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9. Appoint Parliamentarian and all necessary
chairmen of standing and special
committees.

10. Prepare a budget with assistance of
treasurer or assist in preparation of budget
whichever is stated in club Bylaws.

11. Sign checks in the absence of the treasurer.

12. Appoint an audit committee.

13. Serve as ex-officio member of all
committees except the nominating
committee, unless otherwise provided for in

the Bylaws.

MEETING PREPARATION

1. Prepare for meeting. consult with
parliamentarian, prepare an outline and/or
script agenda and script.

2. Provide a copy of the agenda to all
executive committee members when

possible; if not, provide a copy to the
secretary and parliamentarian.

3. Be familiar with the Bylaws, make sure the
rules of the organization are followed.

4. Arrive early, make sure room is set-up,
arrange papers.

5. Seat parliamentarian to your right and
secretary to your left.

6. Start meeting on time.

PRESIDING
1. Refrain from dominating discussions;

encourage other officers and members to

give reports.
2. Ensure that all members understand the

business before the club.
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3. Handle motions correctly. The Chair
announces the results of the vote: “The ayes
have it, the motion is adopted,
and ....indicting the effect of the vote or
ordering its execution. OR “the noes have it
and the motion is defeated.

4. Expedite business by using the motion
General Consent. “ If there is no objection,
the club will

. Handle elections properly.
Remain impartial in meetings. Refrain from

voting except when vote is by ballot or may
vote to break a tie.

7. Exercise caution when stating opinions in
public - you are the spokesman for your club.

8. The president is an ex-officio member of all
committees (except nominating
committee)when provide for in the Bylaws.
You have the right (but not required) to attend

the meetings.
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PRESIDING IN A LARGER GROUP OR MORE

FORMAL SITUATION
1. Stand while speaking to the group being
addressed, or taking a vote. Remain seated

while minutes are read and while others
give reports.

2. Refer to yourself as “the Chair.” Always
speak in the third person, i.e. “it is the
opinion of the Chair” versus | think.

3. All remarks should be addressed through
the Chair. Do not allow a discussion among
members.

4. When controversial matters arise, the Chair
has the responsibility to maintain order and
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insist that rules of debate are observed.
Declare a short recess if necessary.
Remain impatrtial, the Chair cannot enter
into the debate unless she wishes to vacate
the chair to the next ranking officer who has

not debated on the issue. The Chair then

sits in the audience and remains there until
after the vote is taken before assuming the
Chair again.

EXAMPLE OF ATYPICAL MEETING AGENDA
After determining that a quorum is present, the
presiding officer rises, waits or signals for quiet
and says, “The meeting will come to order.”

Opening Ceremonies: Based on the group,
religious,patriotic, and customary rituals may be

included. If given, the invocation, the National
Anthem, and Pledge of Allegiance to the Flag of
the United States of America are arranged in
that order (Members will rise). Inspirational
messages follow patriotic exercises.

Roll Call (if customary): The Chair states, “The
secretary will call the roll of members.”

Reading and approval of Minutes: After the
minutes are read, or if they have previously

distributed, the Chair asks, “ there any
corrections to the minutes?” (pause) “If there are
none, the minutes are approved as written. With
any corrections, “The Secretary will make the
corrections. |f there are no further corrections,
the minutes are approved as corrected.
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