
 

 
 

 
You want to… 

 
You say… 
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Adjourn or close the meeting now I move to adjourn the meeting… NO YES NO NO Majority 

Take a break or recess I move to recess for… NO YES NO YES Majority 

Alert the chair to an urgent matter affecting the 
assembly (can’t hear/see, safety reasons, comfort, etc) 

I rise to a question of privilege…  

YES 
 

NO 
 

NO 
 

NO 
 

Chair 

Have the convention follow the agenda I call for the orders of the day… NO NO NO NO Chair 

Temporarily delay the discussion of a particular topic/ 
postpone a motion until some later time 

I move to lay the question on the 
table/ 
I move to table the question at hand… 

NO YES NO NO Majority 

End the debate I move the previous question… NO YES NO NO Majority 

Limit/extend the debate I move that the debate be 
limited/extend to… 

NO YES NO YES 2/3 

Postpone a motion to a certain time/you want more 
time to consider the topic at hand 

I move to postpone the motion to… NO YES YES YES Majority 

Refer to a committee for further research, etc. I move to refer the motion to 
[committee name]… 

NO YES NO NO Majority 

Change the wording of a motion I move to amend the motion by… NO YES YES YES Majority 

Put forth a motion for consideration/ bring business 
before the Convention 

I move that… NO YES YES YES Majority 

 

 

Alert the chair to an error/ enforce the rules Point of order… YES NO NO NO Chair 

Disagree with the ruling of the chair I appeal the decision from the chair NO YES NO NO Majority 

Obtain information on parliamentary law or rules Parliamentary inquiry, please. NO NO NO NO None 

Request information relating to the business at hand A point of information, please. NO NO NO NO None 

These motions are listed in order of precedence. An item/topic can be introduced if it is higher on the chart than the pending motion. 

No order of precedence. These items/topics arise incidentally and are decided upon immediately. 



 

These rules are the most efficient way to handle business and decision-making at a large meeting. They are a way to maintain order and protect the rights of all members. 
 
 

Guiding Principles 
 

▪ Everyone has the right to participate in discussion if they 

wish. 

▪ Everyone has the right to know what is going on at all times. 

▪ Only urgent matters may interrupt the speaker. 

▪ Only one thing (one motion) can be discussed at a time. 

What is a motion? 
 

▪ A method used by members to express themselves. 

▪ A proposal that the entire membership take action or a 

stance on an issue. 

▪ Individual members can: call to order, second motions, 

debate motions, and vote on motions. 

▪ Each motion must be disposed of (passed, defeated, tabled, 

referred to a committee, or postponed indefinitely) 

 
 
 
 

How are Motions Presented? 
 

▪ To make a comment, or "obtain the floor"- stand in line at one of the microphones on the floor. Wait until the 

chair recognizes, or acknowledges you. 

▪ When acknowledged or recognized by the chair, state your name and branch number, and make your motion (see 

quick reference chart on the reverse). 

▪ Wait for someone to second your motion. If there is no second, your motion is lost. 

▪ If seconded, the chair will state your motion. Now it’s open for debate. 

▪ Expanding on your motion- now is the time for you to speak at this point in time. The mover is always allowed to 

speak first. 

▪ Address your comments to the chair and not to other members. Keep within the time limit. 

▪ Getting ready to vote: the chair will ask, “Are you ready to vote on the question?” 

▪ Voting is usually done with voting cards. 



 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 


