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Steps to Handle Motions in a Board or a Committee Meeting

CH: means the Chairman;  A: B: or C: means a member;  [Brackets] means instructions to everyone
How to adopt motions that are routine or not controversial:
Ch:  If there is no objection, this agenda (or the minutes, or a 10 minute recess, or the pending motion, or the amendment, or a motion to adjourn, etc.) will be adopted. 
[Directors who agree with the proposed motion should remain silent.  Any Director who wishes to speak against or wishes to vote against the proposed motion should say, “I object.”  No second or explanation or vote is required with this objection.  The Chairman will then automatically follow the conventional 6 steps to handling a motion.]
Script #1 – How to adopt motions that require the conventional 6 steps:

[Step 1, speaker is recognized and make a motion]

A: Mr. Chairman

CH:  Yes, Member A:

A:  I move that we buy a recorder and 3 laptops.

[Step 2, someone seconds the motion]

B:  Second

[Step 3, the Chairman states the motion]

CH:  It is moved and seconded that we buy a recorder and 3 laptops.

[Step 4, the motion is discussed]

CH:  Member A:, do you wish to speak first?

A:  We need a recorder and laptops.

CH: Any other discussion?

CH:  If there is no more discussion, we are ready for the vote.

[Step 5, the motion is put to a vote]

CH:  [Following AAHOA custom]  The motion is to buy a recorder and 3 laptops.

CH:  All in favor raise your hand.

CH:  All that abstain raise your hand.

[Step 6, the result of the vote is announced]

CH:  The ‘Ayes’ have it.  We shall buy a recorder and 3 laptops.

CH:  The next item on the agenda is …

Script #2 -  How to amend a motion:

A: Mr. Chairman

CH:  Yes, Member A:

A:  I move that we buy a recorder and 3 laptops.
CH:  It is moved and seconded that we buy a recorder and 3 laptops.

CH:  Member A: do you wish to speak first?

A:  We need a recorder and laptops.

CH: Any other discussion?

B:  Mr. Chairman

CH:  Yes, Member B:

B:  I move to amend the motion by striking “laptops” and inserting “iPhones”.
C:  Second

CH:  It is moved and seconded to amend the motion by striking “laptops” and inserting “iPhones”.

CH:  Member B:, do you wish to speak first?

B:  We need iPhones.

CH: Any other discussion?

CH:  If there is no more discussion, we are ready for the vote.

CH:  [Following AAHOA custom]  The motion is to amend the motion by striking “laptops” and inserting “iPhones”.

CH:  All in favor raise your hand.

CH:  All that abstain raise your hand.

CH:  The ‘Ayes’ have it.  We shall amend the motion by striking “laptops” and inserting “iPhones”.

CH:  We are now back to the main motion.  

CH: Is there any more discussion on the main motion as amended which now reads, “to buy a recorder and 3 iPhones.”

CH:  If there is no more discussion, we are ready for the vote.

CH:  [Following AAHOA custom]  The main motion is to buy a recorder and 3 iPhones.

CH:  All in favor raise your hand.

CH:  All that abstain raise your hand.

CH:  The ‘Ayes’ have it.  We shall to buy a recorder and 3 iPhones.

CH:  The item on the agenda is…

Script #3 – How to adopt the motion to Refer a motion to a committee:
B:  Mr. Chairman

CH:  Yes, Member B:

B:  I move to refer the motion to the Bylaws Committee.
C:  Second

CH:  It is moved and seconded to Refer the motion to the Bylaws Committee.

CH:  Member B:, do you wish to speak first?

B:  The Bylaws Committee can return a good recommendation on this motion.
CH: Any other discussion?

CH:  If there is no more discussion, we are ready for the vote.

CH:  [Following AAHOA custom]  The motion is to Refer the pending motion to the Bylaws Committee.

CH:  All in favor raise your hand.

CH:  All that abstain raise your hand.

CH:  The ‘Ayes’ have it.  The motion is Referred to the Bylaws Committee.

Script #4 – How to adopt the motion to Postpone a motion:

B:  Mr. Chairman

CH:  Yes, Member B:

B:  I move to Postpone the motion until after the Treasurer’s Report.
C:  Second

CH:  It is moved and seconded to Postpone the motion until after the Treasurer’s Report.

CH:  Member B:, do you wish to speak first?

B:  We cannot make a wise decision until we hear the Treasurer’s Report.
CH: Any other discussion?

CH:  If there is no more discussion, we are ready for the vote.

CH:  [Following AAHOA custom]  The motion is to Postpone the motion until after the Treasurer’s report.

CH:  All in favor raise your hand.

CH:  All that abstain raise your hand.

CH:  The ‘Ayes’ have it.  The motion is Postponed until after the Treasurer’s report.

.
Script #5A: How to make a Point of Order 

CH:  We will now vote on the main motion.  It takes a 2/3 vote to adopt the motion.

Ch:  All opposed to …

A:  Point of Order  [Interrupts the speaker]
CH:  What is your Point of Order?

A:  A main motion always takes only a majority vote to adopt.

CH:  Your point is well taken.
CH:  We will now vote on the main motion.  It takes a majority vote to adopt the motion.

Script #5B: How to make a Point of Order 

CH:  We will now vote on the amendment to the bylaws.  It takes a 3/4 vote to adopt the amendment to the bylaws.

Ch:  All opposed to …

A:  Point of Order [Interrupts the speaker]
CH:  What is your Point of Order?

A:  An amendment to the bylaws takes only a 2/3 vote to adopt.

CH:  Your point is not well taken.
CH:  We will now vote on the amendment to the bylaws.  It takes a 3/4 vote to amend the bylaws.

Script #6:  How to make a Parliamentary Inquiry

CH:  Any further discussion?

A:  Point of Parliamentary Inquiry, Mr. Chairman.

CH:  What is your Parliamentary Inquiry, Member A:?

A:  If we adopt the motion right now, can we Rescind it at our next meeting?

CH:  Yes. You can always Rescind later what you adopt today.

CH:  Any further discussion?

Script #7:  How to Call for the Question (or stop debate and go to the vote)

A: And that is my personal experience.

B:  Mr. Chairman

CH: Yes, Member B:

B:  I Call the Previous Question
C:  Second

CH:  It is moved and seconded to Call the Previous Question.

CH:  If you vote in the affirmative, we will stop all debate, allow no more amendments to this motion, and we will vote on the pending motion.  Two thirds of all the votes cast will adopt this motion.

CH:  All in favor of calling the question, raise your hand.

CH: Any abstain in calling the question, raise your hand.

CH:  There being 2/3 in the affirmative, the previous question is called.

CH:  We will now vote on the main motion.
CH: All in favor of the main motion, raise your hand.

CH: Any abstain please raise your hand.

CH:  The ‘Ayes’ have it.  The motion is adopted.

CH: The next item on the agenda is …
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