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ey of ordet

A-n' praivess meecing 0f an REA
co-aj, whether i1 is 8 meeting of the
bourd, a committes, of of the membershup
as 1 whele, muse peoeced 10 an orderdy
wiyv if it is 0 bring sansfactory resales,
Therz are certain widely accepred rules
for oonducting such  meetings, Thess
ate & part of chat largs
bod ¥ of practices which are grouped under
the rerm ' parlismentury procedare,

Besides making fur prdecliness of pros
cedees, pacliimensary males arc incemdod
t: jptorect the rights of the individual
participant and of minorities at @ mesting.
Ar che same tilne, they are also intended
e enable che majority to pee thiogs dc-
cutnplished withour unreasonahle defay.
The parlinmentaey eules of particular
imporance o REA cooperatives ate cusy
to vslergcasid.

FUNCTION OF CHAIRMAN

It is up w the chairman of 4 mezning to
see to i chat the rules of arder arc applied
democratically, withour favoricism, so
thar all important mattres may reccive
adequate discossion and chat the decisiuns
mads by che meeting shall refecr the
careful Judgment of che voting majneity.

The claitozn muse also be femiliac
with all sections of the bylaws thar deal
in anf way with the halding of mesrings,
the vourg rules, and the dotics and cights
al the membership. Otherwise, chere 15
daogee thar acnons taxzn af 3 mesting
may mat .-:t:.nd u]’tl widze thie lawr,

Ip additicn to koowing the tulzs af
ofder and the bylaws and being willing
e oapply them fmparually, @ chaicmdo
should alss Be an snerpetic leader who
can kzep the business of the meeting mov-
ing wlong withoor dragging.  Wasnever
discussion has ezached the polor when a
motion sesins in order but e oac volun-



toers oo make 3, the chairman mar stacs;
"The chair 15 szadv o enrerain 4 moclon
that . . . Cwhatcwer the occasion calls
fe 't Bur e charcman Bimseld cannoc
make & moron; he can coly suggest thar
somendas elie do so. I someone wving
tixinake a motinn fndy :Iilﬁ-:u.'lt.:.' iri ]:-u.l:t:'ng
it oo suitable words, the chaimpan may
make gupgesticas, buc he cannor change
the foem of the motion withoee the
paker's approval.

A Chalaman should preseree order

COMMON SENSE RULES

Fair Play. The chuicwan should be g
foir-ininded moderator, not a dictator,

Avoid Copfasion. Do not ler more
than gog persoo talk et 2 time. The
chairman decidss who is o have che foor,

Talking 1o the Poiot, Thes chairmao
should insist rhar members be brisf and
twlk to the poiot.

Talking Loud Enough. Tt i5 necessary
fur evervone Cincluding the chairman?
speak loud eoough for the entire meeciog
to hear what is being swd. If 4 person
czonst be heard by evervane, the chaimnan
shouwd repear the gist of whar was said

Avoid Hasry Action, Decsions on im-
pottant mateers should be mads oply afier
gll che faces are koown and bave been
considesed faitly. lr i3 safee in most
instances ta delay action thdd to wot in
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yrngrance of the faces. However, 1t s
wivally possible o have a small com-
mittee look inte any parocular marceer of
inparranoe in adwvancs ol L Mecliag, &
that the faces can be put before che mecting
and iporelligent action taken,

GENERAL RULES

Cruorum. A quorum, as required by
the bylaws, must be present ac a mesting
bLefore i can transact business

Seart of Meering, The wmecting sh auld
be called to order as the haur sec ia the
notice, or as soon thersafter as & guorum
has assembled.

Adjowrnment for Lack of Cuorum,
If no quorym can be assembled, thosc
[eicny must ﬁ.l:li:HLTLI the I:I".Et[:il‘.ﬁ' wichous
transucting a0y business except thac chey
may sec a datc for the reconvening of the
adjourned mecting.

Order of Basioess, At every mecoing
thers showld be & lisc of che matters to be
acred on, arrangod in the order in which
they are oo b taken up. This hise shauld
he prepared o advanes by the chairman in
consultation with the secrerary and the
manager. Tt general arcangement for a
meinbers” mesring is indicaged o che
brlaws., Addidonal maseems may e
broughe up at the meenng, excspr mar
tets which, acrording e the bylaws,
require advance poice,

VOTING PROCEDURE

Tu repch a decision oo any macter o ke
decided by vote, a definite procedure most
be fallowed.  Bristly, this consists of chres
main steps, the making of a motivn, dis-
cussion and the voring icself,

The Modoo., Aoy member entiticd e
viorg pt the mestiog may PIOpUse any
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actioe which can properly be taken by
that mecting. Such a proposal ds called
a morion, The chairman mavy male &
motion temporatily out of order of 1
does nat conform o che order of busiocss.
A moetion may also be oue of order for
cerrain other reasuns which will be dis
cuss=d later,

The mcmber desitiog to nake a maton
gets the chairman’s actencion by rasion
his hand ur standing up or calling: ™ Mz
Chairman.”' When given the fivor, he
begina: "'l move thae . . "7 and scates his
propusal as simply and dearly as possible,
¥ th: meoricn i5 in onder, the chairman
asks- " Will anyooe second this moticad”
and gives the fOoor to the fimt mcocber
indicaring & wish tedosa,  This ineinber
savs amply: 1 second the metion.”

If oo one is willing tosecond the motion,
the chairman daclares that *the morion
15 dropped far wanr of g second’” apd
procesds with the pext order of husloess
I the moticn is seconded, it enrems the
discussion srage.

At a large meeting it ds desirable for
anyone making or secondiug o G000 T0
give s pame, as he may oot be perscoally
keowo o the scerctary who has oo keep
the cccord of the fnesting.

DHscussico. After 1 mwoticn has beer
made und seconded, che charman sheeld
say: Ic has been mowved aod aecondzd
thar . . . (he should repeat the moucon s
that everyone can fNear iv dsnnctly "
I: chere any discussion oo che moon:

He sheuld allow cocugh time for an
adequare discassion of the quescion,

Voting. There ary two ways of bodag-
ing 2 mation to. g vore. Normally the
chairman waira unil there is oo furcher
discusyion and then zalls for the votel
Buc if a discussion dzags out toa long and
it sexens thacno newr facts of opinions will
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be Lrought our by furcher discussion, aly
merber may move o glise debate and
wore on tar queseiun.’” This request, if
propesiy seconded, is Dot debarable and
the chaitmaia muost ar once lex ehe meering
decide by voos vors or show of haads,
wehiether u aop the discussion shall be
allowsd oo copcinus. L rero~thirds nf the
voting memhbess pressal are apposed L0
fiyrther disoassiuz, chen the chairidn muat
cail Bt a wote oo the motioo undet
iz assion,

The Chalrmas should kesp thing soving

ln cartaln cases, such as the elscrion of
re vovval of teaseees and offizers, the bylaws
peeally provide that the vorug most b
dims by ballar, which means a secrct
Lailoe  Thus is lor the purpess of per
mirning cach member 1 Y012 aceoading e
Lii hest juigmeont, withous exposing
himeeed 1o che ili sl of rhe sejected
canlidare or of his friends.

Ay Cemixr Cay Al fequesl & vate by
Lullor on any mozion of fesclation even
.7 the bylaws du cor reguite it I his
otion is secondsd, the chaifman puust,
weizhiar any fusther debate, let the mem-
Lers decide, by voize or by shosw uf ands,
whcrker pr aof chey prefor 1o vutc DF
balli:t oz che parrioeles macket. A nafar-
Loy e s sufcient Jor such & decision,



Whenewer voting by ballat is not re-
quired, the wsual metked of voriog is by
voice. When the chairman 5 seady to
put the vote, he should fepeit the motion
ar have the scererary read ic zloud, sa shac
ie is clear to everyone, Then he says:
" Al in faver of the moticn, please say
‘T' {for “yes').”"  Altes those in favor have
wotod he says: ' AL opposed to the motion
please say 'oo’” Thean hs= aprounces
the result by saying: “"The motion 15
carried ' ur " The motion 15 Juse,”” us the
casc may be.

If thers 15 che leasc daubit as to whethse
the motion was cartied or lost, he shoold
rake the wote again, but this mng by a
shuw of hands. IF the woiz is sull an
cerrain, ke should sk che sseresary anc
anither oificer to count che hands ralses
for and againse.  In case of & tiz vute, the
motioon 1% loar enlzss che tie 15 hickzo br
the chairman's vaie.

In board or committes meetings, where
the comber i small, vering on Imporeant
marters 5 somesimes dons by roll call ™
The chairman asks cach memher individ-
pally o state his stapd oa the motion,

and the vorz of cach is entered in the
minoted, for permanene tefetence.

THE CHIEF MOTIONS

Thiere are rwo peaeral tvpes of owions:
main motions and secondary morions. AL
of e twutions here listed and discesse:
require only 4 majority wote to pass o
Vrarey,” excopt whete a different requice
ment is specifcally stased.

Maio Moroos. A moton which s
mals when there s oo ocher marcer Tefore
the meeting 15 called 4 main moton, [
iz the most important kind of morie
because it is mede for che purpose of
Eetting somerhing done.

Secondary Morons, A maotion char
concerns the main mocion oo che Soer is
known a5 a secondary motion.  Jes incen-
tion may be to amend the main mation,
or to have the marcer proposed io che
main motion eeferred 10 8 commircee, or
t postpone Or §60p winoo on the main
motioa,  lois abwiavs that such a second-
ary moticn must be disposed of before the
main moooo (5 voted on.

Muoton to Amenod. I aoy member
likes the general idea expressed in the
main noticn ap for discussion, but wancs
the wording changed or added o, he can
" Mo to amend the movion by Cadding,
taking oat, e the words ., Y I such
a motion £ amend is seconded, i is then
o fur discussion and must be vored on
before che main motion is again taken up
When the chairman calls for the vote on
& "Moricn to amend,” be must mwake 17
clear thae the vare will not yer be on che
acceplance gr rejecrion of che main mosiuo,
bur ooly oo whetbher the members wan:
the vwonliag of the main motion changed
or oot changed before they wore om it
When the desired wording of che maiu

T
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moricn has been agreed upon, the chaieman
can take che wote on the lateer as soon
as theee is oo Farcher discussion,

An amendment te & motien may iself
be amendsd.  Tnosuch a case the morion
g zinend the amendmene is discussed and
vated on frsc. IF it is defepecd, descus-
sion is again o ehe ariging] amendmenc;
If the amendment g0 che amendeent o
adopred, it becomes a puree of the onginal
amendmene, and discusion is then opensd
oo cthe revised amendocat 1 che main

mation,

CECOMBARY
AADTION

Limiring or Extending Debawe
Although full discessicn op 2 moton s
desirable, it may somerimes be found
necessary 10 limit debare io order to take
up all che ttems on the agenda or o com-
plete action on some importanr business
befare late hours draw away voting mem-
bers and leave the mesung without a
quorum for further business. I it bocomes
necessary to limit debare, scmeone may
“move thar debare oo this motion be
limiced tor . o . miouees,”” If the motion is
passed and it is found desirably laeer o
excend debate = livtle longee, this can be
done by another macion,

Dhivisica of Question. Tt s pessible ro
divide for separate comsiderarion che parts
of 2 complicated main moeten which has

10

been put on the floor.  This is dooe by a
motion calling for a divesion of the ques-
tion, If the subjects in the motion ae
clearly unrelated no secood is required for
1 mooon for division of the guesoon,
The mooon is noc dehatable. e can be
amended, but noe reconsidered,

Morion ro Refer. If any member thinks
that the meeting does nor possesa enough
facts or informadon coocerning the subject
of the main mation to be able to vore
imtelligently on i, he may "' Move thac
this question be referrod to . . ., wicth
iostructions 10 seport &t che next mees-
ing."” His morion should state the person
or committee, and, if o special commirree,
wheeher it i3 o be appoinced by the
presidenc or by the boand. A mortion o
refer ¢an be applisd ooly to the mawn
mogon under discussion, Te 8 in order
]:ura.:':ii:ﬁ_:,_-.:.-' at any timc hefors the vots 13
taken un the maio mosicn issell. Ic
roquires o second and may be dehated. I
ir is passed, the main motion i3 per aside
but is ipade the Arst ttem of vabnished
businass at the nexc meesing,

Modosn o Table, This iootion ranks
above zll othet secondary motions, which
meuns chat 1t can be Jmiroduccd even
when another secondary moton i bang
considered.  *"To 1able" means o pue the
main mocion aside indefinizely wichour
taking any action on it. This muotion
ceqaiczs 4 second and it is aar debarable
but mes: be voted onoar once, A main
mation which has beea rabled may again
be broughe up for consideracion ar che
same or & futere mecring, bur ooly at 2
time when oo ocher motion is boing cos-
sidered. This can be done by a mation w
“"Take fruim the 1table the moton
that . 305

Maoticn to Postpone, Instead of o mo-
tion to table, 2 mocien to poscpone unul

11



& destpnpted TimE Or @ motion to postpons
sndefinizely may be used (o delay action
oo g maia meion, A MeHan o poatpons
may be debaced and, once passed, may i
recossidered. It is thersfore mune Hexikle
than & motion o tahle.

Request for laformation. Apy merm:
her who wanes an asswer B0 & Speclhc
question about & maticn oo the floor may,
if necesaary, interrupt whoever 3 ?pral-rmg
by rising and saying " MMr. f_..].'lll.l.l::lslla.l:l, I
rse for a point of information. The
chairman muse immediacely ask him,
v What i vour question?'”  1F che request
is feasonable and pertinenc to the HLOTICn
on the fAoor, the chairnan answers b &0
asks someons else to do 0.

Poiar of Ordee. If o member 18 com-
Finced chat the “rules of order’ oOf the
hylaws are beiog rlisr-:g::de:d, he may
]'I;h:t‘rl.lpt, eegandless of who 1s speaking,
by mising and saying: © ML F."u:rma:m,_l
rise 1o a point of ereder.’” Mo seconsd 2
requited, The chairman must lmmnlr.l.‘.u:r]]r
3sk him ' State your poine of order.”  The
member must then give a brief explanaticn
of what he thinks s ouat of order, and
why. If the chaieman is sacisfed thac
l:hi:-mi:mb-:r iy riphe, he sRys: Y e peint
s well taken,” and doss whatever 1s
Lecessary 1o correct the emmor. If ]~:u|= coms
ciders the member wrong, he saya: ¥ Yoar
point s not well taken,'” aod -rlrull:u. the
matter, Lf the chaitman himself s ue-
certain, he can refer the question & sGme
oe better agguaineed wich the bylaws or
writh paclismentary procodure (such a5

-

the legal counsel, if he ls present), of he
cdn ask che meedng to vote on the Mateer.
If the member is coavioced ehac the chair-
man's decision is wrong, ke can say:
1 appeal from the decision of che chair."”

If the appeal 15 seconded By anocher mems
)

ber, the chairmaz muse pur che marcter 0
4 vore. In case of a tie vore, the appeal
i loast,

Tu Withdraw a ;"rfuﬁun. T|,'|i: ma h:cr cf
4 maln motico may become coovioced thae
the action proposed is peally concoessary
or undesirable. Or be may feel chat ic
has become so confused or cwisted by the
add itttz of an s tnendineat elat 3is ineend=d
perpose widl not be served by s Iois his
privilege, at aoy rime before che Boal
v om Bhe main fmction s taken, to
address the charman and say: T desire
o wicthdraw my motion.,” If no one
ohizcrs, the chatemoan declarss the motioo

woelsdrzwa., W oehe sceand 0 zny other
mamber obiects, asother member may
“bove chao Mr, . ., Cche maker of the

feain maten s be allowed o witkdraw his
murion.”  Tlis rnust be voted on withour
furcner debarsy I 2 majoricy is in favor,
the main ooton s withdeawn., This
leaves che floor open for aovome whao
wishes 0 make a pew muin MoUon a0
the same subjece eo take the place of the
ooe withdrawa.

Motion o0 Resdod. It may happen
thit an &ction agreed vupon ac & meeriog
is luzer dound o be undesicable, U irds a
racter that can still be remedicd by o
versing the accion, the way to accomplish ™
thiz is by a merion " To rescind Cor repeal’
the foreetly approved morion thas o .
rerate the avtion which is eo berescinded ), ™
fuch a mooon can be made at anv lacer
meeriag by any member eacicled o vore
al the mesting.  Ie regquires a scoced and
it may be debated. To carmry, it requires
the afirmacive vote of two-chirds of chose
voting, ualess the proposed repeal was
meptioned ia the dotice of the mecting.
Io chat case, & majority of chose votiog is
all chat is necosdary.



Modoo o Heconsider. A fnocion caf-
ried (or lost) may be reapened for furcher
diacussion and consideracion by @ ewore
“To reconsider,”” f zhes i3 dooe at ke
safie uecting o which the original vote
was tzken.  Beconsideratioo mav be par-
ricularly advisable if ths ofipins] vore
LS ﬂ:ur|:|.' :q_1_1;1|!_1_.' divided and it (s felt
that further discussion mighe resele in
greater unanimity of decision.  Any mem-
ber weho priginally vored with che winning
side bas the r|§|:1 oo make 2 moioo for
reconsderation,  Adoption of 2" Metion
to feconsider’’ means rhat the original
moron iF again belore the meeting juss as
if it kad pever been voted on.

Motion o Becess. A motion L feCcss
for a shore desgnuted ciree often helps to
test farigued parcivipants i a loag or
controvessial meening,  Tag motion By
be worded, "1 move we recess for
migwees' or '] move we wecess for luach
ard cocoovepe ap ooo. o'elock.” The
motion rrquires a second. It a5 nut de-
barable, but may be amended, A recess
ray beogakon wlhilc @ maio mooon re
fracns on e focr, Taoehis cass dzbare
on the motion is resumed following the
BECEss,

Motica o Adjourn,  This is zoocher
undchatable moncn. e cequires @ sevond
and the sfhmpalive wolo Ol & MA)GHITY of
the members present.

Nominatioas, The bylaws of mose cu-
ops provide for noninations pot oaly by
committee and by petition, but also from
the floar in cloctiog digecrors,  When che
chairman derlazes that sominadiong ane
opet, oy member may, when recoguiced
by thc chalcmde, comioass A candidate,
Mo second s aceded tor nominacions,

To ceose nomicacivns after ample op-
portunicy his besa miven for the presenca-

tion of candidates the chairman May L3y,
" Are there further nomipzucnst  If there
are oo further pominacions, | declarc
oominations closed.”™  MNominations may
be closed by a motion from che Aer, bur
che chairman should recognize such 2
motion gnly after it is apparenc thar therr
are 0o mors aomitations forthcoming or
that there arc coouph nomipations on the
door w provide adeguate comperition.

A Chairman thould be Impartial

A motion to close pomidinions mose be
seconded and reguires & ewo-thinds vors
After aominaions are closed they may be
reopeoed By motion from the  foor,
scconded, and passed by majosity vote.
Matioms o closc oF b TeOTO Aadtinacins
are oot debatabic,

VOTING BY THE CHAIRMAN

In an REA o-op, the chairman of any
meeeiog ac which busioess is o be ruaos-
acred is generally a member of the co-op.
As p member, he has the right o vom.
Bur as chairman of the mesting, he has
cereain responsibilities bevond those of the
ofdinary metoher.  He is cxpected to act

15



25 maderator and coordinator racher than
ad ® partisao.

The chairman is not soppased o speak
for or against a motion while e is in the
chair, § he wants to take pare in the
debate, he shauld ask another member 1o
act as chairman temporarily, so that the
umparriality of che chair will be preserved,
He can resume the chairmanship when he
15 again ready to avoid caking sides Lim-
self, When fr comes to vorng, the ac-
cepred practice 18 for the chairman o vote
cnly under the following cirtulng tances:

(2% 1f rthe wate is by ballot. In char
case there is oo rewson why he shoeld
refrain frofm voung, since his ¥ote cannor
influcnice other voters,

(b3 TE his vore is meeded becawse of
hyluws' requiremcars, For example, if a
mwiechirds vore of all trustees i3 required
oo a mateer bur cannot he chraioed with-
put the chairinan vaung

o Tf the pame and vore of each persan
is 1o be recorded in the minures.  This is
likely to be requested only 2t boasd meer-
ings aod only oo matters of vital
LIOEITTATCE,

{dy I his vore will zither make or
break a rie.

Whenever LT appears thar a vote will be
sev close that the chairman’s vote will
affect che decisin: oas way of another, Ut
is gererally preferable o continuc discue-
sian {providel the motioa is one  that
permics diseussion) until anc side or the
uther bas gained the sazpore of wore than
a bare majorisy withoue aoy need of the
chairman's vote. Close votes may cause
quarezling and disruption in en crganizas
rion.  The minority will vield 1o majacity
apioion with berer grace i ample dis-
cussioa has proceded the decisicn and of
the deciding vous can show & womibortable
margin.
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