
HOW TO CONDUCT A MEETING

1.
Call the Meeting to Order
The Presiding Officer takes the Chair, raps the gavel once, and waits for the assembly to come to order.  The presiding officer is responsible for determining that a quorum is present before beginning the meeting. 

2.
Opening Ceremonies
If an invocation, Pledge of Allegiance, or ritual associated with the organization is to be given, the Chair will introduce the individual(s) who will do so. Invocation is given first, then the Pledge. 

3.
Reading and Approving Minutes
The Chair calls upon the secretary to read the minutes (if required) or calls for corrections if the minutes have been previously distributed. If there are no corrections, the minutes are approved as read/distributed. If corrections to the minutes are required the Chair instructs the secretary to make them.

If a correction is controversial, a motion to make the required correction is in order. It requires a second, is debatable and amendable, and it takes a majority vote to approve.  

If a motion is made to approve the minutes, a second is required, it is debatable and amendable, and it requires a majority vote. However, if there appears to be no discussion the Chair may assume a motion to approve the minutes.

4.
Treasurer's Report
The Treasurer's report is usually presented after the minutes are approved.  The Chair asks if there are any questions regarding the Treasurer’s report. The report is not approved, but is filed for audit.

5.
Officers’ Reports
Officers’ reports are presented at this time.  The Secretary is called upon to read any correspondence that does not require action. If action is required, the correspondence should be read by the Chair.

If an officer’s report contains a recommendation, a member should make and move the adoption of an appropriate motion.

6.
Executive Committee (Board) Report
Executive Committee (Board) reports may not be necessary at every meeting. However, if any action needs to be taken as a result of the Executive Board’s Report, any motion made would not require a second.

7.
Standing Committee Reports
The Chair should determine in advance which committees will be giving reports. Only those committees having reports are called in (in the order in which they are listed in the Bylaws.

If any action is required as a result of the committee’s report, the committee Chairman should present the motion (which does not require a second) and move that it be adopted. 

8.
Special Committee Reports 

See number “7” above for procedure.

9.
Special Orders
Special orders consist of those items which are required by the Bylaws to be taken up at specific meetings (such as nominations and elections).

10.
Unfinished Business and General Orders
Items which were not finalized or reached during the last meeting are introduced under unfinished business (not “old” business).

11.
New Business
New business consists of any item or topic which has not been brought up for discussion previously. To introduce new business requires that a main motion be made and seconded. Depending on the nature of the motion it is then debated, amended, and the vote taken.

12.
Announcements
Announcements of general interest to the membership can be made at this point in the meeting. However, this does not prevent the Chair from making an urgent announcement at other times during the meeting.

13.
Good of the Order
At this point in the meeting, members may discuss items of general interest to the welfare of the organization (such as informal observations regarding the work of the organization, etc.). If a motion is required, it is considered just as any main motion would be considered under new business.

14.
Adjournment
If the Chair determines that there is no further business to come before the meeting, the Chair can assume a motion to adjourn. If a motion to adjourn is made, it must be seconded, is not debatable (see RONR p. 230-32 for exceptions) or amendable and requires a majority vote for adoption.
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