Notes from Meeting Management: (from Dennis Demmert 2006)

Strive to arrive at a decision that can be accepted by those who are opposed,  otherwise

There will be sabotage. 

LISTEN to everyone and try to hear what they are saying.

Is there a way to amend motions to please all?

STRIVE for acceptance

Try to accommodate those that disagree.

If you don’t agree with someone, go talk with them , bring a new attitude, it might even change your own opinion.

AS CHAIR:

DO NOT LOSE YOUR COOL

DO NOT RESPONSE WITH COUNTER INSULTS

MAINTAIN NEUTRALITY

Do not be afraid to call meeting to order

Know your agenda, be on time.

If some one is on the agenda, let them know before hand so that they can be prepared.

If someone makes a motion, its heard BUT only after the chair has repeated the motion and it is seconded is it open for discussion. 

Each person can only speak ONCE.  A time limit can be placed on total time and individual time.

Call for the question can be questioned, do not let the discussion end too soon, you can vote or whether or not to call the question.

If a member is rambling , you can suggest that they make a motion.

Place motions in affirmative terms.

An issue is up for debate:

Encourage both Pro and Con

i.e.

We have heard support, can we hear opposition?

Keep emotions down, try to get to best decision we can, try to interject pros/cons 

Be objective.

Sometimes you need to take a 5 min. recess and cool down.

Talk to people, bring calmness.

Personal remarks are clearly out of order, send signals , personalities out!

A motion can be withdrawn by the original source if the person who 2nd also redraws.

Otherwise must continue.

Acknowledge difficultly of coming to a decision, thank the people for making a decision and express your desire to work together to make this work.

Anticipate resistance, talk with that person, gain respect of person giving group trouble.

Preceding officers should not sides………..lead/neutrality

Tabling motions,  ,do not abuse, not debatable. This item can only be bought back as a motion.

Can postpone a motion  to a later time.

Can only have one motion on the floor at a time , you can amend it or postpone but then must go back to the main motion and resolve it.

2/3 vote to end a debate.

If long debate, best to go back  and read the motion again to be clear everyone knows what they are voting on.

