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6.

12.

REPORTS OF OFFICERS, COMMISSION CHAIRS, STANDING (Permanent)COMMITTEES
The Presiding Officer calls for reports of the Officers..........given in order of rank,
President, Vice President, etc. Reports are called ONLY if there is one to make.

“Now we will hear 2 minute reports from each of the Commission Chairs.”
{Thank each Chair for report and the excellent jobs they are doing)

REPORTS OF SPECIAL COMMITTEES

“The next business in order will be the reports of the Special Committees. Will the
committee on (Convention Guidelines make its report?. (Repeat until all Special
Committee reports are heard)

NOTE: If there is a recommendation, the committee chair should say: “I move the
adoption of the recommendation to..............”, NO SECOND IS NEEDED IF IT IS EROM A
COMMITTEE OF MORE THAN ONE PERSON. Requires a Vote.

SPECIAL ORDERS (Matters that have been assigned a priority, i.e., Recess for Lunch, etc.)

UNFINISHED BUSINESS (Matters introduced at a previous meeting)

The presiding officer does not announce unfinished business, nor does she ask if ther is
any unfinished business. The minutes should show if ther is any business to be finished,
and if there is, the presiding officer should be aware of this and state what it is:

“Under unfinished business, our annual budget was presented for consideration at this
meeting. Is there any discussion?” Then process motion in usual manner

- NEW BUSINESS (Items listed on Agenda or initiated in the present meeting)

“The next business in order is new business.” Call on chairman to report. Before moving
on the presiding officer should ask, “Is there any other New Business?”

. ANNOUNCEMENTS

If the presiding officer has any announcements to make, she makes them FIRST, then
asks: “Are there any announcements?”

ADJOURNMENT (By consensus)

“If there is no further business to come before the meeting, and if there is no objection,
the meeting will adjourn. (PAUSE) “The meeting is adjourned.” If using a gavel, tap gavel
once.)
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PARLIAMENTARY PROCEDURE
ORDER OF BUSINESS
(Blueprint for Meetings)

The following will enable a Presiding Officer to conduct a meeting according to Rules of
Parliamentary Procedure by using the proper words and phrases to be used.

A Presiding Officer Meeting “Script”
1. CALLTO ORDER
Rise and tap the gavel once with emphasis..................
“The (regular, special, or annual) meeting will please come to order”

2. OPENING EXERCISE (Optional)
“We will open the meeting with..... prayer, invocation, Scripture, Prayer to Our Lady of
Good Counsel, Pledge of Allegiance to the Flag of the United States of America.”
Introductions may follow.

3. QUORUM ESTABLISHED (Number necessary to legally transact business as stated in your bylaws)
“Madam Secretary, is there a quorum present?” or the Secretary may say before being
questioned — “Madam President, there is g quorum present”

4. MINUTES
“The next business in order will be the approval of the minutes of the previous meeting.”
(Sometimes the Secretary reads the minutes, sometimes they are read silently, or have
been mailed or emailed.)
“Are there any corrections to the minutes?” There being no corrections to the minutes,
they stand approved as read (or handed out or mailed or emailed).”
If there » say, “The minutes stand approved as corrected.”
“The correspondence not requiring action will be read at this time by the Secretary.......
Thank you, Roz.”

5. TREASURER’S REPORT
“We will hear the report of the Treasurer” Treasurer reads report.
“Are there any “Questions?” (If so, the Treasurer or President answers them.)
“The Treasurer’s report will be filed for audit.”
NOTE: When an Auditor’s Report is given, it is adopted by a motion, or by general
consent

“Are there any bills to be submitted for payment ?” (Non-budgeted items require a motion to be
paid.)
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