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LEADERSHIP TOOLS for BRANCHES

Tips for Efficient Meetings (Coco Siewert, PRP)
· START THE MEETING ON TIME

· HAVE CLEAR RULES OF PROCEDURE THAT ARE AVAILABLE TO EVERYONE

· DIRECT ALL COMMENTS AND QUESTIONS THROUGH THE CHAIR

· USE MAIN MOTIONS TO INTRODUCE NEW BUSINESS

· REPEAT MOTIONS FOR CLARITY 

· KNOW HOW TO USE THE MOTION TO REFER

· ANNOUNCE THE OUTCOME OF EVERY VOTE AND THE ACTION THAT WILL TAKE PLACE AS A RESULT OF THE VOTE

· STRIVE TO MAKE THE HEALTH OF YOUR BRANCH/STATE AND ITS VALUE TO THE COMMUNITY THE MAIN AGENDA

Using Motions to Move a Meeting Forward (Coco Siewert, PRP)
When a motion is appropriate you may find these assist progress:

I. To prevent action on a subject you may:
1.
Call for the orders of the day. 

2. 
Object to consideration.

3. 
Move to lay on the table.

4. 
Move to postpone indefinitely.

5. 
Move to adjourn.

II. To delay action you may move:
1. To postpone to a certain time.

2. To lay on the table.

3. To amend.

4. To refer to a committee.

5. To adjourn.

III. To stop discussion and bring to an immediate vote you may move:
1. The previous question (to stop debate).

2. To limit debate by time or number of speakers.

IV. To modify or alter a motion you may move:
1. To commit, refer, or re-commit.

2. To amend.

V. To change an action already taken you may move:
1. To reconsider.

2. To rescind or repeal.

VI. To secure rights/comforts of members or prevent breaking of rules you rise:
1. To a question of privilege.

2. To a point of order.

VII. To reverse rulings of the chair you:
1. Appeal from the decision of the chair.
VIII. To substantiate a vote (unless taken by ballot) you:
1. Call for a division of the house.

IX. To extend limits of debate or change the rules of the organization you:
1. Move to suspend the rule which -----

X. To question a speaker in debate or secure information about any business before the group you may:
1. Rise to a request for information  

Amendments (Coco Siewert, PRP)
An amendment is a subsidiary motion to change or modify a motion BEFORE a vote is taken on it

THE RULES GOVERNING AMENDMENTS ARE IDENTICAL TO THOSE OF A MAIN MOTION

1. Requires recognition.

2. Requires a second.

3. Is amendable.

4. Is debatable except when the motion to be amended is undebatable.

5. Requires a majority vote to carry.

6. May be reconsidered.

METHODS OF AMENDING

1. Insert word or phrase.

2. Strike out word or phrase.

3. Strike out and insert word or phrase.

4. Add word or phrase at the end only.

5. Substitution.

 ONE STEP AT A TIME

1. The main motion.

2. The primary amendment.

3. The secondary amendment.
After having been introduced in their stair-step order, these three interrelated motions are discussed and voted upon in reverse order.  This illustrates a precept of parliamentary law that one item of business is considered at a time.

IMPORTANT POINTS

1. There may be only one primary and one secondary amendment pending to the same motion at the same time.  An amendment to the third degree is not in order.

2. The primary amendment must be germane (closely related) to the main motion, and the secondary amendment must be germane to the primary amendment.

AMENDMENT BY SUBSTITUTION

Substitution is a method of amending.  When one or more paragraphs are replaced by another, the amendment is called a substitute.  In an amendment by substitution each amendment has a chance to be debated and amended and then a choice is made between the two.
Committees (Coco Siewert, PRP)
Kinds of committees:

*
Standing – a committee which deals with a continuing responsibility and serves a regular term.
*
Special – a committee created for a specific purpose which will go out of existence when its assignment is completed and the committee has reported.

Some general rules for the conduct of business in committees:

*
Members are not required to obtain the floor before speaking or making motions.

*
Motions need not be seconded.

*
There is no limit to the number of times a member may speak to a question.

*
Motions to close or limit debate should not be considered.

*
Informal discussion is allowed when no motion is pending.

*
The chair has the right to make and debate motions.

*
Minutes are not required, but the chair or recorder should keep notes for 

  continuity and assist in the preparation of the final report.

Committee reports should contain:

*
Description of the committee: standing or special, charge. timeframe,   
 
  membership
*
Facts and information collected: sources, data, including everything that is  
  pertinent

*
Findings and conclusions that the committee reached 

*
Recommendations which, if requiring action, should be in the form of motion(s)   
  or resolutions
The motion to refer to committee (to start up a new committee) has the following:
*
The number to be on the committee

*
How they should be selected (appointed or elected)

* 
Charge (what they are to do)

* 
When they should report

What Minutes Should Contain  (From material presented by Louise Bereskin, RP)
The first paragraph should show:

1. The kind of meeting—regular, special, annual, adjourned regular or adjourned special;.

2. The name of the organization;

3. The time, date, and place of the meeting;

4. The fact that the president (or chair) and the secretary were present or the names of their substitutes; and

5. Whether the minutes of the previous meeting were amended/approved.

The body of the minutes should include:

1. In general, they should contain only what was done, not what was said.

2. Notation that specific reports were given and related action, if any.

3. All main motions and motions to bring a matter back to the assembly.  However, motions which are withdrawn are not recorded in the minutes.

a. The name of the maker of the motion, but not of the seconder is recorded.

b. The content of the motion is recorded exactly as it was worded when adopted.  If amended, the amendments are included as part of the final wording.

c. Disposition of each motion should be clearly stated so as to indicate one of the following:

1) The motion carried (or was adopted).

2) The motion was lost (or was defeated).

3) The motion was referred to _______ (name of the committee), which was directed to report _______ (time or date).

4) The motion was postponed until ______.

5) The motion was laid on the table ______.

4. All points of order and appeals together with the reasons given by the chair for the ruling.

The final paragraph should include:

1. The hour and fact of the adjournment.
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