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TOOLKIT FOR LOCALS

Parliamentary Procedure Definitions

Accept Accepting a report is the same as adopting it.

Agenda An outline of the order of business followed by the chair in conducting a meeting.

Amendment An alteration to the main motion by substituting, adding or deleting a word(s)
without material altering the basic intent of the main motion.

Chair The presiding officer.

Commit or Refer

To refer the main motion to a committee for investigation and/or study.

Committee of the
Whole

The entire body of an assembly, meeting as a committee under a chair other
than the Speaker or regular chair. Its purpose is to facilitate discussion by using
less strict rules than those used in a formal meeting of the assembly.

Motions

A substantive or main motion is a formal proposal placed before a meeting by
one member, the mover of the motion for debate and decision. Most but not all
motions must be supported by a second member - the seconder- before they can
be debated and decided. A subsidiary motion is one that delays or defers the
decision on a main motion or brings it to an immediate vote.

Mover

A person who presents or proposes a motion or amendment.

Point of Order

This motion is used to enforce the rules and order of the assembly. The point
must be raised at the time the breach occurs: after the discussion is too late. A
point of order must be decided by the chair, and any 2 members may appeal the
decision of the chair.

Postpone Its purpose is to reject a motion without taking a direct vote on it. Usually the

Indefinitely motion to postpone is made by members opposed to the motion when they have
doubts as to whether they are strong enough to defeat it. The format to use is, “I
move that the question be postponed indefinitely.’

Privilege The member’s right to correct inaccuracies or explain circumstances they believe

will affect themselves adversely or reflect improperly on the organization as a
whole. The question as to whether a matter is properly one of privilege is
determined by the chair.



Obtain the Floor

Secure recognition in order to speak.

Question The issue before the meeting on which the decision has to be made. The
question cannot be debated, amended or voted on until it has been properly
proposed as a motion. To “put the question” ends debate and submits the
motion to a vote.

Quorum In an assembly a quorum is the number that must be present by Constitution for
the legal transaction of business.

Receive To receive merely for information, any recommendations are subject to debate
and amendment.

Resolution A formal motion that should be in writing.

Table/Lay on the
Table

To lay aside an item of business temporarily in order to consider business of an
urgent nature. A tabled motion may be brought back at the same meeting after
some business has taken place or at the next regular meeting. After the next
meeting it is dead.

Unanimous Vote

No dissenting vote; unanimous or general consent.

Withdraw a Before a motion has been stated by the chair, the maker may withdraw or
Motion modify it, without the consent of the seconder. After stated by the chair the

motion belongs to the assembly and may be withdrawn only by general consent.
Yield Give precedence to; give way to.



