INTRODUCTION
Throughout this entire Guide, we focus on how to be successful in your position and within the chapter. We give you tips and advice on what works and what you can do to customize programs to fit your needs. No matter what office you hold, you need to have the support of your members to be successful. The most effective way to gain the support of the brothers is through your meetings. Whether you are the President or a committee chairman, you need to know how to organize and conduct meeting. Although this chapter is brief, the information is valuable. 

In this chapter, we have included outlines for chapter and committee meetings and an explanation of the parliamentary process. The parliamentary process is an important part any meeting; therefore, study this section carefully. The Fraternity believes that every member should enjoy the same benefits. We do not operate on a ranking system, and neither should our meetings. Therefore, when a motion is on the floor, every member should have the opportunity to voice his opinion.

A final note before plunging into this chapter. Always be prepared. Even though you may have the outline committed to memory, have a brief outline with you at every meeting until you feel comfortable without one. The last thing you want to happen is to loose your train of thought. You need to look and act as a leader who is confident and in control. If you can do this, you will be successful.

PRESIDING OFFICER
The President or in his absence the Vice President shall preside at all meetings of the chapter. His duties and powers as presiding officer are:

1. To conduct the ritualistic work at all formal meetings. 

2. To assist the Sergeant at Arms in maintaining order at all times during the meeting. He has the power to fine an offender for disturbing the order of meetings, in a manner and in an amount prescribed by the bylaws of the chapter. 

3. To familiarize himself with common rules of parliamentary law for the orderly conduct of the meeting 

4. To carry out all other duties as described in "The Chapter President" guide in the Chapter Leadership Guide

 

CHAPTER MEETING ORDER OF BUSINESS
The meeting should be conducted in the following order:

1. Opening ceremonies. 

2. Roll call. 

3. Introduction of visiting members. 

4. Reading and approval of minutes of the previous meeting. 

5. Reports of the officers. 

6. Reports of the regular committees 

7. Reports of the special committees 

8. Unfinished business. 

9. New business. 

10. Proposals for membership. 

11. Report of the chapter advisor. 

12. Suggestions for the good of the order. 

13. Closing ceremonies.

 

OTHER COMMITTEE MEETING AGENDAS
The following committee meetings should be conducted in the following order:

Executive Committee Meeting Agenda:

1. Roll call. 

2. Reading and approval of minutes of the previous meeting. 

3. Reports of the officers. 

4. Unfinished business. 

5. New business. 

6. Review of goals for the semester. 

7. Suggestions for the good of the order. 

8. Adjourn.

Administrative Committee Meeting Agenda:

1. Roll Call. 

2. Reading and approval of minutes of the previous meeting. 

3. Reports of the committee chairmen. 

4. Unfinished business. 

5. New business. 

6. Review of the goals for the semester. 

7. Suggestions for the good of the order. 

8. Adjourn.

Finance Committee Meeting Agenda:
Roll Call.

Reading and approval of minutes from the previous meetings.

Treasurer’s report on chapter’s financial status.

A. Current accounts receivable. 

B. Current accounts payable.

C. Current state of the budget.

Unfinished business.

New business.

A. Petitions for disbursement from committee chairmen 

B. Petitions for revised payment plans.

C. Gather new business.

Adjourn

 

PARLIAMENTARY PROCEDURE
It is not within the scope of this guide to give an exhaustive explanation of to parliamentary procedure. The members of the chapter and especially the Sergeant at Arms as chief parliamentarian, should be thoroughly familiar with the important discussions pertaining to this subject found in Robert’s Rules of Order. In the following paragraphs, an attempt will be made to discuss some of the more fundamental concepts regarding motions.

MOTIONS

Method of Making a Motion:
A member who desires to make a motion should rise and address the chair by the title. When the chair has recognized him by calling his name, the member proceeds with his motion. The chair should insist upon this procedure and should require, for the sake of the order, that all business brought up in meeting requiring the vote of the chapter should be put in the form of a motion before any discussion is held on the business.

Form of Motion:
The usual form a motion takes is, "I move that...," with the action proposed in the motion then stated. A long or very important motion should be in writing to facilitate accurate recording by the secretary. Such a motion is usually put in the form of a resolution.

Seconding a Motion:
Motions generally require a second before they are brought before the chapter for consideration. The seconder need not wait for recognition from the chair, nor need he rise for recognition. He merely calls out, "I second the motion," or "I second it." Nominations or inquiries of any kind do not require a second.

Stating the Question:
After the motion has been made and seconded, the chair states the question, repeating the question in this manner: "It has been moved and seconded that..." On certain occasions, it may be necessary for the chair to state the question after the motion has been made but before it has received a second. Such an occasion may arise when the meeting is being held in a large hall, where some of the members may not have heard the motion.

Discussion:
No discussion may be held on the motion until the question has been stated by the chair. Then if the motion is debatable, discussion and debate may follow. Following are some simple rules for discussion:

1. The mover is allowed to speak first. 

2. Direct all comments to the presiding officer. 

3. Keep to the time limit for speaking 

4. A member may speak again after all other speakers are finished. 

5. A member must be recognized by the chair before he may discuss a motion. Any member who is not recognized is out of order.

The presiding officer is responsible for maintaining order and must prevent discussion by members who have not been recognized by the chair. Debate or discussion must be restricted to the merits of the immediately pending question, which is the one last stated by the chair. All remarks made in the debate or discussion must be addressed to the chair. rather than to other members in the meeting. The officer should not be referred to by name, but by office and no question of motives should be discussed -- only the merits of the particular question pending. The chairman should not take an active part in debate on any controversial issue but should limit his activities to guiding the debate and maintaining orderly discussion.

Kinds of Motion:
A motion which introduces a particular subject or brings it before a meeting for consideration is called a main motion. Such a motion is debatable and is subject to amendment. Gather motions, except other main motions, may be made while a main motion is pending. In other words, a main motion does not take precedence over other motions and, likewise, cannot be made when any other question is before the chapter meeting.

Motions which arise out of other motions are known as incidental or subsidiary motions. These must be acted upon by the meeting before action is taken on the main motions to which they apply. In other words, they take precedence over a main motion.

A few motions may not be debated or amended. When made, they take precedence over all other motions and must be acted upon at once. They are called privileged motions.

Finally, a motion made as a friendly amendment need not be debated or voted upon by the chapter. Its acceptance or refusal by the mover of the motion is all that is necessary to accept it or dismiss it.

For a complete discussion and explanation of the various types of motions, it is recommended that the members of the chapter refer constantly to Robert’s Rules of Order.

VOTING
There are four principal methods of voting on a motion:

Voice. 

Show of hands.

Rising

Secret ballot.

 

Counting the Vote:
When the vote is taken by voice, by rising, or by show of hands, the affirmative vote is first called; then the negative vote is taken; and then a call for abstentions is made. In a small group, the chairman may count the vote himself In a large group, however, the chairman should appoint tellers to assist in counting the vote.

When the vote is by ballot, the Guide shall count the ballots. In counting ballots, blank ballots are disregarded. Fraudulent or illegal votes are counted in the total number of votes cast, but are not counted in favor of any candidate.

A member may change his vote at any time before the total vote is finally announced. After the vote has been announced, the member may change his vote only with the consent of the chapter. Ordinarily, the chairman does not vote except when his vote would be decisive -- for instance, when it would break a tie vote.

Dispensing with Formal Vote:
The formality of voting may be dispensed with on questions of small importance, if the meeting is in general agreement about the matter to be decided. In such case, voting is said to be by general consent. For example, when the minutes have been read, a vote of approval and adoption may be assumed after opportunity for corrections has been given and necessary corrections made. The chairman need not require a vote of adoption, but instead usually says, "If there are no (further) corrections, the minutes shall stand approved as read."

Quorum:
Normally, the chapter bylaws will specify what constitutes a quorum. Usually, two-thirds or more of the total active membership is specified. The act of the majority present at any meeting at which there is a quorum is the act of the chapter, except as may be specifically provided for otherwise in the Constitution and Bylaws or the bylaws of the chapter. No business should be transacted at any meeting unless a quorum is present.

SUGGESTIONS FOR PRESIDING OFFICERS

Leader:
The presiding officer should first realize that he is in charge of all meetings of the chapter and should conduct himself in such a manner that all members are made to realize this fact. This can be done diplomatically, without antagonizing the members.

Parliamentary Procedure:
The presiding officer should be familiar with the fundamentals of parliamentary procedure, even though a deep knowledge of the technicalities of this subject is not necessary. He should know the order of precedence of motions and which motion is necessary to state a particular object of business; however, he should use this knowledge only to maintain order in the conduct of the meetings and not for the purpose of his own hidden agenda. It is fundamental that the presiding officer know how and when to bring it to a vote.

Discussion:
The presiding officer should never allow any discussion by a member who has not received recognition in the proper manner from the chair; nor should he allow discussion that is not strictly relevant to the motion under consideration.

Agenda:
The presiding officer should have the agenda of the meeting thoroughly in mind, if not written, before the meeting is called. To do this, he should meet with the executive committee to discover what business is to come up at each meeting of the chapter. It may be advisable for him to appoint one man to make the motion which introduces each particular bit of business. For example, if a motion is to be made pertaining to academic affairs, the presiding officer may designate the academic affairs chairman to make a motion. A plan such as this helps the presiding officer to organize his meetings and to anticipate the issues. It also serves to make the meeting more orderly and insures a greater amount of business being considered at the meeting time.

Special Committees:
When a motion is made which brings up a new plan or scheme not directly connected with the duties of one of the officers or committee chairmen, the presiding officer should immediately appoint one man, preferably the man making the motion, to assume the responsibility for carrying out this plan. The presiding officer should require that the chairman of the new committee submit a progress report at the next meeting, and, if unsatisfactory progress has been made, the appointee should be removed and another installed immediately. A presiding officer should never allow a worthwhile plan to cool off or allow it to become disorganized by failing to allocate authority and responsibility. When the plan has been carried out successfully, the presiding officer should see that a motion of commendation is made and recorded in the minutes of the chapter meetings.

Moderator:
The presiding officer should never enter into the discussion of controversial issues. His role should be that of moderator, throwing out leading questions to the group, but never indicating a preference for one side or the other. He is likely to promote factionalism if he joins forces with one side, and, thereby lose his effectiveness as leader of the entire group.

