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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 Parliamentary Procedure? 

Because ƛǘΩǎ ŀ ǘƛƳŜ ǘŜǎǘŜŘ ƳŜǘƘƻŘ ƻŦ ŎƻƴŘǳŎǘƛƴƎ ōǳǎƛƴŜǎǎ ŀǘ ƳŜŜǘƛƴƎǎ ŀƴŘ ǇǳōƭƛŎ ƎŀǘƘŜǊƛƴƎǎΦ  Lǘ 

Ŏŀƴ ōŜ ŀŘŀǇǘŜŘ ǘƻ Ŧƛǘ ǘƘŜ ƴŜŜŘǎ ƻŦ ŀƴȅ ƻǊƎŀƴƛȊŀǘƛƻƴΦ  ¢ƻŘŀȅΣ wƻōŜǊǘΩǎ wǳƭŜǎ ƻŦ hǊŘŜǊ bŜǿƭȅ 

Revised is the basic handbook or operation for most clubs, organizations, and other groups.  So 

ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ŜǾŜǊȅƻƴŜ ƪƴƻǿ ǘƘŜǎŜ ōŀǎƛŎ ǊǳƭŜǎΗ 

The method of conducting business used by members is in the form of motions.  A motion is a proposal 

that the entire membership takes action or stand on an issue.  Individual members can (which means): 

1. LƴǘǊƻŘǳŎŜ Ƴƻǘƛƻƴǎ όά²Ŝ ǎƘƻǳƭŘ Řƻ ǘƘƛǎΧέύ 

2. {ŜŎƻƴŘ Ƴƻǘƛƻƴǎ όάL ŀƎǊŜŜΣ ǿŜ ǎƘƻǳƭŘ ǘŀƭƪ ŀōƻǳǘ ǘƘƛǎέύ 

3. 5ŜōŀǘŜ Ƴƻǘƛƻƴǎ όάL ǘƘƛƴƪ ǿŜ ǎƘƻǳƭŘκǎƘƻǳƭŘƴΩǘ ǎǳǇǇƻǊǘ ǘƘƛǎ ōŜŎŀǳǎŜΧέύ 

4. ±ƻǘŜ ƻƴ Ƴƻǘƛƻƴǎ όάL ǎǳǇǇƻǊǘκŘƻ ƴƻǘ ǎǳǇǇƻǊǘ ǘƘƛǎέύ 

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. Raise your voting placard. 

b. Wait for the Chairman to recognize you. 

2. Make your motion 

a. Speak in a clear and concise manner. 

b. !ƭǿŀȅǎ ǎǘŀǘŜ ŀ Ƴƻǘƛƻƴ ŀŦŦƛǊƳŀǘƛǾŜƭȅΦ  {ŀȅΣ άL ƳƻǾŜ ǘƘŀǘ ǿŜΧέ ǊŀǘƘŜǊ ǘƘŀƴΣ άL ƳƻǾŜ ǘƘŀǘ ǿŜ Řƻ ƴƻǘΧέΦ 

c. Avoid Personalities and do not provide support to the motion at this time. 

3. Wait for someone to second your motion 

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

b. If there is no second to your motion, it is lost. 

4. The Chairman states your motion 
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a. ¢ƘŜ ŎƘŀƛǊƳŀƴ ǿƛƭƭ ǎŀȅΣ άLǘ Ƙŀǎ ōŜŜƴ ƳƻǾŜŘ ŀƴŘ ǎŜŎƻƴŘŜŘ ǘƘŀǘ ǿŜΧέ ¢Ƙǳǎ ǇƭŀŎƛƴg the motion before 

the membership for consideration. 

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

c. hƴŎŜ ȅƻǳǊ Ƴƻǘƛƻƴ ƛǎ ǇǊŜǎŜƴǘŜŘ ǘƻ ǘƘŜ ƳŜƳōŜǊǎƘƛǇ ōȅ ǘƘŜ ŎƘŀƛǊƳŀƴ ƛǘ ōŜŎƻƳŜǎ άŀǎǎŜƳōƭȅ 

ǇǊƻǇŜǊǘȅΣέ ŀƴŘ Ŏŀƴƴƻǘ ōŜ ŎƘŀƴƎŜŘ ōȅ ȅƻu without the consent of the members. 

5. Expanding on your motion 

a. The time for you to speak in favor of your motion is at this point in time, rather than when 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. Whenever possible, discussion alternates Pro/Con. 

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

Chairman. 

6. Putting the question to the membership 

a. ¢ƘŜ /ƘŀƛǊƳŀƴ ŀǎƪǎΣ ά!ǊŜ ȅƻǳ ǊŜŀŘȅ ŦƻǊ ǘƘŜ ǉǳŜǎǘƛƻƴΚέ ƻǊ ŀ ƳŜƳōŜǊ Ŏŀƭƭǎ ǘƘŜ ǉǳŜǎǘƛƻƴΦ 

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

Voting on a motion: 

 The method of vote depends on the situation.  There are five methods used to vote, they are: 

1. By Voice ς ¢ƘŜ /ƘŀƛǊƳŀƴ ŀǎƪ ǘƘƻǎŜ ƛƴ ŦŀǾƻǊ ǘƻ ǎŀȅΣ άŀȅŜέΣ ǘƘƻǎŜ ƻǇǇƻǎŜŘ ǘƻ ǎŀȅ άƴƻέΦ 

2. By Roll Call ς 9ŀŎƘ ƳŜƳōŜǊ ŀƴǎǿŜǊǎ άȅŜǎέ ƻǊ άƴƻέ ŀǎ Ƙƛǎ ƴŀƳŜ ƛǎ ŎŀƭƭŜŘΦ  ¢Ƙƛǎ ƛǎ ǳǎŜŘ ǿƘŜƴ ŀ 

ǊŜŎƻǊŘ ƻŦ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ǾƻǘŜ ƛǎ ǊŜǉǳƛǊŜŘΦ 

3. By General Consent ς When ŀ Ƴƻǘƛƻƴ ƛǎ ƴƻǘ ƭƛƪŜƭȅ ǘƻ ōŜ ƻǇǇƻǎŜŘΣ ǘƘŜ /ƘŀƛǊƳŀƴ ǎŀȅǎΣ άLŦ ǘƘŜǊŜ ƛǎ 

ƴƻ ƻōƧŜŎǘƛƻƴΧέ  ¢ƘŜ ƳŜƳōŜǊǎƘƛǇ ǎƘƻǿǎ ŀƎǊŜŜƳŜƴǘ ōȅ ǘƘŜƛǊ ǎƛƭŜƴŎŜΤ ƘƻǿŜǾŜǊΣ ƛŦ ƻƴŜ ƳŜƳōŜǊ 

objects, the item must go to a formal vote. 

4. By Division ς This slight variation on a voice vote calls for members to raise their hands or stand. 

5. By Ballot ς 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, but it will only work if it is used properly. 

1. Only allow motions that are in order. 

2. Have members obtain the floor properly. 

3. Speak clearly and concisely. 

4. Obey the rules of debate. 

5. Most importantly, BE COURTEOUS. 
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Decorum during debate: 

1. The maker of the motion has the first right to debate the motion. If another member rises 

instead of the maker of the motion, the chair should ask if the maker would like to speak before 

he assigns the floor to the member rising for recognition. 

2. Remarks in debate must be confined to the merits of the motion. This means it must have 

bearing on the motion or be "germane" to the motion concerning its adoption. 

 

Example: When members debating having a car wash to raise money for the dance fund, it 

would not be germane for a member to stand and talk about sending delegates to the state 

convention unless this had some bearing on the motion not being adopted. 

 

3.  In debate members can't attack or question another's motives. However the member can 

question the consequences of the motion. Members can not in debate state that another's 

statement is false or call another member a liar. He can say that there is strong evidence that a 

member is mistaken or that in his research he has found something else to be true. 

4.  Members must address all remarks through the chair. That means that they can't address each 

other or ask questions of each other but must ask the question through the chair by the 

procedure of a POINT OF INFORMATION. 

5. aŜƳōŜǊǎ Ƴǳǎǘ ŀǾƻƛŘ ǳǎƛƴƎ ƳŜƳōŜǊǎΩ ƴŀƳŜǎΦ Lƴ ŘŜōŀǘŜΣ ŀ ƳŜƳōŜǊ Ŏŀƴ ǎŀȅ ϦǘƘŜ ǇǊŜǾƛƻǳǎ 

speaker" or the "delegate from ...." When addressing officers or referring to an officer, the 

member should state "the president", "the secretary", "the treasurer". For example, "Will the 

secretary please read us the motion in its final form?" "Will the treasurer please tell us how 

much money we have allotted for this event?" However, a member in debate can say "I....." It is 

only in referring to others that it is kept in the third person. 

6. Members must refrain from speaking adversely on a prior action not pending unless the motions 

to rescind, reconsider, or amend something previously adopted are pending. Or unless he is 

concluding his remarks by giving notice that he will rescind, reconsider or amend it. 

7. A member can't speak against his own motion, but can vote against it. 

8.  A member must sit down if debate is interrupted by a point of order or the chair rising to make 

a ruling. 

9.  A member must not disturb the assembly during debate -- that means no cross talk between 

members while another is speaking. 

10. In debate a member can read from a paper as along has no one objects or he has the permission 

of the assembly. 

 


