
Parliamentary Procedure
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Obj tiObjectives
1 State the purposes of following1. State the purposes of following 

parliamentary procedure.
2 R i th fi b i i i l f2. Recognize the five basic principles of 

parliamentary procedure.
3. Identify steps involved with presenting 

a motion.
4. Recognize various methods of voting.
5 Differentiate among five types of
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5. Differentiate among five types of 
motions.



Objective 1Objective 1

State the purposes of following 
parliamentary procedure.y
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Why Do Groups Use Why Do Groups Use 
Parliamentary 

Procedure?
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To give 
everyevery  
member a 
h bchance to be 

heard
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To allowTo allow 
everyone to 

be abe a 
participating p p g

member in an 
orderly grouporderly group
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To establish 
and maintain 

order in a 
meeting
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To preventTo prevent 
confusion 

hwhen 
discussing 

club 
businessbusiness
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To keep theTo keep the 
meeting g
moving
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Objective 2Objective 2

Recognize the five basic 
principles of parliamentary y

procedure.
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Fi  B i  P i i lFive Basic Principles

DiscussDiscuss 
one 
bj t tsubject at 

a time.
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Five Basic PrinciplesFive Basic Principles

Allow full 
d fand free 

discussion of 
each idea 
presentedpresented.

12



Five Basic PrinciplesFive Basic Principles

Treat all membersTreat all members 
with 

justice andjustice and 
courtesy.
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Five Basic PrinciplesFive Basic Principles

Carry out the rule 
of the majority, 
and respect theand respect the 

rights of the 
minority.
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Five Basic PrinciplesFive Basic Principles

Bring together the 
wishes of allwishes of all 

group members 
to form ato form a 

cooperating, 
united club.
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Objective 3Objective 3

Identify steps involved with 
presenting a motion.g

16



M tiMotion

• A motion is a formal way to bring an 
idea, proposal, or plan of action before , p p , p
a group.

• A motion is part of an orderly way toA motion is part of an orderly way to 
conduct business using parliamentary 
procedureprocedure.

• A motion calls for discussion and action 
by the groupby the group.
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Steps to Make and 
Handle a Motion

 Discussing
 Amending
 Votingot g



A member 
who wants thewho wants the 

club to do 
thisomething 

makes a 
motion.
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The memberThe member 
must 

dd thaddress the 
President.
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The member mustThe member must 
be called on by the            
P id tPresident.
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The member may 
make a motion 

by saying “Iby saying, I 
move…”.
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The motion 
is thenis then 

seconded 
by anotherby another 
member.
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The president p
restates the motion 

and asks forand asks for 
discussion.
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DiscussionDiscussion 
is held on 
the motionthe motion.
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Repeat the 
motionmotion. 

“Are o read“Are you ready 
for the 

question?”
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A vote is 
taken to ask who istaken to ask who is 
in favor of and who 
is opposed to theis opposed to the 

motion.
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All in favor 
say “Aye;” 

all opposedall opposed 
say “No.”
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“The motion is“The motion is 
passed.”

-OR--OR-

““The motion is 
lost.”
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Before another motion can be 
made, a motion that is seconded 
must either be:must either be:

V t d•Voted on
•Withdrawn
•Amended
•Tabled
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•Tabled



To Amend a MotionTo Amend a Motion
•An amendment is recognizedAn amendment is recognized.
•The amendment is seconded.
•Discussion is heldDiscussion is held.
•A vote is taken on the amendment.
•If approved discussion is held on theIf approved, discussion is held on the 
amended motion.
•A vote is taken on the amended mainA vote is taken on the amended main 
motion.
•Any number of amendments may be

31

Any number of amendments may be 
made one after the other.



To Withdraw a Motion

B th th h d thBoth the person who made the 
motion and the person who 

d d th ti tseconded the motion must 
agree that it be withdrawn.
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To Table A Motion
If more information is needed, or there is not 
enough time to discuss and vote on a g
motion, it may be tabled.

•A member moves to table the motion.
•Another member seconds the motion.
A t i t k•A vote is taken.

•No discussion is taken, but tabling does require 
a majority vote to pass
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a majority vote to pass.



Objective 4Objective 4

Recognize various methods of 
voting.g
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V i  V tVoice Vote

• The chair asks those in favor to say, 
“Aye” or “Yes.” Those who are opposed y pp
are asked to say, “Nay” or “No.”

• The president should not ask those whoThe president should not ask those who 
are opposed to “respond with the same 
sign ”sign.
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Sh  f H dShow of Hands

• This method is recommended for small 
groups.g p

• Chair asks members who are in favor to 
raise their right hands After the count israise their right hands. After the count is 
taken, those who are opposed are then 
asked to raise their right handsasked to raise their right hands.
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Ri i  t  V tRising to Vote

• This method should be used to verify a 
voice vote and on motions requiring a q g
2/3 majority vote.

• Chair asks those in favor of the motionChair asks those in favor of the motion 
to rise. After counting, these members 
are asked to sit The chair then asksare asked to sit. The chair then asks 
those opposed to rise.
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B ll t V tBallot Vote

• This method involves writing a vote on a 
slip of paper. p p p

• This is a good way to vote for officers, 
or to vote upon controversial motionsor to vote upon controversial motions.

• The chair should appoint individuals to 
distribute collect and tally the ballotsdistribute, collect, and tally the ballots.
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Objective 5Objective 5

Differentiate among five types of 
motions.
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P i il d M tiPrivileged Motions

• These motions do not relate to the 
pending question.p g q

• However, they involve matters of such 
urgency or importance that withouturgency or importance that, without 
debate, they will interrupt the 
consideration of anything elseconsideration of anything else.
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I id t l M tiIncidental Motions

• These motions deal with questions of 
procedure and arise out of another p
pending motion or item of business. 

• With the exception of the motion toWith the exception of the motion to 
appeal from the ruling of the chair, 
they're not debatablethey re not debatable. 
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S b idi  M tiSubsidiary Motions

• These motions assist the group in 
treating or disposing of a main motion. g p g

• They can hasten action upon, delay 
action upon or modify the main motionaction upon, or modify the main motion.
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M i  M tiMain Motions

• These motions bring business before 
the group.g p

• These allow formal discussion upon an 
item of business before the groupitem of business before the group 
makes an informed decision. 
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U l ifi d M tiUnclassified Motions

• These enable certain items to be 
reconsidered. 

• In general, they are brought up when no 
business is pendingbusiness is pending.
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Conclusion & Quiz
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