A fixed agenda,

or order of business, is generally followed by
organizations that use parhamentary procedure.
Here’s a typical example:

How do members
get their say?

They make motions. A motion is a proposal

1. Call to order
If a quorum® is present, the
chair (the person conducting
the meeting) says, “The
meeting will come
to order.”

2. Minutes
The secretary reads a record
of the previous meeting.

3. Officers’ reports
Officers and standing
(permanent) committees
may report on their
activities. Some only
report at annual meetings.
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4. Reports of
special committees
Special (temporary)
committees report on
the tasks for which they
were created.

5. Special orders

This is important business
previously designated for
consideration at this meeting.

6. Unfinished business

This is business that has
come over from the
previous meeting.

7. New business

New topics are introduced.

8. Announcements

[

These inform the assembly
(the people at the meeting)

of other subjects and events,
re )~

9. Adjournment

The meeting ends by a vote or
by general consent (or by the
chair's decision if the time of
adjournment was set by an
earlier vote).

that the assembly take a stand or take action
on some issue. Members have a right to:

*A quorum is the number or percentage of members that must be present for business to be ‘
conducted legally. The actual number is usually stated in the bylaws : .

Note: Some assembhes may hold electromc meetmgs such as videoconferences or
teleconferences. These assemblies may need to modify some rules for obtammg the floor,
but they should still follow the other rules of parllamentary procedure ,







