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Preface 
 
 

I remember walking through the somewhat cluttered hallways of that stu- 
dent union, not noticing much, except perhaps the occasional passerby. I made 
my way through to the cafeteria of the union, and as I sat at one of the squared 
tables that was placed near the walkway, I noticed a glass office that had in huge 
dark blue letters the words STUDENT SENATE plastered across the length of the 
glass. 

I stared for a moment into that office and thought back to my high school 
days and assumed that this must be the college version of student council. I 
was certain this would be the place where important decisions such as the cost 
of a bottle of pop in the machine, the color of the student senate shirt, and the 
catchy phrase and logo that would be this year’s attempt at getting students to 
care about what was going on around them. 

It wasn’t until much later in my college experience that I would learn what 
really happened in that office, and more importantly, within the institution of 
student government on campuses. From that day, my freshmen year in school, 
until the night during my third year when I was encouraged to join the senate 
by a friend and classmate in a Political Theory class, I was certain that I knew all I 
needed to know about what happened on my college campus. 

I attended my first student senate meeting with very low expectations, 
similar to the one time I participated in a student council meeting in high school. 
When I walked into the room, I fully expected to see a tornado of disorganiza- 
tion that would have certainly lead to a 45 minute business meeting taking over 
2 hours to complete. 

I had shown up to run for an open spot on the senate, which they filled by 
“internal elections,” or a vote by the senate from interested candidates. As the 
meeting started, the President very professionally ran the meeting and business 
items were, one-by-one, picked off of the printed agenda that had been dis- 
tributed prior to the gavel dropping. After what seemed like a millisecond, they 
reached the election item on the agenda, and each of the candidates was given 
a minute to introduce themselves, a few hardball questions that would make 
even the most hardened radio talk show host blush, and one minute to offer a 
closing statement. After answering those questions and telling a room full of 
people about this small town kid from rural Minnesota, I walked out of the room 
and waited with the five other candidates for the one open spot. 

 



As I sat in that adjacent room waiting for the results of the balloting, it 
became clear to me that the group I just campaigned in front of was far from 
a student council. The meeting ran like clockwork, there was little bickering 
and “dead horse beating” over issues that do not matter in the grand scheme 
of things, it was plain and simple; a professional business meeting that accom- 
plished the predetermined goals for the senate. 

Had the chair of that meeting allowed it to spiral out of control it would 
have certainly only served to further my skeptical view of the organization. Had 
the members of the senate not acted in a focused businesslike manner for most 
of the meeting, I would have probably walked out of the room before standing 
for election. Fortunately, I was able to see the power of a well-run, professional 
organization that functioned at a high level and accomplished its business while 
still seemingly being able to enjoy themselves. 

Much to my surprise, I won the election that day and went on to serve in 
several positions on that senate, including as President. Certainly, I didn’t always 
run a highly effective meeting, but I always attempted to follow the rules that 
guided our senate and our meetings. 

After all, the rules were designed to protect the rights of all members of 
a group, whether your opinion is that of the majority or the minority. Perhaps, 
even if your opinion isn’t shared by another person, you still have the right to be 
heard. The rules are blind to personalities and differences of opinions. The rules 
are to be used to maintain order, facilitate healthy debate, and allow for resolu- 
tions of the issues before the body. 

This manual will explore several aspects of running an effective meeting, as 
well as managing your student organization. 

The following areas will be discussed in the pages of this book: 

• How a meeting can affect your organizations reputation. 

• Preparing for a meeting and setting the process for how you will conduct 
business. 

• How a meeting should run, including sample meeting dialogue and the 
nuts and bolts of keeping order. 

• Parliamentary Procedure and how the rules should be used in your meet- 
ing. Further, how “parli-pro” relates to the working documents of your 
group. 

 

 



• A discussion of how you can have a focused mission and goals for your 
organization. 

• How to keep from “beating dead horses.” 

Ideally, this manual will act as a guide to help new leaders or those who 
just want to brush up on the basics of being a part of a well run organization. 
Nothing adds to the prestige and ability of a group to influence people more 
than its ability to manage itself. If your group appears unorganized internally, 
you appear especially incompetent to those on the outside. Hopefully, this man- 
ual will help prevent some of the problems that can surface when your meetings 
get out of control. 

 
 

Chapter 1: Institutional Integrity 
Psst…the horse is already dead so stop beating it! 

To maximize the effectiveness of any organization, it is crucial to always 
show your constituents your best, regardless of the activity in which you are en- 
gaged. However, there is no better way for your group to show your profession- 
alism then when you are holding a business meeting. 

The integrity of your student organization goes well beyond simply how 
your meetings run when conducting business. Often times, what business you 
conduct, as well as the result of your business are just as important. 

The institutional integrity, or in other words, the respect level for your 
group among your constituency is crucial to the success you hope to achieve. 
If people attend your meetings and witness disorderly discussion, constant ar- 
guments regarding procedure, debate around petty or insignificant issues and 
several unresolved or poorly resolved issues, this will cause a severe decline in 
the integrity of your organization. 

In order to avoid many of the pitfalls that cause major erosion of institution- 
al integrity it is important to remember a few key things as you plan your meet- 
ings: 

• Your agenda should be limited to those items that require action or dis- 
cussion by the larger group. When deciding what issues need full consid- 
eration by the large group, or perhaps even more relevant, at that very 
point in time, you should ask yourself: Can the issue be best handled by a 
subcommittee or working group to allow for more research and perhaps a 
recommendation? Does this issue need to be debated or discussed now, 

 or is it best left for a future meeting? Is this an issue that helps advance the 



mission of the organization? 

• If a member of your group requests inclusion of an item on the agenda, 
discuss with them whether this is an appropriate action item for the larger 
group. Pose the same questions to them that you have already answered 
regarding the items you have deemed worthy. 

• Be conscientious of the time and remember any limitations you may face 
when planning your agenda (i.e. room reservation time, etc). 

Using these guides when planning your meeting will help you stay focused 
on the issues that matter and will save you from some of the pitfalls that often 
derail organizations. 

Sometimes it is not possible to prevent items from being added to the 
agenda that might cause controversy or add time to your meeting. It is the right 
of every member of your group to add an issue for consideration. Later in this 
manual, we will discuss ways to help you deal with these matters in a timely 
manner. 

Even if you have the most tightly run and well planned meeting, it is still 
possible for your organization to suffer hits to your integrity if you leave issues 
unresolved or reach a conclusion that leaves your group struggling to carry out 
its mission. 

As the chair or presiding officer, it is not your job to control the outcome of 
a vote anymore than any other member. However, it is your duty to control the 
debate and steer the body toward a workable solution whenever possible. This 
is most often accomplished through an appropriate use of the rules that allows 
everyone to have their say, but not necessarily their way. 

As a debate on an issue moves along there are ways under parliamentary 
procedure for the presiding officer to control discussion and move the meeting 
along. Under Robert’s Rules, the chair of a meeting must recognize anyone and 
“give them the floor” before they can enter into debate or make a motion (there 
are motions where the maker does not need the floor, but as a general rule they 
do). In general the chair will recognize those who wish to speak by name or 
proper title depending on the size and venue for a meeting. No person is en- 
titled to speak twice in one day on the same issue as long as any other person 
who has not already spoken desires to have the floor. Further, when the chair 
knows that those wishing to speak have opposing views on the issue, they must 
“let the floor alternate” between those favoring and those opposing as long as 
the discussion is in order.1 

1 Robert’s Rules of Order (10th Edition.),p. 29 lines 33-35 and p. 30, lines 1-16 



Remembering and enforcing these rules will help you guide the discussion 
and keep meetings running in an efficient manner. It is not always necessary to 
strictly enforce the rules, but adherence to them during most meetings will allow 
all members to have clear expectations when issues get heated. 

Running an effective meeting will help your organization maintain the ut- 
most integrity and your constituents will realize they are well represented. 

 

Chapter 2: Meeting Planning 
Set up your agenda 

Once you have decided what issues belong on the agenda for your meet- 
ing you will need to put your agenda on paper so that it can be posted publical- 
ly prior to your meeting (if possible or as guided by your organization’s by-laws 
or constitution) and printed and distributed at the business meeting. Your print- 
ed agenda should act as the guide for your business and when set up correctly 
will be easy for anyone to follow. 

The basic meeting agenda will follow a general outline and will contain cat- 
egories that will remain the same from meeting to meeting. 

Your agenda should contain a section for: 

• Roll Call:  Needed to establish quorum (or the number of members 
needed to conduct business). This will usually require a designated officer 
of the group to call the roll of members present. 

• Approval of the Agenda: This is done so that members of the group 
can have the opportunity to add items that they would like to see 
considered during the meeting. 

• Approval of the Minutes: This allows any member of the group to 
correct the record of a previous meeting should it be necessary. A broader 
discus- sion of minutes will occur later. 

• Reports from Committees or Officers: Reports are a good way for 
mem- bers to update the body on what they have been doing and more 
impor- tantly, how the actions taken by the group have been 
implemented. 

• Unfinished or Old Business: These categories are often used 
interchange- ably and while there is a difference between the two, both 
allow an item to be brought back before the assembly or committee. 

 
 

 



• New Business: This section is necessary to handle any item that has 
not come under consideration of the assembly before but requires 
action in order to carry out the mission or goals of the association. 

• Adjournment: Signifies the end of the meeting and requires a motion from 
the body to close business. 

These mandatory categories play an important role in allowing your orga- 
nization to function with consistency and focus that will allow those who attend 
your meeting on a regular basis to have some idea of what to expect. 

Beyond those business sections that must appear on your agenda, there 
are optional categories that can be used on your agenda to achieve specific pur- 
poses. Some of these may include: 

• Comments for the Good of the Order: This is most often used to 
allow members of your group to bring to attention something important 
to the business of the organization or committee. Comments for the 
Good of the Order should not be used for general announcements unless 
otherwise specified by the chair of the meeting. 

• Announcements: Can be placed on the agenda to allow for general 
com- ments from any member about just about any topic that is 
appropriate for a business meeting. Many times, action under this section 
can help group members share information about related events or 
perhaps business for the remainder of a conference or other gathering. 

Once you have decided on the business categories that will compose your 
agenda, the next step would be to place each of your action items under the 
appropriate category. Once you have completed this task, you will have your 
agenda set. This will make your meeting run smoothly. A sample agenda may 
look like this: 

 

 
I .  Call to Order 
I I .  Roll Call 

LeadMN 
Governing Council 

Meeting June 24th 2017 

II I .  Approval of the Agenda 
IV.  Approval of the Minutes 
V.  Reports 

1. President’s Report 
2. Vice President’s Report 
3. Treasurer’s Report 
4. Committee Reports  



VI.  Old Business/Unfinished Business 
1. Voting Structure 

VII.  New Business 
1. Approval of the Calendar 

VII. Comments for the Good of the Order 
IX.  Announcements 
X.  Adjournment 

As you can see, this sample agenda is simple, straightforward, and allows 
you to run an efficient meeting while letting anyone who wants to follow along 
as you move through your business. It is not necessary that your agenda look 
like this. In fact Robert’s Rules of Order, the 10th Edition, lays out specific cat- 
egories and explanations for each that must be used if RROO are the governing 
rules of your group or committee.2 

Now that you have finalized your agenda, you are ready for your meeting. 
A good, easy to follow agenda is the first step toward running an effective meet- 
ing. However, the agenda only sets the stage for the bigger show, the business 
meeting. 

 
Chapter 3: Meeting Protocol and Handling an Action Item 

The Mechanics of your meeting 

As the chair of the meeting, your responsibility during the meeting is to 
facilitate the movement of business and to keep the meeting moving in a pro- 
ductive manner. As was discussed earlier, it is not the chair’s role to “control the 
outcome of the action,” but instead to control the meeting and steer business to 
a conclusion. 

At the start of every meeting, you must “call the meeting to order.” This 
signifies the start of the meeting and allows the person in charge of taking min- 
utes to note the start time as well as allows all those in the room to know that 
business is under way. 

Once the meeting is called to order, it is appropriate to “call the roll.” 
Roll call is simply identifying the members of your group that are present at the 
meeting and is necessary to establish “quorum.” According to Robert’s Rules of 
Order the 10th Edition, quorum is “the number of voting members who must 

 
 

2 Robert’s Rules of Order (10th Edition),p. 342 
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be present in order that business can be legally transacted.”3 Normally, quorum 
will be determined by your organizations by-laws. In a case when your operating 
documents do not specify, quorum is typically a majority of the total member- 
ship. 

Once the roll has been called and it is determined that a quorum is pres- 
ent, it is permissible to continue with your agenda. As you can see from the 
sample agenda, typically you will move to approval of the agenda. In this case, 
as the chair, you would inquire with the body as to whether there are necessary 
changes or additions to the agenda as proposed. If there are none, this would 
be the point where you would “entertain” a motion to approve the agenda. To 
entertain a motion is to essentially ask someone to make a motion. Once a mo- 
tion has been made and seconded, the agenda can be approved by a vote of 
the group. 

This same process can be used when dealing with the minutes from a 
previous meeting. This particular time is when members can correct the record 
of previous meetings. Most often, changes to the minutes will be technical in 
nature or perhaps a change in attendance records. There may be a few cases 
where a member of the group takes issue with the characterization of something 
in the minutes, but these issues are rare. 

Once you have passed the initial stages of the meeting, you will head into 
the “meat and potato” issues of your meeting. These action items will require 
you as the chair to manage the discussion on each topic. As was discussed earli- 
er, every member of the group has a right to state their opinion on a given issue 
as long as they stay within the rules laid out by your parliamentary guide (most 
likely Robert’s Rules of Order). 

In most cases, action items on your agenda will require some sort of ac- 
tion by the body. Almost exclusively, this action will be some sort of “motion.” 
A motion is simply a way for members of the group to bring a proposal or ac- 
tion before the body for discussion. In order to properly bring a motion before 
the body, a voting member must “move” something. For example, if you are 
discussing whether your campus should grant an exclusive vending contract to 
Jahraus and Dean Vending (a facetious company for this example) the appro- 
priate motion would be: 

• Madam Chair, I move that student senate support the exclusive rights 
vending proposal for Jahraus and Dean Vending. 

 

3 Robert’s Rules of Order (10th Edition),p. 334 



This simple step will make all the difference in how your meetings will run. 
Too often, business meetings will begin to run exasperatingly long because ac- 
tion items are considered without a motion or a possible solution being offered. 
As the chair, you can bring recommended motions that will spur discussion or 
you can “entertain a motion” from the floor (i.e. allow members of the group to 
make a motion to get debate started. 

Now that you have this motion before you, debate or discussion should 
center on whether or not the Senate should support the contract for Jahraus 
and Dean Vending. As the chair, you need to monitor to ensure that the 
following “traps” do not grab your meeting: 

• Personal attacks: Debates can get emotional and heated. Discussion 
or debate should never get personal. Anyone who makes a personal 
attack should be ruled out of order immediately. As the chair, you have 
the right to deem discussion out of order if you feel it is getting 
personal. 

• Washington Style Fil ibuster (or beating the dead horse again): 
Many times, meetings are held up by the continued debate from a small 
number of people or even a single member of your group. It is often best 
to run your meetings as informally as possible, however, as chair, if you feel 
the group is “spinning its wheels” and that a few people are continuing to 
own the debate, you may encourage the group to move to a vote. Consult 
your parliamentary rules for more options to move debate along. 

• Runaway horses: The most common “trap” that will often slow down 
meetings is discussion that drifts far from the motion before the body. In 
short, debate must be on the subject of the motion and not on peripheral 
portions of the topic. As the chair, it will be easy for you to spot a “runaway 
horse.” At that point, you have the right to gavel that person out of order 
or simply remind the group to stick to the motion. 

Once discussion on a given motion is complete, you will simply move to 
a vote on the motion. As the chair, when you sense that discussion is ending or 
when no new ideas are being brought forward, you will move to a vote, which 
may go something like: 

• “Seeing no more discussion on the motion, we will proceed to a vote, once 
again the motion reads, ‘I move that student senate support the exclusive 
rights vending proposal for Jahraus and Dean Vending.’ All those in favor of 
the motion say AYE, all those opposed say NAY, any abstentions.” 
As the chair of the meeting it is your responsibility to do three things on 

each vote: 
 



• Reread the Motion: It is crucial that every member of the group knows 
and understands what they are voting on. Before a vote can be taken, you 
as the chair must reread the motion and ask if everyone understands what 
is before them. Once everyone is clear it is permissible to move on to the 
vote. 

• Clarify the vote: If the motion is confusing or complicated, it is best to 
explain what a “yes” vote or a “no” vote means. Often this is self explana- 
tory, but if you have doubts simply clarify it before hand. This is specifically 
important on complicated procedural votes. 

• Determine the outcome: On voice votes, the chair of the meeting 
must determine which side has the most votes based on the rules for that 
vote. On most action item motions, a simple majority is required. In that 
case, you will be forced to determine if the motion received enough AYE 
(yes) votes to receive one more than half of the voting members (if you 
have ten people voting, a motion must receive 6 votes to pass). If a vote 
ends in a tie, and your group does not allow for a tiebreaking vote, a 
motion is con- sidered to have failed. 

Should the motion before the group pass, you can simply move on to the 
next agenda item. If the motion fails, the next step is to either craft another mo- 
tion for the group to consider as an alternative, or use some other parliamentary 
motion to dispose of the item. 

In the example above, a motion is brought to the floor, discussion is held 
and a vote determines the result of the motion. While some of the work you do 
may be this simple and straightforward, it is likely there will be a desire among 
your group to modify the motion in some way. This can be done through an 
amendment process. This process can be both simple and complicated at the 
same time and when mismanaged can lead to a disaster in your meeting. 

There are a few rules that must be enforced when dealing with amend- 
ments your main motion. First, there are generally two types of amendments 
that will most often be used in your business meetings: 

• Deletion: This is simply a way for a member to remove a single word or 
multiple words from the main motion. When words are deleted from the 
amendment it is important to ensure that the removal of words does not 
drastically change the intent of the main motion as well as does not violate 
the grammatical integrity of the amendment itself (I.e. once the word or 
words are removed the amendment still makes sense). 

• Substitution: This amendment type simply allows members to take 
out and insert words in the place of what was originally proposed. 



As you work through your business and amendments are made to your 
proposals, it is important to remember that there cannot be more than three 
steps of business on one given motion. In other words, you can have a main 
motion on the floor, an amendment offered to change that motion, and an 
amendment to the amendment, but no more changes can be proposed until the 
amendment to the amendment is acted on. 

In real terms, if a motion is made at your meeting that reads “Mister Chair, 
I move that pizza should be served at every meeting,” an amendment could be 
offered that would add the word “pepperoni” into the main motion. After 
discussion, an amendment to the amendment could be offered to add the 
words “and at least one cheese” to the motion. Once this point is reached, 
discussion should switch to whether there should be one cheese pizza and that 
question must be resolved before going on, and no more changes can be 
proposed until it is properly disposed of in some fashion. 

Following this simple, yet organized approach will lend itself to efficient 
meetings and business being handled in a way that anyone can understand. 

 
 

Chapter 4: Motion Types and Precedence of Motions 
What’s with all the 

commotions? 

There are numerous types of motions beyond the simple main motion we 
have discussed thus far in the previous chapters. Robert’s Rules of Order were 
designed to give participants in a meeting several tools to conduct business, 
maintain order, and protect the rights of every member of the group. 

To that end, the four major categories of motions are: 

• Subsidiary 

• Privileged 

• Incidental 

• Motions that bring a question before the body 

Subsidiary motions seek to help the group dispose of or act on main mo- 
tions in an orderly and effective way. The most common subsidiary motion is the 
amendment. As was discussed earlier, this allows members to modify a main 
motion. Other commonly used motions that fall under this category include: 

• Commit or refer 

• Postpone



• Previous Question 

• Lay on the Table 

A Privileged motion are motions that do not deal directly with the main 
motion or the business that might be on the floor, but instead deal with other 
matters that may be more important or pressing then what is currently being 
discussed. In most cases these motions are used to bring business back on track, 
make an urgent point, or end the meeting altogether. Some of the most com- 
mon Privileged motions are: 

• Adjourn 

• Recess 

• Raise a question of privilege 

Incidental motions under Robert’s Rules of Order related to the main mo- 
tion, although in many different and unique ways. The appropriate use of an inci- 
dental motion will depend on the specifics of every situation. Some of the most 
common Incidental motions are: 

• Appeal the ruling of the chair 

• Point of Order 

• Objection to the Consideration of a motion 

• Division 

The final group of motions are ones known as, “motions that bring a ques- 
tion before the body.” The purpose of this category of motions is pretty evident 
from the name. The most common types are: 

• Take from the table 

• Rescind 

• Reconsider 

Now that we have a general understanding of these different motions, it 
is crucial to your success that you understand the basics of motion precedence 
for your meetings. There are different motions that are allowed at different times 
and having an understanding of this rank order will allow your business to flow 
smoothly. Robert’s Rules of Order the 10th edition displays a chart that ranks all 
of the motions in their proper order. In order to help set the table for further ex- 
pansion of this topic on your own, below is a simplified chart that will assist you 
when the larger version of Robert’s Rules is not available to you. 

 
 

 


