Parliamentary Pointers
Skillful Presiding....Carrying out the Agenda

     The presiding officer, usually the president of the organization, can skillfully set the tone for any meeting.  In presiding, this officer can lead the group through a productive session.

Call to order on time! –state “The July meeting of the _____ will come to order”.

Quorum – Determine if the quorum stated in the bylaws is present; does not have to be stated.

Approval of Agenda – “Are there corrections to the agenda?... If there are no further corrections, the agenda is adopted as printed/corrected.”

Adoption of Standing Rules – “You have a copy of the standing rules recommended by the executive committee.  If there is no objection, the rules will be adopted.  There being no objection, the rules are adopted for this meeting.”
Reading/ Approval of Minutes – “Are there corrections to the minutes?.... If there are no further corrections, the minutes are approved as printed/read.” (an assumed motion).

Reports of Officers – Call upon officers who do have reports.  Reports are not adopted.

The treasurer’s report is filed.... an annual audit report is adopted.  An officer report may recommend a motion; the motion is made by another person, not the officer.

Reports of Boards – The report is not adopted; a motion may be brought forth from a board or executive committee.  Because the board/committee is proposing the motion, no second is needed.

Reports of Standing and Special Committees – Committee reports are not adopted; again, a motion may be brought forth and no second is needed if the committee consists of more than one person.

Unfinished Business and General Orders – Items on the agenda for the previous meeting but not completed at that meeting or items postponed from the previous meeting.  The items are introduced using a motion.
New Business – “The next business in order is New Business.”  The presider recognizes members who are entitled to the floor....after they stand/raise their hand.  When motions are made, the presider states the motion and conducts discussion/debate (covered in a later column).

***The presider protects the group/assembly from obviously frivolous/dilatory motions and enforces the rules relating to debate.

***The presider expedites business by asking for motions and assuming motions (covered in a later column).

Adjournment – Usually, no motion is needed. ”If there is no further business, the meeting is adjourned.”

Presiding Tips

1.  Knowledge is strength.  A presider who is familiar with correct usage of parliamentary procedure can skillfully guide a group through many issues in a short time.

2.  A skillful presider maintains control over the progress of the meeting...and expedites business by informing the membership of correct procedures....in a diplomatic way!

3.  A skillful presider keeps the membership informed by stating the specific issue/motion being considered and the necessary steps to complete the business at hand.
Information can be reviewed in Robert’s Rules of Order Newly Revised, 11th Edition,  (RONR) pp. 351-363.
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