Presiding Officer’s Basic Meeting Script

(  
The meeting will come to order. (Rap gavel once)

(  
The secretary will read the minutes of the previous meeting (If more than one set of minutes is to be read, read the oldest first).

( 
Are there any corrections to the minutes? There being none the minutes are approved as distributed (or read). (Do not ask for “additions” – any corrections would be additions).

C OR C
G
(Are there any further corrections to the minutes? The minutes are approved as corrected and the secretary will make the necessary corrections.) 

G 
The next business in order is the treasurer(s report. Will the treasurer please give the report?
G 
Are there any questions on the treasurer(s report? There being none, the treasurer(s report will be filed for audit. (The treasurer’s report is not approved or adopted.)

G  
The next business in order is the report of the executive committee.

G
Will the secretary please give the report of the executive committee. If there isn’t a report, then proceed to officers’ reports.

G  
The next business in order is reports of standing committees. The Chair recognizes _____________ to give the ____________ committee’s report. (Do not call on a committee unless it has a report to give.)

G  
The next business in order is reports of special committees. The chair recognizes _____________ to give the ____________ committee’s report. (Do not call on a special committee unless it has a report to give.)

G
The next business in order is Unfinished Business. (Don’t ask for unfinished business. The presiding officer is responsible for checking with the secretary to determine if there is any unfinished business to be put on the agenda.)

G  
Is there any new business?

G 
Are there any announcements?

G
If there is no objection and no further business, the Chair declares the meeting adjourned.

C OR C 
A motion is made to adjourn, it must be seconded and adopted by a majority vote.

Linda A. Juteau, CPP-T, PRP $ Chi Omega $June 29, 2006 $ Arlington, Virginia

