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HHooww  TToo  RRuunn  AAnn  EEffffeeccttiivvee  MMeeeettiinngg  

MMaarrkk  SScchhiillaannsskkyy,,  CCPPPP--TT,,  PPRRPP  
schilansky@mhcable.com 

  

HHooww  TToo  MMaaiinnttaaiinn  YYoouurr  PPooddiiuumm  PPoowweerr  
��  11..  SSttaarrtt  oonn  ttiimmee..  
��  22..  UUssee  llaanngguuaaggee  eeffffeeccttiivveellyy..  
��  33..  MMaakkee  ssuurree  eevveerryyoonnee  kknnoowwss  wwhhaatt    tthheeyy  aarree  vvoottiinngg  oonn,,  aanndd  wwhhaatt  tthhee  eeffffeecctt  ooff  

tthheeiirr  vvoottee  wwiillll  bbee..      EEnnccoouurraaggee  mmeemmbbeerrss  ttoo  mmaakkee  ppaarrlliiaammeennttaarryy  iinnqquuiirriieess..        
��  44..    IIff  tthheerree  iiss  tthhee  sslliigghhtteesstt  ddoouubbtt,,  ttaakkee  aa  ccoouunntteedd  oorr  rriissiinngg  vvoottee  bbeeffoorree  tthhee  

aasssseemmbbllyy  aasskkss  ffoorr  iitt..    
��  55..    BBee  iimmppaarrttiiaall  wwhheenn  rreeccooggnniizziinngg  mmeemmbbeerrss..  
��  66..  PPaayy  aatttteennttiioonn  ----  ddoo  nnoott  bbeeccoommee  ddiissttrraacctteedd..      
��  77..  BBee  pprreeppaarreedd..  

��  RReevviieeww  tthhee  mmiinnuutteess      
��  CCoonnttaacctt  ccoommmmiitttteeeess  cchhaaiirrmmeenn  bbeeffoorree  tthhee  mmeeeettiinngg  
��  PPrreeppaarree  aanndd  bbee  ffaammiilliiaarr  wwiitthh  yyoouurr  aaggeennddaa  
��  WWoorrkk  wwiitthh  yyoouurr  ppaarrlliiaammeennttaarriiaann  

��  88..  AAddmmiitt  yyoouurr  mmiissttaakkeess..  
��  99..  UUssee  ggeenneerraall  ccoonnsseenntt  aanndd  iimmpplliieedd    mmoottiioonnss  ttoo  mmoovvee  tthhiinnggss  aalloonngg  

  
TToooollss  ffoorr  tthhee  PPrreessiiddiinngg  OOffffiicceerr  
��  CCoonnssttiittuuttiioonn  &&  BByyllaawwss  
��  PPrroocceedduurreess  aanndd//oorr  SSppeecciiaall  RRuulleess  ooff  OOrrddeerr  
��  MMoottiioonn  CChhaarrtt  
��  PPaarrlliiaammeennttaarryy  AAuutthhoorriittyy  
 
SSUUGGGGEESSTTEEDD    AAGGEENNDDAA  
  
��  CCaallll  ttoo  OOrrddeerr  
��  MMiinnuutteess  
��  RReeppoorrttss  ooff  OOffffiicceerrss  
��  RReeppoorrttss  ooff  CCoommmmiitttteeeess  
��  UUnnffiinniisshheedd  BBuussiinneessss  
��  NNeeww  BBuussiinneessss  

  
SSccrriippttss  
  
WWhhyy  SSccrriippttss??  
��  AAiidd  ttoo  tthhee  PPrreessiiddiinngg  OOffffiicceerr  
��  TTeeaacchhiinngg  TTooooll  
��  SSttuuddyy  TTooooll  

  
TTyyppeess  ooff  SSccrriippttss  
��  PPllaattffoorrmm  BBooookkss  
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��  PPaarrttiiaall  SSccrriippttss  

��  MMoottiioonn  SSppeecciiffiicc  SSccrriippttss  

  
Assumed Motion 
When the presiding officer places a question before the assembly that was 
neither moved nor seconded. 
 
Unanimous Consent 

When the presiding officer asks if there are objections to a pending 
motion, rather than taking a formal vote.  

� “Is there any objection?”   

� “If there is no objection we will . . .”   

� “Without objection we will”  
 

RONR (10th ed.), p.51 l - 512 
 

� “In cases where there seems to be no opposition in routine business or on 
questions of little importance, time can often be saved by the procedure of 
unanimous consent, or as it is also called, general consent.” 

� “Action in this manner is in accord with the principle that rules are 
designed for the protection of the minority and generally need not be 
strictly enforced when there is no minority to protect.” 

� “If any member objects, the chair must state the question on the motion, 
allow any desired debate (unless it is an "undebatable" parliamentary 
motion), and put the question in the regular manner.” 

� “If an objection is made with reasonable promptness, even though the 
chair may have already announced the result as one of "no objection," he 
should disregard such an announcement and proceed to state the 
question in the usual manner.” 

� “Unanimous consent does not necessarily imply that every member is in 
favor of the proposed action; it may only mean that the opposition, feeling 
that it is useless to oppose or discuss the matter, simply acquiesces.” 

� “Similarly, when a member [objects] . . . he may not necessarily oppose 
the motion itself, but may believe that it is wise to take a formal vote under 
the circumstances.” 

� “If a member is uncertain of the effect of an action proposed for 
unanimous consent, he can call out, "I reserve the right to object," or, 
"Reserving the right to object, . . . " After brief consultation he can then 
object or withdraw his reservation.” 
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Assumed Motions and/or General Consent are useful for the following 
activities: 

� Extend Debate 

� Read Papers 

� Permission to Withdraw or Modify Motion 

� Request For Any Other Privilege  

� Adopting Minutes 

� Accepting Resignations 

� Adjourning when no business is pending 

� Recess  

� Amendments that are not contoversial 

� Suspend the rules 

 

Consent Agenda 

� Non-controversial Items  

� Voted up or down with one vote, no debate, no amendments 

� At the request of a single member items are removed from the consent 
agenda 

 

Let’s Practice 

 

Extending Debate (1) 

Member A: Therefore, I think that adopting this resolution will . . . . .  

Time Keeper: DING 

Chair:  I’m sorry Member A but your time is up. 

Member A: May I have one more minute to conclude my remarks? 

Chair: Is there any objection to allowing Member A one additional minute 
to conclude his remarks?  <PAUSE>  Since there is no objection 
debate is extended for one minute. 

 

Extending Debate (2) 

Member A: And in conclusion . . . .   

Time Keeper: DING 



© 2005 Mark Schilansky, CPP-T PRP  Page 4 of 4 

Chair: If there is no objection Member A will have 30 seconds to conclude 
his remarks. <PAUSE>  Without objection debate is extended 30 
seconds. 

 

Withdraw Motion 

Member B: I request unanimous consent to withdraw my motion. 

Chair: Is there any objection to allowing Member B to withdraw his 
motion?  <PAUSE>  Since there is no objection the motion is 
withdrawn.  The next business in order is . . . 

 

Brain Teaser:  In what circumstance would the request for unanimous consent be 
required before a motion could be withdrawn? 

 

Recess (1) 

Chair: We’ve been sitting here for 2 hours now and I see the coffee has 
been brought in, so let’s take a fifteen minute recess.  Is there any 
objection? <PAUSE>  Since there is no objection the meeting 
stands in recess for fifteen minutes. 

Recess (2) 

Chair: We have been debating this question for over an hour, and I think 
we can use a break.  If there is no objection we will recess for 
twenty minutes.  <PAUSE> 

Member C: I OBJECT! 

Chair: An objection has been raised.  The question before you is shall we 
recess for twenty minutes.  Are you ready for the question?  As 
many as are in  favor of recessing for twenty minutes say ‘Aye’ . . .  
Those opposed say ‘No’.  The ‘Ayes’ have it and the meeting will 
stand in recess for twenty minutes. 
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Using a Consent Agenda 

Chair: The consent agenda was prepared by the president and secretary 
and mailed to all members.  You should have a copy at your seat.  
Any member may ask that an item be removed from the consent 
agenda, and it will be removed.  After everyone has had a chance 
to remove items we will take a single vote on all remaining items 
without debate.  Does anyone have any questions about how a 
consent agenda operates? 

 There are twenty-two items on the consent agenda.  Does anyone 
want to remove any items?  Member I 

Member I: Item 15. 

Chair: Item 15 has been removed from the consent agenda.  Anyone 
else?  Member J. 

Member J: Item 4. 

Chair: Item 4 has been removed from the consent agenda.  Anyone else?  
Member K. 

Member K: Item 8 

Chair: Item 8 has been removed from the consent agenda.  Anyone else?  
As no one else is seeking recognition we will now vote on the 
remaining items in the consent agenda. Items 4, 8 and 15 have 
been removed from the consent agenda and will be considered in 
their regular places on the agenda.   

 The question before you is on the adoption of the consent agenda 
without numbers 4, 8 and 15.  All in favor of adopting the consent 
agenda say ‘Aye’ . . . All opposed to adopting the consent agenda 
say ‘No’.  The Ayes have it and you have adopted the consent 
agenda without numbers 4, 8 and 15.  The next business in order 
is. . .  

  
FFOORRMMSS  OOFF  AAMMEENNDDMMEENNTT  

  
��  11..      IInnsseerrtt  wwoorrddss  ((oorr  ppaarraaggrraapphhss))  wwiitthhiinn  aa  sseenntteennccee  oorr  aadddd  wwoorrddss  ((oorr  

ppaarraaggrraapphhss))  aatt  tthhee  eenndd  ooff  aa  sseenntteennccee..  
  
��  22..      SSttrriikkee  oouutt  wwoorrddss  ((oorr  ppaarraaggrraapphhss))  ffrroomm  tthhee  mmoottiioonn..  
  
��  33..      SSttrriikkiinngg  oouutt  aanndd  iinnsseerrttiinngg  ccoonnttiigguuoouuss  wwoorrddss  
  
��  44..      SSuubbssttiittuuttiinngg  ppaarraaggrraapphhss,,  sseeccttiioonnss  oorr  lleennggtthhyy  ppaassssaaggeess..  
  

  
AAnn    AAmmeennddmmeenntt    MMuusstt    BBee  GGeerrmmaannee  
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AAmmeennddiinngg  AAss  AA  MMeeaannss  ooff    RReejjeeccttiinngg  IIss  NNoott  AAlllloowweedd    
  
AAddooppttiinngg  tthhee  aammeennddmmeenntt  ddooeess  nnoott  aaddoopptt  tthhee  mmoottiioonn..    
  
OOnnccee  ssttaatteedd  bbyy  tthhee  CChhaaiirr  oonnllyy  tthhee  aasssseemmbbllyy  ccaann  aammeenndd  aa  mmoottiioonn..    
  
  

PPooiinntt  ooff  OOrrddeerr  aanndd  AAppppeeaall  
  

PPooiinntt  ooff  OOrrddeerr  
��  ““IItt  iiss  tthhee  rriigghhtt  ooff  eevveerryy  mmeemmbbeerr  wwhhoo  nnoottiicceess  aa  bbrreeaacchh  ooff  tthhee  rruulleess  ttoo  iinnssiisstt  oonn  

tthheeiirr  eennffoorrcceemmeenntt””  RROONNRR--  1100tthh  eedd..  PPgg..  224422  
��  MMuusstt  bbee  ttiimmeellyy  
��  CCoonnttiinnuuiinngg  BBrreeaacchh  
��  CChhaaiirr  rruulleess,,  nnoott  ddeebbaatteedd,,  nnoott  vvootteedd  oonn  
  

AAPPPPEEAALL  
��  ““IIff  aa  mmeemmbbeerr  ddiissaaggrreeeess  wwiitthh  aa  rruulliinngg  ooff  tthhee  cchhaaiirr  aaffffeeccttiinngg  aannyy  ssuubbssttaannttiiaall  

qquueessttiioonn,,  hhee  sshhoouulldd  nnoott  hheessiittaattee  ttoo  aappppeeaall””    RROONNRR  1100tthh  eedd..  PPaaggee  225500  
  
��  ““MMeemmbbeerrss  hhaavvee  nnoo  rriigghhtt  ttoo  ccrriittiicciizzee  tthhee  rruulliinngg  ooff  tthhee  cchhaaiirr  uunnlleessss  tthheeyy  aappppeeaall  

ffrroomm  hhiiss  ddeecciissiioonn””    PPaaggee  224477  
  
��  RReeqquuiirreess  aa  SSeeccoonndd  
  
��  CCaannnnoott  AAppppeeaall  

��  PPaarrlliiaammeennttaarryy  IInnqquuiirryy  
��  AA  qquueessttiioonn  oonn  wwhhiicchh  tthheerree  ccaannnnoott  bbee  ttwwoo  rreeaassoonnaabbllee  ooppiinniioonnss  
��  AAnnnnoouunncceemmeenntt  ooff  aa  vvoottee  

  
��  AAppppeeaallss  aarree  ddeebbaattaabbllee  UUNNLLEESSSS::  

��  RReellaatteess  ttoo  iinnddeeccoorruumm  
��  RReellaatteess  ttoo  tthhee  pprriioorriittyy  ooff  bbuussiinneessss  
��  IIss  mmaaddee  wwhhiillee  tthhee  iimmmmeeddiiaattee  ppeennddiinngg  qquueessttiioonn  iiss  nnoott  ddeebbaattaabbllee  

  
��  WWhheenn  DDeebbaattaabbllee  

��  CChhaaiirr  ssppeeaakkss  ffiirrsstt  
��  OOtthheerr  mmeemmbbeerrss  mmaayy  ddeebbaattee,,  bbuutt  mmaayy  oonnllyy  ssppeeaakk  oonnccee  
��  TThhee  cchhaaiirr  ggeettss  ttoo  ssppeeaakk  aa  sseeccoonndd  ttiimmee  rriigghhtt  bbeeffoorree  tthhee  vvoottee..  

  
��  VVoottee  RReeqquuiirreedd  

��  TThhee  qquueessttiioonn  iiss  ““SShhaallll  tthhee  ddeecciissiioonn  ooff  tthhee  CChhaaiirr  bbee  ssuussttaaiinneedd??””  
��  RReeqquuiirreess  mmaajjoorriittyy  iinn  tthhee  nneeggaattiivvee  ttoo  oovveerrttuurrnn  tthhee  cchhaaiirrss  rruulliinngg..  
��  AA  ttiiee  ssuussttaaiinnss  tthhee  cchhaaiirr..  
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DDiisscciipplliinnee  
OOffffeennsseess  tthhaatt  ooccccuurr  dduurriinngg  aa  mmeeeettiinngg::  

  
��  AAnnyy  mmeemmbbeerr  ccaann  rraaiissee  aa  PPooiinntt  ooff  OOrrddeerr,,  bbrriinnggiinngg  ttoo  CChhaaiirrss  aatttteennttiioonn  tthhee  

aalllleeggeedd  bbrreeaacchh..    TThhee  cchhaaiirr  wwoouulldd  tthheenn  rruullee..  
  

FFoorr  aa  sslliigghhtt  bbrreeaacchh  ooff  oorrddeerr  
��  ee..gg..  aaddddrreessssiinngg  aa  mmeemmbbeerr  aanndd  nnoott  tthhee  CChhaaiirr,,  oorr  ffaaiilliinngg  ttoo  ccoonnffiinnee  ccoommmmeennttss  ttoo  

tthhee  mmeerriittss  ooff  tthhee  iimmmmeeddiiaattee  ppeennddiinngg    
  

��  RRaapp  tthhee  ggaavveell  lliigghhttllyy  
��  PPooiinntt  oouutt  tthhee  ffaauulltt  aanndd  aaddvviissee  tthhee  mmeemmbbeerr  ttoo  aavvooiidd  iitt  
��  MMeemmbbeerr  rreessuummeess  ddeebbaattee    

  
FFoorr  aa  mmoorree  sseerriioouuss  bbrreeaacchh    

��  ee..gg..  aa  mmeemmbbeerr  rreeppeeaatteeddllyy  qquueessttiioonnss  tthhee  mmoottiivveess  ooff  ootthheerr  mmeemmbbeerrss  bbyy  nnaammee,,  
oorr  aa  mmeemmbbeerr  ffaaiillss  ttoo  hheeeedd  tthhee  aaddmmoonniittiioonn  ooff  tthhee  CChhaaiirr    

  

��  CCAALLLL  TTHHEE  MMEEMMBBEERR  
  TTOO  OORRDDEERR  

  
FFoorr  aa  mmoorree  sseerriioouuss  bbrreeaacchh  

““TThhee  mmeemmbbeerr  iiss  oouutt  ooff  oorrddeerr  aanndd  wwiillll  rreelliinnqquuiisshh  tthhee  fflloooorr””    
  
NNoottiiccee  tthhaatt  iinn  tthhiiss  ccaassee  tthhee  CChhaaiirr  iiss  ssaayyiinngg  tthhee  ““MMeemmbbeerr  iiss  oouutt  ooff  oorrddeerr..””      
NNoorrmmaallllyy,,  iiff  aann  iimmpprrooppeerr  mmoottiioonn  iiss  mmaaddee,,  tthhee  CChhaaiirr  ssaayyss  tthhaatt  tthhee  ““MMoottiioonn  iiss  

oouutt  ooff  oorrddeerr..””    TThhiiss  iiss  aa  ssiiggnniiffiiccaanntt  ddiissttiinnccttiioonn  
  

FFoorr  aa  ggrraavvee  bbrreeaacchh  ooff  oorrddeerr    
��  ee..gg..  tthhee  uussee  ooff  ooffffeennssiivvee  oorr  vvuullggaarr  llaanngguuaaggee  oorr  iinn  ccaasseess  ooff  aann  oobbssttiinnaattee  

mmeemmbbeerr  wwhhoo  rreeffuusseess  ttoo  oobbeeyy  aapppprroopprriiaattee  oorrddeerrss  ffrroomm  tthhee  CChhaaiirr    
  
��  TThhee  CChhaaiirr  ccaann  NNaammee  tthhee  OOffffeennddeerr    

FFoorr  aa  ggrraavvee  bbrreeaacchh  ooff  oorrddeerr    
��  WWhheenn  tthhee  CChhaaiirr  oorrddeerrss  tthhee  ““NNaammiinngg  ooff  aann  OOffffeennddeerr””  tthhee  mmiinnuutteess  wwoouulldd  nnooww  

rreefflleecctt  tthhee  CChhaaiirr’’ss  aanndd  tthhee  mmeemmbbeerr’’ss  wwoorrddss  aanndd  aaccttiioonnss..    IInn  aann  oorrddiinnaarryy  
ssoocciieettyy  tthhee  aacctt  ooff  ““NNaammiinngg””  iiss  eeqquuiivvaalleenntt  ttoo  pprreeffeerrrriinngg  cchhaarrggeess  aaggaaiinnsstt  aa  
mmeemmbbeerr..      

  
��  NNaammiinngg  aann  OOffffeennddeerr  sshhoouulldd  oonnllyy  bbee  ddoonnee  aafftteerr  rreeppeeaatteedd  wwaarrnniinnggss  hhaavvee  

bbeeeenn  iiggnnoorreedd  aanndd  oonnllyy  iinn  eexxttrreemmee  cciirrccuummssttaanncceess..    
  
��  WWhheenn  iitt  bbeeccoommeess  aappppaarreenntt  tthhaatt  ““NNaammiinngg””  mmaayy  bbee  nneecceessssaarryy  tthhee  CChhaaiirr  

sshhoouulldd  ddiirreecctt  tthhee  sseeccrreettaarryy  ttoo  rreeccoorrdd  tthhee  eexxaacctt  wwoorrddss  aanndd//oorr  bbeehhaavviioorrss  tthhaatt  
tthhee  CChhaaiirr  ffeeeellss  aarree  oobbjjeeccttiioonnaabbllee  oorr  ddiissoorrddeerrllyy..  
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OOffffeennsseess  BByy  NNoonn--MMeemmbbeerrss  IInn  AA  MMeeeettiinngg  
 

��  NNoonn--mmeemmbbeerrss  hhaavvee  nnoo  rriigghhttss,,  aanndd  tthhee  CChhaaiirr  oonn  hhiiss  oorr  hheerr  oowwnn  aauutthhoorriittyy  ccaann  
hhaavvee  aa  nnoonn--mmeemmbbeerr  rreemmoovveedd  ffrroomm  aa  mmeeeettiinngg..  

��  NNEEWW  --    TThhee  ddeecciissiioonn  ooff  tthhee  CChhaaiirr  ttoo  rreemmoovvee  aa  nnoonn--mmeemmbbeerr  iiss  ssuubbjjeecctt  ttoo  

aappppeeaall  bbyy  mmeemmbbeerrss  
  
  

PPrroocceedduurreess  IInn  SSmmaallll  BBooaarrddss  
  
  

��  11..    MMeemmbbeerrss  nnoott  rreeqquuiirreedd  ttoo  oobbttaaiinn  tthhee  fflloooorr  

��  22..    MMoottiioonnss  nneeeedd  nnoott  bbee  sseeccoonnddeedd..  

��  33..    TThheerree  iiss  nnoo  lliimmiitt  oonn  ddeebbaattee  

��  44..    IInnffoorrmmaall  ddiissccuussssiioonn  wwiitthh  nnoo  mmoottiioonn    

��  55..    VVoottee  ccaann  bbee  ttaakkeenn  wwiitthhoouutt  aa  mmoottiioonn    

��  66..    TThhee  CChhaaiirrmmaann  nneeeedd  nnoott  rriissee    

��  77..    TThhee  cchhaaiirrmmaann  ccaann  ssppeeaakk  iinn  ddiissccuussssiioonn  

  


