
Basics of Meeting Management

 

George Speer, NAP Parliamentarian, Recording Secretary, California Nu Chi Unit  of CSAP, 
 National Association of Parliamentarians 

 

or overcoming  Messy Meetings 
or getting comfortable presiding at a meeting 

Prepared for: 

Palomar District  
California Garden Clubs, Inc. 

And their guest Garden Clubs and Districts 



Picture in your mind the worst 
meeting you have been to…..

They go on “forever”? 
Nothing gets done? 

Things are done that you know are not 
 right and you couldn’t get a word in? 

Everyone was talking, no one listening? 

People are yelling at each other or verbally 
 attacking others 



•Meeting started and ended on time 
•Agenda distributed to all speakers and copies available to 
others 
•One subject dealt with at a time  
•Felt you knew what was happening and your opinion was 
stated. 
•You didn’t feel railroaded or pushed into something 
•Meeting went smoothly and people understood the 
 outcome 





The Presiding Officer – president, chairman, director, 
etc.  Called the “Chair” to manage the meeting 
And the Recording Secretary. 

    To record the actions of the group 
A Quorum of members –  
Check your By-Laws, it should be “the largest number 
of members that can be depended on to attend a 
meeting, except in bad weather.” 
Otherwise, by common parliamentary law it becomes 
the majority of the membership.  



Minutes of the last meeting  
By-Laws (Standing Rules) 
RONR or RONR in brief 
Correspondence 
Agenda 



Taking the Hours Out of Minutes 
Minutes should be less than a page for most of our 
garden club business 
Start with who, when and where the meeting opened 
& a quorum present 
Report the disposal of the minutes (approved as read, 
as corrected) 
Report the balances your club members are interested 
in (bank balance, working balance, earmarked funds) 



Report who made a motion, what the motion was, that it 
was seconded (the seconder is not reported) and how the 
motion was disposed of (carried, failed, unanimously 
carried) 
Reports: who reported but not what was reported (this is 
in their written report to the director or president, etc.).  
 Don’t list the menu for the Christmas party.  Only that the 
Christmas party was discussed. 
Report the time of adjournment 
Minutes are not your club’s history – use your newsletter 
for that 

 



They should not conflict with CGCI or NGC, i.e. 
fiscal  year July 1-June 30 
By-laws should include items required (501 c 3), 
and not items that could be changed often. 
Review your By-Laws regularly:  still have old job  
descriptions?  Look for words like shall, must or 
will vs may. 
By-Laws require 2/3 vote and prior notice, 
Standing Rules majority without….* 

 



Styles: very simple to totally scripted 

• A STANDARD ORDER OF BUSINESS (Simplified) 
Call the meeting to order 
Reading and approval* of the minutes 
Reports 
Unfinished business 
New business 
* approval is by the members of organization of 
that meeting 



 Reading and Approval of Minutes 
 Reports of 
 Officers (as listed in by-Laws) 
 Boards 
 Standing Committees 

 Reports of Special Committees 
 Special Orders 
 Unfinished Business 
 New Business 



Timed Agenda: as above (Usual Order of 
Business)with the times listed for specific tasks 
to be started. 
With times listed i.e..  

10:01 Flag Salute  Mary Smith 
10:03 Inspiration  Bob Jones 



Name of organization, type of meeting (Board, 
General, Annual), location, Date and Time  
With names of who is to report, etc. 
*With motions: i.e..  “Are there any corrections to the 
minutes?”  Without Objection the minutes stand 
approved as read or as corrected. 
Give your Recording Secretary a double spaced copy 
of the agenda 
*for presiding officer and secretary, not general 
membership 

 



Opening Ceremonies inserted after the Call to Order 
and before the reading of the minutes. 
Such as: Invocation and Pledge of Allegiance or 
Pledge of Allegiance  and Inspiration 
Welcome / introduction or presentation of those 
seated at the head table and special guests. 
A program would normally come after new 
business unless it is germane to a new item of 
business 



Only if there is a flag! Not to the East, a lapel pin or jacket back.*  
Position: is to the left front of the room, unless there is a “church 
flag”.  Church flag to the left, US flag to the right.   

Agenda Order: Invocation, flag Salute, Inspiration 
God comes before Country  



Ask members who wish to speak, to stand and  
wait to be recognized by the chair. They should 
announce their name and official capacity.  
Members should address their comments only 
to the chair.  The chair should be addressed as 
Madam President or Mr. Director, etc. 
Your Standing Rules should have limits on the 
length of time to speak to an issue (2-3 minutes 
is normal.) 



Reduce ramblings and long meetings by having a motion 
on the floor. 
A motion is offered by saying “ I move that we donate 
$500.00 to the “Paint the Town Red” committee for the 
Historical barn painting”. 
After a second, and the Chair states the question, by 
saying: The question before you is: that we donate 
$500.00 to the “Paint the Town Red” committee for the 
Historical barn painting”.  Is there discussion? 
The members have the right to discuss, comment for or 
against the motion, and make additional motions. 



A Motion to Amend is stated:  “I move to amend 
the motion by adding that the Barn be painted 
Green”. 
After a second, the chair states the motion, debate 
and the vote on the amendment.  If the 
amendment passes, the motion on the floor should 
be restated so that debate on the motion may 
continue. 
Before voting, restate the amended motion. 



When it appears that there is no other person wishing to 
comment, the Chair would bring the motion to a vote 
with:  “Are you ready for the question? --- The question is 
shall we donate $500.00 to the “Paint the Town Red” 
committee for the Historical barn painting”.” 
All those in favor say “aye”, Those opposed, “nay”.  The 
Chair then announces the result of the vote with:  the 
ayes have it and you have voted to donate $500.00 to the 
“Paint the Town Red” committee for the Historical barn 
painting”.  Pause. The next item of business is or is there 
any additional new business, etc. 
 



A Call for the Question maybe raised by any member.  
The chair announces the effect of Calling for the 
Question -that we must first vote to end the debate 
(giving up our right to speak on the question). Without 
debate, the chair states: “the question has been called, 
those in favor of ending debate, say “aye”, those 
opposed say “nay”.   
THIS IS A 2/3 VOTER APPROVAL. 



The very next item, if the call is approved, is to vote on 
the motion on the floor. 

Motions that do not have to have a second 
Any motion that is by direction of a board or committee. 
Division of the Assembly (verification of a voting result by 
an uncounted rising vote. (no vote required). 
Any point of information, point of order, parliamentary 
inquiry 

 



Voice vote :  aye or nay  Most common:  
Raised hands, standing, standing with count, 
and ballot 
Most are simple majority (more than half) 
2/3 votes are required to give up the member’s 
rights and to change By-Laws.   
Check your By-Laws for other requirements 



The End of a meeting is announced with:  “If 
there is no other business to come before this 
club, this meeting is Adjourned” 
We Recess for lunch or to take a break 
(announce the length of time or the time to 
reconvene). 
A brief pause in proceedings (members remain 
at their chairs) is “stand at ease”  



Robert’s Rules of Order Newly Revised 11th Edition 
Robert’s Rules of Order Newly Revised IN BRIEF 
North County Unit of Parliamentarians: 
George Speer, Palomar District Director, 760-212-6339 
Laura Crenshaw, PD Parliamentarian  
Jacqueline Marazzi PRP, President, 760-480-0155 
Unit meetings: 4th Thursday 1 PM at the Park Avenue 
 Community Center, Escondido 
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