 

4. Officers reports. 

5. Committee reports. 

6. Special orders --- Important business previously designated for consideration at this meeting. 

7. Unfinished business. 

8. New business. 

9. Announcements. 

10. Adjournment. 

The method used by members to express them is in the form of moving motions. A motion is a proposal that the entire membership take action or a stand on an issue. Individual members can: 

1. Call to order. 

2. Second motions. 

3. Debate motions. 

4. Vote on motions. 

There are four Basic Types of Motions: 

1. Main Motions: The purpose of a main motion is to introduce items to the membership for their consideration. They cannot be made when any other motion is on the floor, and yield to privileged, subsidiary, and incidental motions. 

2. Subsidiary Motions: Their purpose is to change or affect how a main motion is handled, and is voted on before a main motion. 

3. Privileged Motions: Their purpose is to bring up items that are urgent about special or important matters unrelated to pending business. 

4. Incidental Motions: Their purpose is to provide a means of questioning procedure concerning other motions and must be considered before the other motion. 

How are Motions Presented? 

1. Obtaining the floor 

a. Wait until the last speaker has finished. 

b. Rise and address the Chairman by saying, "Mr. Chairman, or Mr. President." 

c. Wait until the Chairman recognizes you. 

2. Make Your Motion 

a. Speak in a clear and concise manner. 

b. Always state a motion affirmatively. Say, "I move that we ..." rather than, "I move that we do not ...". 

c. Avoid personalities and stay on your subject. 

3. Wait for Someone to Second Your Motion 

4. Another member will second your motion or the Chairman will call for a second. 

5. If there is no second to your motion it is lost. 

6. The Chairman States Your Motion 

a. The Chairman will say, "it has been moved and seconded that we ..." Thus placing your motion before the membership for consideration and action. 

b. The membership then either debates your motion, or may move directly to a vote. 

c. Once your motion is presented to the membership by the chairman it becomes "assembly property", and cannot be changed by you without the consent of the members. 

7. Expanding on Your Motion 

a. The time for you to speak in favor of your motion is at this point in time, rather than at the time you present it. 

b. The mover is always allowed to speak first. 

c. All comments and debate must be directed to the chairman. 

d. Keep to the time limit for speaking that has been established. 

e. The mover may speak again only after other speakers are finished, unless called upon by the Chairman. 

8. Putting the Question to the Membership 

a. The Chairman asks, "Are you ready to vote on the question?" 

b. If there is no more discussion, a vote is taken. 

c. On a motion to move the previous question may be adapted. 

Voting on a Motion: 

The method of vote on any motion depends on the situation and the by-laws of policy of your organization. There are five methods used to vote by most organizations, they are: 

1. By Voice -- The Chairman asks those in favor to say, "aye", those opposed to say "no". Any member may move for a exact count. 

2. By Roll Call -- Each member answers "yes" or "no" as his name is called. This method is used when a record of each person's vote is required. 

3. By General Consent -- When a motion is not likely to be opposed, the Chairman says, "if there is no objection ..." The membership shows agreement by their silence, however if one member says, "I object," the item must be put to a vote. 

4. By Division -- This is a slight verification of a voice vote. It does not require a count unless the chairman so desires. Members raise their hands or stand. 

5. By Ballot -- Members write their vote on a slip of paper, this method is used when secrecy is desired. 

Parliamentary Procedure is the best way to get things done at your meetings. But, it will only work if you use it properly. 

1. Allow motions that are in order. 

2. Have members obtain the floor properly. 

3. Speak clearly and concisely. 

4. Obey the rules of debate. 
Most importantly, BE COURTEOUS.
PARLIAMENTARY PROCEDURE LOVIN’
Parliamentary Procedure Script for a meeting of the 

___________________ Fan Club 

Chairperson does several gavel taps to gain order in the meeting room.

Chairperson (______________): The meeting room of the ______________ Fan Club will come to order.  Mr./Mdm. Secretary, will you please read the minutes from the last meeting.

Mr.Mdm Secretary (______________): (stands) Thank you Mr./Mdm. President.  At our last meeting of _________________Fan Club, on February 15th, 2017, we discussed a number of pressing issues.  The treasurer reported that we had no money in our account.  We discussed the cancellation of our ____________fan club t-shirts due to lack of funds.  We also worked together to create a Mr. Bazzell statue that was not only life-like but altogether sweet.  It was made of dark chocolate and really, delicious.  We had a surprise visit by ___________________.  The meeting adjourned at 7:30pm.

Chaiperson: Does anyone see that there needs to be changes to the minutes? (pause) Hearing none, the minutes stand as read.  (taps gavel once).  Is there any old business that needs to be brought up? (pause) None? (pause) Any new business?

Student 1 (_______________________): (Raises hand).

Chairperson: (acknowledges him to stand)

Student 1 (_____________________): (stands) At our last meeting we discussed our financial problems. I started thinking and as you know that makes me have a bad hair day.  Have you ever seen me after a hot, humid night without any hair product?  I think that I have a brilliant way for our fan club to make money.  I move that _________________dance at local clubs, in a cage, to earn funds for __________________ Fan Club.

Audience: someone seconds (one or two people from the audience says, “second”)

Chairperson: It has been moved and seconded that _________________ cage dance to provide revenue for the __________________ Fan Club.  Is there any discussion?

Student 2 (____________________): (raises hand and gets acknowledged, then stands) I can’t think of a sexier person to cage dance.  I mean, come on… who wouldn’t pay money for him/her to cage dance?  I know my momma would put in at least fifty cents to a dollar. I know my daddy would, too.
Student 3 (______________________): (raises hand and get acknowledged, then stands).  I know that I may be the only one who feels this way, but I just don’t want my good friend (actually best friend- we have a BFF necklace together) cage dancing.  I mean to think that other people would be groping and seeing his/her sweaty bod… it scares me.  I move to amend the motion to state that “________________ (another student’s name) cage dance instead to earn funds for our club.”

Chairperson:  Do I have a second on the amendment? No? Hearing none, the motion to amend dies. (tap gavel once) Is there any further discussion or debate?

Student 3 (_________________________): (raises hand and gets acknowledged, then stands) I am concerned about him/her dancing in a cage.  Don’t get me wrong.  I am a huge fan, but I just want to make sure that he/she is safe.  Do we even know if when he/she is in the cage that he won’t be attacked by raging fans and onlookers?  What would happen if he/she got hurt, like a stubbed toe or pulled a chest hair (not sure if they have any)? I don’t think we should let that piece of prime meat cage dancing without any protection.  He/she definitely should wear some padding.
Student 4 (_______________________): (raises hand and gets acknowledged, then stands) I think that we have debated enough.  I am sick to death of hearing about ______________________body.  Even saying his/her name makes me throw up in my mouth.  I call to question… that means let’s vote.

Chairperson:  Do I have a second?

Audience: someone seconds.

Chairperson:  We will now vote on the motion at hand.  All of those in favor of having __________________________ dance in a cage at a local club to raise money say “aye”. (wait to hear ayes) All opposed say “nay” (wait to hear nays).  

Student 5 (_______________________): (Just stand, don’t get recognition from the Chairperson) I call for a division.  I want a counted vote, because I am not certain that this motion passed or died.  This is one reason why I love Parliamentary Procedure, always and forever.
Chairperson:  Please raise your hand if you want the motion to have __________________ cage dance pass.  (count hands) Now, raise your hand if you do not want the motion to pass.  (count hands) There were _______ votes for and ______ votes against this motion.  The motion (passed or died) (Tap gavel once).  Is there any other new business?

Student 6 (________________________): (don’t raise hand, just stand up and start talking) Oyeme.  Me gustan frijoles y las nalgitas de Sra. Riedel pero necesito a visitar un bano porque anoche comi frijoles, mucho, mucho, mucho.  Que horrible!
Student 7 (_________________________): (don’t raise hand, just stand up and start talking) I rise to a point of order.   He/she did not raise his hand nor did he/she wait for you to say it was okay for him/her to talk… a.k.a. he/she did not have the floor yielded to him/her.  This violates Robert’s Rules of Order. He/She is out of order.  Plus, who wants to hear about their bowel issues?  Just go to the bathroom and close the door tight.  Courtesy flush please!
Chairperson: Right you are.  Please wait for me, the Chairperson, to yield the floor to you before you talk.  You may now rise and state your point.

Student 6 (_______________________): (stands) Again, I think that we have gotten a lot done at today’s meeting. I move to adjourn.  I am sorry for my poopy problemas.  Lo siento.  
Audience member: second.

Chairperson:  It has been moved and seconded that we adjourn this meeting.  This is not debatable or amendable, according to Robert’s Rules of Order.  All those in favor, please raise your hand (wait for those hands and count).  All those opposed, please raise your hand (wait for those hands and count).  The ________________________ Fan Club meeting is adjourned.  (Gavel taps once)

Parli Pro P:2

Put a number next to these important steps of presenting a main motion.
	Chairperson says, 

“Is there any discussion?”
	Vote 

	Floor Yielded
	Gavel taps once

	Say “I move that…” 
	All those in favor of the motion 

	Raise Hand
	Stand

	Chairperson says, “It has been moved and seconded that…”
	Second

	Discussion
	Chairperson says, “the motion passes or fails.”


Parliamentary Procedure Lovin’ Questions- YOU MUST ANSWER THESE!
1. Where are two places you would use parliamentary procedure?

2. To properly make a motion what are the five steps:

3. How does parliamentary procedure ensure a democratic process?

4. How does parliamentary procedure ensure that wild and crazy ideas are not adopted by the group?

5. Giving all members the opportunity to make, second, discuss, and vote on motions is an example of which parli pro principle?

6. In a business meeting, the person who presides or leads the meeting is who?

7. To conduct official business using well defined rules and procedures so that all members can participate what would an organization employ?

8. The president called for a voice vote on a main motion and announced that the motion passed.  If you wanted a counted vote, what would you do?

9. During a business meeting, James moved to enter a float in the homecoming parade.  What must be done before action can be taken?

10. What are the three words that you say at the beginning of any motion?

11. Tonya moved to sell candy to raise money for scholarships but Adam wants to sell flowers.  What would Adam do to change Tonya’s motion?

12. Alex believes that Jessica is discussing a motion that is not debatable, what would you do to correct this mistake?

13. What is a list of what is to be accomplished at a meeting called?

14. What do you move to do if you want to end a meeting?

15. What is the book used to conduct parli pro business?

Parli Pro YouTube

1. Watch a Parli Pro Video on your own. Choose one that is less than 15 minutes long and shows a meeting in progress. Can’t find one? Use this: https://youtu.be/Q7DTTt2o5uI
2. Write the minutes (a summary) of what was accomplished at this meeting. It should be written like notes.

3. Keep a record of all the things that were done at the meeting by filling out this chart. Mark an X through all of the things that the team accomplished at their meeting.

	Reading minutes
	Voice Vote
	Counted Vote

	Ballot Vote
	General Consent
	Previous Question

	Main Motion
	Point of Oder
	Parliamentary Inquiry

	Division 
	Take from the Table
	Lay on the Table

	Amend
	Refer to a committee
	Adjourn


Rubric for Parli Pro Skit: Project Grade, not a portfolio assignment
Now, you and your team (who you sit with) are going to create your own skit. Work with one another to get as many points as possible. You and your team will submit a copy of the skit to Edmodo for me to grade. I will be grading for accuracy. You will need to print off enough copies from the printer for each of you to perform this skit on Thursday. 
	Read minutes
	10 pts

	Make a main motion
	10 pts

	Debate a motion
	10 pts

	Amend a motion
	10 pts

	Call to question
	10 pts

	Use two methods of voting
	10 pts

	Rise to a point of order
	10 pts

	Properly adjourn meeting
	10 pts

	Proper use of gavel
	10 pts

	Turned in at the end of class on Wednesday
	10 pts

	Total
	100 points


