Parliamentary Procedure Study Guide
Name: ___________________________________

Date: ____________________________________

1. Another name for Parliamentary Procedure is called ____________________.

2. History of Parliamentary Procedure

a. Started in the early ______________ Parliaments.

b. European settlers brought it to America.

c. In ___________ Henry Robert published a manual on Parliamentary Law. 

d. Book  ___________________________________________
e. This book is still used by __________, organizations, other groups of today as ______________ meeting order.

3. Why is Parliamentary Procedure Important?
a. It can be adapted to fit any organization.

b. Allows everyone to be ____________ and have their ________ without confusion

i. Democratic rule

ii. Flexibility (___________________ & _________________)

iii. Protection of _____________
iv. A _____________ hearing for everyone
4. Order of Business (Agenda)
a. Opening ___________ and/or Call to Order 

b. Minutes from the previous meeting are read.

c. Officer ____________ are given.

d. Special Committees (temporary)/ Special Orders

e. ______________ Business 
f. Committee Reports 
g. New Business

h. Announcements/Closing Ceremony

i. _______________
j. Entertainment/Recreation/Refreshments

5. How do _____________ have their say?
a. Make Motions

b. __________ on Motions

6. Types of Motion
a. Types of ___________
b. Present Motions (“I motion we sell Brownies”)

c. ___________ Motion (“I second that”) agree

d. Debate Motion (you give your opinions)
7. 5 General Types of Motions
a. Main Motion – introduces _____________ to be considered (I move that we purchase a camera”

b. ______________ Motions – these change or affect how the main motion is handled (voted on before the main motion)

c. Privileged Motions – these concern important matters not _______________ to pending business (I move we adjourn)
d. Incidental Motions – questions that arise from other _____________ (I move to suspend the rules for the purpose of…)

e. Motions that Bring a Question Again Before the Assembly – asking for people to ______________ decision before it’s made final. (I move to reconsider)

8. A Few Questions
a. Is it in order? (Does it _____________ to the part of the agenda we are on at that time?)

b. May I interrupt the ______________? There are times when it is ok because the motion is so important to the matter.

c. Do I need a second?  Usually YES

d. Is it debatable? You have the right to _____________ most motions.
e. Can it be _____________? Some motions can be changed by striking out or inserting words.

f. What vote is needed? ______________most times. (________ vote when it concerns your rights)

g. Can it be reconsidered? Some motions can be ______________ again to give members a chance to change their minds.  The motion to reconsider has to come from the winning side.

9. How do I present My Motion?

a. Obtain the floor. (wait turn, rise, say “Mr. (or Madam) _____________”, then you give your name.  Then the president recognizes you by repeating it.

b. Make your Motion stay on _____________, avoid personal attacks, keep it positive – I motion we DO this (rather than using DO NOT)

c. Wait for your _________ (Another member  says “I _________ that motion”)
d. The chair (pres) ___________ your motion and says (“It is moved and seconded that we…..) If there is no ______________ your motion will not be voted on or considered.

e. You can ___________ your motion

f. The Chair Puts the Question.

10. Methods of Voting
a. ____________
b. Roll Call

c. General _______________ (if there is no objection)

d. Show of Hands

e. ______________
11. More about Voting
a. A motion to Lay it On the Table

i. Postpone __________________
b. A motion to postpone indefinitely

i. Postpone __________________
12. Taps of a Gavel
a. Single Tap – members are to be _____________, after adjournment, after you have _____________ on a business item

b. Two Taps – call meeting to _______________
c. ____________ Taps – members ______________ during ceremonies

d. Series of _____________ taps – restore order (get ______________)

