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The Process for Approving the Minutes

How Officer and Committee Reports are
LEARNING Presented
OBJECTIVES

What is Unfinished Business

What is New Business

How to Manage Debate in a Meeting
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This action
signals the
beginning of the
actual agenda

The Chair says,
Start on time One rap of gavel “The meeting will
come fo order.”
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LORD,
| need: Your Presence, Your
grace, Your awareness, to
praise You, Your truth, Your
wisdom, and Your protection.
AMEN.
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ESTABLISH A QUORUM g

CHECKLIST

® Attendance sign-in

® Roll Call

® Adoption of the Agenda
® As presented

® As amended
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is adopted as

The agenda is adopted as

amended.
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and General Orders

ew Business
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No motion is
" required
the minutesé” b
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report

the order listed

Special committee report in the order created

Reports
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Slelelgfl[sReiiesls second required

1o MOV e O Example: On behalf of the Stewardship and

(except hisfoRiG SN Finance Commission, | move the adoption of

the proposed 2021-2022 budget.
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Created pursuant to Automatically cease to
the bylaws or by a exist at the completion
motion of the of their task and
assembly if the bylaws presentation of their
are silent final report

Cannot be assigned a

task that is listed in the

bylaws for a standing
committee

Created for a
particular purpose
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required by the
bylaws to be handled at ?
a particular meeting
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UNFINISHED BUSINESS & GENERAL ORDERS

N

ltems on the

ltems th
agenda that were ems that were

postponed from
the last meeting

not completed at
the last meeting
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Chair:

Member A

Chair:

(Stands): | move that we purchase a new
laptop computer and printer for the secretary

(Seated): Second!
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CONTROL
DEBATE

Speak no more than twice on the same question on the
same day

Limited to 10 minutes per speech

No member can speak a second time on an item so long
as another member is requesting the floor to speak the

first time on the same item

The maker of the motion has the right to speak first in
debate. However, they may not speak against their own
motion; but they can vote against it

Once a motion is state by the chair, it belongs to the
assembly and no longer to the maker of the motion
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CONTROL
DEBATE

All remarks must be addressed to and through the
chair

Personal remarks should be avoided, and motives of
the members must not be questioned

Members are seldom referred to by name — officers
are referred to by title

Members must be seated when another member is
assigned the floor and during any interruption by the
presiding officer

All remarks must be limited to the merits of the subject
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CONTROL
DEBATE

The chair has the right to vote but usually refrains
when it cannot alter the result

The chair must always call for the negative vote

The chair should relinquish the chair to another

individual if they have a strong opinion on a subject

No member may speak to a question after the voting
has been completed

A main motion, once defeated, cannot be reintroduced
at the same session, however it can be reconsidered
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o come before

er business to come before the O

assembly, [ ] the meeting is adjourned
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