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SAMPLE MEETING – GAYLA M. STONE, PRP 2019 1 
 2 
Based on Robert’s Rules of Order Newly Revised, Current Edition 3 
 4 
CALL TO ORDER 5 
 6 
Moderator:   7 
Throughout the script it is assumed and should be practiced that a member must get recognition by 8 
the chair before speaking.  And that the maker of a motion is entitled to speak to the motion first. 9 
This script represents a general membership meeting.  See attachment for small boards, committees 10 
and assemblies. 11 
 12 
The Presiding Officer has checked to establish that a quorum is present. 13 
Quorum required________________     Number present _____________. 14 
 15 
Presiding Officer:  Gives one tap of the gavel. 16 
“The Regular meeting of the (name of organization) will come to order” [or “is in order”.] 17 
 18 
Moderator: 19 

1. Start on time. 20 
2. Only one tap of the gavel----don’t be a woodpecker. 21 
3. Do not ask, “WILL the meeting come to order”. 22 
4. If the organization has Opening Ceremonies they would be done at this time. 23 

Order: GOD:   Invocation or prayer 24 
COUNTRY: National Anthem followed by Pledge of Allegiance to the Flag  25 

  ORGANIZATION: Club Motto, other ritual. 26 
If an “inspirational thought” or “thought for the day” it comes after the pledge. 27 

 28 
Presiding Officer: 29 
“The chair will introduce those seated at the head table”. 30 
 31 
Moderator: 32 

1. If everyone is known to all members present this may be omitted. 33 
2. The Parliamentarian is seated next to the president (presiding officer)—usually the left. 34 
3. The Recording Secretary is seated on the other side of the president---usually the right. 35 
4. The Parliamentarian is an advisor to the presiding officer.  The chair (presiding officer) has 36 

the power to rule on all parliamentary questions – the parliamentarian does not rule.  The 37 
chair may ask the opinion of the parliamentarian but does not have to follow the advice.  The 38 
parliamentarian speaks to the assembly only if requested by the chair. 39 

 40 
Chair: 41 
“If there is no objection, this meeting will be tape recorded. 42 
 43 
Member A: 44 
“I object”. 45 
 46 
 47 
 48 
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Chair: 49 
“There is an objection to tape recording the meeting.  We will take a vote.  Is there any discussion?  “   50 
[NO DISCUSSION] 51 
Pause---take discussion.  When no one else wishes to speak take vote by----. 52 
“The question is shall the meeting be tape recorded?”   53 
“Those in favor say aye”     54 
“Those opposed say no” 55 
“The ayes (noes) have it. The motion is adopted (lost) and the meeting will (will not) be tape recorded. 56 
 57 
Moderator: 58 

1. Unanimous consent or general consent – The chair states “If there is no objection.”  If no one 59 
objects the motion is adopted by general consent.  All members may not be in favor but no one 60 
objects strongly enough to want a vote taken. 61 

2. Takes only one objection.  Must vote.  This saves time on items that the chair thinks everyone 62 
would be in favor of doing or if there is discussion all either pro or all con. 63 

 64 
Chair: 65 
“THE SECRETARY WILL READ THE MINUTES FROM THE LAST MEETING.” 66 
 67 
Moderator: 68 

1. In some organizations the minutes are distributed to all members or posted for members to 69 
read and the secretary does not read during the meeting.  In these cases the Chair may state, 70 
“The minutes have been distributed and will not be read.”  “Are there corrections to the 71 
minutes?” 72 

 73 
Secretary:  Reads minutes. [If necessary] 74 
 75 
Minutes: 76 
The regular meeting of the _____________________was called to order by the president, 77 
______________ at (time) on (date) (location, if needed). 78 
 79 
The minutes of the previous meeting were approved as posted. 80 
 81 
The treasurer presented the financial statement: 82 
 Beginning balance:-----------------------------1, 025.67 83 
  Receipts----------------------------------6, 225.00 84 
  Disbursements--------------------------   523.56 85 
 Balance on hand  Aug. 31, 2001------------- 6727.11 86 
 87 
A motion to approve the programs for the year as presented by the Program Committee was 88 
ADOPTED.    Report attached. 89 
 90 
Reports were given by the following:  President, ___________, __________, ______________ and 91 
Bylaws Committee. 92 
 93 
The Program Chairman, Mary Jones introduced the speaker, Mr. John Jones, who spoke on 94 
__________________________. 95 
 96 
The meeting adjourned at 8:30 pm. 97 
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 98 
 99 
___________________, Secretary 100 
 101 
Approved (as distributed/read) (as corrected) ______ (date) and initial by secretary. 102 
 103 
Chair:  104 
“Are there correction to the minutes?”  [ Pause – wait for corrections.] 105 
“Since there are no corrections, the minutes are approved as read”. [or as distributed] 106 
 OR 107 
If a correction:  “If there is no objection, the secretary will make the correction.” 108 
      “Are there further corrections?” 109 
 110 
[When no further correction----  ] 111 
“The minutes are approved as corrected.” 112 
 113 
Moderator: 114 

1. Minutes contain what was done not what was said. 115 
2. First paragraph should contain:  116 

a. kind of meeting (regular, special) 117 
b. name of organization 118 
c. date and time and the place if not always the same place. 119 
d. Fact that president and secretary were present or if not, who substituted for them 120 

3. There should be a separate paragraph for each item of business. 121 
4. Do not include discussion of members.  If there is discussion on a very controversial topic 122 

main points can be summarized but no names of members included. 123 
5. Details of program are not included. Title or subject is adequate. 124 
6. Name of mover of a motion is usually included, however, some parliamentarians recommend 125 

eliminating this practice since the motion can be amended to the extent that it no longer 126 
resembles the motion originally made. If the organization decides not to include the maker of 127 
the motion in the minutes, the organization should adopt a “special rule of order” since this 128 
would be a practice that differs from Robert’s Rules of Order Newly Revised  (if RONR is the 129 
parliamentary authority). Name of seconder is not included. 130 

7. Time of adjournment should be included in last paragraph. 131 
8. Signed by name and title of person who wrote them.  “Respectfully submitted” is not used. 132 
9. A copy of the minutes should be provided the president shortly after the meeting and well in 133 

advance of the next meeting. 134 
10. Minutes are the legal record of the organization.  They are retained forever. 135 
11. Minutes must be approved. May be approved at the next meeting or if longer than a quarterly 136 

time period by a minutes approval committee. 137 
12. Minutes may be corrected at any time—even years later. 138 
13. President calls for “Corrections” which covers every thing.  Do not say “Additions or 139 

corrections”.   140 
14. Minutes should be marked as “DRAFT” until they are approved. 141 

 142 
 143 
 144 
 145 
 146 
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Chair:         “The Treasurer, Mary New will present the FINANCIAL STATEMENT.”   147 
                        148 
    [If a Board meeting it is suggested but not required that all board members be given a copy of the 149 
financial statement.] 150 
    [If a General Membership meeting a copy should be provided the President, Secretary     151 
      and Parliamentarian and if feasible each member.] 152 
Financial Statement:  (minimum required) 153 
 Balance on hand (date) ____________________________   $870.89 154 
  Receipts Dues   $990.00 155 
    Sale of popcorn   256.99 156 
     Total Receipts ____________   1246.99   157 
  158 
  Disbursements   159 

Postage  134.67 160 
    Board Lunch               67.34 161 
       Total disbursements _______   202.01   162 
      163 
  Balance on Hand (date) ________________________$1915.87 164 
 165 
Chair: 166 
“Are there questions about the financial statement?” 167 
[Pause for questions---- chair may answer or may ask treasurer to answer.] 168 
“The financial statement will be filed.” 169 
 170 
Moderator: 171 

1. The minimum the treasurer should report is a verbal statement of the cash balance on hand – 172 
or of this balance less outstanding obligations.  Most organizations present a much more 173 
detailed statement including line items for all income and all expenditures as categorized by 174 
the organization.  And columns with budget, actual to date and remaining in each line item. 175 

2. The financial statement is not adopted or approved. It is placed on file for audit. The auditor’s 176 
report is adopted. 177 

3. If in a board meeting all board members should receive a copy of the financial statement. 178 
4. If in a general membership meeting, a copy should be provided to the president, secretary, 179 

and parliamentarian. Many organizations provide a copy for all members. Of course, the 180 
treasurer retains a copy for the financial records. 181 

5. In the minutes the minimum required in reporting the financial statement is: beginning 182 
balance, income, disbursements, ending balance. Most statements are more detailed than this. 183 
It depends on the size of the organization and amount of transactions that take place. 184 

6. Bylaws may provide for the Treasurer to pay bills up to the amount specified in the approved 185 
budget. If so, only bills over that amount would need approval by the board or membership, 186 
whichever group approved the budget. Adopting a budget does not approve bills to be paid. 187 

7. When approving bills, the chair can ask, “Are there bills to be paid?” The treasurer can list 188 
bills and total amount and without making a motion the chair can assume the motion or the 189 
treasurer can state the motion after listing the bills. 190 
  191 

Chair; 192 
“Are there bills to be paid.”? 193 
 194 
 195 
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Treasurer: 196 
“Madam President, there is a bill in the amount of $567.25 to reimburse the president for expenses to 197 
the State Convention.” 198 
 199 
Chair: 200 
“The question is on the payment of the bill in the amount of $567.25 for expenses of the president in 201 
attending the state convention.” 202 
“Is there discussion?” 203 
 204 
Member B:  [rises, gets recognition] 205 
“I speak against paying bill since it was not included in budget.” 206 
 207 
Chair: 208 
“Is there further discussion?” 209 
[Pauses.  When no further discussion.  Take vote.]   210 
 211 
Attendees: [REJECT.] Vote NO.] 212 
 213 
“The question [or the motion] is on paying the bill of $567.25 to the president for expenses in 214 
attending the state convention.” 215 
“Those in favor,  say Aye.”     [Pause] 216 
“Those opposed,  say No.” [Pause] 217 
[State Results:  choose appropriate wording -- ] 218 
“The ayes have it. The motion is adopted. The treasurer is instructed to pay the bill.” 219 
OR 220 
“The noes have it. The motion is lost. The bill will not be paid.” 221 
 222 
Chair: 223 
“Is there CORRESPONDENCE?" 224 
 225 
Secretary: 226 
“ The __XYZ PTA__[name of organization]_ has been invited to participate in an educational 227 
program on fire safety being presented by the local fire department.” 228 
 229 
Chair: 230 
“If there is no objection, we will accept the invitation to participate in the fire safety program.” 231 
“Since there is no objection, the XYZ PTA will participate in the program.” 232 
 233 
Moderator: 234 

1. With correspondence, the secretary should give the name of sender, and general subject 235 
before reading correspondence. 236 

2. Longer communications can be summarized. 237 
3. If there is action required, the chair can use unanimous consent or the secretary can make a 238 

motion. 239 
 240 

Chair: 241 
“The next item of business is OFFICER’S REPORTS”. 242 
“Your president has a report”. 243 
“Your president was privileged to attend the National Convention.  Some of the highlights were:  244 
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• Debating the resolutions 245 
• Attending workshops.   246 
• Networking with other PTA officers; sharing ideas 247 
We will be incorporating some of the workshops in our programs for this year.  Attending was a 248 
great experience.” 249 

 250 
[If other officers have a report call on them at this time.] 251 
VP, Secretary, and then Treasurer. 252 
 253 
Moderator: 254 
If a membership meeting, the Board of Directors reports to the membership. 255 
If a Board meeting the Executive Committee reports to the Board. 256 
It is very easy to contact all officers and committee chairs electronically prior to the meeting and then 257 
only list those who have a report on the agenda. 258 
 259 
Chair: 260 
“The next item of business is the reports of the board and committees.”   261 
“The secretary will read the report of the Board of Directors.” 262 
 263 
Secretary: 264 
[The secretary reads the report and moves the adoption of the recommendation.] 265 
Report: The Board of Directors met at the school library on April 18.  The Board has one 266 
recommendation:  That every meeting of the general membership begins with the Pledge of 267 
Allegiance to the Flag of the United States. 268 
 269 
Chair: 270 
“The question is on the recommendation of the Board of Directors that every meeting of the general 271 
membership begins with the Pledge of Allegiance to the Flag of the United States. 272 
“Is there discussion?"  273 
 274 
Member C: 275 
 Raises hand or stands to get recognition. 276 
 277 
Chair: 278 
 [Recognizes by calling by name or indicating with hand motion.] 279 

“Mary” or “the member in the back” 280 
 281 
Member C: [Speaks in favor.] 282 
“I like the idea of recognizing our flag.” 283 
 284 
Member D: [Gets recognition.] [Speaks in opposition.] 285 
“I love our flag but at our small meetings I don’t think we need to be that formal.” 286 
 287 
Chair: 288 
“Is there further discussion?” 289 
[Pause.  ] 290 
 291 
Participants:[no comments/further debate.] 292 
 293 
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 294 
 295 
Chair: 296 
“The question [or motion] is that every meeting of the general membership begins with the Pledge of 297 
Allegiance to the Flag of the United States.” 298 
 “Those in favor say aye” 299 
“Those opposed say no”. 300 
“The ayes (noes) have it.  The motion is adopted (lost).  Beginning with the next membership meeting, 301 
the meeting will begin with the Pledge. 302 
 303 
Moderator: 304 

1. Points to remember: 305 
a. Motion does not need a second because it came from a committee (in this case, the 306 

BOD).  The reason for a second is that at least two people must want to discuss an 307 
issue in order for it to be brought before the assembly. 308 

b. The maker of the motion gets to speak first.  The chair should always ask the maker if 309 
he/she wishes to speak to the motion before asking for general discussion. 310 

c. No member may speak a second time until all who wish to speak have spoken once. 311 
d. Each member is allowed to speak twice to each motion and cannot speak a third time 312 

unless given permission by the assembly.  In small boards or committees a member 313 
can speak unlimited times. 314 

e. Each member is allowed 10 minutes each time they speak unless the organization has 315 
rules limiting to less time. 316 

f. Encourage members to state, “I am speaking in favor because----- or I am speaking 317 
against because ----------. 318 

g. When a member feels debate/discussion has lasted long enough and all facts have been 319 
mentioned, they may make a motion to close debate.  This motion is call: Previous 320 
Question.  It can be stated: “I call for the previous question.”  If the maker cannot 321 
remember previous question it can be stated  “I move to close debate.” 322 
This motion does require a second.  It takes a 2/3 vote to adopt.  Once this motion is 323 
made all debate on the motion is stopped until this motion is vote on. 324 
The chair states the motion as: 325 
“The previous question has been called” or “The motion (or question) is to stop debate 326 
on the pending motion”   327 
All 2/3 votes are standing votes unless in a small group where you can easily see hands.  328 
The results are based on 2/3 of those voting. 329 
“Those in favor of stopping debate on the motion to --------------------------------------------330 
-----------rise (stand).”  “Be seated.” 331 
“Those opposed to stopping debate rise (stand).  Be seated.” 332 
“There are two-thirds in the affirmative and debate is stopped on the motion to -----.  333 
We will now vote on the motion to ---------------.  Those in favor, say aye”.  “Those 334 
opposed say no” 335 

  State results of vote. 336 
h. Call on each committee who has a report.  It is suggested that the president contact all 337 

committee chairmen and ascertain if a report is to be given. 338 
i. All committees can be listed on agenda and the chairman can say “no report” when 339 

called upon, this is more awkward than if you know ahead of time. 340 
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j. Reports should be brief, stating what has been done or decided.  If the committee 341 
wishes input from the board or membership the committee chairman should have 342 
called the president prior to the meting to request time for discussion.   343 

k. Do not allow Board meetings or General Membership meetings to turn into 344 
Committee meetings.  Let the committee do the work. 345 

 346 
Chair: 347 
“THE NEXT ITEM OF BUSINESS IS THE REPORTS OF STANDING COMMITTEES:” 348 
“The Program Committee has a report. Mary Kay Parker, Chairman will report. 349 
 350 
Program Chairman:  Since the president has requested to present workshops she attended at the state 351 
convention, all programs that were arranged and reported to you in March for next year have been 352 
cancelled.  The president will provide a list of programs that will be presented for the coming year.” 353 
 354 
Chair: 355 
“Thank you, Mary Kay.” 356 
 357 
Moderator: 358 

1. Notice that the committee chairman presented factual information. The chairman did not 359 
make statements such as: “After all my hard work on putting together programs for the year, 360 
the president has” ------ The meeting is not the time to make “pointed” or “negative” 361 
comments about another person.  During debate/discussion, a member should never question 362 
the intent of another member.  All ideas and opinions should be respected.  Debate/discussion 363 
should always stay on the issue not on personalities. Example: Don’t say, “Jim, that argument 364 
you just made is ridiculous.”  Instead say, “Mr. President, the last speaker’s final point 365 
doesn’t really make sense to me, I would like to point out that ---.” 366 

2.  To decrease the danger that debate will become personal, the rules of debate call for certain 367 
formalities that may seem unusual to many members.  The most important of these is that in 368 
debate you speak as though you are talking to the chair, not directly to other members.  Even 369 
if you are asking a question of another person, do this through the chair.  370 
Instead of saying, Mary, how much money do we have left in the treasury?”  you say, 371 
“Madam President, would the Treasurer please tell us how much money the organization has 372 
left in the treasury?” 373 
Also, as much as possible, avoid using names of other members in debate.  You should 374 
normally refer to the officers by their title and committee chairmen by their position.  375 
Example: “In the treasurer’s report it stated ----- “not “in Mary’s report it stated”   376 
 Show respect for the person and all opinions expressed.  It is better to say, “I disagree with 377 
the point made about” rather than “I disagree with John about”. 378 

 379 
Chair: 380 

“THE NEXT ITEM OF BUSINESS IS REPORTS OF SPECIAL COMMITTEES. The 381 
Nominating Committee has a report.  Chairman, Jim Jones will report, Jim.” 382 

 383 
 384 
 385 
 386 
Nominating Committee Chairman: 387 

“The Nominating Committee has met and developed a form that will be sent to all members. 388 
The purpose of the form is to provide a means for members to make suggestions to the 389 
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committee for potential officers. We would encourage everyone to send the committee 390 
suggestions of members you feel would make great officers for next year.” 391 

 392 
Chair: 393 
 “Thank you, Jim.” 394 
 “THERE IS NO UNFINISHED BUSINESS TO CONSIDER.” 395 
  396 
Moderator: 397 

3. The term is Unfinished Business and General Orders not Old Business. 398 
4. The chair does not ask for unfinished business.  Unfinished business is business that is brought 399 

over from a previous meeting.  The president knows what these items are.  They will be in the 400 
minutes. 401 
Business that falls in this category: 402 

a. a motion (question) that was pending when the previous meeting adjourned 403 
b. items of unfinished business at the previous meeting but not reached before 404 

adjournment 405 
c. items that were postponed  406 
d. items with notice scheduled for this meeting – called general orders and are listed in 407 

the order they were made. 408 
5. Motions defeated at the previous meeting are not unfinished business.  They can be brought 409 

up as a new motion under New Business. 410 
6. A topic that was discussed previously but no motion made is not unfinished business. 411 

 412 
 413 
Chair: 414 
“THE NEXT ITEM OF BUSINESS IS NEW BUSINESS.”  “Is there any new business?” 415 
 416 
 417 
Member E. 418 
“I move that the President appoint a committee of three, with a budget of $500, to plan and 419 
implement a flag display at our state headquarters building.”.” 420 
 421 
Any member.  “Second.” 422 
 423 
Chair: 424 

“It is moved and seconded that the president appoint a committee of 3, with a budget of $500, 425 
to plan and implement a flag display at our state headquarters building.” 426 

“Is there discussion.” 427 
 428 
Member E:  [speak in favor ---- maker of motion gets to speak first] 429 
“I am sure it will cost a lot less than $500 to display a few flags.” 430 
 431 
Member F: [after being recognized]. 432 
“I move to amend the motion by striking 500 and insert 250.” 433 
 434 
Second.  [anyone] 435 
 436 
Chair: 437 
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“It is moved and seconded to amend the motion by striking out 500 and inserting 250. If the 438 
amendment is adopted the main motion will read: That the president appoint a committee of 3 with a 439 
budget of 250 dollars to plan and implement a  flag display at our state headquarters building.” “Is 440 
there discussion to strike out 500 and insert 250?” 441 
 442 
Member F:  “I don’t think we should even be thinking about this project. We have more important 443 
things to do.” 444 
 445 
Chair:   446 
“The chair would remind members that only the amendment is being discussed at this time not the 447 
main motion.  After the amendment has been voted on, we will discuss the merits of the project.  The 448 
question is on the amendment to strike out 500 and insert 250. Is there further discussion on the 449 
amendment?”   450 
ADOPT AMENDMENT 451 
[Put the question.] “The question is on the amendment.” 452 
[Take the vote.]  “Those in favor, say aye.  Those opposed say no.”   453 
[Announce the results.]  “The ayes have it.  The amendment is adopted.”  454 
“The question is shall the president appoint a committee of three, with a budget of $250, to plan and 455 
implement a flag display at the state headquarters building.”  456 
“Is there discussion.” 457 
 458 
Member F:  “As I stated before we have more important things we should spend our money on. 459 
 460 
Chair:  “Is there further discussion.” 461 
 462 
Member G:  “I agree that we have more important issues to consider.” 463 
 464 
Chair:  “Two people have spoken against the motion, is there anyone who would like to speak in 465 
favor?” 466 
[none] 467 
“Is there further discussion?” 468 
 469 
“The question is that the president appoint a committee with a budget of $250 to plan and implement 470 
a flag display at the state headquarters building.”  471 
 472 
Participants:  REJECT (vote NO) 473 
 474 
“Those in favor, say aye” 475 
“Those opposed, say no” 476 
“The noes have it. The motion is lost. The flag display will not be done.” 477 
 478 
Moderator: 479 

1. Explain amending.   480 
2. It is important for the chair to make sure all members know exactly what they are voting on. 481 

Therefore, the chair repeats the motion made by the member to assure that all members 482 
heard the motion clearly.  The motion is not considered “on the floor” until the chair has 483 
stated the motion. 484 
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3. When there is an amendment, it is important that the chair clearly states that the amendment 485 
is the motion being voted on not the main motion.  All amendments must be voted on before 486 
the main motion is voted on “as it may have been amended”. 487 

4. Stating results of vote --- 3 steps. 488 
It is essential that everyone hears clearly the results of the vote.  There are 3 steps to stating 489 
the results: 490 
1. The “ayes” (or the “noes) have it. 491 
2. The motion is adopted (or the motion is lost). 492 
3. What will happen as a result of the vote?  Example: 1.The treasurer will pay the bill.  2. 493 

The flag display will not be done. 494 
 495 
Member E:  “I move to reconsider the vote on paying the president’s expenses to the national 496 
convention. I voted on the prevailing side.” 497 
 498 
Member F:  Second 499 
 500 
Chair:  “It is moved and seconded to reconsider the vote on paying the president’s expenses to the 501 
national convention.” 502 
“Is there discussion?” 503 
 504 
Member E:  “I strongly think we should reimburse the president.  She brought back valuable 505 
information for our PTA.” 506 
 507 
Member A:  speaks against. 508 
 509 
Member B:  speaks in favor. 510 
 511 
Chair:  Is there further discussion? 512 
 513 
[“Puts” question --restate motion].  “The question is on the motion to reconsider the vote on paying 514 
the president’s expenses to the national convention.” 515 
 516 
“Those in favor say “aye”. 517 
“Those opposed say “no” 518 
“The ayes have it.  The motion to reconsider is adopted.  The question is now on paying the 519 
president’s expenses of $567.25 for attendance at the state convention.”  520 
“Is there discussion?” 521 
 522 
Member A:  [speaks in favor] --- “I agree that the president should attend and should be reimbursed 523 
for her expenses to represent the unit and also get valuable information.” 524 
 525 
Chair:  “Is there further discussion?”  [none] 526 
  527 
 “The question is on paying the president’s expenses of $567.25.” 528 
 “Those in favor, say aye” 529 
 “Those opposed, say no” 530 
 “The ayes have it.  The motion is adopted.  The treasurer will reimburse expenses of 531 
 $567.25 to the president.” 532 
 533 
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 534 
Chair: 535 
“THE NEXT ITEM ON THE AGENDA IS THE PROGRAM.  Stella High, the Program Chairman 536 
will introduce our speaker.” 537 
 538 
Moderator: 539 

1. Do not “turn meeting over to” anyone.  Only time chair “turns meeting over” to anyone is if 540 
he/she wants to speak or vote on an issue. (Or gets sick and needs to leave). 541 

 542 
Chair: 543 
Thank the speaker. 544 
“The chair has the following ANNOUNCEMENTS:  --------- 545 
“Are there any other announcements?’ 546 
 547 
“Is there any further business?” 548 
 549 
“If there is no further business, this meeting will adjourn.  This meeting is adjourned.”  (One tap of 550 
gavel.) 551 
 552 
Moderator: 553 

1. No motion to adjourn is needed. 554 
 555 

Points to remember: 556 
1. Everyone wants you to succeed. 557 
2. President is “impartial”.  Does not debate.  May answer factual questions.  In a small board 558 

meeting (about 12 or less) the president is free to debate and vote. 559 
3. President uses third person.  Do not use “I”, “Me”, etc.  Use “The president, Your President, 560 

the Chair, etc.” 561 
4. Use an agenda.  It is suggested that the chair use a script. 562 
5. Have at hand:  bylaws, standing rules, copy of RONR, current edition. 563 
6. Chair should read rules (bylaws & standing rules) prior to each general meeting and each 564 

board meeting to refresh her/his memory of rules. 565 
7. Make a schedule from the bylaws and standing rules of any items, which are to be brought up 566 

at a particular meeting.  Example: election of officers or nominating committee, budget 567 
approval, etc.  Check this when preparing agenda for meetings. 568 


