Parliamentary Procedure Drill

True and False Questions

(   )
1. When reading the minutes of a meeting, the secretary should stand, address the 
    president and the members, and then read the minutes.

(   )
2. In writing up minutes of a meeting, each motion, with the name of its maker 
    and the result of the vote should be a paragraph.

(   )
3. The discussion on any motion should be included in the minutes.

(   )
4. The two essentials of any motion are that it be clearly stated and that it contain 
    only one item.

(   )
5. In seconding a motion any member may simply remain seated and say, 

    “I second the motion.”

(   )
6. When a motion is amended, a vote must first be taken on the amendment with a 
    second vote following on the main motion.


7. The minutes of a meeting should contain:

(   )

a.) The kind of meeting, whether regular or special

(   )

b.) Name of the organization

(   )

c.) Date and place of the meeting

(   )

d.) Names of presiding officers

(   )

e.) Approximate number present

(   )

f.) Motions stated and how they were disposed

(   )

g.) Signature of the secretary

Fill-in-the-Blanks

1. One of the most helpful devices for a president getting ready for a business meeting is 
    to prepare an __________________________________________________________.
2. After the reading of the minutes the president says “____________________________  
    _____________________________________________________________________.
3. After changes in minutes have been made or an opportunity to make them is offered, 
    the president says “______________________________________________________ 
    _____________________________________________________________________.
4. In introducing a motion, the correct words to use in present it are 

    “Madame President, I____________________________________________________. 

5. When discussing a motion, the person who has the floor should always address  
    remarks to the _________________________________________________________.
6. In calling a meeting to order, the chairman    ______ the table with a    _______ 

    and says  _____________________________________________________________ .
7.  In closing a meeting, the president says  ____________________________________ .
