


Basic Principles 
1. Parliamentary procedure facilitates the 

transaction of business and promotes 
cooperation and harmony. 

2. All members have equal rights, privileges 
and obligations.  The will of the majority 
must be carried out, and the rights of the 
minority must be preserved. 

3. A quorum must be present for the group 
to act. 

4. Full and free discussion of every motion 
is a basic right. 

5. Only one question at a time can be 
considered at any given time. 

6. The chair should be strictly neutral. 
 
Tips 
Visit the library or bookstore for one of the 
resources listed above or log on to the 
Internet, where a number of good references 
are located. It is also helpful to observe a 
demonstration of proper parliamentary 
procedure in action or to listen to a certified 
parliamentarian when the opportunity 
presents itself. 
 
We have provided a “cheat sheet” of the 
more commonly used procedures in meetings 
where parliamentary procedure is in effect. 
This cheat sheet is Appendix A, included 
with this Fact Sheet. 
 
Order & Control 
The primary purposes of using parliamentary 
or other formal procedure are to maintain 
order in a meeting and to assure that the 
meeting ends at an appropriate time.  
Meetings without formalized procedures can 
extend well beyond a reasonable timeframe, 
often without important questions being 
resolved or necessary work getting 
accomplished.   
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A secondary reason for using parliamentary 
or other formal procedure is to control the 
direction of the meeting and/or the outcome 
of a particular matter being discussed.  While 
this might sounds devious, there are times 
when controversial issues are better simply 
resolved than expanded—most often when 

resources that are needed and desired to 
attain a goal are just absolutely not available.   
 
Parliamentary procedures may be followed 
exactly as the full procedures indicate or can 
be adapted to the type of group.  Few 
organizations adhere completely to the full 
procedures; however, some will revert to the 
full version when addressing controversial or 
difficult issues or when numerous visitors 
attend an open meeting.  It is wise to vote on 
a change in procedures before adopting 
different-than-normal procedure 
requirements. 
 
It might be helpful to discuss a couple of 
common parliamentary procedural items that 
may need some clarification.   
 
One item is the practice of having a motion 
on the floor before “debate” or discussion 
takes place, or the opposite—having a 
discussion before a motion is constructed.  
Interestingly enough, some professional 
parliamentarians have opposing views.  
Some feel it makes meetings go on too long 
to have the discussion before a motion is 
made.  Others indicate the discussion should 
take place before the motion can be made.  It 
is suggested to try both methods, and use the 
one that works best.   
 
The other item is the chair voting to break a 
tie.  Interestingly, one parliamentarian says 
there is no such thing as a tie vote.  Joseph 
Dobrian says, “Most motions require a 
simple majority (more than half the votes 
cast) for passage.  If exactly half the votes 
cast were in favor of the m223Mo were i8(a)fthe f the votes 
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