	Sample Meeting Agenda 

(Excerpted from the NAP publication The Chair's Guide: Order of Business)

I. Call to Order 

II. Opening Ceremonies (optional) 

III. Roll Call (if customary) 

IV. Reading and Approval of Minutes 

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 

X. Announcements 

XI. Program (if a program or a speaker is planned for the meeting*) 

XII. Adjourn 




	Procedure for Handling a Main Motion 

Obtaining and Assigning the Floor
1. A member rises when no one else has the floor and addresses the chair: "Mr/Madam President, Mr/Madam Chair" or by other proper title. 

A. In a large assembly, the member gives name and identification. 

B. The member remains standing and awaits recognition by the chair. 

2. The chair recognizes the member by announcing his name or title, or in a small assembly, by nodding to him. 

How the Motion is Brought Before the Assembly
1. The member makes the motion: "I move that (or 'to')..." and resumes his seat. 

2. Another member, without rising, seconds the motion: "I second the motion" or "I second it" or even "second." 

3. The chair states the motion: It is moved and seconded that ... Are you ready for the question?" 

Consideration of the Motion
1. Members can debate the motion. 

A. Before speaking in debate, members obtain the floor as stated above. 

B. The maker of the motion has first right to the floor if s/he claims it properly. 

C. All remarks must be addressed to the chair. 

D. Debate must be confined to the merits of the motion. 

E. Debate can only be closed by order of the assembly (2/3 vote) or by the chair if no one seeks the floor for further debate. 

2. The chair puts the motion to a vote. 

A. The chair asks: "Are you ready for the question?" If no one rises to claim the floor, the chair proceeds to take the vote. 

B. The chair says: "The question is on the adoption of the motion that... As many as are in favor, say 'Aye". (Pause for response.) Those opposed, say 'No'. (Pause for response.) 

3. The chair announces the result of the vote. 

A. "The ayes have it, the motion is adopted, and ... (indicating the effect of the vote)" or 

B. "The no’s have it, and the motion is lost." 
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	Thirteen Ranking Motions 

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.

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.

Main Motion 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.
Examples of ranking motions:
CHAIR (  “It is moved and seconded that the club host a Mardi Gras party next month.  Is there any discussion?”

MEMBER1 (  “I move to amend by adding, provided a costume-rental facility can provide inexpensive costumes.”  Amendment is then seconded, stated and some debate takes place.

MEMBER2 (  “I move to refer the entire question to a committee of three to be appointment by the president to investigate the feasibility of hosting this party.”  Motion is seconded, stated by the chair and debated.
MEMBER3 (  “We need time to talk this over.  I move that we recess for 10 minutes.”  Second is made.  Chair states that the motion is not debatable but is amendable and asks if any amendments.  Vote is taken and recess is allowed.

CHAIR (  (10 minutes later) “The meeting will come back to order.  The question before the assembly is that of referring the matter of hosting a Mardi Gras party to a committee.  Is there any discussion?  Debate on subject of referring allowed at this time.

MEMBER4 (  “I move to postpone further consideration of the Mardi Gras party to our next meeting.”  

Name of Motion
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Amending a Motion
1. Ways to Amend a Motion

A. Inserting words, sentence or paragraph

B. Striking out words, sentences or paragraphs

C. Striking out and inserting words

2. “Friendly Amendments”

A. All friendly amendments must be opened to debate.

B. Voted on by the entire assembly

3. Amending an Amendment

A. Use same procedure as an ordinary amendment

B. Debate, vote on and deal with this sub-amendment first then go to the original amendment.

4. “I move to amend by striking out the word, ‘new’.”  A second is needed for the motion.

5. Chair states, “It has been moved and seconded to amend by striking out the word, ‘new’.”  If this amendment is approved the motion will then read… (read without the word ‘new’ in the text).  Is there any discussion on the proposed amendment?

6. Discussion occurs and then a majority vote on the amendment.

7. Chair will then bring up the main motion once again.

How to do the following:

To introduce a subject to the assembly (  MAIN MOTION (  “I move that we buy a new computer…”

To kill or reject a motion without running the risk of voting on it (  POSTPONE INDEFINITELY (  “I move to postpone this motion indefinitely.”

To change a pending motion (  AMEND (  “I move to amend by…”

To send a matter to committee or be investigated (  COMMIT or REFER (  “I move to refer the motion to a committee of 4 to be composed of W, X, Y, and Z to investigate and report on this issue next meeting.”

To delay or put off action (  POSTPONE DEFINITELY or CERTAIN TIME (  “I move to postpone the question until our next regular meeting (or certain hour or after an event, etc.)”

To change rules of debate (  LIMIT OR EXTEND DEBATE (  “I move that debate be limited to 10 minutes (or be extended to 25 minutes or be closed at 8:15 or limited to one speech per person, etc.)”

To stop debate (  PREVIOUS QUESTION (  “I move the previous question.”

To lay aside the pending question temporarily (  LAY ON THE TABLE (  I move to lay the motion on the table.”
To bring the assembly back on track or off tangents ( CALL FOR THE ORDERS OF THE DAY (  “I call for the orders of the day.”

To address noise, microphones, member comfort, visitor conduct, etc. (  RAISE A QUESTION OF PRIVILEGE (  “I rise to a question of privilege.”

To provide for an immediate break not on the agenda (  RECESS (  “I move for a recess of 10 minutes.”

To end a meeting (  ADJOURN (  “I move to adjourn.”

To set the time for the next meeting (  FIX TIME TO ADJOURN (  “I move that we adjourn to meet at 2:15 p.m. next Tuesday in the same room.”

To enforce the rules (  POINT OF ORDER (  “Point of order!”

To reverse the decision of the chair (  APPEAL (  “I appeal from the decision of the chair.”

To determine the correctness of a voice or show of hands vote (  DIVISION OF ASSEMBLY (  “Division!”

SCENARIO #1
Want to purchase $5,000 of weight room equipment from ASWOU funds.

Make an amendment to the motion to change the amount to $6,000

Make an amendment to the motion requiring ½ the funds come from ASWOU and ½ the funds to be solicited from Athletics.
Move to send the motion to a committee after the amendment is dealt with.

Deal with an environmental issue.

Cut off debate and try for an immediate vote.

SCENARIO #2
Want to host a student government regional conference at WOU next April.

Limit debate on the issue.

Suspend rules to talk about the issue.

Return to regular rules.

Move to postpone issue indefinitely.

Ask for a recess.

Ask for an adjournment.

SAMPLE AGENDA
1. Call to order

2. Review Minutes

3. Committee Reports

4. Unfinished Business

5. New Business

6. Announcements

7. Adjournment
