[image: image1.jpg]JUNIOR JAYCEES




[image: image2.png]JCI®



Philippine Junior Jaycees Incorporated

A Nationwide Federation of Young Leaders and Entrepreneurs

Special Affiliate of the Junior Chamber International – Philippines

NOM Theme: JJC MOVES (Moving as One for a Valuable and Effective Service)

Email: pjjci2004@yahoo.com 

	Area II – Visayas


Parliamentary Procedure with Resolution Making 

MAKING MEETINGS WORK

1. Effective meetings require planning in advance, both on the part of the person who chairs them and of the people who participate. 

2. Do not have a meeting unless it is necessary. 

3. Don't engage in political game playing or parliamentary maneuvering. Members must commit themselves to the group purpose. 

4. Listen to what others at the meeting have to say. 

5. Make sure you understand the reason for a meeting and do your homework in accordance with this understanding. 

6. Actively engage in the discussion. 

7. Recognize that five kinds of knowledge are all needed for a successful meeting participant: 

· Knowledge of the subject matter at hand 

· Knowledge of parliamentary rules of order 

· Knowledge of rhetoric-the power to persuade 

· Knowledge of problem solving and decision making 

· Knowledge of human social-emotional dynamics 

8. Be sure the purpose of each meeting, and each item on the agenda, is clear to the members: 

· To share ideas and information only 

· To brief members before action 

· To generate new ideas 

· To make a decision 

· To make a recommendation 

9. Be sensitive to the physical, informational, and social needs of others. 

PARLIAMENTARY PROCEDURE 

Parliamentary law refers to that body of generally accepted rules, precedents, and practices commonly employed to regulate the proceedings of the deliberative assemblies. The principal aim and function of parliamentary procedure is to maintain decorum, ascertain the will of the majority, and facilitate the orderly and harmonious transaction of business of the assembly. The fundamental principles of parliamentary procedure are the following, to wit: 

1. Parliamentary procedure exists to facilitate the transaction of business and to promote cooperation and harmony. 

2. All members have equal rights, privileges, and obligations. 

· The majority has the right to decide

· The minority has rights which must be protected

3. A quorum must be present for the group to act. 

4. Full and free discussion of every motion considered is a basic right. 

5. Only one question at a time can be considered at any given time (Singularity of Subject). 

6. Every Motion Must be Voted Upon.

7. Members have the right to know at all times what the immediately pending question is, and to have it restated before a vote is taken. 

8. No member can speak until recognized by the chair. 

9. No one can speak a second time on the same question as long as another wants to speak a first time

10. Group Interest Must Prevail. 

11. The chair should be strictly impartial.

 Duties of a Presiding Officer

a) be  on time and start on time

b) be organized 

c) be prepared 

d)  be a teacher 

e) be in control of the floor  

f) be impartial 

g) be composed 

h) be precise 

i)  be focused 

j) be temperate

KINDS OF MEETINGS

1. Regular Meeting  - one which is held at the time provided for in the constitution and by-laws of the organization. 

2. Special Meeting – called from time to time either by the head of the organization, or a certain numbers, depending upon the rules of the organization. 

3. Adjourned Meeting  - is merely a continuation of an original meeting (whether regular or special) in which any business left pending when the original meeting was adjourned may be taken up. 

Quorum – is that number or proportion of the members of an organization which must be present at a particular meeting for the organization to legally transact business. In the absence of a quorum, no business can be transacted with legal effect even with the unanimous consent of those present. 

Order of business  - is a program or outline of the things to be done during a meeting. It serves as a guide of the proceedings to insure the orderly and efficient transaction of business, is better known as agenda. 

I. Call to Order 

A meeting is called to order by the presiding officer who, after rapping the gavel, announces: The 2nd Area Board Meeting will please come to order. 
II. Opening Ceremonies (optional) 

III. Roll Call (if customary) 

IV. Reading and Approval of Minutes 
Upon direction of the presiding officer, the secretary reads the minutes of the previous meeting. After the reading of the minutes, the presiding officer asks, are there any corrections to the minutes? If no corrections are offered, he states, there being no corrections, the minutes stand approved as read.

V. Reports of Officers, Boards, and Standing Committees 

VI. Reports of Special Committees (announced only if such committees are prepared or instructed to report) 

VII. Special Orders (announced only if there are special orders) 

VIII. Unfinished Business and General Orders 

IX. New Business 

When all unfinished business have been disposed of, new business are taken upon announcement of the presiding officer, thus: The table is now open for new business. 

X. Announcements 

XI. Adjournment
RULES GOVERNING DEBATE

The term debate applies to the discussion on the merits of a pending question. [Note that less formal rules may apply to smaller groups.] 

1. A member may not speak until recognized by the chair. 

2. When no special rule relating to the length of speeches is adopted by the group, a member can speak no longer than ten minutes unless the consent of the group is obtained. 

3. Rights in debate are not transferable. A member cannot yield an unexpired portion of his/her time to another member (the chair controls who speaks) or reserve any portion of time for later. 

4. No member may be allowed to speak more than twice to the same question on the same day. 

5. Proper decorum in debate must be observed: 

· Remarks must be germane to the question before the group. 

· Speakers should speak loudly and clearly. 

· Speakers should refrain from attacking another member's motives. 

· Remarks should be addressed through the chair. 

· Speakers should stand when speaking. 

· Thomas Jefferson's advice is still good: "No one is to disturb another in his speech by hissing, coughing, spitting, speaking or whispering to another, etc." 

If any member objects, a speaker has no right to read from or to have the secretary read from any paper or book as part of his/her speech, without permission of the assembly.

VOTES 

Votes  - a formal expression of the will, opinion, or preference of the members of an assembly in regard to a matter submitted to it.
KINDS OF VOTES GENERALLY ADOPTED IN A DELIBERATIVE ASSEMBLIES 

1. Majority Vote - The basic requirement for approval for action, except where a rule provides otherwise, is a majority vote. The term "majority" means "more than half," excluding blanks and abstentions, at a properly called meeting with a quorum. 
a) Majority of the legal votes 

b) Majority of the total votes cast

c) Majority of the members present

d) Majority of all the members 

2. Two-thirds vote Two-thirds vote means at least two-thirds of the votes cast, excluding blanks and abstentions, at a properly called meeting
3. Percentage Vote 

4. Plurality Vote 

5. Tie Vote 

6. Unanimous Vote 

METHODS OF VOTING

1. By Voice 

2. By Show of Hands 

3. By Rising 

4. By Roll Call 

5. By General Consent 

6. By Ballot 

7. Absentee Voting 

8. Cumulative Voting 

SYSTEM OF RULES GOVERNING THE ORGANIZATION

1. Constitution – is a set of principles and rules defining in broad outlines the government of an organization 
2. By-laws – is a set of rules designed to amplify and carry out in details the provisions of the constitution
3. Rules of Order  - is a set of rules contains provisions exclusively related to the transaction of business
4. Standing Rules – any policy or rule of minor importance or of a temporary in character, adopted by an organization to carry out some details of its government 
5. Parliamentary Authority – when the abovementioned rules found to be deficient, it will be applied. 

Parliamentary Techniques to Expedite Business 

a) Use general consent when possible 

b) Election may be by acclamation 

c) Assist members in phrasing motions 

d) Restate the motion on the floor whenever discussion is wandering from the subject

e) Allow the withdrawal of the motions

f) A consent agenda may be used for no controversial business

Dilatory tactics – is the misuse of a parliamentary procedure to deliberately delay or prevent action in a meeting. Every group has the right to protect itself from such tactics. (Members, who demand division always, repeated raise to point of orders and motions that are foolish). 

MOTION 

Motion – is a formal proposal that the assembly either adopt a certain view or take a certain action on a question pending before it. It is generally made in oral form. However, if the proposal is of great importance, or if it is quite lengthy and complex in its language, it should be made in writing in the form of a resolution.

CLASSIFICATION OF MOTIONS 

1. Main Motions - is the basis of all parliamentary procedure--provides method of bringing business before the assembly for consideration and action. Can only be considered if no other business is pending.

2. Subsidiary Motions - are those that may be applied to another motion for the purpose of modifying it, delaying action on it, or disposing of it. Subsidiary motions are always considered in order of their rank or order of precedence. When subsidiary motion is pending, any motion above it in rank is in order, any motion below it in rank is out of order. 

3. Privileged Motions are such that, while having no relation to the pending question, are of such urgency, or importance that they are entitled to immediate consideration; relate to members, and to the organization, rather than to particular items of business.

4. Incidental Motions – arise only incidentally out of the business or proceedings of the assembly. 

CHARACTERISTICS OF MOTIONS  

1. Whether a motion can be made while someone has the floor; 

2. Whether it requires a second;

3. Whether it is debatable; 

4. Whether it can be amended;

5. The vote it requires;

6. The order of its precedence;

7. To what other motions it can apply;

8. What motions may apply to it; and 

9. Whether it can be renewed. 

HANDLING MAIN MOTIONS

STEP 1: A MEMBER RISES AND ADDRESSES THE CHAIR (CHAIRMAN).
NIñA:-(Rising and facing the chair, who is standing) "Madam President." (NIñA remains standing.)

· A main motion may not be proposed when another member has the floor or another motion is pending. 

· "Mr./Madam Chairman" may also be used to address the chair if it is an official title. 

· If the person presiding has no regular title or if it is a temporary position, he/she may be addressed as Mr./Madam Chairman," "Mr./Madam Chair," or Mr./Madam Chairperson." 

STEP 2: THE MEMBER IS RECOGNIZED BY THE CHAIR.
CHAIR:- " NIñA, you are recognized" 

· Recognition may be completed by the chair saying the member's name, title, or by nodding in small assemblies. 

· The member who is allowed to speak to the assembly "has the floor." The member "yields the floor" by resuming his/her seat. 

STEP 3: THE MEMBER PROPOSES A MAIN MOTION.
MARY:-(Standing) "I move that our LOM have a picnic in the city park next Saturday from 1 p.m. to 6 p.m." (NIñA resumes her seat.)

· Main motions should be stated in the affirmative and start out with the words "I move that ..." 

· Avoid statements such as "I so move." 

· Main motions bring business before the assembly. 

STEP 4: ANOTHER MEMBER SECONDS THE MAIN MOTION.
 IVAN:-(Seated, and without being recognized) "I second the motion."

· It is also proper to say "I second it," or just, "Second!" 

STEP 5: THE CHAIR STATES THE MAIN MOTION TO THE ASSEMBLY.
CHAIR:- "It is moved and seconded that our LOM have a picnic in the city park next Saturday from 1 p.m. to 6 p.m. Are you ready for the question?" 

· This step is called "stating the question." 

· The chair may also ask, "Is there any debate (or discussion)?" rather than "Are you ready for the question?" as another method of determining if there is debate. 

· The main motion is now the "pending question." 

STEP 6: THE ASSEMBLY DEBATES THE MAIN MOTION.

· Members stand and face the chair and say "Mr./Madam President," wait to be recognized by the chair, stand while debating, and sit when finished (yield the floor). 

· The maker of the motion is entitled to debate first (called "preference in recognition") if he/she rises and addresses the chair promptly (before anyone has been recognized by the chair). 

· Debate must relate to the pending main motion (must be germane). 

· Debate can be closed by the chair if no one seeks the floor for further debate or a member can move the Previous Question. This motion requires a second and a two-thirds vote for adoption. 

· No member can debate more than twice on the same motion on the same day and can only debate up to ten minutes each time. 

STEP 7: THE CHAIR TAKES A VOICE VOTE ON THE MAIN MOTION. CHAIR:- "Are you ready for the question?" (Pause for response) (Silence) "The question is on the adoption of the motion 'that our LOM have a picnic in the city park next Saturday from 1 p.m. to 6 p.m.' Those in favor of the motion, say 'Aye.'" (Pronounced 'I' or 'eye' for the affirmative) (Pause for response) "Those opposed, say 'No.'" (For the negative) (Pause for response). This step is called "putting the question." 

· The chair can take a standing vote (A Division of the Assembly) without permission of the assembly. 

· A member can demand a Division of the Assembly after a voice vote is taken by the chair by calling out "Division!" from his/her seat. This compels the chair to take a standing vote immediately. It can be called from the time the negative vote has been cast and until the question is stated by the chair on another motion. 

· The chair may vote if it affects the results or the vote is by ballot. 

· The chair does not take a vote on abstentions. 

STEP 8: THE CHAIR ANNOUNCES THE RESULT OF THE VOTE ON THE MAIN MOTION AND THE EFFECT OF THE ACTION. CHAIR:- "The 'Ayes'(or 'Noes') have it and the motion is adopted (or lost). This group will (will not) have a picnic in the city park next Saturday from 1 p.m. to 6 p.m. Is there further new business?"

· A main motion requires a majority affirmative vote to be adopted. 

· Members can change their votes up to the time the final results are announced by the chair. 

MNEMONICS USED FOR PARLIAMENTARY PROCEDURE

1. CLASSES OF MOTIONS
My Sister Plays In Maine 

Main, Subsidiary, Privileged, Incidental, Motions that Bring a Question Again Before the Assembly
2. EIGHT STANDARD DESCRIPTIVE CHARACTERISTICS OF MOTIONS
SAD MR IPA 

Secondable, Amendable, Debatable, Majority, Reconsiderable, Interrupt, Precedence, Applicability
3. THE THIRTEEN RANKING MOTIONS FROM LOWEST TO HIGHEST PRECEDENCE
Many PAC their Parliamentary Law on the QT so they won't need CPR in the Afternoon 

Main, Postpone Indefinitely, Amend, Commit or Refer, Postpone to a Certain Time, Limit or Extend Limits of Debate, Previous Question Lay on the Table, Call for the Orders of the Day, Raise a Question of Privilege, Recess, Adjourn, Fix the Time to Which to Adjourn
4. PRIVILEGED MOTIONS FROM LOWEST TO HIGHEST PRECEDENCE
Club Rules Really Accent Freedom 

Call for the Orders of the Day, Raise a Question of Privilege, Recess, Adjourn, Fix the Time to Which to Adjourn
5. SUBSIDIARY MOTIONS FROM LOWEST TO HIGHEST PRECEDENCE
Presidents And Chairmen, Please Learn Parliamentary Law 

Postpone Indefinitely, Amend, Commit or Refer, Postpone to a Certain Time, Limit or Extend Limits of Debate, Previous Question, Lay on the Table
6. MOTIONS THAT BRING A QUESTION AGAIN BEFORE THE ASSEMBLY
RR DTA 

Reconsider, Rescind, Discharge a Committee, Take from the Table, Amend Something Previously Adopted
7. STANDARD ORDER OF BUSINESS
RRR SUN 

Reading and Approval of the Minutes, Reports of Officers, Boards, and Standing Committees, Reports of Special Committees, Special Orders, Unfinished Business and General Orders, New Business
HANDLING AMENDMENTS
An amendment is a motion used to modify the wording of a pending motion. The processes commonly used to amend are: To insert a word(s), to add a word(s) at the end, to strike out a word(s), to strike out and insert a word(s), and to substitute an entire sentence or paragraph of a motion. The example below shows the process of amending by inserting words. 

ASSUME THE FOLLOWING ORIGINAL MAIN MOTION IS PENDING: "THAT OUR LOM HAVE A PICNIC NEXT SATURDAY FROM 1 P.M. TO 6 P.M."


STEP 1: A MEMBER RISES AND ADDRESSES THE CHAIR.
 ROZABEL:-(Rising and facing the chair) "Mr./Madam President." (ROZABEL remains standing.)

STEP 2: THE MEMBER IS RECOGNIZED BY THE CHAIR.
CHAIR:-(Standing) " JJC ROZABEL, you are recognized." 

STEP 3: THE MEMBER PROPOSES AN AMENDMENT.
 ROZABEL:-(Standing) "I move to amend by inserting the words 'in the city park' after 'picnic.'" (ROZABEL resumes his seat.)

STEP 4: ANOTHER MEMBER SECONDS THE AMENDMENT.
 ANTERO:-(Seated, and without being recognized) "I second the motion."

STEP 5: THE CHAIR STATES THE MAIN MOTION WITH THE AMENDMENT TO THE ASSEMBLY.
CHAIR:- "It is moved and seconded to insert the words 'in the city park' after 'picnic.' If the amendment is adopted, the motion will read: 'That our LOM have a picnic in the city park next Saturday from 1 p.m. to 6 p.m.' Are you ready for the question?" 

· The chair may also ask, "Is there any debate (or discussion)?" rather than "Are you ready for the question?" as another method of determining if there is debate.

 STEP 6: THE ASSEMBLY DEBATES THE AMENDMENT.

· Members stand and face the chair and say "Mr./Madam President," wait to be recognized by the chair, stand while debating the amendment, and sit when finished (the original main motion is not debated at this step).

STEP 7: THE CHAIR TAKES A VOICE VOTE ON THE AMENDMENT.
CHAIR:- "Are you ready for the question?" (Pause for response) (Silence) "The question is on amending the main motion by inserting the words 'in the city park' after 'picnic,' so that, if the amendment is adopted, the motion will read: 'That our LOM have a picnic in the city park next Saturday from 1 p.m. to 6 p.m.' Those in favor of the motion, say 'Aye.'" (Pause for response) "Those opposed, say 'No.'" (Pause for response) (The chair remains standing.)

STEP 8: THE CHAIR ANNOUNCES THE RESULT OF THE VOTE ON THE AMENDMENT.
CHAIR:- "The 'Ayes' have it and the amendment is adopted. The question is now on the motion 'that our LOM have a picnic in the city park next Saturday from 1 pm. to 6 p.m.' Are you ready for the question?"

· The motion to Amend requires a majority affirmative vote to be adopted. 

STEP 9: THE ASSEMBLY DEBATES THE MAIN MOTION AS AMENDED.

· Members stand and face the chair and say "Mr./Madam President," wait to be recognized by the chair, stand while debating the main motion as amended, and sit when finished. 

· The amendment cannot be debated at this step. 

STEP 10: THE CHAIR TAKES A VOICE VOTE ON THE MAIN MOTION AS AMENDED.
CHAIR:- "Are you ready for the question?" (Pause for response) (Silence) "The question is on the adoption of the main motion as amended 'that our LOM have a picnic in the city park next Saturday from 1 p.m. to 6 p.m.' Those in favor of the motion, say 'Aye.'" (Pause for response) "Those opposed, say 'No.'" (Pause for response) 


STEP 11: THE CHAIR ANNOUNCES THE RESULT OF THE VOTE ON THE MAIN MOTION AS AMENDED AND THE EFFECT OF THE ACTION.
CHAIR:- "The 'Ayes'(or 'Noes') have it and the main motion as amended is adopted (or lost). Our LOM will (will not) have a picnic in the city park next Saturday from 1 p.m. to 6 p.m. Is there further new business?"

IF AN AMENDMENT IS NOT ADOPTED, STEPS 9, 10 AND 11 ARE COMPLETED USING THE ORIGINAL MAIN MOTION (WITHOUT THE AMENDMENT) "THAT OUR LOM HAVE A PICNIC NEXT SATURDAY FROM 1 P.M. TO 6 P.M."

HANDLING AN ORDER OF BUSINESS

STEP 1: CALL TO ORDER AND ROLL CALL.
CHAIR:-(Standing, and after determining that a quorum is present) "The meeting will come to order. The secretary will call the roll." (The chair resumes his/her seat.)

· The Jaycee Creed and Prayer will be recited this time (Before roll is taken). 

STEP 2: READING AND APPROVAL OF MINUTES.
CHAIR:- "The secretary will read the minutes." 
SECRETARY:-(The secretary stands and reads the minutes of the last meeting.)
CHAIR:-(After the minutes are read) "Are there any corrections to the minutes?" (Pause for response) (Silence) "If there are no corrections, the minutes are approved as read."

· If the minutes are sent to members before a meeting, they need not be read unless a member objects.

· This method of approving the minutes is called "general or unanimous consent." 

· If there are corrections, they should be noted and changed immediately. If the correction seems controversial, a motion to make the required correction is in order. A second is required, debate is allowed, and a majority affirmative vote is required to adopt the change. 

STEP 3: REPORTS OF OFFICERS, BOARDS, AND STANDING COMMITTEES
(THE CHAIR CALLS ONLY ON THOSE WHO HAVE REPORTS TO PRESENT).
CHAIR:- "The next business in order is the Reports of Officers, Boards, and Standing Committees. Does the secretary have any correspondence?" Or, "May we have the Treasurer's report?" Or, "The chair recognizes (member name) of the (name committee) for a report." The treasurer's report is not adopted. The auditor's report is normally adopted annually.

· Standing committees report in the order listed in the bylaws.

· A motion arising out of a report is taken up immediately.

STEP 4: REPORTS OF SPECIAL COMMITTEES (ANNOUNCE ONLY IF THERE ARE REPORTING COMMITTEES).
CHAIR:- "The next business in order is the Reports of Special Committees. Would the chairman of the (committee name) please give a report?" 

· Special committees are called on in the order they were appointed.

· A motion arising out of a report is taken up immediately.

STEP 5: SPECIAL ORDERS (ANNOUNCE ONLY IF THERE ARE SPECIAL ORDERS).
CHAIR:- "The next business in order is Special Orders. At the last regular meeting the motion relating to...was made a special order for this meeting. The motion is as follows: 'That...(state motion).' Are you ready for the question?"

· The chair may also ask, "Is there any debate (or discussion)?" rather than "Are you ready for the question?" as another method of determining if there is debate. 

STEP 6: UNFINISHED BUSINESS AND GENERAL ORDERS
(ANNOUNCE ONLY IF THERE IS UNFINISHED BUSINESS OR GENERAL ORDERS). 
CHAIR:- “Under Unfinished Business and General Orders, the first item of business is the motion relating to...which was pending when the last meeting was adjourned. The motion is as follows:'That...(state motion).' Are you ready for the question?" 

CHAIR:-"The next item of business is the motion relating to...which was postponed to this meeting. The motion is as follows:'That...(state motion).' Are you ready for the question?"

· The chair should handle main motions as described.

STEP 7: NEW BUSINESS. CHAIR:- "The next business in order is New Business. Is there any new business?" (Pause for response.) 

STEP 8: ANNOUNCEMENTS.
CHAIR:- "The chair has the following announcement(s):" "Do any other members have announcements?"

STEP 9: PROGRAM (ANNOUNCE ONLY IF THERE IS A PROGRAM).
CHAIR:- "The program committee will now introduce the program?" Or "...will introduce our speaker." 

STEP 10: ADJOURNMENT.
CHAIR:- "Is there any further business?" (Pause for response) (Silence) "Since there is no further business,the meeting is adjourned." (The gavel may be tapped once.)

If a member makes a motion to Adjourn the meeting, it must be seconded and receive a majority affirmative vote to be adopted.

FREQUENT THINGS YOU WANT TO DO

	Objective
	Appropriate motion

	Present an idea for consideration or action


	Main motion or Resolution; Consider subject informally 

	Improve a pending motion 
	Amend; Division of the question 

	Regulate or cut-off debate
	Limit or extend debate; Previous question (vote immediately) 

	Delay a decision 
	Refer to committee; Postpone definitely ; Postpone indefinitely (kills motion) 

	Suppress a proposal 
	Object to consideration; Postpone indefinitely; Withdraw a motion

	Meet an emergency 
	Question of privilege; Suspend rules; Lay on the table

	Gain information on a pending motion 
	Parliamentary inquiry; Request for information; Question of privilege; Request to ask member a question

	Question the decision of the chair 
	Point of order; Appeal from decision of chair 

	Enforce rights and privileges 
	Division of assembly; Division of question; Parliamentary inquiry; Point of order; Appeal from decision of chair

	Consider a question again 
	Resume consideration; Reconsider; Rescind 

	Change an action already taken 
	Reconsider; Rescind; Amend motion previously adopted 

	Terminate a meeting 
	Adjourn; Recess


MOTIONS CHART

	
	Interrupt?
	Second?
	Debate?
	Amend?
	Vote?
	Reconsider?

	PRIVILEGED MOTIONS - by order of precedence

	Fix the Time to Which to Adjourn (12)
	No
	Yes
	No
	Yes
	Maj
	Yes

	Adjourn
	No
	Yes
	No
	No
	Maj
	No

	Recess (12)
	No
	Yes
	No
	Yes
	Maj
	No

	Raise a Question of Privilege
	Yes
	No
	No
	No
	(1)
	No

	Call for the Orders of the Day
	Yes
	No
	No
	No
	(1)(15)*
	No

	SUBSIDIARY MOTIONS - by order of precedence

	Lay on the Table
	No
	Yes
	No
	No
	Maj
	(3)*

	Previous Question
	No
	Yes
	No
	No
	2/3
	Yes

	Limit or Extend Limits of Debate (12)
	No
	Yes
	No
	Yes
	2/3
	Yes

	Postpone to a Certain Time (or Definitely) (12)
	No
	Yes
	Yes
	Yes
	Maj
	Yes

	Commit or Refer (12)
	No
	Yes
	Yes
	Yes
	Maj
	Yes

	Amend (12)
	No
	Yes
	(5)
	Yes
	Maj
	Yes

	Postpone Indefinitely(12)
	No
	Yes
	Yes (16)
	No
	Maj
	(4)

	MAIN MOTIONS

	Main Motion
	No
	Yes
	Yes
	Yes
	Maj
	Yes

	INCIDENTAL MOTIONS (11) NO ORDER OF PRECEDENCE

	Suspend the Rules
	No
	Yes
	No
	No
	(9)*
	No

	Withdraw a Motion (13)
	* 
	* 
	No
	No
	Maj*
	(3)

	Objection to the Consideration of a Question (10)
	Yes
	No
	No
	No
	2/3 NEG.
	(3)

	Point of Order
	Yes
	No
	No*
	No
	(1)*
	No

	Parliamentary Inquiry
	Yes
	No
	No
	No
	(1)
	No

	Appeal
	Yes
	Yes
	Yes*
	No
	(7)
	Yes

	Point of Information
	Yes
	No
	No
	No
	(1)
	No

	Division of the Assembly
	Yes
	No
	No
	No
	(14)
	No

	Division of a Question
	No
	Yes
	No
	Yes
	Maj
	No

	MOTIONS THAT BRING A QUESTION AGAIN BEFORE THE ASSEMBLY (8)

	Reconsider*(2)
	No*
	Yes
	(5) (16)
	No
	Maj
	No

	Rescind
	No
	Yes
	Yes (16)
	Yes
	(6)
	(3)

	Take from the Table
	No
	Yes
	No
	No
	Maj
	No

	Discharge a Committee
	No
	Yes
	Yes (16)*
	Yes
	(6)
	(3)

	Amend Something Previously Adopted
	No
	Yes
	Yes (16)
	Yes
	(6)
	(3)


The first thirteen motions are listed by precedence. After the chair states a motion, higher ranking motions are in order and lower ranking motions are not (except for Amend as shown on the chart and Previous Question). 
 (1) The chair decides. Normally no vote is taken.
(2) Only made by a member who voted on the prevailing side and is subject to time limits. 
(3) Only the negative vote may be reconsidered.
(4) Only the affirmative vote may be reconsidered.
(5) Debatable when applied to a debatable motion.
(6) Majority with notice, or 2/3 without notice or majority of entire membership.
(7) Majority or tie vote sustains the chair.
(8) None of these motions (except Reconsider) are in order when business is pending.
(9) Rules of order, 2/3 vote--Standing rules, majority vote.
(10) Must be proposed before debate has begun or a subsidiary motion is stated by the chair (applied to original main motions).
(11) The Incidental Motions have no precedence (rank). They are in order when the need arises.
(12) A Main Motion if made when no business is pending. 
(13) The maker of a motion may withdraw it without permission of the assembly before the motion is stated by the chair.
(14) The chair can complete a Division of the Assembly (standing vote) without permission of the assembly and any member can demand it. 
(15) Upon a call by a single member, the Orders of the Day must be enforced.
(16) Has full debate. May go into the merits of the question which is the subject of the proposed action.
PURPOSE OF MOTIONS

1. To Fix the Time to Which to Adjourn – to provide a future time and place for the continuation of the meeting in progress. If it is adopted, the assembly binds itself to meet at the appointed time and place. If rejected, it may be renewed at the same meeting after a change in parliamentary situation. 

2. To Adjourn – to formally terminate the meeting in progress. If carried, the meeting in progress is officially terminated and if rejected, the meeting continues but the motion maybe renewed after progress in business. 

3. To Take a Recess – to provide a brief intermission during the meeting. If carried, it suspends all business during the interval covered by the recess and if not, the business continues but the motion may be renewed after progress in business. 

4. To Raise a Question of Privilege  - to enable a member to secure immediate action upon a question that involves the comfort, convenience, rights or privileges of the organization or any of its members. As soon as it is raised, the business before the assembly is interrupted. If it is granted, its provisions must be executed, and the business that has been interrupted is then resumed. If not granted, the business interrupted is resumed, and the same question of privilege may not be renewed at the same meeting unless it was previously withdrawn. 

5. To Call for the Orders of the Day – to enable the assembly to bring before it for consideration nay business assigned for a particular time. If carried, the question covered   by the call is brought before the assembly for consideration and business is interrupted is set aside. If rejected, the business interrupted by the call proceeds but the call may be renewed after a change in parliamentary situation. 

6. To Lay on the Table – to set aside a pending question for consideration at a later but undetermined time. If carried, discussion is suspended on the question and on all other motions adhering to it until the main question is taken from the table. If rejected, the question remains before the assembly but the motion may be renewed at the same meeting after a change in parliamentary situation. 

7. To Call for the Previous Question – to suppress discussion on a pending question and to bring it immediately to a vote. If carried, no further action is resumed on the question to which it is applied except to have it voted upon by the assembly. If rejected, the business interrupted is resumed but the motion may be renewed after a change in parliamentary situation. 

8. To Modify the Limits of Debate - to limit the time for discussion on a pending question and to remove standing restriction in order to allow more time for discussion on a pending question. If carried, the time allotted for debate is shortened or extended, as the case may be. If rejected, the time originally allotted for debate is observed, but the motion may be renewed after a change in parliamentary situation. 

9. To Postpone Definitely – to defer the consideration of a question to a definite time in the future. If carried, it postpones the consideration of the question, together with all adhering motions to the time fixed for it. If rejected, it may not again be made on the same question unless it has been substantially modified to make it a new proposition. 

10. To Commit or Refer – to enable the assembly to secure a careful and thorough investigation of a question before it without loss of time or of its right to finally decide the same. If carried, the question, with all adhering motions, is transferred from the assembly to the committee until the latter submits its report or is discharged. If rejected, the assembly may continue to consider the question. The motion cannot be renewed unless there is a change in situation to make the question a substantially new one. 

11. To Amend – to modify a question in order to make it more satisfactory to the assembly. If carried, the amendments   becomes a part of the question to which it is applied, and the business   before the assembly is on the consideration of the question as amended. If rejected, the same amendment may not again be introduced to the same question except in a substantially modified form. 

12.  To Postpone Indefinitely – to suppress a question before the assembly without incurring the risk of having it come to a direct vote. If carried, the question to which it is applied is removed from the assembly. If rejected, it may not be applied to the same question again unless the latter is subsequently amended or substantially modified. 

13. Main Motion – to bring before the    assembly a substantive proposition for its consideration. If carried, it imposes upon the assembly the duty to obey and to carry out the subject matter of the proposition. If rejected, it may not be renewed in the same, or substantially the same, form at the same meeting or session.

14. To Take from the Table – to resume the consideration of a question that has been previously lain on the table or set aside temporarily. If carried, the question to which it is applied is brought before the assembly for consideration in the condition in which the question existed when it was laid on the table. If rejected, the question to which it is applied remains suspended, but the motion may be renewed at the same meeting after the disposition of an intervening business. 

15. To Reconsider – to set aside the vote previously taken on a question and to reopen it to a new discussion and vote. If carried, the question sought to be reconsidered is placed before the assembly as though it were introduced for the first time. If rejected, it may not be renewed with respect to the vote on the same question. 

16. To Reconsider and Have Entered on the Minutes – to suspend action on a question that has been decided by a temporary majority. Once the action is entered on the minutes, no further action may be taken on the affected question until the motion is considered at the next meeting. If upon consideration, the motion is carried, the question is placed before the assembly, as though it were introduced for the first time. If rejected, it may not be renewed with respect to the vote on the same. 

17. To Rescind or Repeal – to render null and void a question previously passed. If carried, the question to which it is applied is rendered null and void. If rejected, it may not be renewed for the same specific purpose at the same meeting. 

18. To Expunge – to express strong disapproval to an action taken by the assembly and to have it rescinded.  If carried, the question to which h it is applied is rendered null and void from the time said question was adopted. If rejected, it may not be renewed for the same specific purpose at the same meeting. 

19. To Adopt a Report – to accept or agree to a report as an official act of the assembly. If carried, it commits the assembly to everything contained in the report. If rejected, it cannot   be renewed at the same meeting unless previously withdrawn. 

20. To Suspend Rules – to allow the assembly to do something which is forbidden by the rules or some previously adopted orders of the organization. If carried, the business for which the rule has been suspended is in order. If rejected, it may not be renewed for the same question at the same meeting. 

21. To Withdraw or Modify – to enable the proposer of a motion to remove from the consideration of the assembly his own motion or to modify the same. If carried, it is as if the original question has not been made, and any motion adhering to it is likewise removed from the consideration of the assembly. If rejected, it may not be renewed on the same question at the same meeting except by unanimous consent. 

22. To Read Papers  - to allow a member to read a paper, document, or book as part of his speech. If carried, whatever is read from the paper or document becomes part of the speech of the member concerned. If rejected, it may not be renewed with respect to the reading of the same paper again at the same meeting. 

23. To Object to the Consideration of a Question – to avoid the consideration of questions which h the assembly considers irrelevant, contentious, unprofitable, or objectionable. If sustained, the question objected to may not be discussed or put. If rejected, it is as if I t had not been made, and the objection may not again be renewed on the same question. 

24. To Raise a Point of Order – to call attention to an error in the observance or enforcement of the rules or parliamentary procedure or those of the organizations. If sustained, the error is corrected accordingly. If overruled, the business proceeds, and the same question of order cannot raise on the same subject. 

25. To Raise a Parliamentary Inquiry – to be informed on matters pertaining to parliamentary law and procedure. When it is raised, the pending business is interrupted until the presiding officer answers the query or announces the deferment of an answer to it. After a parliamentary inquiry has been answered or ruled out of order, it may not be renewed. 

26. To Raise a Point of Information – to be informed of any matter related to the pending business or to the assembly and its activities. When it is made, the pending business is interrupted until the presiding officer answers the question or defers the answer to later time. After a request for information has been answered the same question may not be renewed. 

27. Appeal from the Decision of the Chair – to ask the assembly to decide whether the decision made by the presiding officer should be upheld or overruled. If the assembly sustains the decision of the presiding officer, his decision becomes final judgment of the assembly, and the appeal may not be renewed for the same purpose. If the assembly overrules the decision of the Chair, the presiding officer is compelled to reverse the same. 

28. To Divide the Assembly  - to verify the vote taken on a question or to secure a more accurate count of the vote. The result of a vote, after a recount, becomes the final decision of the assembly on the question at issue. A call for division cannot be renewed after it has been reasonably denied. 

29. To Divide the Question  - to divide long and complicated proposition into separate and distinct parts to facilitate their consideration.  If granted, the Chair submits the question to the assembly in the manner it has been divided. If rejected, it is as if no such request or motion has been made, and the same cannot be renewed on the same proposition unless it was previously withdrawn 
WRITING THE MINUTES
1. Minutes are the official record of the proceedings of a deliberative assembly, board, or committee.

2. Robert’s says that minutes “should contain a record of what was done at a meeting, not what was said by the members.”  

3. As with other parliamentary rules and devices, minutes should serve the needs of the organization and its special character.  While the parliamentary rule advises not to put the flow of discussion and debate into minutes, in practice many organizations do in fact do just that.  The minutes record not only the decisions (motions) but also the flow of discussion points, so that the rationale for decisions may be clear in the future.  The amount of such detail in minutes depends on the nature of the group and its custom.  Similarly, the minutes of many groups include comments and humorous remarks; while not technically correct, the “spirit of the group” may be enhanced and nourished by giving a personality to the minutes.

4. Who does the minutes?  Of course, the answer to this question varies with the group.  Normally a person is formally designated as the secretary or recorder to prepare the minutes.  In some groups, a staff member performs this function.  In some committees, the chair of the committee prepares the minutes.  

5. The minutes are the property of the assembly, board, or committee.  As such, after the minutes are submitted to the members at a meeting, the members approve the minutes (by a formal vote or by consent as when the chair says, “If there are no corrections or objections, then the minutes will be approved as distributed”).  In practice often a draft of minutes is circulated among the members and interested parties (such as a person who presented a report at a meeting from a subcommittee) for corrections and improvements before the final and official minutes are distributed and acted upon by the group.

6. The format should be appropriate for the group.  The first paragraph contains: 

a. The kind of meeting (regular, special, annual, or adjourned) 

b. The name of the group holding the meeting 

c. The date and hour of the meeting, and the place if it is not always the same 

d. A notation of the presence of the regular Presiding Officer and the Secretary, or the name of their substitutes 

e. Action taken on the minutes of the previous meeting (approved as read or as corrected or dispensed with, for later approval) 

7. The body of the minutes contains (each subject covered should be written in a separate paragraph): 

a. Reports of officers, boards, standing committees, and special committees 

(1) Officers (including the Treasurer's report)
(2) Board (given by the Secretary for information)
(3) Standing committees
(4) Special committees

b. Motions 

(1) Final wording of all main motions (with any adhering amendments) and any motion that brings a main question again before the assembly; also whether each was adopted, lost, or temporarily disposed of, but not if withdrawn.
(2) All notices of motions
(3) All points of order and appeals, noting whether sustained or lost, the reason for each ruling by the chair
(4) The name of the maker of important motions, but not of the seconder
(5) All subsidiary, privileged, and incidental motions (secondary motions) that were not lost or withdrawn if including them clarifies the minutes.

c. Announcements 

8. The last paragraph (a sentence) contains the hour of adjournment. 

9. The minutes are closed with the signature and title of the Secretary. 

OTHER TIPS FOR THE SECRETARY

· The name and subject of a quest speaker can be included in the minutes. Do not include a summary of the remarks. 

· Do not include what did not occur in the meeting. 

· When the minutes have been approved, the word "Approved," with the Secretary's initials should be written below the minutes. 

· When corrections are made, the error should be bracheted and the correction written on the facing page or in a wide margin. 

· Minutes can be corrected years after they are approved. 

· The Secretary should sit near the presiding officer. 

· The names of those elected or appointed to committees should be listed. 

· Motions should be recorded exactly as adopted. 

· If a motion is long or difficult to record requested that it be submitted in writing. 

· If a draft of the preceding meeting minutes are sent to all members, they need not be read unless requested. 

· The fact that a motion was seconded is not included. 

· "Respectfully submitted" is not necessary when the Secretary signs the minutes. 

FORM OF THE MINUTES

The regular meeting of the Supreme Student Government – CIT was held on Wednesday, October 25, 2004 at 2:00 P.M., at the Room 16 of Cebu Institute of Technology, the President being in the chair and the Secretary being present. The minutes of the last meeting were read and approved. 

The Treasurer reported receipts of _______ from a ______, current disbursements of ________, and a balance on hand, July 21, of _____. The report was filed. 

Niña Homerez, reporting on behalf of the Membership Committee, moved "that___________." The motion was adopted after debate. 

The special committee appointed to ___________, through its chairman, ________, a motion, which after debate was adopted as follows: "That ____________________." 

The motion relating to the _______________, was then taken up. After debate, the motion was adopted as follows: "That ________________." 

Ivan  moved "that _______________." Verna  moved to amend the motion by adding the words "_____." The motion and the amendment were adopted after debate. 

Arjay moved "that ___________." The question was postponed to the November meeting. 

Erven moved "that _____________." The motion was lost. 

Grace moved "that _____________." On motion from Marvin, the motion was referred to a committee of three to be appointed by the chair with instructions to report at the next regular meeting. The chair appointed Janice, Peloy, and Roselyn to the committee. 

The President introduced the guest speaker, Teodorico Bastida, Jr., whose subject was "________________." 

The meeting adjourned at 4:02 P.M. 

(signature) Niña Homerez, Secretary 

Approved: (date)

Corrected: (date) 

RESOLUTION MAKING 

​Resolution – is nothing more than a main motion submitted in writing. Resolutions are generally used when an   organization wishes to publish a policy, principles and, sentiments or when more formality is desired. There are two parts of a resolution, these are: 

1. Preamble  - which begins with the “Whereas.” The preamble should be limited to providing the reasons for the resolution and any background information that might strengthen it. 

2. Resolves - begins with “RESOLVED” and contains the motion to be adopted. A brief, well-written resolution is more effective than a long, windy one. It is not a parliamentary requirement, and should not be used for the sake of form. 

Example: 

WHEREAS, The use of parliamentary procedure safeguards the democratic process; and 

WHEREAS, Parliamentary procedure is complex; therefore, be it

RESOLVED, That the Supreme Student Government of Cebu Institute of Technology purchase copies of Robert’s Rules of Order for all the officers. 


The punctuation of a properly written resolution is important. Each clause is written as a separate paragraph punctuated with a semicolon. The only period appears at the end, no matter how lengthy the resolution. The beginning word of each clause in the preamble and “That” in the resolved section are capitalized. 

Acting on a Resolution 


The resolves of a resolution are stated by the presiding officer and acted upon first. They are handled like any other main motion and are open to amendment, etc. Once the resolves are adopted, the preamble is presented. The reason for presenting the preamble last is that any amendments of the resolves may require amendment of the preamble. A copy of the resolution is handed to the chair or to the secretary for the consideration by the assembly.

The presentation of a resolution maybe in either in the following manners: 


I moved that the following resolution be adopted: “Resolved, That…” or 


I moved for the adoption of the following resolution: “Resolved, That …” or


I offer the following resolution: “Resolved, That …” 

Example: 

The resolution,  “Resolved, That the Supreme Student Government of Cebu Institute of Technology purchase copies of Robert’s Rules of Order for all the officers” is on the floor. Is there any discussion? 

Mr. Chairman, “I move to amend the resolution by striking out the words ‘for all officers’ and inserting ‘for the president’.  The president states the amendment and take the vote. The SSG-CIT, being wise, defeated the amendment. The resolution was adopted. 

Parts 




Purpose 

1.  Heading 


To indicate the originating local unit 

2.  Name of Author 

To indicate authorship

3. Assigned Number 

To reflect the numerical series in the order they were discussed or approved

4. Title 


To express in one sentence the substance 

5. “Whereas” Clauses 

To provide the reason for the adoption of the resolution in logical sequence 

6. Main Resolutory Portion 
To reflect what the legislative body feels or desires

7. Second Resolutory 

To show how the resolution should reach the person or entity   that would      act on the wish of the assembly/body, including the distribution of the copy thereof.

8. Concluding Portion 
To embody the date and place of approval, the certification of the presiding officer, the attestation of the secretary, and the final approval of the chair. 

A Sample Approved Resolution 

UNIVERSITY OF THE GALAXY

Cebu City, Cebu

SUPREME STUDENT GOVERNMENT

RESOLUTION NO. 04-0001

	Introduced by Mr. Juan dela Cruz, Majority Floor Leader


RESOLUTION COMMENDING JUN MAKINTAL FOR HER EXCELLENT PERFORMANCE IN BOXING DURING THE OLYMPICS, GREECE

WHEREAS, The Philippines sent a delegation to the 2004 Greece Olympics;

WHEREAS, Jun Makalintal, a fellow Cebuana, represented the Philippines in the light-flyweight boxing division;

WHEREAS, Jun Makalintal’s sterling performance in boxing caught the attention of the world;

WHEREAS, Jun Makalintal’s feat is exemplary to his fellow Filipinos;

WHEREAS, Jun Makalintal’ example made him a strong pillar of virtue and character that forever occupy a place in the hearts and minds of the Filipino people especially the youths;

NOW, THEREFORE, On motion of Mr. Juan dela Cruz, Majority Floor Leader, upon sponsorship of Mr. Blank Cervantes, which was unanimously seconded; 

BE IT RESOLVED, as it is hereby Resolved, That Jun Makalintal be declared a brand new hero of the youths and commending his efforts that make known a Filipino and the Philippines to every nation in the world;

RESOLVED FURTHER, request that the Cebu Institute of Technology and the Cebu Provincial Government to enhance and fully support wholesome sports activities in the Province, and to ensure the development of the well being of our local athletes engaged in various sports programs as to equal if not surpass Makalintal’s performance;

RESOLVED FINALLY, that copies of the resolution be furnished to Jun Makalintal, the Amateur Boxing Association of the Philippines and the Philippine Sports Commission. 


ADOPTED unanimously, this 24th day of October 2004. 

ATTESTED: 





CERTIFIED CORRECT:

Marina Vega 






Josh Oslob 

Secretary 






Presiding Officer 

 APPROVED: 

 Arnel Borja 

President 

