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Hello!

Welcome to the Washington FBLA guide to
Parliamentary Procedure! Parliamentary
Procedure is used by numerous companies and
organizations around the world to facilitate and
maintain order during meetings. Washington FBLA
follows Robert’s Rules of Order Newly Revised
during chapter meetings. It is important to uphold
this set of rules to ensure that meetings remain
organized, respectful, and productive. In this
guide, you will learn the core principles of
parliamentary procedure. This guide serves as a
resource for chapters on how to effectively run
chapter meetings and as a manual for members
on the basics of parliamentary procedure.

Thank You!

Kayla Wijesekera
2024-2025 State Parliamentarian

* Amended by Deagan Martinsen
2025-2026 State Parliamentarian



RILIAMIENTZARY
PROCEDURE

6 Principles for Success

MOTIONS:

A proposal that the
organization takes some
kind of action.

O

AMENDMENTS:

Used to modify the
wording of a pending
motion.

VOTE

QUORUM:

Established minimum
number of members that
must be present for any
business to occur.

a pending motion.

ﬁO DEBATE:
’ ﬁ Discussion of the merits of

VOTING:

Methods to determine the
outcome of a proposed
motion.

AGENDA:

Order in which Items of
business are considered or
introduced.



ROLES &
RESPORNSIBILNMIES

Depending on the chapter, some positions may be added or subtracted
to ensure that meetings run effectively. The only necessary positions to
hold a meeting are the presiding officer (Chair), usually the President and
someone to record the minutes (usually the Secretary).

Preside over meetings,
President/Chair facilitate discussion,
processes motions and
keeps order

Vice President/ Fulfills the president's
Substitute Chair

duties in their absence
and assists the president

Take detailed notes
during the meeting
(meetings), assist the
Secretary chair with facilitating
meetings and ensuring
that everything runs
smoothly

Manage and report on
finances at each
meeting



A motion is a formal proposal put forth
by a member of the organization to
bring a matter before the assembly. \\

There are 2 types of main motions:
Original Main Motions and Incidental
Main Motions.

e Original Main Motions introduce
new business to the assembly for
consideration.

e Incidental Main Motions, are
incidental to or relate to the
business of the assembly or it’s
past or future action,

Main Motions have the lowest
precedence over the other motions.

MOTIONS



There are 7 subsidiary motions™:

MOTIONS

Lay on the table- to temporarily set an
issue aside to be brought back again
later in the same meeting or the next
The previous question- to end all
amendments and debate, and move to
an immediate vote

Limit or extend the limit of debate-
Modifies the time limit for debate
Postpone definitely or to a certain time-
debate a matter at a later meeting or
later on in the same meeting

Commit or refer- to refer to a
committee for discussion / investigation
Amend- to alter a pending matter
Postpone indefinitely- used to “kill”/or
dispose of motion without a direct vote

on it.
:'.',',':]
*in order of precedence




These motions deal with questions relating to
procedural matters of a pending motion.

ex. Point of order’: if a member feels that the
rules are being violated they can call Point of
order- this must be ruled on by the chair

These motions take precedence over
all motions. They do not relate to the
pending matter, but may be urgent
and must be dealt with immediately.
ex. Motion to Recess’: if a member
feels that a break is needed while a
meeting is in progress, they can move
to recess- this would be considered
privileged because it might need to be
address immediately while other
business is pending

MOTIONS



6 Steps I Handling
a Motion

1. "I move that we hold
a community food drive.”

2.

“Second.”

3. “It’s been moved
and seconded that we hold a community food
drive.”

4. members can
debate the motion. The first to debate is the
maker of the motion if they rise and address
the chair. After that, all those who want to
debate must also rise and address the chair.

5. There are 4 main types of
voting- voice vote (aye or no), show of hands,
rising vote and ballot.

6. “The ayes
have it and the motion adoptedz.”




TIPS FOR
MAINTAINING ORDER

lcebreakers: open your meefing with an icebreaker to foster
a comfortable environment and build connections

Establish a Designm‘ea/ Time/eee/aer-' have a member /eee/a
fime a’uring the mee*ing so H;ey can alert the officers when
to move on from a subjeml

Encoumge Par*icipa*ion-’ encourage members fo share their
olbinions, make sure not /eeelp the discussion on/y between
officers

Use Visuals: prepare a slideshow or Pos%ers fo /eeelp
members engaged and inferested

Offer Incentives: Incentives are a gremt way fo ge*
members H»rough the door! Consider a treat or raffle for
your next mee*ing

Have a Clear Agena/af establish a clear agena/a before the
mee*ing and share it with the other officers to avoid

confusion




Sample Agenda
Order of Business (MRS SUN)

. Reading and Approval of
Minutes

ll. Reports of Officers,
Boards and Standing
Committees

lll. Reports of Special
Committees

IV. Special Orders
V. Unfinished Business and
General Orders

VI. New Business
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CLASSIC WORK on PARLIAMENTARY PROCEDURE
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IN BRIEF

MADE SIMPLE AND EASY

AR LSYA R E VT SR

The Only

Authorized

12tH EDITION Guide
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