


Parliamentary Procedure
Four objectives of Parliamentary Procedure:

1. Only one subject at a time may be dealt with.  This 
facilitates the

       transaction of business.

2. Extends courtesy to everyone.  Promotes cooperation 
and harmony.

3. Observes the rule of majority.  Ensures that all members 
have equal rights, privileges and obligations.

4. Ensures the rights of the minority.  Even if the majority 
has the right to decide, the minority has the right to be 
heard.



Basic Principles

A quorum 
must be 
present for 
the group to 
act.

As defined by the by-
laws

If not, then majority 
of membership

Only one 
question 
should be 
considered at 
any given 
time.

No member 
should speak 
until 
recognized by 
the chair.

The chair 
should 
maintain strict 
impartiality 
during 
discussion.
Chair can vote if it 
will affect the 
outcome



Use of the 
Gavel 

One Tap of the Gavel
•  Tells members to be seated 
•  Used to signify the passage or 

failure of a motion
•  Used to adjourn a meeting

Two Taps of the Gavel
•     Brings the meeting to order

Three Taps
•      Assembly stands

Rapid Series

•  Brings assembly back to order







Common terms
• Assembly – the body of an organization assembled to 

conduct business
• Chair – the person who presides over the assembly in a 

meeting

• Floor – the right to speak

• Question – the item of business or the motion to be decided 
by vote

• Simple Majority – 50% plus 1



Main Motion

A Main Motion 
presents ideas or 
items of business 
for consideration 
or action.




















