THE MEETING WILL COME TO ORDER

Simplified Guidelines for Parliamentary Procedure

Some Important Terms & Definitions
Convene: To call the meeting to order.

Debate and Discussion: Debating or talking about a motion or question.

Division: Count the vote again. It may be requested by any member after the chairperson has announced the outcome of a vote when the count is not definite, generally after a voice vote. The member need not be recognized nor need to rise when calling “Division”.

Has the Floor: When a member has been recognized by the chair, he or she has the floor. A member should, in only rare instances, be interrupted; he or she may yield the floor to someone else if he or she so desires.

Majority: More than half the votes cast; used in elections and on most motions.

Meeting: A meeting of an organization in an assembly of its members for a time during which they do not separate longer than for a recess of a few minutes or do not separate at all. A time during which the business of an organization is conducted.
On the Floor: A motion is on the floor when it is being considered by the assembly.
Question: When a member calls, “Question,” he or she means “I am ready to vote on the 

motion.” It does not close discussion, but expedites it.
Withdraw a Motion: A motion permitting a previous motion to be withdrawn. If the maker of a motion refuses to withdraw the motion, that motion cannot be withdrawn. Any member may move to withdraw a motion. The maker of the motion must agree to the withdrawal of his or her motion. If the motion to withdraw is made before the chairperson states the motion for the assembly, only the maker of the motion and seconder need to agree upon the withdrawal. If the motion to withdraw is made after the chairperson states the motion for the assembly, the maker and the entire assembly must be consulted for its withdrawal.
Yield the Floor: A member who has the floor may yield the floor to another member; in so doing, the former surrenders his or her right to continue speaking at that time.
