


• Unnecessary interruption of members or conversation with another member during
debate should be avoided.

• Really listen to what others have to say and keep an open mind
• The Chair alternates between affirmative and negative positions when possible
• It takes a two-thirds vote to close debate if speakers are waiting to be recognized
• A member's motives must not be attacked

VII I. Consent Agenda

• Allows adoption of multiple motions that are not controversial with a single vote.
• Any member may request an item be removed for debate and separate action

IX. Purpose and Content of Minutes

• Minutes refresh the memory of those in attendance, inform those who were absent,
and compile a history of the organization's acts and accomplishments 

• Basic information-date and time of meeting, names of those attending
• Include actions taken, not comments made
• Include name of maker of a motion, but not the seconder
• Individual request from members to list their abstention or recusal from the vote

and/or discussion
• Information on motions-was it debated, amended, and exact approved wording if

adopted
• All secondary motions not lost or withdrawn
• The hour of adjournment

X. Other Tips
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