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~ 134.—R. N. 0., Philadelphia. *‘Should the min-
utes of a meeting be stenographic ? That is,

said and done ?” Of what is “said”? No. Of
what is ‘“done”? Yes. In minutes of ordinary:
meetings there should be no mention made of
opinions which may have been expressed. Mo-
tions are recorded, but not the detailed debate
upon them. The secretary makes a minute of the:
results of the meeting, not of the processes.:
There should be neither compliments nor eriti-,
cism, but a terse, condensed, vivid presentation
of what was accomplished and what was left un-
finished. An obvious reason for not making a
close stenographic report is that members will
often make remarks, unimportant though perti-
nent, which sound very flat if read aloud, perhaps
a month later. The effect of this will be the muz-
zling of speech. Members will not run the gaunt-
let of inevitable criticism.
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PREFACE

THE Woman’s Manual aims to supply the long-
existing demand for an elementary book wherein
the first principles of parliamentary law are so
clearly set forth that ske “who runs may read.”

There are at present a great many omen, per- -
fectly well fitted, so far as intelligence and interest
go, to share in the deliberations of any assembly,
but who, through lack of knowing the technique of

_parliamentary law, are kept from taking active part
in the many meetings that they constantly attend.
Eager as listeners, wishing they dared to speak,
reproaching themselves afterward for not speaking,
they need only the confidence which comes from
“knowing how,” in order to become active, vital
forces. They want to know when to rise and when
to sit, how to begin to speak and how to close, how
to frame a motion or a remark, how to open and
close a meeting, how to meet an adverse motion, —

iii



iv PREFACE
all the minute details of presiding, of debating, of
making motions, of conducting meetings.

Unlike the men, who almost from childhood have
practised these little details till they have become
as second nature, the majority of women spring full-
grown into the arena of public debate, and must
offset the lack of an early and natural training by
the- more laborious, but by no means impracticable,
effort of middle life or even of old age. The hon-
orable exceptions of women who do know how, as
well as or.better than most men, only prove the
rule. This book, ther‘efore, is written for women ;
for use in their clubs, unions, societies, — any organ-
izations where it is important to know how to con-
duct a formal meeting.

The Woman’s Manual is based upon no one
authority in parliamentay law; the various author-
ities have been carefully studied and compared.

. Those procedures which seem to the author best
and most useful have been selected, and are herein
recommended ; while the established fundamentals
are carefully adapted to the needs of the women's
organizations for which the book is written. Where

Nconﬂictof opinions, that procedure which
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is the fairest and simplest is recommended; and
such procedure is supplemented by new ideas, —
when the given difficulty has had no adequate solu-
tion elsewhere. It is presumed, moreover, that
questions will be considered and decided upon
their merits and not be restricted by partisan bias.
Consequently, certain arbitrary forms which other
writers have deemed it necessary to provide for
legislatures, have been supplanted or modified by
those which, while equally parliamentary, are be-
lieved to be more suitable for ordinary assemblies
and societies.

In order fo. explain the elementary forms so that
any one, however inexperienced, can understand
and apply them, the text has been made as simple
and rudimentary as possible. Illustrations are
given of all the forms, so that the reader may
know “how” as well as “why’ a certain thing is
done. The book is not rudimentary, however, in
the sense that anything important is omitted, for
it will be found to cover all that is necessary.

Should this manual be called in question as an
authority, it can be said that the author has had
an experience of nearly twenty years in the work of

o
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women s organizations as well as an opportunity for
observation while assistant clerk of the Massachu-
setts House of Representatives, during a part of he
" time when her father (“ Warrington ) was the clerk
of that body. Any one who wishes to study further
is referred to Cushing’s manual, Warrington’s man-
ual, and Crocker’s “ Parliamentary Procedure,” as
the soundest and most helpful authorities. Fish’s
“Guide to the Conduct of Meetings” is also help-
ful to beginners.

In the present edition, the sections relating to
seconding the motion, election of officers, the pre-
vious question and amendment, have been further
elaborated, either in the text, or by' means of the
appendix, in which will also be found valuable mat-
ter on new points. The object in view has been
to make still more clear the principles laid down
in the earlier editions and to present additional
information, which, in every case, has been called
forth by real situations that have arisen in the
author’s experience in teaching classes and in
helping to adjust club difficulties.

H. R. S.

™
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INTRODUCTION

IN a democratic community, where all the people
are responsible for good government, some knowl-
edge of the proper conduct of public meetings is
especially essential. It is not necessary, of course,
for every one to become an expert parliamentarian,
but certain fundamentals of parliamentary procedure
should be familiar to every one who is liable to take
part in a public meeting. It is particularly impor-
tant that women, who are now entering public life in -
large numbers, shall, in order to command respect,
conduct their meetings with a certain regard for
forms.

Parliamentary law may be defined as those usages
of legislative and deliberative bodies which, by long
practice and experience, have become generally
approved. Parliamentary law is not fixed and arbi-
trary, but, like the English common law, is in con-
tinual process of development, being changed and

X



X INTRODUCTION

enlarged from time to time by such new usages as
gain general acceptance; and no one authority is
absolute.

As, in the common law, certain principles, from
long custom, have become firmly fixed, while certain
others are in process, so in parliamentary law, cer-
tain principles (chiefly fundamental) have become
established, while many others are not yet settled.
A new usage or interpretation may arise at any
time, and, if it is generally recognized as good, it
takes its place as a part of the body of the law.

‘Besides the general body of parliamentary law,
there are, for use in the conduct of meetings, special
rules which may be adopted by any society. As the
written law, or statutes, of a State govern that State

- in preference to the common law, wherever they
conflict, so the special rule of any assembly governs
that assembly instead of the general parliamentary
law.

Care should be taken, therefore, not to confound
parliamentary usages with special rules, which (be-
cause they have not been generally adopted) are
not yet embodied in parliamentary law. Every
deliberative body, from a small club to the Congress
of the United States, may make its own rules of

A
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procedure, and these are then binding upon itself;
but such special rules are not authority for any other
body. When any such special rule, having received
the approval of many other assemblies and the sanc-
tion of time, becomes generally adopted, it is a part
of parliamentary law.

When there is a special rule on any particular
subject, this rule supersedes (for the assembly which
has adopted it) the general usage on that subject.
When there is no such rule, general usage governs;
and the question, What is usage? is to be answered
by deciding what is best, for the kind of assembly
in question, in the light of the best precedents and
authorities. ’

An illustration of the distinction between a spe-
cial rule and a parliamentary usage may be helpful.
In the United States Senate, there is a special rule
that an appeal from the decision of the chair upon
a question of order, may be laid upon the table.
The general parliamentary usage is that an appeal
cannot be tabled without at the same time tabling
the whole subject to which the appeal and the ques-
tion of order relate. The latter, and not the former,
practice is parliamentary, notwithstanding the fact
that so high an authority as the United States Senate
has a special rule to the contrary.
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Justice and Egquality are the principles on which
parliamentary law is founded ; upon these, the con-
duct of all meetings is based, and only by special
rule can any method be practised which contradicts
them.

The object of parliamentary law is the fair,
orderly, and speedy transaction of business, or, as
Jefferson says, “accuracy in business, economy of
time, order, uniformity, and impartiality.” The will
of the majority is to be carried out, with due regard
for the rights of ‘the minority — the minority being
protected from the arditrary power of the majority.
Every assembly should be governed in the demo-
cratic spirit, and any practice which allows any
special privilege to one member over any other, or
which limits in any way the right of full and fair
consideration, should be discountenanced.

In deciding between authorities, these funda-
mental principles, justice and equality, are to be
borne in mind, and no usage or rule of any body,
however eminent, which conflicts therewith, is com-
petent authority. The English House of Commons
and the United States Congress have their own
special rules (the United States House of Repre-
sentatives has ¢ tied itself up with rules,” War-
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rington says in his manual), but these rules are not
-often suitable for ordinary assemblies or societies.

It is important to bear in mind, as Warrington
also says, “ that it is possible that some deliberative
bodies have adopted rules incompatible with sound
parliamentary principles,” and Mr. Crocker, the
latest authority, confirms this in the following words :
“In the heterogeneous mass of rulings, none are
entitled to be considered a part of a general system
of parliamentary or assembly practice, except those
founded on reason and justice.”

It follows that the spirit of justice and equality,
tempered by individual judgment and common-
sense, is of more importance in a parliamentarian
than knowledge of methods. The technique is
necessary, but is secondary to the spirit. One can
know so much of parliamentary forms as to prac-
tically deny parliamentary principles. A knowl-
edge of the usual forms necessary for conducting a
simple meeting is, however, essential, in order that
inexperienced persons may not be outwitted by
unscrupulous ones, and that all may have an equal
opportunity to express their convictions.
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CHAPTER I

HOW TO ORGANIZE A TEMPORARY
MEETING

Tue NEeep ofF MEeTHOD; THE THREE KINDs OF
ORGANIZATION; THE CALL; CALLING TO ORDER;
ELEcTiON OF CHAIRMAN ; MORE THAN ONE NoMI-
NEE; SECONDING THE NOMINATION; ELECTION
OF SECRETARY; THE COMMITTEE MEETING.

1. The Need of Method. A meeting is prop-
erly conducted when it is organized by the choice
of a presiding officer and a secretary, and when
the matters which it is to consider are regularly
presented, debated, and voted upon. Not only
are discord and misunderstanding liable to arise,
from a neglect of correct methods in the conduct
of meetings, but the business done is imperfect,
and perhaps illegal. As an illustration of “how
not to do it,” let us take a company of inexperi-
enced ladies, appointed as a committee to decide

. some matter, or to make some arrangement. They

3



4 ORGANIZATION

sit in a circle, with no organized chairman; they
all talk whenever they please, and to one another;
they do not address the chair, make motions, or
take votes; one member, stemming the tide occa-
sionally, will say, ¢“Well, then, I suppose that is
settled;’’ or, “Mrs. B., will you attend to that?”’
—and so the disorderly session goes on. Such a
meeting may accomplish its object, but how much
better than this chaotic fashion is the method of
those other societies of women that carry on their
meetings ‘‘decently and in order,”” and who, at the
same time, learn how to conduct those larger assem-
blies into which they are now rapidly entering!

2. The Three Kinds of Organization. There
are three sorts of organizations that need to be
considered: the temporary meeting, for a special
purpose; the committee meeting, appointed by a
superior body to decide or perfect matters for that
body; and the permanent organization, formed for
a definite object. The difference between these
three is that the first and second are temporary,
and the third is permanent; also, that the first and
third are independent, while the committee is a
dependent body.

N

o
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The only essential difference in organizing the
three is, that in the committee meeting a secretary,
although useful, is not absolutely necessary, the
chairman having authority to act in that capacity.
The permanent organization is subject to the same
forms as the other two, and, in addition, must have
permanent officers, duly elected, a plan of work in
the form of a constitution or by-laws, a regular
time of meeting, a stated purpose, and a quorum.

3. The Call. A meeting is called by any person
or persons interested, by means of verbal or written
invitations, or by a public call in the newspapers.

Let us suppose that Mrs. Allen, Mrs. Burns, and
Miss Sawyer have caused a notice to be printed in
the Mendon Telegrapl, over their signatures, as fol-
lows : —

All women who are interested in helping the sufferers by the
great flood in Johnstown, are invited to meet at the house of

Mrs. Alice M. Rice, 174 Blank Street, on Tuesday, October 14,
at 2.30 P.M., to consult as to the best means of accomplishing

this object. (Signed) Lucy B. ALLEN.
DEBORAH BURNS.
Ipa F. SAWYER.

4. Calling to Order. The day has arrived,
and nineteen ladies are present. Mrs. Rice has
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arranged the chairs in lines across the room, as
they would be in a hall, and, facing them, a small
table and chair for the presiding officer. They
wait a while for the tardy ones, and then Mrs.
-Allen, whose name stands first on the call, rises
in the place where she happens to be, if necessary
she raps to secure attention, and says:  Friends,
the time to which our meeting was called has more
than arrived. Will you please come to order and
nominate some one as chairman of the meeting?” .
She remains standing, and waits for nominations.

If Mrs. Allen is absent, or does not wish to call
to order, any one else may do it, preference being
-given to those who signed the call. If the meeting
has been called by private invitations, any one pres-
ent may call to order. The “lady of the house”
has no special privileges, and, indeed, it is better
for her not to call to order, or to preside, since she
is usually occupied with her duties as hostess.

5. Election of Chairman. Miss Lovell, rising
and looking at Mrs. Allen, says: “I nominate Mrs.
Burns as chairman.” She does not address Mrs.
Allen as “Mrs. Chairman,” because she is not
regularly a chairman, but only a self-constituted
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one. Miss Lovell sits, and Mrs. Sanders rises and
says: “I second the nomination” [sits]. Mrs.
Allen then says: “Mrs. Burns is nominated as
our chairman, and the nomination is seconded.
Are there any other nominations? [s/e waits.] or
any remarks? [wadfs.] If not, those in favor of
Mrs. Burns serving us as chairman will say ‘Aye.’
(AN those present who are in favor then respond
‘Aye”] Those opposed, ‘No.” [Zhose opposed, re-
spond ‘No.] It is a vote, and Mrs. Burns is elected
chairman of this meeting " [sits].

In this illustration, it is supposed that Mrs. Allen
believes that the majority have answered “Aye.”
If, on the contrary, it seems to Mrs. Allen that
there are more “Noes” than * Ayes,” she says:
“It is not a vote, and another nomination is in
order.” Some one will then nominate another per-
son in the same way.

6. More than One Nominee. It is always
-well, before putting a name to vote, to ask, “ Are
there any other nominations?” thus saving the
meeting from hasty action, or from having a chair-
man forced upon it by “cut and dried” proceed-
ings. In the illustration, if some one had desired



8 ORGANIZATION

another than Mrs. Burns for chairman, that person
would rise and say, “I nominate Mrs. Robbins ;”
and still another could say, “I nominate Miss
Sawyer,” and so on, Mrs. Allen meanwhile wait-
ing till all had nominated who wished. Then she
would put the names to vote, one by one, beginning
with Mrs. Burns as the one first mentioned, and. if
she were defeated, going on with the other names,
in the order nominated, till one of them was elected.
The merits of the candidates may be discussed
until the voting begins, though this is rarely done.
If Mrs. Allen is herself nominated, she puts the
question upon her own name as if it were that of
some one else. She is, for the time being, not
“Mrs. Allen,” but the agent of the meeting for
securing a chairman, and so she receives and pre-
sents her own name, impersonally, with the rest.

7. Seconding the Nomination. It is well for
nominations to be seconded, as this shows that
more than one person is in favor of the nominee.
If other nominations are asked for, however, the
seconding is not imperative. The acting chairman
may use her discretion in the matter.

8. Election of Secretary, etc. Mrs. Burns,
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having been elected chairman, rises, goes to the
table facing the audience, stands behind it, raps
if necessary, and says: *‘The first business is the
election of a secretary. Will. you please nomi-
nate?” She remains standing, and waits. Mrs.
Robbins rises and says, “ Mrs. Chairman ” [#4és 7s
called “ addressing the chair ”].  The chair responds,
“Mrs. Robbins” [this is called “ recognition,”’ and en-
titles the one recognized to the floor]. Mrs. Robbins
then “has the floor,” and proceeds to say, ““I nomi-
nate Miss Lovell for secretary.” She sits. Mrs.
Preston rises and says, “I second the nomination,
Mrs. Chairman.”! The chair waits, or asks for
further nominations, and then proceeds in the way
already given for the election of chairman.? Miss
Lovell, being elected, takes her seat at the table
beside the chairman, is provided with writing mate-
rials, and proceeds to write down, correctly and
exactly, the proceedings which have already taken
place, and all that follow. She need not record

1 The title *“ Madam’' (chairman or president) may be uszd instead of
““Mrs.,” but it is rather fastidious to insist upon it. “ Mrs.”” means simply
‘“ Mistress,” and applies to all women, whether they are ‘“ Mrs.” or “ Miss.”

2 When the regular chairman or secretary of a permanent organization is
absent, a temporary officer is elected in this same way.
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what is seia, out makes a full record of what is
done, or decided by vote. She should make no
personal comments.

The chairman then states the object for which the
ladies were called together, making an address of
any reasonable length, or saying briefly something
like this: “Our meeting is now ready to consider
‘the matter for which we have been called together.
As you know, our object is to consider in what way
(if in any way) we women of Mendon can help the
sufferers by the terrible flood in Johnstown. Any
suggestions or remarks are now in order, and the
chair hopes that all present will freely express their
opinions so that we may arrive at some action as
speedily as possible.” She then sits, rising again
whenever any person “addresses the chair,” and
sitting during remarks. She also rises to state and
to put motions, to state facts, or whenever it is
necessary for the order and dignity of the meeting.
The temporary meeting is now “organized” and
ready for work.

9. The Committee Meeting. A committee
meeting is organized in the same way, except that a
secretary may be omitted. If the body by which



HOW T0O ORGANIZE A MEETING I

the committee is appointed has definitely elected a
certain person as its chairman, that one is the chair-
man; otherwise, a chairman is elected by the com-
mittee at its first meeting. The mere fact of a
person having been appointed first, or nominated
first, on a committee, does not constitute her its
chairman, except for the purpose of summoning the
others to the first committee meeting. The rules
for proceedings in committees are considered in
chapter eighteen.
SUMMARY

A temporary meeting is organized by the choice
of a chairman and a secretary; a committee meeting
by the choice of a chairman; and a permanent
society by the election of permanent officers and by
the adoption of a constitution and by-laws.

Any person present may call a temporary meeting
to order, preference being given to those who issued
the call for it.

Temporary officers are elected by nomination
from the floor, the chair giving opportunity for as
many nominees as are desired.

Names given in nomination are voted upon in
the order nominated. Nominations may well be
seconded.
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The temporary chairman, when elected, takes her
place, and receives and puts to vote nominations
for secretary.

The secretary records what is done, but need not
record what is sazZ. She makes no comments.

A committee is organized in the same manner as
a temporary méeting, electing its chairman unless
one has been specified when it was appointed. Its
chairman may act as secretary also.

CHAPTER 1II
HOW TO FORM A PERMANENT SOCIETY

ForMING A CLUB; CONSTITUTION AND By-Laws;
THe OFFICERS; RoTraTioN IN OFFICE; ELECTION
oF OFFICERS; OTHER METHODS OF ELECTING;
“No CHoice;” Majoriry zs. PLuraLrity; CoN-
CLUSION OF ORGANIZATION.

10. Forming a Club. The first meeting of
any proposed permanent society is organized in
the same way as a temporary meeting. It is then
necessary to adopt a plan of organization, in the
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form of a constitution, or by-laws, or both; and to
elect permanent officers.

ZLllustration :  Let us suppose that the same
women of Mendon, having enjoyed meeting to-
gether while helping the Johnstown sufferers, decide
that it will be profitable to form a permanent society
or club, for social, literary, or philanthropic purposes.
They call their friends together and organize their
temporary meeting as already described.

Mrs. Burns and Miss Lovell having been elected
temporary chairman and secretary, and the chair-
man having stated the object of ths meeting,
informal remarks are made by those present, fa-
voring or disapproving the project. Mrs. Allen
then rises, ‘‘addresses the chair,”’ is “‘recognized,’’
and says: ‘‘I move that a woman’s club be formed,
and that we take the necessary action at this meet-
ing.”” The chair repeats the motion, it is regularly
debated, and when all have spoken who wish, the
motion is ‘“put to vote,””* and if the majority vote
in favor, the motion is carried, and the chair says,
““The motion to form a club is decided in the
affirmative.””  Technically speaking, the ladies

1 See Chapter V. for forms for making and putting motions.



14 ORGANIZATION

have voted to turn the present temporary meeting
into a permanent organization, it being understood
that all present, after fulfilling the requirements to
be agreed upon, are entitled to membership in the
club.

The chair, having declared the result of the
vote, asks: ¢“What further action will the club
take toward perfecting its organization?’’ Mrs.
Sanders, having properly obtained the floor, moves
“that a committee of three be formed to frame a
constitution and by-laws.” This motion is stated,
discussed, and put to vote; if carried, the chair
asks, “In what way shall that committee be ap-
pointed; by nomination, or by the chair?” Mrs.
Rice moves “that it be appointed by the chair,”*
or, “that it be nominated from the floor.” If the
former motion is made, it is put to vote, and, if
carried, the chair names three persons present,
saying, “The chair will appoint as this committee,

1 The custom of calling out *“ By the chair " or * From the floor " is incor-

" rect, though by general consent it may be allowed. A chairman may disre-

gard such irregular calls, and insist upon a motion regularly made. In case

she allows them, she should not assume such calls to be the sense of the

meeting, and act upon them without a vote, but should consider them as a

motion, and put such motion regularly to vote. It is better to insist upon a
proper motion.
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Mrs. Robbins, Mrs. Rice, and Miss Lovell.” If
the other motion is made, that is put to vote
instead, and, if carried, the chair asks for and
receives nominations for the members of the com-
mittee, and puts them to vote, one by one, as
already explained in the election of chairman.?

In the same way, a motion is made and put
“that a committee be formed to prepare a list of
permanent officers for the club,’”” or, ‘that per-
manent officers for the club be now elected by
nomination.” If a committee is appointed, that
committee may retire at once, deliberate, and re-
port a list of officers (other business being done
in the meantime), or it may report at a subsequent
meeting; it may also be instructed to prepare
written or printed copies of its report, to be used
as ballots.

The committee on the constitution and by-laws
necessarily reports at a Iater meeting.

This is all the business absolutely necessary to
be done at this initial meeting. Having thus or-
ganized temporarily, and taken steps toward per-.
manent organization, the first meeting decides

1 See Appendix.
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upon the time and place for its next session, and
adjourns.

11. Constitution and By-Laws. The com-
mittee appointed at the first meeting “to frame
a constitution and by-laws” meets and prepares
its report in writing. At the next meeting of
the club, the first business, after the approval
of the records, is the report of this committee.
The report is called for by the presiding officer,
and read by the chairman of the committee. The
whole is read first, in order to give the club a
general idea of its scope. Then the constitution
is taken up and read section by section, each sec-
tion being thoroughly discussed, and amended if
necessary. After the first section is considered
sufficiently, the chair will say, “ We will now pass

> and so on, until all the

on to the next section,’
sections have been considered. The chair will
then say, ‘‘The question now is upon the adoption
of this constitution as the constitution of our soci-
ety. Those in favor , , ,’'' The same is done
with the by-laws.  See Section 113.

1 Where these * * * arz usad, it is supposed that the reader will supply
the forms necessary to com;:lete the motion.
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A model is given in the Appendix which will serve
as a basis in preparing the plan of organization for
any society. It should include the name and object
of the society, the number and the duties of its
" officers and standing committees, its conditions of
membership, time of meeting, authority in par-
liamentary . law, quorum, and any other matters
essential to an understanding of its purpose and
methods.

12. The Officers. The essential officers are a
president, a vice-president,and arecording secretary.
If there are to be fees, a treasurer and an auditor are
added; there may also be a corresponding and an
assistant secretary. If the business is such that it
cannot be done in business sessions consistirig of the
members, directors are elected to do the business for
them. In small societies whose object is chiefly
mutual improvement rather than systematic outside
work, this object is best attained by having all the
important business presented, discussed, and finally
decided in open business meetings of the whole
society, leaving necessary details to be carried out
afterward by special or standing committees, when
ordered so to do by the whole body. Every mem-

-
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ber thus has a voice in the management of the
society of which she is a part, the feeling of unity
and esprit de corps becomes strengthened, and the
spirit of justice and equality subserved.!

13. Rotation in Office. In societies for mutual
improvement, it is well to provide in the by-laws for
rotation in office; that is, to prescribe the term of
office beyond which certain officers may not be re-
elected. The club will thus avoid getting into a rut,
and its members will mutually share the opportunity
of learning how to conduct the meeting. This is not
equally true of societies exclusively for outside work,
because, in such organizations, there may not be
more than one or two who are sufficiently interested
to do active work, the rest simply belonging in order
to help by their fees and by the influence of their
names. In clubs for study, also, where a teacher
is at the head, strict rotation will not always be
expedient, though even here the members should
have an opportunity to learn the duties of office by
actual practice. But in ordinary women’s clubs,
where the chief motive is to learn and to grow,
rotation in office is one of the best helps, because,

1 See Appendix.
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without it, there is danger that one or two efficient
women will come to believe that they alone know
what is best, and can alone manage the club. This
may be true, but it is death to the growth of the
rest, who, given the chance, will develop the talent
that is in them, bring in new ideas and methods,
and, in short, help to secure the attainment of that
“mutual improvement ” for which the club is seek-
ing. Two, three, or at most four years, are long
enough for any one woman to act as president, vice-
president, auditor, director, or member of any stand-
ing committee. The secretaries and the treasurer
being distinctively working officers, rather than ex-
ecutive ones, may be allowed a longer or even an
indefinite term. It may be said in general, that
such offices of a given society as are distinctively
honorary and self-educative should be subjected
rigidly to the rotation rule. Justice and equality
demand that as many members as possible shall
have a chance to show and to use the talent they
possess.

14. Election of Officers. The committee ap-
pointed at the first meeting to nominate a list of
officers, meets and prepares its report in writing.

P
i
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At some subsequent meeting (the constitution and
by-laws having been adopted) the presiding officer
calls for the report of the nominating committee,
and its chairman rises and says: “Mrs. Chairman,
your nominating committee reports as follows: For
President, Mrs. Alice Mayo Rice; for Vicepresident,
Miss Ida F. Sawyer; for Recording Secretary, Miss
Ruth H. Lovell; for Corresponding Secretary, Mrs.
Mary L. P. Robbins; for Z7reasurer, Mrs. Deborah
Burns; for Auditor, Mrs. Frances Hall Allen,” and
so on to whatever other elective officers are made
necessary by the constitution. She then hands the
list to the chairman and takes her seat.

It will have been provided in the by-laws, whether
election shall be at the same, or at a subsequent,
meeting to the one at which the nominating com-
mittee reports.

If it is to be at a subsequent meeting, the chair,
receiving the committee’s report, says: “You have
heard the report of your committee. The election
of officers will take place next ——, and these
names are before you as candidates.” Then is the
time to present other nominations, if members are
dissatisfied, it being understood that the regular
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nominees do not exclude other nominees, though
they take precedence of others.

If election is to be at once, the chair says: “You
hear the report of your committee. What is your
pleasure?” It is not necessary to move to “receive ”
or “adopt” the report.? Other nominations are then
in order. See the next section.

When the time for the election comes, copies of
the report are distributed (if it has been so voted)
to be used as ballots; or blank slips of paper, upon
which to write out their choice, will do as well, if
there is plenty of time. In either case, the members
will now consider this report as before them for
action. The chairman having said, “ What is your
pleasure?” Mrs. Preston obtains the floor, and
moves “that a committee of two be appointed by
the chair to receive, sort, and count the votes.”
This is put to vote and carried, and the chair
appoints Miss Anna Long and Miss Nellie Faxon
as this committee. Each member then prepares
her ballot, scratching out any name she does not
like and substituting one she prefers; the commit-
tee collect the slips in a box or other receptacle,

1 See section 143.

-
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retire, count the votes, and note down the result.
When they are ready, the chair, interrupting other
business if necessary, says: “Your committee on
election of officers is ready to report.” Miss Long
then reads the result of the ballot, giving the whole
number of votes cast, the number necessary for a
choice (which is a majority of the votes cast), and
the number each one has received for each office,

as follows: —
Whole number of votes cast 21
Necessary for a choice : 11

For President : Mrs. Preston has 1
S Mrs. Rice has 20
and appears to be elected.

For Vice-president : Miss Faxon 1
Mrs. Sanders 1
Miss Sawyer 19

and appears to be elected; and so on, to all the
offices.! She then hands the list to the presiding
officer, who says: “ The following persons, having
received a majority vote, are elected as the officers
of this club.” She then re-reads the list of offices

1 See Appendix.
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and those who are elected to fill them. This decla-
ration of the chairman decides the matter, and the
secretary records the result. It cannot be recon-
sidered.

15. Other Methods of Electing. In case the
nominating committee reports at the sajne meeting
at which it was appointed, there will be no time to
prepare full ballots. Each officer will then be voted
for separately, on slips of paper, each member writ-
ing the name thereon, the slips being collected and
counted one by one. Instead, there may be an in-
formal ballot, and a formal ballot afterward.! This
method secures freedom of choice, but takes much
more time. Still another way is for the secretary
to cast one ballot for the whole membership, using
the nominating committee’s report as the ballot.
The one ballot is then handed to the chairman,
who reads the list, declaring the nominees to be
duly elected. = This method is not recommended,
and is never to be used, except in cases where it is
certain that all are agreed upon the candidates. A
motion is made “that the secretary be empowered
to cast the ballot of the society.” 'This motion is

1 See Appendix.
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regularly put to vote, and if there is even one dis-
senting voice, it cannot be done. Such a ballot
must be unanimous.

Another method is by nomination from the floor,
either at the first or at a later meeting. This takes
much time,,and is a rather careless method. It is
a good way only when there is danger that a nomi-
nating committee will not select persons agreeable
to the majority, or to any considerable number of
the members. If this method is desired, a motion
is made “that we proceed to elect the officers of
the club by nomination from the floor.” The
motion is stated and debated and put to vote. If
carried, the chair says: “It is a vote, and the chair
awaits nominations for president.” Mrs. Sanders
obtains the floor and nominates Mrs. Burns, Miss
Sawyer nominates Mrs. Allen, Mrs. Robbins nomi-
nates Miss Lovell. When all have nominated who
wish, the chair says: “ Mrs. Burns, Mrs. Allen, and
Miss Lovell have been nominated for president.
The members will write upon the slips of paper the
name they prefer.” She then appoints a committee
of two or three who distribute slips to all, and then
collect, sort, and count them, the result being de-
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clared by the chair, as in the first method. The
vice-president, secretaries, etc., are then nominated
and elected in the same way, one by one.

Still another method is to allow members of the
club, in open session, at the time the nominating
committee is appointed, to rise and propose candi-
dates for any office. These names would be merely
suggestions, and the committee would be bound
only to consider them, not to nominate them. A
still better way would be to have a nominating
committee, and to provide that an independent list
of nominees may also be made by any three, five,
or more persons, and that these nominees be placed
upon the same written or printed list with the regu-
lar nominees. In voting, the members could then
erase the name they do not want, or, as in the Aus-
tralian ballot system, make a cross against the name
they do want. This would secure care, freedom,
and fairness, and would take less time than the
method by nomination from the floor. It should
be decided upon by vote and incorporated in the
by-laws which of the many various methods shall
be used by a given society.!

1 See Appendix.
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In all cases, permanent officers should be elected
by ballot, unless it is the unanimous wish to elect
by acclamation. When this is desired, a motion is
made “to elect by acclamation;” this is put to
vote, and if there is no dissenting voice, it is done.
The names of candidates for each office are read by
the chair, one by one, the chair saying, “ Those in
favor of Mrs.

for president of the club will say
aye,” as in any motion. By motion and unanimous
vote, also, the names may be all voted upon at
once, or portions of them together, instead of one
by one.

In their choice of methods, different societies
will be governed by what seems suited to their
needs, and by what is fairest. With certain soci-
eties, election may be by a nominating committee
and a printed ballot; with most, acclamation would
be too summary; with all, the method of nomina-
tion from the floor, or that of a committee and a
written ballot, could hardly fail to be impartial.!

16. “No Choice.”” If, in the case of any
office, no candidate receives a majority of the votes
cast, there is “no choice,” and that officer must

1 See Appendix,
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be voted for again, as many times as are necessary,
until some one is elected. For instance, in electing
the president, if nineteen votes had been cast, and
Mrs. Rice had received ten, Miss Sawyer seven,
and Mrs. Burns two, Mrs. Rice, having a majority
would be elected; but if Mrs. Rice received fewer
than ten, she would not be elected, and a new vote
would be taken. The chair would say: * None of
the candidates for president has received a majority
vote. The club will please ballot again.”

17. ¢ Majority '’ and ‘¢ Plurality.”” A major-
ity is more than half, a plurality is the largest of two
or more numbers. When there are only two num-
bers, or two candidates, a majority and a plurality
are, of course, the same; but where there are more
than two, there is a distinction. In the case in
question, if there had been nineteen votes cast,
Mrs. Rice receiving nine, Miss Sawyer seven, and
Mrs. Burns three, Mrs. Rice would have a plurality,
but not a majority, because fen, and not nine, is a
majority of nineteen.

A plurality, however, may elect, if it is so desired,
and, if so, this should be decided by vote before.
the balloting begins. Otherwise, a majority elects.
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In all societies, it would seem that officers ought to
gain at least one more than half the votes cast, in
order to entitle them to serve, so that it is better
to observe the general rule of a majority vote. In
elections by the people for public office, the oppo-
site is true, the majority method having proved of
great inconvenience in the States where it is used.

An election to office, once decided, is final, and
cannot be reconsidered.

18. Conclusion of Organization. The per-
manent officers, having been elected, assume their
offices at the meeting following, the temporary offi-
cials retaining their places until the close of the
meeting in question.

The president, on assuming the chair, may thank
the club for its confidence in her, and promise to try
to carry on the business properly, and to see that
the rights and privileges of the members are equally
recognized and respected. She is now addressed
as “Mrs. President.”

The officers having been elected, and the consti-
tution and by-laws adopted, the society is organized
and ready for work. It is now the duty of the offi-
cers to be present and perform their several func-
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tions. But in case at any time the proper officers
happen to be all absent, and the time has arrived
for the meeting to be called to order, any member
may call it to order, and cause a chairman and
secretary “pro tempore” to be elected, and thus pro-
ceed to business. This is better than to keep a
meeting and a speaker waiting.

A temporary and a permanent society are each
governed by parliamentary usages, the former by
general usage, the latter by its chosen authority.
The meetings of corporations and joint stock com-
panies (in short a// meetings) are governed by the
rules of parliamentary law, and any authority which
is good for a society is equally good for these.

SUMMARY

A permanent society is at first organized tem-
porarily, and then permanently, by election of offi-
cers, and adoption of a constitution and by-laws.

The constitution and by-laws include the name,
object, and methods of the society, with the number
and duties of its officers. They are prepared by a
committee, and adopted, after discussion, by the
whole body.



30 ORGANIZATION

The necessary officers of a permanent organiza-
tion are a president, a vice-president, and a record-
ing secretary. Other officers may be added.

Business may be done by directors, but in socie-

_ ties for mutual improvement, it is better to have
business meetings of the whole membership.

A compulsory change of certain officers every few
years is advisable in societies for mutual improve-
ment.

Election of officers may be by means of a nomi-
nating committee, or by nominations from the floor.
All permanent officers should ﬁsually be voted for
by ballot. In giving the result of a vote, the num-

" ber of votes against a candidate, as well as the
number for, should be stated.

A majority elects, unless it is provided by vote
that a plurality shall elect.

A majority is more than half; a plurality is the
largest of several.

An election cannot be reconsidered.

In case of the absence of permanent officers, a
chairman and secretary pro fempore are elected.

f"‘\
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CHAPTER III

THE ORDER OF BUSINESS AND THE
QUORUM

RouTiNE BusiNess; THE ForMaL OrDER OF BusI-
NESs; “QuoruM” DEFINED; A QuUorUM NECES-
SARY BEFORE BEGINNING; ErrFect ofF “No

”»

QuoruM ” DURING PROCEEDINGS; METHOD OF

COUNTING THE QUORUM.

19. Routine Business. The three formalities
necessary in the conduct of meetings are the calling
to order, the reading and approval of the records, °
and the adjournment. These constitute what is
sometimes called the “routine business.” Reports
of standing committees may also be included under
this title. The routine business, by unanimous con-
sent, may be carried on witiout formal motion and
vote; but care should be taken not to use this method
with any except routine business, that is, with any
except business that is merely formal, and does not
call for discussion. Objection may be made by any
one to its use, even in routine business.
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The presiding officer of a permanent organization,
when the time arrives for the session to begin, rises
from the chairman’s seat, stands silently a moment,
raps with a gavel if necessary, and says: “The hour
having arrived, the meeting will please come to
order, and listen to the reading of the records of the
last meeting.” The secretary rises, addresses, the
chair ! [who now sits], reads the records, and seats
herself. The chair rises and says: “You have
heard the records of the last meeting. Does any one
notice any errors or omissions? [ske waits.] If not,
the records will stand approved. The next business
is, etc.”

If any one has noticed any error, she will rise and
make the correction, saying something like this:
“ As I remember, Mrs. President, the action taken
upon (so and so) was as follows: ” (giving it as she
remembers it.)? . If the secretary thinks the correc-
tion is valid, and no one expresses objection, it
will be made by the secretary, and the chair will
say: “The records, with the necessary correction,
- will stand approved.” If there is a difference of
opinion, or if the secretary insists upon her version,

1 Still better, says : “ Mrs. President and members.”
2 See section 105,
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.

any one may move “to amend the records in accord-
ance with the suggestion,” or, “to amend by striking
out - (certain words) and inserting (others);” and
this motion is discussed and put to vote, and the
records amended or not, according as the majority
vote is affirmative or negative. The chair will then
say: “The records, as amended, will stand ap-
proved.”

20. Formal Order of Business. It is well
for a society, or its president, to adopt an order
of business by which the chair shall guide its
meetings. The form is not arbitrary, but may be
something like the following: —

Calling to Order.

Reading and Approval of the Records.
Announcements.

Reports of Special Committees.
Reports of Standing Committees.
Elections.

Special Assignments.

Unfinished Business.

New Business.

Programme for the Day.
. Adjournment.

oo eNounew N

-

Any society will modify this order, in accord-
ance with its own convenience and methods. The



34 ORGANIZATION

president arranges a list for each day, itemizing
under each of these heads the special business to
be brought up, and calls up each item in order.
When she comes to “new business” she asks: “Is
there any new business?” If there is, it is pre-
sented, disposed of, temporarily at least, and then
the lecture, or other programme for the day, fol-
lows. If a special time is set for the programme
to begin, all business which is not reached when
this time arrives, is postponed by tacit consent till
the next business meeting, unless a vote is taken
“to continue the business session.” The order
of business, after the approval of the records,
may be interrupted or changed at any point, by
a motion and vote to consider any special topic.

21. The Quorum Defined. The quorum is
that number of persons whose presence is neces-
sary for the transaction of business. In a tempor-
ary meeting, the question of a quorum does not
arise, those present, however few, constituting the
meeting. In a committee, a majority of those ap-
pointed constitutes the quorum. In a permanent
organization, it is necessary to provide, by rule or
in the by-laws, what number shall constitute the
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quorum. If it is not so provided, the quorum is
a majority of the whole membership; and, since
business cannot be done without a quorum, a ma-
jority would have to be present before a meeting
could even be called to order.

In legislatures, where the business is of a public
nature, where it is the duty of all the members to
be present, and where there is power to compel
their attendance, a large quorum is expedient and
just. In ordinary societies, the contrary is true.
The object being to get the business done, the
quorum should be fixed at a number small enough
to insure that a meeting is actually held when it
has been called. For a society numbering from
fifty to one hundred, the quorum may well be fixed
at nine; for a small society five; and for one of
several hundred, fifteen or seventeen is sufficient.
In fixing the quorum, the Zind of society may
also be taken into account, and if its membership,
though large, is not a working membership, the
quorum may be still smaller. The principle is,
that a// having the right and the opportunity of
attendance, those who actually do attend, rain
or shine, have the right to do the work for which
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they have taken the trouble to come. Absent and
tardy members must take the consequences. Only
as a matter of courtesy can they expect business
- which has been regularly assigned, to be put off
because they are not present. Of course, if the
members present choose, they can postpone any or
all items of business and adjourn; but they need
not, nor is it best to do so. If the bare quorum
is present, they may go on as if there were a large
meeting.

22. Quorum Necessary before Beginning.
Whatever number is fixed upon as the quorum of
any body, the presence of that number of members
is necessary before any business can be done.
When the time for the meeting arrives, the presi-
dent counts those present, including herself, to see
if the requisite number are there ; even if but one
is lacking, she does ‘not call to ordér, but waits
until others arrive. After a reasonable time (from
a half-hour to an hour), if there is still no quorum,
she adjourns the meeting, saying: “There being
no quorum, the meeting stands adjourned to—"
(naming the time for the next meeting). Those
present may talk over matters, but no motion,
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vote, or business of any kind, is in order. It is
as if the meeting had not been held. Members
may be sent for to make a quorum, but they can-
not be required to come. The same ‘is true of
committee meetings.

23. Effect of *“No Quorum’ During Pro-
ceedings. A different practice prevails where
there has been a quorum, and where, during the
meeting, the members have gradually departed
until less than a quorum may remain. In this
case, business still goes on until some one raises
the point of “no quorum,” the supposition being
that, a quorum having been present, it is still
present. Business done under those circumstances
is regular, and may continue to an adjournment
at the regular time. The chair is not obliged to
note the absence of a quorum, but may continue
to conduct the exercises.

If, however, any one, the chair or a member,-
so wishes, the question of “no quorum” can be
raised and the proceedings stayed. The chair
may say: “The chair calls the attention of the
members to the fact that there is ‘no quorum.’
The meeting is therefore adjourned,” and thus dis-
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solve the session. Or, a member may rise and
say: “ Mrs. President, I raise the question of ‘no
quorum.”” Business is then suspended until the
number present is counted, and if it is deficient,
the meeting is perforce adjourned.

24. Method of Counting the Quorum. If
the quorum is small, its presence or absence is
easily ascertained by a simple count, by the presi-
dent and secretary, which is verifiable by all. If
it is large, it should be done by tellers or by the
roll-call,! those recorded as present deciding the
question of the presence of a quorum.

The question whether the presiding officer of a
legislative assembly (whose quorum is a majority,
or some very large number) may decide the ques-
tion of a quorum, by himself counting those pres-
ent, is still an open one. This arbitrary method
may be necessary for bodies where partisan politics
govern the procedure; but for all ordinary assem-
blies, precedent has established the roll-call as the
safe and fair method of ascertaining the presence
or absence of members.

In any given case where the opportunity arises,

1 For the way to call the Roll see section 72.
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the natural tendency of all presiding officers toward
the assumption of autocratic power should be re-
stricted rather than encouraged.

SUMMARY

Routine business, by general consent, may be
carried on without regular motions and votes.

Meetings of permanent societies should be guided
by a formal order of business, including, under
suitable heads, all that will be likely to arise. A

The quorum is that nymber of persons whose
presence is necessary for the transaction of busi-
ness. If the number is not stated, it is a majority
of the membership. It is better to have it definitely
fixed.

The quorum should be small enough to insure
a meeting being held when one is called, those
taking the trouble to come being entitled to do
the business.

A meeting is not called to order till a quorum
is present; but once in progress, it may go on
without a quorum until some one raises the ques-
tion of ‘“no quorum.”

The presence of a small quorum is ascertained
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by a count; of a very large one, by the roll-
call.

When there is shown to be “no quorum,” no
business can be done except to arrange'for a future
meeting, and to adjourn.

CHAPTER 1V
RIGHTS AND DUTIES OF MEMBERS

Durties AND RIGHTS OF THE PRESIDING OFFICER;
RicHTs AND DuTtiEs oF MEMBERS; THE Vice-
PRrRESIDENT; THE RECORDING SECRETARY; Va-
CANCIES ; REMoOvALs; SpPEciAL MEETINGS, ETC.

25. Duties of the Presiding Officer. The
presiding officer is the servant of the whole body,
not the servant of any party or individual; above
all, not the master of the assembly over which she
presides. She directs, by means of her order of
business, seeing that all is conducted in accord
ance with justice and equality. She “preserves
order and decorum” by calling to order when ne-
cessary, and correcting parliamentary errors, hold-
ing the reins, so to speak (but not too tightly),
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and guiding, not driving, the session, through its
by-ways to its destination. It is her duty to be
strictly non-partisan while in the chair; to see that
while the will of the majority is carried out, the
rights of the minority are also respected ; to secure
the speedy and fair transaction of business, and
freedom and impartiality in debate.

A good presiding officer will have three charac-
teristics, — force of will, sincerity of purpose, and
consideration for others.

As to matters of detail, the chair will do that
which best preserves order and secures the proper
transaction of business. She will stand during all
business or voting, especially while stating and
putting motions, but may sit during debate. She
will not speak of herself as “I,” but as “the
chair ” or “the president.” She will recognize the
member to whom the floor rightfully belongs, will
state every motion that is in order, and give
a chance for its discussion; she will wait for a
quorum before beginning, and will open and close
the meeting at the proper time; she will know
when committees are to report, and see that their
reports are called for; she will see that special
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assignments are called up at the proper time, and
that all necessary business is either done, or else
properly postponed, before the meeting dissolves.

26. Rights of the Presiding Officer. The
presiding officer is a member of the society or
meeting, and as such may always vote and speak.
These rights are usually waived, however, except
in cases of necessity. The chairman may make
explanations or state facts, but if she wishes to
debate, she leaves the chair (saying, “Will Mrs.
—— please assume the chair?”) and becomes
merely a member for the time being. She need not
actually vacate the real chair, though this is best in
large assemblies; she simply assumes that another
person is the chairman, and then ‘“addresses the
chair” as a member, and goes on with her remarks,
resuming her chairmanship at their close.

The chair has the right to decide who is entitled
to the floor, and to decide points of order, both of
these being subject to appeal. She may call up
regular business without waiting for motions, may
declare certain routine business “approved ” with-
out a vote, and may adjourn a meeting if it is time,
or if a quorum is not present. She may require



.

RIGHTS AND DUTIES OF MEMBERS 43

motions to be put in writing, and may refuse to put
those that are not in order.

A president has no right to meet with a com-
mittee, unless she has been specially appointed
upon it, and she need not be consulted by mem-
bers of it. She has no so-called ex gfficio rights,
unless these are specifically granted, and it is not
well to grant them. Her rights consist, not in
managing the society, but in directing it so that
it may manage itself.

27. Rights and Duties of Members. The
members will best do their duty in assisting the
president to preserve order, by preserving order
themselves. They will refrain from whispering,
from “asides,” from walking about, from doing
anything which may distract the meeting and pre-
vent others from speaking and listening. They
will make motions properly, debate courteously,
and abide by the voice of the majority. Every
member is upon an equality with every other. It
is the right of members to vote, and also their
duty, when clear as to their convictions. The
rights and duties of members in debate are con-
sidered in chapter seven.



44 ORGANIZATION

28. The Vice-President and the Secretary.
The vice-president is the substitute for the presi-
dent in case of her absence or disability. Her
duties are the same therefore, and she should in-
form herself upon the objects and methods of the
society, and upon parliamentary practice. It is
well for a president to call often upon her vice-
president to aid her in different ways, so that the
latter office shall not degenerate into a sinecure.

The recording secretary records at the time, and
afterward writes out in permanent form all that is
done. She may also, but need not, record what is
said in debate. Votes are to be transcribed in the
exact form in which they are taken. The record
is the authority; whatever that says, stands as
the legal acts of the society. It is necessary,
therefore, that the records of a meeting be read
at the meeting subsequent, and be then “approved ”
by motion and vote of the society, or by tacit con-
sent. They are thus sanctioned as correct; and it
is these records, and not the memory or assertion
of any individuals, which decide what the action
has been. Rejected motions must be recorded.

The secretary notifies committees of their ap-
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pointment, takes charge of matters which have been
tabled or postponed, and sees that they are kept in
proper shape; in short, she assists the president
in keeping matters straight. If a secretary has
made errors in her record, and the record has been
“approved ” with the errors still in it, these errors
must be proven by the person asserting their pres-
ence, to the satisfaction of the majority of the
) association, the assumption being that an approved
record is correct. To correct the record before it
is “approved ” is therefore very important. The
secretary has no right to alter her record after its
approval.  She signs each record “So and So,
Secretary.” 1f it is not already in proper shape,
she arranges and copies it at some future time. It
is best, however, to write it out at first in a record-
book, rather than upon sheets of paper. The
corrections are then made by interlining and era-
sure, and there is no copying to be done. Noth-
ing that has been actually voted can be expunged
from the records except by unanimous consent.
See Appendix to section 87. ‘The duties of other
officers should be specified in the by-laws of the
society which elects them, and will be determined
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by the needs of that society. Every officer is to
attend to her own duties; she is not to interfere
with, or to be subjected to interference from, the
other officers. In general, it is the duty of the
recording secretary to record, and of the corre-
sponding secretary to correspond; and whatever
naturally comes under these heads belongs to
these officers respectively. Any other duties may
be specially assigned to either of them, or their
duties may be differently divided, by vote or
special rule. The president should oversee all,
but not interfere, except when necessary to keep
the proceedings correct. She should not be given
too much power, and should be careful not to
presume upon the powers which are given her.
29. Vacancies, Removals, Special Meetings,
etc. If vacancies in office occur during the period
when the society is in session, they are best filled
by a new election at the earliest feasible date. If
they occur during the vacation, they may remain
unfilled till the society reassembles, or provision
may be made in the by-laws for filling them in
some other way. It is doubtful whether directors
should be given power to fill their own vacancies.
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Committees may well do so, as they are temporary.
A vacant office is best filled by a pro tempore officer
until a new election can be had. The duties of
such an officer cease as soon as the regular officer
is chosen.

Officers who become grossly negligent, or who
disgrace the society, may be removed by a majority
vote, which should be taken by ballot upon a mo-
tion (seconded) “that the office of be declared

vacant.” It is obvious that only in a most extreme

case should this be done, the better way being to
wait for the term to expire. Rotation in office best
meets this difficulty.

The authorities of an organization are: jfirst, its
own constitution and by-laws, which are paramount;
second, any special rules that it has adopted, or
votes that it has passed, which are unlimited,
except that they cannot conflict with its constitution
and by-laws; #ird, its chosen authority in parlia-
mentary law; fourtk, general parliamentary usage.
These take precedence in their order.

It is presumed that the members of a permanent
organization know the place and time of regular
meetings, and notification of these is not compul-
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sory. With special meetings it is different. Every
member must be notified of these in some regular
~way, prescribed by vote of the organization, and
such rule must be strictly enforced. At any regular
meeting, a quorum being present, any vote may be
passed which does not conflict with the constitution
and by-laws or with previous votes; and any article
of the constitution or by-laws, by unanimous con-
sent, may be temporarily suspended. Per contra,
the business to come before a special meeting must
be specified in the “call” or notice thereof, and no
business except such as is thus specified can be
done at such special meeting, unless all the mem-
bers are present, and all agree to bringing it up.
In a special meeting, more than ordinary strict-
ness must be exercised in admitting amendments.
Those which are germane are in order, as in a reg-
ular meeting, but, in case of doubt, as Mr. Crocker
says: “A conservative course should be adopted
with reference to admitting any amendment which
materially enlarges the scope of the proposition as
stated in the call.”” It is better to have as few
special meetings as possible. They are for emer-
gencies.
~,
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SUMMARY

The presiding officer is the servant of the whole
body; it is her duty to be strictly non-partisan, to-
preserve order, and to guide the meetings by the
rules of parliamentary law, and by an order of
business.

It is the right of the presiding officer to vote and
to speak, leaving the chair for debate. She has
no ex gfficio rights not specifically granted.

The duty of the members is to help to preserve
order and to observe the rules of procedure. They
are all upon an equality.

The recording secretary keeps a correct record
of all that is decided by vote. The records are
the legal authority of what has been done, and
must consequently be “approved” at the meeting
following the one recorded.

Vacancies are filled by a new election, unless
otherwise provided by special rule. In extreme
cases, officers may be removed.

The business of special meetings is restricted to
that specified in the call.
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CHAPTER V

THE MAKING, STATING, PUTTING, AND
SECONDING OF MOTIONS

“ MotioN” vs. “TaLk;” THE PrOCESs oF DECID-
ING A MATTER BY MOTION AND VOTE; ‘WoRDS
1O BE USED; WHEN A MOTION MAY BE MADE;
ILLUSTRATION OF THE PROCESS ;‘ SECONDING THE
MortioN; FORM FOR SECONDING; EXTREMES TO
BE AVOIDED.

30. The ¢ Motion.”” In the process of the
transaction of business there are three stages: 1,
the motion; 2, the debate upon the motion; 3, the
vote upon the motion. These three are a sort of
thread upon which all the procedure, however com-
plicated, is strung. A motion is a proposition that
the assembly take some action upon some matter.
In order to bring a matter properly before a meet-
ing, it is necessary to make a formal motion.
Desultory talk or suggestion followed by general
agreement is of no binding value. A motion,

53
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regularly made and put to vote, is the basis of
business; and only when this is done, can one
who is instructed to do a certain thing be held
to its performance. This is not saying that a
matter may not be informally talked over previous
to the making of the motion. This is often profit-
able and necessary; but such informal talk is
merely preliminary to the regular motion: it does
not take its place. Z%e motion alone is the basis of
action. ,

31. The Process of Deciding a Matter by
Motion and Vote. In deciding a matter by
motion and vote, six steps are essential. These
are as follows:—

1. The member rises and addresses the chair.

2. The chairman rises and recognizes the mem-
ber.

3. The member makes her motion and sits.

4. The chairman states the motion.

5. The chairman gives opportunity for debate,
and then asks, Are you ready for the question?

6. The motion is put to vote, and the result
declared.

If the motion is seconded, the seconding follows
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the third step. This is not included, because it is
not absolutely essential, while the other steps are.

32. Words to be Used. In making motions,
any words may be used which express the speaker’s
meaning. A motion should be as concise as pos-
sible, and should relate to one subject. The
motions given in illustration throughout the text
of this book are not arbitrary, but are simply in- -
dicatory of how a motion should be framed. The
speaker should begin by saying, “I move;” not “I
motion,” or “I move you,” but “I move that” (so
and so). The chair, in putting the motion before
the meeting, should repeat it as nearly as possible
as it was made. She may ask for it to be put in
writing or may ask the mover to repeat it, in order
to have it correct. If it is awkwardly expressed, or
is-involved, she may, in stating it, put it in better
shape by altering the wwording, but she must not
change the sense in any way. If she does change
the sense, the mover should insist upon repeating
it herself, or correcting it.

33. When a Motion may be Made. Any
motion may be made at any time when there is no
other motion pending. There are also certain tech-
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nical motions which may be made while others are
pending, and these are considered in chapter four-
teen. No motion can be made during voting, or
while a member has the floor for debate. When a
motion is defeated, the matter remains where it was
before the motion was made.

34. Illustration of the Process. Let us sup-
pose that a business meeting of the Mendon Women’s
Club is in progress. The president has called the
meeting to order, the records have been read and
approved, and, in the “order of business,” the item
“new business ” is reached.

Mrs. Preston wishes to bring before the club a
proposition for a public lecture. She rises and says,
“Mrs. President,” then waits for ‘‘recognition;”
the chair, rising, “recognizes” her by saying, “ Mrs.
Preston.” Mrs. Preston then “has the floor.” She
proceeds as follows: “I move that our club hold a
public meeting.” ! She then sits, and the president
says, “You have heard the motion of Mrs. Preston,
that our club hold a public meeting; the matter is
before you for discussion,” Still standing, the chair

waits for, invites, if ne ges, discussion; and
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when the matter has been debated! (during debate
the chair may sit), and it seems to her that all have
spoken who wish, she rises and says, “Are you
ready for the question?” If no one rises to speak,
she then puts the motion to vote as follows: “The
motion is that our club hold a public meeting. All
those who are in favor of the motion will say ‘Aye.’
[Z%ose who favor the project, answer ¢ Aye.’] Those
opposed, ¢ No.” [ Z%ose opposed answer ¢ No.’] It isa
vote ” (or,“ The motion is carried”). If the “ Noes”
are in the majority, she declares the result by say-
ing, * The noes have it ” (or, “ The motion is lost ).
This declaration of the chair decides the matter,
unless the vote is doubted or reconsidered. The
~secretary records the result, and it stands as the
vote of the club, to be in future acted upon. Fur-
ther motions as to when and where the public meet-
ing shall be held, who shall be the speakers, etc.,
~are made and decided by the same*forms. In short,
all motions whatsoever follow this same process, with
the exception that, with certain technical motions,
debate is omitted or limited.?

1 For rules regarding the limit of debate, see section 47.
2 See Appendix.
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35. Seconding the Motion. The practice of
seconding the motion is apt to be regarded as of
too great importance, many persons who do not
even make or put a motion properly, often insisting
upon the necessity of seconding all motions before
they allow them to be discussed. This is placing
toomuch value upon a small matter. The “second ”
is merely a sign of approval, and is of the nature of
debate, a person “seconding ” when she has nothing
to say, or as a preliminary for her remarks. More-
over, the practice of certain legislatures ! and other
large bodies in ot seconding motions would seem
to indicate that seconding is gradually falling into
disuse, experienced bodies having found that the
omission of the second is useful in saving time and
in subserving that principle of equality by which
every member has an equal right with every other
to introduce a motion and to have it placed before
the assembly.

Therefore, although most of the other authorities

1 Motions are not seconded in either house of Congress orin the Legisla-
ture of Massachusetts. The sameis probably true of most of the other States.
The author has the authority of the Senior Senator from Massachusetts for
saying that “in most bodies of digmityand importance a second to a motion
t required by parliamentary sl
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in parliamentary law make the seconding obligatory,
it is here recommended not to give a too strict ad-
herence to this old method (exccpt in the case of
undebatable, irregular, or factious motions), but to
leave it optional with the presiding officer, whether
or not to require a second, before placing a motion
before the meeting.

It is understood, then, that any member may
second any motion, but n¢ed not; that the chair
may ask for a second if none has been given;
that the chair sZox/7 place the motion before the
meeting without asking for a second, except in
certain cases; that the chair may tacitly sec-
ond any motion herself, if she thinks best, and
thus do away with the necessity of asking for a
second from the floor. Where seconding is insisted
upon, the lack of a second suppresses the motion.
A fair-minded chairman will consequently second
a proper motion herself rather than allow it to be
suppressed.

36. Form for Seconding. When a motion is
seconded, the seconding follows the making of the
motion. The seconding may be done formally (by
rising, addressing the chair, obtaining recognition,
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and saying, “I second the motion ”), or, since it is
an unimportant mdtter, informally, by calling out
“second the motion” while seated. The chair
then says: ‘“The motion is made and seconded
that” —etc. When she seconds it herself, she uses
the same words, or says: “It is moved that,” etc.
When there is no second, she says: “The motion

is made,” or “Mrs. moves,” or “It is moved,”
etc. If she desires to insist upon a second from
the floor, she will say: “Is the motion seconded?”
In societies where seconding is insisted upon, the
members should second at once, and not oblige the
chair to ask, thereby saving much time, and prevent-
ing the incessant reiteration of the question, “Is
the motion seconded? ”

37. Extremes to be Avoided. There are two
extremes which a fair-minded chairman will avoid:
Jirst, suppressing a motion because it is not sec-
onded; and seccond, hastily putting one to vote
without giving a chance for discussion.

As was said in chapter one, nominations for office
would better be seconded. The reason for this is
that nominations are almost never discussed. In-
deed, a good rule to be established in regard to
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seconding would be this: a second should not
ordinarily be insisted upon; but it may be, in the
case of nominations, of undebatable motions, and of
appeals. In the illustrations in this book, second-
ing will be omitted. Any society which adopts the
Woman’s - Manual as its authority is thereby left
free to second motions or not, as it chooses.

SUMMARY

A formal motion, regularly made and put to vote,
is the only proper basis for business. Informal talk
determines nothing.

There are six essential steps in deciding a matter
by motion and vote: address‘ing the chair, recogni-
tion, making the motion, stating the motion, debate,
putting the question to vote.

Any words may be used which express the speak-
er’s meaning.

A motion begins with the words, “I move that.”

A motion may be made at any time when no other
is pending.

Seconding the motion is always permissible, but
should not be too strongly insisted upon. The
chair may or may not require a second, or she may
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tacitly second a motion hérself.” The chair decides
the matter.

A motion should not be suppressed because it is
not seconded; neither should one be put to vote
hastily without opportunity for debate.

CHAPTER VI

THE WITHDRAWAL AND DIVISION OF
MOTIONS

RuLe ForR WiTHDRAWAL; WITHDRAWAL ILLUS-
TRATED; EXCEPTION; DIvisioN OF MOTIONS;
EQuivALENT MoOTIONS.

38. Rule for Withdrawal. A motion, having
been made and stated, is in the possession of the
assembly and not of the mover, who may “with-
draw” it only under certain restrictions. The rule
for withdrawal may be stated as follows: The
member who makes a motion may withdraw it, by
unanimous consent, before it is put to vote, unless
it has been amended or put into a different form
from that first moved. The reason why it cannot
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be withdrawn without unanimous consent is be-
cause after it has been put before the assembly it
“belongs,” so to speak, to the whole body, and
no longer to the mover. Furthermore, unanimous
consent is the shortest way of determining the
wish of the meeting; any person could at once
renew the motion if it were allowed to be with-
drawn by a majority vote, and time would thereby
be lost. Even by unanimous consent, it cannot
be withdrawn if it has been amended, for it has
now become involved in other processes which
require their own course of action. If it has
been seconded, the second must also be withdrawn.
A motion that is withdrawn need not be recorded,
for it is as if it had not been made at all.

39. Withdrawal Illustrated. Matters may
come up in the course of debate which lead the
mover to see that her motion is unnecessary or
undesirable, and she wishes she had not made it.
She may in that case withdraw it. That is, she
may rise, address the chair, and, being recognized,
may say, “I desire to withdraw my motion.” The
chair will then say, ““ Mrs. desires to withdraw
her motion. Is there any objection?” She waits
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for objections, and if there are none, she says,
“The motion is withdrawn.” 1f any one, wishing
it to be further considered, does object to its
withdrawal, that person rises and says, “Mrs.
President, I object.” The chair will then say,
“There being objection, the motion cannot be
withdrawn, and is still before you,” and the debate
upon it proceeds.

40. Exception. A motion may be withdrawn
before it is stated by the chair, without unanimous
consent, and solely at the will of the mover. Not
having been stated by the chair, it “belongs” to
the mover. This may happen when, after a motion
is made, the chair, or some one through the chair,
knowing of facts or circumstances unknown to the
mover, suggests to her its undesirability or untime-
liness; and she in consequence withdraws it, if
she wishes.

41. Division of Motions. A motion which has
two or more distinct parts may be divided into
as many motions as there are parts, and each one
put to vote separately. This division may be made
by the chair without a vote, if there is no objec-
tion; or, a member may move “that the motion
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be divided,” and this is put to vote like any other
motion. For instance, a motion is made “that a
committee of three be appointed by the chair to
consider the question of holding a public meeting,
and be given full powers.” This may be divided
into four parts, as follows: 1, That a committee
be appointed to consider the question of a public
meeting; 2, That it consist of three; 3, That it
be appointed by the chair; 4, That it be given
full powers.

This gives opportunity for debating and amend-
ing each proposition separately, and secures a
quicker and fairer result than if the whole com-
plex motion were under consideration at once. In
precedence, “to divide” ranks with “to amend.”
See section 116.

If the ckair decides upon the division without a
motion, she separates the motion into its obviously
distinct parts, putting each to vote. The motion
to divide is simply, “I move that the motion be
divided,” without specifying the manner of divis-
ion. If this is carried, the chair proceeds to
divide the motion, as in the other case.

42. Equivalent Motions. When the negative
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of one motion amounts to the affirmative of ano.her
and Zeaves no alternative, the decision of one decides
the other. For an example, see section 50.

SUMMARY

The mover may withdraw her motion, by unani-
mous consent, unless it has been amended or modi
fied. '

A motion may be withdrawn before it is stated,
at the will of the mover.

A motion which has two or more distinct parts
may be divided, each part being put to vote
separately. '

The chair decides upon the manner of division;
she may divide without a motion “that the motion
be divided,” or one may be made to that effect.

A motion which is another’s equivalent is decided
when that other is decided. '
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CHAPTER VII
DEBATE

THE RiGHT oF DEBATE; DEBATE DEFINED; WHEN
DEBATE 1S IN ORDER; METHOD OF DEBATE
ILLUSTRATED; RULEs FOR LIMITING DEBATE;
ILLUSTRATION ; THE ARGUMENTS; CONTESTING
THE FLOOR; YIELDING THE FLOOR; COURTESIES
IN DEBATE; GENERAL CONSENT.

43. The Right of Debate. After a motion has
been made, and stated by the chair, it is before the
assembly for consideration. It is now the duty of
the chairman to see that it is fully and fairly con-
sidered, and to secure the right of the members
equally to take part in its discussion. On the
other hand, provision is often needed to protect an
assembly from the tendency of members to “talk
against time.” To preserve the happy medium
between a tedious or factious debate on the one
hand, and a summary disposal of all debate on the
other, it is well for a society to adopt a few simple
rules to guide and guard its discussions.
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44. Debate Defined. Strictly speaking, “de-
bate” means remarks made on opposite sides of a
question ; it presupposes difference of opinion and
conflict of votes. But in its more general sense, it
includes all remarks made in relation to a motion,
even if all on one side. Debate may therefore be
defined as original-remarks, spoken, not read from
manuscript, by a member of the assembly who has
obtained the floor, which remarks should be imper-
sonal' and to the point. The speaker may have
notes jotted down to aid her; she may recite her
speech from memory, or it may be extempore, but,
as Mr. Crocker says, “debate is not reading a
speech.” .

45. When Debate is in Order. Debate is in
order only when a motion is regularly before the
meeting. Informal discussion, without a motion
to speak to, is not debate. ‘This is allowable as
preliminary to a motion, but regular debate is dis-
cussion of a motion. ‘The motion being made
and stated, ““ debate ”’ follows. Conversely, debate
ceases as soon as the motion is put to vote. The
chair having asked, “ Are you ready for the ques-

1 See Appendix.
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tion?” and no one rising to speak, the motion
passes from the debatable stage, and is put to vote,
when debate cannot be resumed. Dy general con-
sent, in voting by vivé voce, by rising, and by show
of hands, debate may be resumed after the affirma-
tive is put. In case it is resumed, the vote, when
finally taken, is taken again on doth sides. 1f both
sides have been taken, debafe cannot be resumed
in any case, and any talk or discussion that may
follow the declaration of a vote is of no value; the
matter is decided. If there are special rules, these
govern the debate; and if the previous question
has been ordered, there can be no more debate,
even by unanimous. consent.

46. Method of Debate Illustrated. Let us
suppose that at a meeting of the Mendon Women'’s
Club, a motion “that a public meeting be held”
has been made and placed before the meeting.
Debate is now in order, and the chair invites dis-
cussion, saying: “The motion is now before you
for discussion, and the chair hopes the members
will all express their views freely.” Mrs. Paine
rises, “addresses the chair,” is “recognized,” and
thus “has the floor.” She proceeds to speak in
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fayor of the public meeting, speaking strictly upon
that subject alone, and giving such reasons as ap-
pear to hér to be good. She avoids saying “It
seems to me ” if possible, guards against repetition
and prolixity, and is careful not to indulge in any
anti-climax. If an inexperienced speaker, she
should be encouraged by the chair to go on, even if
she does not express herself so well as might be —
the way of speaking being secondary to the speaking.
If she is wise, she will not apologize for her words,
either in beginning or closing, but let them stand
for what they are. If she has occasion during her
speech to allude to any other member, she will not
do so by name, but will say instead, “the member
on my right,”” or “our secretary,” or “another

’

speaker,” or “one of my opponents,” or any im-
personal term which shall indicate the one meant.
Directly addressing one another by name is unpar-
liamentary. Having said all she has to say, she
stops and sits down.

If no one rises immediately to continue the dis-
cussion, the chair will invite others, saying, * There
must be others who have some opinion in this mat-
ter. Do not wait for one another, friends; this
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question should be fully discussed.” It is not well
~ for the chair to call upon members by name, ex-
cept in rare cases, as when some particular parson
is specially well-informed on a subject; for, where
this practice is followed, those who are not called
upon never dare to speak, and those who are,
wait for an invitation; the consequence being that
the freedom and spontaneity of debate, which make
its chief value, are prevented. It is better for the
chair to wait, in the midst of an oppressive silence
(hard though this is), for the spirit to move, than
to attempt to coerce debate by indicating who shall
speak. After a time (which will grow shorter as
the members gain courage by practice) some other
member rises and gives her reasons, as well as she
can, for or against the project. Others follow,
until all have spoken who wish. No one having
the floor, or rising to speak, the chair then says,
“ Are you ready for the question?” and, no one
rising to speak, she puts the motion to vote.

47. Rules for Limiting Debate. In the illus-
tration given above, it is assumed that there are no
rules limiting debate, but that all speak when and
as long as they wish; and this is the best and gen-
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eral practice when the discussion relates solely to
business to be done, and also in societies where it
is difficult to persuade members to speak at all on
any subject. A judicious and kindly president will
draw out all the discussion possible from those
present who can overcome their natural timidity,
and rules Zimiting debate will be undesirable.

But, in societies where the object is to learn to
debate, especially when the members are expe-
rienced, or on special occasions where there is a
limited time and general interest upon some desig-
nated topic, it is well to guard against the monopoly
of debate by one or two persons, by adopting cer-
tain rules, either for temporary or for permanent
use. These rules will restrict the speakers as to
the time and as to the order of their speaking.
The simple rules for an ordinary debate are the
following : —

No one shall speak more than once until all have
spoken who wish.

No one shall speak longer than five minules at one
time.

The leaders shall each have ten minutes to open the
debate and five minutes to close.
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The prescribed time may be longer or shorter of
course, and it is not necessary that the leaders
close ; it will be found not desirable to have them,
when the time is limited. .

These few rules are all that will be necessary in
ordinary cases. The chair must enforce them by
rising, rapping, and adding, if necessary, ¢ The
speaker’s time has expired.” Or, a bell may be
rung.. One who persists in going on is disorderly.
If one has already spoken, the chair will say:
“Are there others who wish to speak?”

The practice of extending a speaker’s time is
correct, but, as it defeats the purpose of the rules,
the extension should not often be made. If it be
desired to extend the time, some one obtains the
floor, and makes a motion ““that the speaker’s time
be extended
she goes on. It may be said in general, upon this

minutes,” and if this is carried,

point, that, having rules, it is better to adhere to
them, except in extreme cases. It might be well
to adopt this additional rule: —

Only by a unanimous vote shall a speaker’s time
be extended. )

48. Illustration. The Mendon Women’s Club,

.
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having progressed so far as to discuss papers infor-
mally, decides to go a step farther, and to have
a formal debate. A resolution is prepared, in
proper form, by a member or members appointed
to do it, on some subject of interest, such as the
tariff-law, the single-tax theory, or a local topic.
This resolution should be affirmative and not neg-
ative; that is, it should read, “ Reso/ved, that the
present tariff 75 of benefit;’’ and not, ‘‘is nof of
benefit.”” This is to prevent confusion in the
minds of the debaters and hearers as to which
side they are considering. Two or four members
are then selected, either by nomination from the
floor, or by appointment of the chair (as is voted),
to be the leaders in the debate. It is best to
appoint them one by one, in the following order;
and care should be taken that each understands
which side she is on: First affirmative, first neg-
ative, second affirmative, second negative. It is
then voted to guide the debate by the rules given
in the preceding section.

When the time arrives, the chair says, “The pro-
gramme for this afternoon is a debate upon the
following subject: ¢ Aesolved, that the present
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tariff-law is of benefit to the business interests
of our country.” Mrs. Paine, being first upon the
affirmative, will open the debate.”” Mrs. Paine
rises, addresses the chair, is recognized, and pro-
ceeds with her remarks until the chair indicates to
her that her time is up. The chair then says,
¢““Mrs. Robbins, the first on the negative, will
continue the debate,’”” and Mrs. Robbins follows
Mrs. Paine’s example. She is followed by Mrs
Preston as ‘‘second on the affirmative,” and she,
in her turn, by Mrs. Burns, as ‘‘second on the
negative.” The leaders having finished, the chair
says, “The debate is now open to all present, each
being allowed not more than five minutes;’’ and
all then speak who wish. If the leaders are to
close, time is taken for that purpose from the other
speakers. If not, the debate is over when all have
spoken who wish, or when the time has come for
adjournment, or when the previous question is or-
dered. Debate having closed, the chair puts the
resolution to vote, as follows: “Those in favor of
the resolution, ‘That the present tariff-law is of
benefit to the business interests of the country,’
will rise and stand until counted. [7%¢ afirmatives
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vise, the secretary counts them and notes the result.)
Thos= opposed to the resolution will rise and stand
until counted. [7%s negatives rise and are counted.
Then the president, to whom the secretary hands
the result, goes on:] Twenty-five have voted in
the affirmative, and thirty in the negative, and the
resolution is lost.”

49. The Arguments. Sometimes a vote is
taken upon the merits of the arguments, as well
as, or instead of, the merits of the gwestion, the
members voting upon the side which they consider
to have been best presented, whether or not they
concur in the views expressed. This is not spe
cially commendable, since it tends to encourage
oratory rather than sincerity.

It should be the aim of all debaters to inform
themselves as thoroughly as possible; to be truth-
ful, correct, and concise; and at the same time to
press the merits of their own side emphatically,
and to use any fair means to show the fallacy,
inexpediency, or injustice, of the opposing side.

50. Contesting the Floor. As already stated,
the member who is recognized by the chair, “has
the floor;” and she is entitled to speak, without
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interruption, for her allotted time, provided she
speaks in order. It may happen, however, that
cwo persons rise and address the chair at the same
moment. In this case, unless one of them yields
[saying, “I yield to Miss , Mrs. President”]
and seats herself, the chair decides between the

two. This she does by calling the name of the
one she first saw or heard. If she is in doubt, she
will recognize the one farthest from her, or the one
who has not spoken, or who speaks seldom, rather
than the other; if one has risen and addressed the
chair, and the other has risen only, or spoken only,
the one properly proceeding has the preference.

If the one not recognized believes that ske is
entitled to the floor, she. may insist, remaining
standing, and saying: “Mrs. President, I believe
I addressed the chair first,” or words to that effect.
The chair then says: “Does Mrs.

- (the one
?” and if she does

not, she puts the question to vote, saying: “The

recognized) yield to Mrs.

question is: which of these members was first-up?
Those in favor of giving the floor to” [mentioning
the one she has recognized] “will ray ¢Aye.””

If the ayes prevail, the other person sits down; if
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the noes prevail, she has the floor, and the one
recognized sits down. It is not necessary to take
the vote upon the other name, since the decision
of the vote upon one name necessarily decides
that upon the other, leaving no alternative. This
is an example of “equivalent motions.”

If there are more than two contestants, however,
as many votes must be taken as are necessary to
come to a decision. Such action is called “con-
testing the floor,” and it rarely occurs except in
legislatures. The members of ordinary societies
will generally acquiesce in the chair’s decision,
or amicably yield one to another. But this pro-
vision is useful in case of unfairness on the part
of the chair, or urgency on the part of the speaker’s
cause.

51. Yielding the Floor. It often happens,
during an interesting debate, that some member
will wish to interrupt another, to “ask a question,”
either in godd faith or, as often happens, to point
out a fallacy. In this case, the member speaking
may or may not allow the question to be inter-
jected. If she does “yield the floor” for that pur-
‘pose, ske loses the floor, in case the one interrupting
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shall choose to continue her remarks further, and
can only resume it provided she again succeeds
in obtaining it in the regular way. For example:
Mrs. Paine is speaking concerning the public
meeting of the woman’s club, and Mrs. Granger
wishes to ask her a question. She rises and says,
“Mrs. President, will the speaker allow a ques-
tion?” The chair rises and says, “Will Mrs.
Paine yield the floor for a question?” Mrs. Paine
may say, “Certainly,” remain standing, listen to
the question, reply to it or not, and go on after
Mrs. Granger has seated herself. Or, not wishing
to have her train of argument interrupted, Mrs.
Paine may say, “ After I have finished, Mrs. Presi-
dent, I shall be glad to answer any question, if I
am able,” and proceed with her remarks, Mrs.
Granger sitting down. If she allows the question,
she runs the risk of losing the floor, and, in decid-
ing the matter, she will be guided by her knowl-
edge of Mrs. Granger’s views, which, if unfavorable
to her own, would better not be allowed at that
time.

In asking her question, Mrs. Granger would
use this form: “I would like to ask the speaker,
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through you, Mrs. President, whether” etc. She
may then go on to answer it herself, and to make
an argument, in spite of the fact that Mrs. Paine
is still standing. Finally, if Mrs. Granger still
goes on, Mrs. Paine will perforce sit down. She
has “lost the floor” by voluntarily yielding it,
and if she wishes to resume, she can only do so
in the regular way. This is a sharp practice, it
is true, but since it is parliamentary, it may well
be guarded against. Interruptions are disturbing,
both to the speaker and the hearers, and should
be discouraged. Warrington says:—

“An experienced debater will seldom lose any-
thing by interruption; an inexperienced one ought
not to be subjected to loss or discomfiture by any
such event.”

When the floor, instead of being voluntarily
yielded, is taken from a member by a question of
privilege or of order, it is not thereby lost, but still
belongs to that member, who has the first right to
it after the prior question is settled. The rule is
that if one woluntarily yields, she loses the right
to the floor, while if she yields of necessity, she
retains that right.  See sections 149 and 153.
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52. Courtesies in Debate. While courtesy is
always to be regarded, it is not to be carried so
far as to endanger one’s cause. It is not dis-
courtesy to refuse to yield the floor, provided one
declines in a courteous manner. Neither is it
discourteous to hold the floor, having gained it,
provided it is gained fairly.

A custom has grown up in Congress of allowing
certain members precedence over other members
in debate. The chairman of a committee, or the
originator of a measure, for instance, is given
opportunity and time to the exclusion of the gen-
eral membership. This may be necessary in Con-
gress, but any tendency toward such “courtesies”
(as they are called) in ordinary societies, should be
discountenanced. To give special privileges to any
member over any other is to endanger that freedom
which is the soul of debate as well as its safety.

53. ‘“General Consent.”” A number of pro-
cedures, otherwise irregular, may be admitted by
“general consent,” and “general consent” means
unangmous consent. Routine business is carried
on, debate is allowed when really out of order,

and similar informalities, (instances of which will
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be cited here and there in this book,) are allowed.
In any of these cases, if one person objects, the
presiding officer must proceed regularly. Business
may frequently be facilitated in this way, but the
practice must be carefully guarded against misuse.
There are also certain procedures which reguire
unanimous consent, such as the withdrawal of a
motion, and expunging from the record. In such
cases, the unanimous consent must be ascertained
and not assumed. The chair will proceed as in
section 39, or still better, will say: “this matter
requires unanimous consent. Those in favor,”

etc., and if there is one dissenting voice, it is lost.

SUMMARY

Debate consists of spoken remarks, made by
one who has properly obtained the floor. They
should be impersonal and to the point.

After a motion is placed before the meeting,
debate is in order. Any remarks that precede the
making or follow the putting to vote of a motion
are not debate, and have no influence upon action.

By unanimous consent, debate may be re-opened
after the affirmative vote is taken.
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Members should address the chair in opening,
wait for recognition, speak to the motion, and sit
down when they have finished.

The chair should not invite members to speak
by calling updn them by name.

On ordinary occasions, debate is most successful
when unrestricted by any rules, each one speaking
when and as long as she wishes.

When the time is limited, or when leaders are
appointed for a formal debate, rules restricting to
a certain time, and prescribing the order of speak-
ing, are useful.

A speaker’s time may be extended, but it is
better to adhere to the rules.

It is better to take the vote upon the merits of
the question, rather than upon the merits of the
arguments.

The member recognized is entitled to the
floor, but another, who thinks herself entitled to
it, may claim it, and the matter is decided by
vote.

A member who yic/ds the floor loses the right to
it. It is not discourteous to refuse to yield.

When the floor is feken from a speaker, she does
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not lose the right to it, but resumes it when the
matter which interrupted her is settled.
Special privileges, given to certain members
over otheis, endanger the freedom of debate.
“General consent ” means unanimous consent.
By general consent, certain irregularities may be _
admitted.

CHAPTER VIII

THE PREVIOUS QUESTION, OR THE
CLOSING OF DEBATE

PrEvVIOUs QUESTION DEFINED; USE OF THE PRE-
vious QUEsTiON; Its EFFeECT; DEBATE UPON
IT; ILLUSTRATION ; PREVIOUS QUESTION s,
MaiNn QuestioN ; Its EfrFecr upoN OTHER
Motions; Its EFFECT UPON A PART OF THE
MaIN QUESTION ; “ QUESTION ! QUESTION !’
CLOSING DEBATE AT A STATED TIME.

54. Previous Question Defined. The term
“previous question” is a technicality that has
come down to us from the English Parliament,
but the use of which is very different here. With
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us, the motion for the previous question is a
motion “that the vote upon the main question be
taken at once, without further debate.” It is
therefore equivalent to a motion “to close debate,”
and the two motions: “I move the previous ques-

” and “I move that debate be now closed,”

tion,
are synonymous. Mr. Fish and Mr. Crocker rec-
ommend the simple form ‘‘that debate be now
closed.” But at present the form “previous ques-
tion” is in general use. Societies may use either
form they choose.

55. The Use of the Previous Question. It
is not universally agreed that a motion to close
debate should be allowed as a part of the regular
procedure, — the question whether debate ought
ever to be closed, until all who wish have spoken,
being a moot one. In large assemblies, this
motion would seem to be necessary, in order to
prevent interminable debates, and it can always
be voted down by the majority. In smaller as-
semblies, it may well be used sparingly, and
should be prohibited by rule wherever there is
danger of its constant use in choking discussion
or preventing the expression of the views of the
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minority. When it is not prohibited by special
rule, it is parliamentary to employ it. It might
be well for societies to make a rule that it shall
require a two-thirds vote.! This would guard
against the choking of debate by the vote of a
bare majority. The motion to close debate, in
either of its forms, is not allowed in the Senate
of the United States, or in the State Senates of
Massachusetts and New York; it is used in the
other branch of these bodies. Any society which
does not favor its use may make a special rule to
the effect that *“the motion for the previous ques-
tion shall be prohibited in our club.”

56. Its Effect. It has been already stated that
when there are no rules limiting debate, debate is
unrestricted ; it continues till all have spoken who
wish, or until time for adjournment, when the chair,
after asking, “ Are you ready for the question?”
puts the motion to vote. Debate thus ceases of
its own accord, so to speak. When it is desired to
terminate debate and come to a decision, the call
for the previous question is the method employed.
The effect of this call is to close debate immedi-

1 See Appeuadix.
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ately upon the subject before the meeting. That
is, the mere making and stating of the motion for
the previous question, dgfore it is de:izz’e(;’, closes the
debate upon the main question. If, when put to
vote,! the motion for the previous ‘question is de-
feated, the debate upon the subject is resumed. If
the motion prevails, debate upon the main question
is closed, and it is at once put to vote. The points
to be remembered in regard to this mc.ion are,
Jfirst, that it is simply a motion to close debate and
nothing more; and, secwnd, that when it is moved,
there come before the meeting for immediate vote,
two motions, the independent motion (the main
question under discussion), and the dependent
motion (to close debate). A vote is to be taken
upon both these motions; first, upon the previous
guestion, and then, if this prevails, upon the main
question, debate on the latter being meanwhile sus-
pended. Of necessity, the previous question applies
only to debatable motions, and it would seem proper
to assume, as a general rule, that any debatable
motion is open to the call for the previous question.

1 The form for putting the question is: * Shall the main question be now
put?”  This means: Shall furthar debate he omitted and a vote taken at
once?
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57. Debate of the Motion for the Previous
Question.! The motion to close debate may itself
be debated for a limited time, usually fixed at ten
minutes at most; or, it may be decided &y rule
to be undebatable. There is nothing to be said,
except to give some reason why the main question
should not then be voted upon, and this can be
said very quickly. If a speaker, in debating this
motion, branches off into a discussion of the main
question, she is out of order, and the chair will stop
her. This motion is not used in committees,

58. Illustration of the Previous Question.
The Mendon Women’s Club is debating the ques-
tion of holding a public meeting. Miss Lovell
thinks it has been debated long enough, and wishes
it to come to a vote. Mrs. Paine having finished
her remarks and taken her seat, Miss Lovell rises,
obtains the floor in the usual way, and says: “I
move the previous question.” The chair says:
“The previous question is moved. Shall the main
question be now put?” If there is no debate (of
the motion for the previous question), she goes on
at once, saying: “ Those in favor * * *” If there

1 See Appendix.
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is debate, this is limited, and is strictly confined to
giving reasons why the main question should or
should not then be voted upon. When the ten
minutes are up (or before, if debate ceases), the
chair says: “The limit of debate having expired,
the vote will now be taken. Those in favor of the
motion for the previous question will say ¢ Aye,” * *
those opposed, ‘No.” * * It is a vote, and the
previous question is ordered.” She then goes on
without pause, and puts to vote the main question,
saying: “Those in favor of the motion that the
club hold a public meeting will say ‘ Aye’ * * *”
The matter is thus ended. If any one attempts to
debate after the previous question is ordered, she
is ruled out of order. The club having voted to
come to a vote upon the main question, nothing
may interpose to prevent the taking of such vote.
If the motion is lost, instead of carried, the chair
will say: “It is not a vote; the motion for the pre-
vious question being lost, debate will continue.”
The discussion is then resumed, to go on until
the previous question is moved again (which may
bz done any time), or until it closes by mutual
consent, or by adjournment, or by some other

<l
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motion which disposes temporarily of the main
question.

If the other form of the motion is used, Miss
Lovell will say, instead: “I move that the debate
do now close.” The chair will state it in the same
form, saying: “It is moved that the debate do now
close. Are you ready? Those in favor * * * It
is a vote, and the debate is closed.” She then pro-
ceeds as above. This latter form is simpler, but
not in such general use, as yet. If the form “pre-
vious question ” is used, it will be wellv, in socie-
ties unfamiliar with its meaning, for the chair to
explain its effect. She may say: “ The previous
question is moved. The effect of this motion is to
suspend debate until it is voted that debate shall,
or shall not now close; if it prevails, all debate
upon the main question closes, and an immediate
vote upon it follows. Shall the main question be
now put?” and so on, as above.

59. ‘“ Previous Question’’ zs. Main Question.
The word “previous™ is a little confusing, and
care should be taken that the members understand
that when they are voting upon the motion for the
previous question, they are not voting upon the
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main question itself, but simply upon the motion
to close debate upon the main question. Zwwo votes
are taken, the vote upon the previous question, and
then, in case the vote for the previous question
prevails, the vote upon the main question, with any
attachments which may be pending, the two votes
following each other, with no business intervening.

6o. Effect of the Previous Question upon
Other Motions. After the previous question is
moved and stated, and before it is put to vote, the
following action can be taken: the raising of a
question of privilege, or of a question of order,
provided it strictly relates to the subject (namely, the
call for the previous question); a motion to ad-
journ, a motion to lay upon the table, and also, in
brief, any motion relating to the zerbal perfecting
of the main question, or to the manner of taking
the vote upon it. Everything must be decidad
without debate. After the previous question is
ordered, nothing can intervene to prevent an im-
mediate vote on the main question, unless there is
“no quorum.”

The motion for the previous question cannot b2
amended, nor can the vote upon it be reconsidered.
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If the motion to close debate is carried while a
motion ‘““to postpone,” or a motion “to commit” is
pending, each of these is ‘“cut off” or negatived,
thereby. The reason for this is that when the
assembly votes to close debate, it is a sign that
they wish to come to an immediate vote, and an
immediate vote would be invalidated by postpone-
ment or commitment. Pending amendments are
not cut off, because they tend to perfect the main
question, but debate upon them is closed, and no
new ones can be admitted. The previous question,
therefore, cuts off debate upon everything, and also
cuts off the existence itself of the two motions to
commit and to postpone. Its effect upon reconsid-
eration is considered in sections 77 and 82.

61. Its Effect when Moved upon a Part
of the Main Question. There is a conflict of
authorities as to whether the previous question can
be moved upon @ part of the main question, one
opinion being that whenever moved, it closes de-
bate upon the w/ole subject, and that therefore it
cannot be moved upon a part of it. In reply, it
might be said (in general) that, of necessity, the
only motions upon which the previous question can
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be moved are debatable ones, and since the only
important debatable motions that are a part of
other motions are those to postpone, to commit,
to amend, and to postpone indefinitely, it is chiefly
in regard to those that the doubt arises. Can one
move the previous question upon an amendment,
or upon a motion to commit, to postpone, or to
postpone indefinitely, and have it apply simply to-
that? That is, can a member say: “I move the
previous question upon the motion to commit,” for
instance, and not have that motion apply to the
main question also?

There seems to be no good reason why debate
cannot be closed upon a motion to commit or
to postpone, or (especially) upon a much-debated
amendment, distinct from the main question.
There is certainly necessity for it, if the motion
is long discussed; and there is no hardship attend-
ant upon it. For these reasons, the following prac-
tice is recommended: the previous question may be
moved upon the motions to postpone, to commit,
and to postpone indefinitely, and upon an amend-
ment or its secondary; also upon appeals. If,
after it is moved on the part, it is also moved upon
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the main question, — the two motions being pend-
ing at once, — the motion to close debate on the
main question is put first. If a motion to close
debate on the main question were made'ﬁrsl,
one to close debate on a part could not then be
made.

When the motion to close debate on a part of a
question is made, it must be definitely so stated.
It will then be, ‘‘I move the previous question
upon the amendment,” etc., instead of simply, ““I
move the previous question.” If made and carried,
the part affected is put to vote at once, and then
debate goes on upon the rest of the subject.

62. ‘“ Question! Question!

’

The calling
out of ‘*question’’ from members while seated, is
not equivalent to the motion for the previous ques-
tion. Like the calls *“By the chair,”” and ¢ From

’

the floor,”” in nominating officers, it need not be
heeded by the chair. See footnote to page 14.
The chair may, however, by general consent,
consider such a call as an indication that the
assembly is ready to vote, and say: ‘“Are you
ready for the question?’’ and then put it to vote.

But she is not obliged to do so, and may allow
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debate to continue in spite of it. One who wishes
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