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Announcements: “The Chair has the following
announcements.....Are there any other
announcements?”

Program: The Chair does not “turn the meeting
over”, but announces, “The program committee
will now present the program....OR..."will
introduce our speaker.” Be sure to thank the

speaker.

Adjournment: The Chair states: “Is there any
further business?” (pause) “Since there is no
further business the meeting is adjourned.” OR
“A motion to adjourn is in order.”

HANDLING MOTIONS

Business is brought before the assembly by the

motion of a member.

In the ordinary handling of a motion there are six

essential steps - three by which the motion is

brought before the assembly and three in the
consideration of the motion.

The three steps by which a motion is brought

before the assembly are:

1. A member makes the motion. A person is
said to “make a motion” but uses the “move”
when he does so.

2. Another member seconds the motion. A
motion made by direction of a board or duly
appointed committee of the assembly
requires no second from the floor (provided
the subordinate group is composed of more
than one person).
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3. The chair states the question on the motion.

Once a motion has been brought before the

assembly these three basic steps follow.

1. Members debate the motion (unless no
member claims the floor for that purpose).

2. The chair puts the question (that is puts it to a
vote).

3. The chair announces the result of the vote.

Example;

Jane Jones: | move that the club donate $50 to

the FFGC Scholarship Fund. Motion is

seconded.
President: It has been moved and seconded that

the club donate $50 to the FFGC Scholarship
Fund. Is there discussion? (the floor is open for
debate) All those in favor say "aye.” Those
opposed say “no.” The ayes have it and the
motion is adopted or the noes have it and the
motion is defeated.

OR, during the debate Mary Smith states: |
move to amend the motion to strike $50 and
insert $75. The motion is seconded and the
amendment is debated.

President: The question is on the amendment to
strike $50 and insert $75. Is there discussion?
All in favor say “aye”, those opposed say “no”.
The ayes have it. The amendment is adopted.
The question is: That the club donate $75 to the
FFGC Scholarship Fund. All those in favor say
“‘aye.” Those opposed say “no.” The ayes have
it, the club will donate $75 to the FFGC
Scholarship Fund. Madame Treasurer, will you
please issue and mail the check.
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