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9
Regional Roundtables

Club Officers exchange ideas with their
counterparts in nearby Clubs on:

Membership Challenges, Fundraising ldeas,
Finances & Insurance, Programs & Events,
Social Media & Promotion,

FGCCT Resources, Awards,
Parliamentary Procedure and More!




Workshop Moderator

Jean Stetz -Puchalski

FGCCT Parliamentarian

Managing Principal, olndividual Di
Master 0s Degr ee, | n d u-©)tPsychalbgy Or gani
Credentials of Professional Certified Coach (PCC)

Advanced Certification in Team Coaching (ACTC) through the

International Coaching Federation (ICF)

Jeands work includes the integrat

Order 6 and Parliamentary Procedure

Team Communication and Collaboration. www.idatwork.com
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Parliamentary Procedure 101

How It Works and
Why It Matters
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Goal: Empower Clubs Through
Parliamentary Procedure

By embracing structured guidance like Robert’s Rules, we protect our time, ensure every voice is heard, and foster a thriving

community where meaningful decisions are made.
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DECISIONS

Clarify the Motion |

Weigh the Options |

‘ Vote with Integrity |
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Plan the Meeting
Set the Stage
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Follow the Rules
Maintain Decorum

PARTICIPATION

Encourage All Voices

Listen with Respect
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Vigging in... why we are here




The Foundation:
Understanding
the Basics

Cultivating Leadership
and Meeting Order

Through Parliamentary Procedure—

like a well-tended garden.

“Order is the soil in which

leadership grows.”
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What is Parliamentary Why is it Important for
Procedure? Garden Clubs?
A set of rules for conducting Ensures fair handling of
meetings fairly and efficiently, motions, respectful
THE PLAN ensuring order, protecting participation for all members,
X 1 rights, and facilitating and efficient use of valuable
o D st decision-making. meeting time.

vi Voting

Vi Adjournment



Why tools that
help us run meetings
matter

/ FOCUS & CLARITY
O Keep everyone aligned on
goals and next steps.
0Oy BETTER PARTICIPATION

"ﬂ Make it easy for everyone to
— share ideas and be heard.

J MORE PRODUCTIVE
Structure, time-keeping and

agendas save time and drive results.

AS

CAPTURE WHAT MATTERS
Decisions, action items and context
don't get lost.

STRONGER CONNECTIONS
Great meetings build trust,
understanding and team spirit.

BETTER OUTCOMES
When meetings work well,
so does our work.

MEETING THAT MATTER

1. PURPOSE
2. AGENDA

3. DISCUSS ,
4. DECIDE i 4V
5. ACTIONS ' g ,'

Effective Meetings
Matter

Cultivating Order and Support for Leadership & Decision Making in Our Clubs

® The Heart of Our Clubs

Meetings are where decisions are made and community

thrives.

® The Challenge

Ensuring every voice is heard and every meeting is

productive.

® The Solution

Embracing parliamentary procedure as our guiding principle

and tool to help run effective organized engaging meeting

e Why Robert’s Rules?

It protects your voice, your time, and your club.



Why we use Robert’s Rules

Hint: It is not about being fancy or formal

e Helps us run meetings in a fair, efficient, and
structured way

® |t makes sure everyone gets a chance to speak, no one gets
talked over, and our decisions are clear.

* |t keeps meetings from dragging on, and it prevents
misunderstandings and conflict.

® Robert's Rules also protects your rights — not the chair’s.

e It gives every member the same voice, whether you're new or
you've been here for years.

Why tools that

help us run meetings

matter

=/  FOCUS & CLARITY

0 Keep everyone aligned on
goals and next steps.

BETTER PARTICIPATION

L+ 4
@gR®  Meke teasy for everyone to
share ideas and be heard.

|4 7 MORE PRODUCTIVE
| | strucare, time.kecping and

{5 CAPTURE WHAT MATTERS
Decisions, action items and context

Seed don't get lost.

Great meetings build trust,
understanding and team spirit.

BETTER OUTCOMES
When meetings work well,

agendas save time and drive results

' STRONGER CONNECTIONS

MEETING THAT MATTER

1, PURPOSE
2. AGENDA
3, Discuss
4, DECIDE
5. ACTIONS




What is the difference between Robert's Rules of

Order and Parliamentary procedure?




Robert's Rules of Order is the guidebook for
parliamentary procedure:

First published in 1876, Robert’s Rules of Order is a highly
specific compendium (over 800 pages) detailing scripts,
motions, voting thresholds, and other resources.

Robert’s Rules is an instructional manual delineating
guidelines for orderly group decision-making

Parliamentary Procedure is the structured set of rules and
practices that guide the conduct of meetings to ensure
orderly, fair, and efficient decision-making.




Where do bylaws and standing rules come into the
picture




Bylaws & Standing Rules
Guide Clubs in Different Ways

Bylaws serve as the foundational
governance rules for a Club outlining broad
structures like membership requirements,
election procedures, authorized number of
board members and terms, allowance for co-
officers, voting rights and privileges, approved
business activities, appointment of officers,
indicate how to remove officers/members,
indicate how to fill vacancies, establishment of
committees, quorum percentages, annual
meeting frequency, procedure for amending
the bylaws and for dissolving the organization,
authority to hold meetings electronically, and
other issues that are part of the management of
the organization as a whole.

Changing bylaws requires prior written notice
to members and a large majority vote (e.g.,
2/3).

Standing Rules: specific, day-to-day
administrative details and establish specifics
for conduct, such as the time, date and
frequency of committee meetings.

Standing rules can typically be adopted or
amended during any business meeting by a
majority vote, with no prior notice required




What are the basic terms | need to know?




Quick Reference

Key Terms & Procedures

Chair/Presiding Officer Runs the meeting, remains impartial
Motion Surfacing and idea for discussion and vote
Seconding a Motion Indicates another member wants to discuss the motion
Quorum The minimum number of members needed for business
Minutes Official record of the meeting
Robert's Rules of Order Newly Revised (12th Edition) The standard reference guidebook
Meeting Agendas Script to Order of Business




Use of Agendas to guide meetings - are they
necessary?




Call to Order The
presiding officer
formally opens the
meeting at the

scheduled time.

Structured Agenda is Map to Order of Business

Approval of Minutes:

Review and acceptance of the

previous meeting's records.

Roll Call / Quorum

Verification that the minimum
number of members required
by the bylaws is present to
make decisions legally.

Meetings run smoothly when they follow a predictable written sequence.

Reports: Adjournment

Updates from officers and

m standing or special committees.

Unfinished Business:

Items carried over from the last

meeting.

S New
Business: Introduction
of new proposals or
actions.




How to structure an agenda?







