DOCUMENTS CHAIRMAN / PARLIAMENTARIAN 
Gavel

Be sure to read the General Procedures section of these Guidelines. It contains important information pertaining to all Board positions.

Voting Member of: General Board: 
Shall be a Past State Council President and an active Gavel
Primary Duty: To serve as an advisor to the Parliamentary actions of all official State Meetings, and to maintain official updated copies of the Oregon State Council Governing Rules (Bylaws, Standing Rules, Policy and Procedures, the Oregon Guidelines and forms). These may be placed on a flash drive for convenience.
GUIDELINES

1. The Chairman for the Oregon State Council is the arbitrator of the accepted rules for governing the Council, Robert’s Rules of Order Newly Revised. 

2. These Rules shall govern this Council in all cases to which they are applicable and in which they are not inconsistent with the documents of this Council and those of the International Council of ESA.

3. You will receive and aid in the research and development of all written inquiries pertaining to the governing rules and Guidelines of the Council.

4. It will be your duty to present all proposed Bylaw changes to the membership at least thirty (30) days prior to the State Convention.  When it is feasible, the presentation should occur at the Winter Meeting.  It is your job to familiarize yourself with those Bylaw changes so that they can be discussed easily. Those changes must then be published to the general membership at least 30 days before the annual State Convention.

5. You will also be the chairman of the Oregon Guidelines committee whose primary duty is to maintain and update the Guidelines. The President will appoint a committee of at least 3, no more than 6, members in good standing and approved by the State President and the Parliamentarian/Documents Chairman.
6. It will be your responsibility to maintain a current updated copy of the Documents as listed above. It is recommended that these be placed on a flash drive for easy transfer between Chairmen and the ability to update in more efficient manner. 
7. It will be your responsibility to have the documents available to the membership via the Oregon website. 
HELPFUL HINTS

1. Be familiar with the definition and purpose of the Executive Board, the General Board and the General Assembly.

2. Be familiar with alternatives such as “Coming from a Committee”, “Board Recommendations” and “General Consent”.  

i. “Coming From a Committee” – requires no second

ii. “Board Recommendation” – requires no second

iii.  “General Consent” – “may be used when there seems to be no opposition in routine business on questions of small importance. Action in this manner is in accord with the principle that rules are designed for the protection of the minority and generally need not be strictly enforced when there is no minority to protect” (Roberts Rules of Order). This does not require a formal motion, second and vote. “If there are no objections” – pause – “there being no objections we will accept this by “General Consent”. Be sure the issue is posted in the minutes for a permanent record. 
3. Amendments: 
a. Bylaw proposals/amendments may be submitted to you in writing by any member in good standing up to 90 days prior to State Convention.

b. Any submission should be copied and sent to the President immediately so that the proposals can be researched to determine if the proposals should proceed through the process.
c. Prepare Bylaw proposals/amendments as submitted.

d. Housekeeping changes to the Bylaws can be made with notification - voting is not required. It is recommended that these be posted in a Grapevine prior to Winter Meeting or Convention, allowing those with a possible objection to state their position. 
e. Format for presenting proposed changes: (suggestions only).

Remember to keep it “simple”. 
i. It is possible for the President/Chairman to ask the assembly “if there are no objections”, to presenting the proposals as “printed / published”. This is extremely helpful if there are considerable amendments to address. 
ii. It is also possible that someone in the assembly will ‘move’ that ALL the proposals be passed/failed with one vote. Take care if there are any of the proposals that might be debatable or controversial.
· State the current Bylaw/Standing Rule, etc.

· State the proposed amendment

· List the pros as you have researched them to be – list the cons.

· List the rationale as proposed by the author who sent them to you

· Then restate the Bylaw, in total, as it would be adopted.

f. Publish the Bylaws in proposal format to the general membership thirty (30) days prior to the annual State Convention.

If the Grapevine will not be published and in the hands of the membership thirty (30) days prior to the State Convention a separate mailing of all proposed changes must be made by you. 
g. Prepare a few extra copies for Convention in the event someone wishes a copy or did not have access to the published proposals. It is also possible for them to be on the printed ballot and voted on in that manner. 
h. If a mail-in ballot is to be used, the following process shall be followed:

i. Following the publication of proposed changes to the State Governing Rules in The Oregon Grapevine, the Documents Chairman/Parliamentarian will print and mail the ballots to all eligible voting members. All ballots shall be returned to the Documents/Parliamentarian.

ii. The returned envelope shall bear the name of the Chapter or the Gavel’s signature.

iii. The ballots shall be tabulated by the Credentials Chairman and her Committee, supervised by the Documents Chairman / Parliamentarian, prior to the opening of State Convention.

iv. The results of the balloting will be announced by the Documents Chairman/Parliamentarian under the proper order of business in the President’s agenda.

v. The ballots are to be retained by the incoming President for ninety (90) days following the State Convention.

Remember:  A lively debate is good for everyone but chaos on the floor does no one 
any good.  When in doubt as to Parliamentary rules of order, decide in favor of good manners and common sense.

CALENDAR CHECKLIST 
April/May/June -following your appointment:
· Immediately go through all files given to you by your predecessor.

1. Call her with any questions. (Hopefully the documents have been placed on a flash drive for convenience in transferring them.)
· Find a copy of Robert’s Rules.  

1. Bring it to every meeting. There are members who are sticklers. 
· Read the Oregon State Council, ESA documents (Bylaws, Guidelines etc)
It is essential to have a good understanding and working knowledge of them.
· Have a copy of the Rules of Order.  (”When wishing to be recognized…..”) 
At some meetings (State Convention) these may be posted in the program, “rules of debate” may also be posted in the program.  
· Familiarize yourself with Bylaw Article XVI – Amendments

· Use the Grapevine to encourage timely submission of any proposed changes or amendments.
July/August/September:
· If there are any major changes in programs such as name changes “Circle of Life” to “St. Jude Coordinator”… update the guidelines to reflect the change.

· State Leadership is approaching – your presence is requested, if possible.
1. Remind them to present any proposals to you in order for them to be published in the Grapevine thirty (30) days prior to Convention. 
2. Brush up on your ‘Robert’s Rules’. 
November/December
· If there are housekeeping changes to the Bylaws or documents try to post them in the December issue of the Grapevine. This would allow members the opportunity to voice concerns at Winter Meeting. If there are no objections update the documents now in order to save time at a later time.
1. Check with the Executive Board to see if there are any plans to make proposals or changes to the Bylaws, publish them in the timely manner.  
February:
· Plan to attend Winter Meeting and be prepared to discuss any proposed changes.
· Remind Officers and Chairman to make any suggestions for the Guidelines based upon their experience while serving in their positions. .
April: 
· Prepare Guideline duties to be placed in the mailboxes for the incoming board.
· If there were no proposals prior to Winter Meeting you may still have proposals to present at Convention.  (Article XVI Section 2.) The General Board may present an amendment without the ninety (90) day notice:
1. It will need to be written up in a formal format and presented to the members attending the 1st General Assembly.
2. The proposed amendments will be read and voted on at the 2nd General Assembly. 
· A two-thirds (2/3) vote of the delegate vote (includes proxies) is necessary to accept amendments to the Bylaws. 
· If there are proposed changes to be voted upon at Convention refer to the above section on “Amendments”. 
· IF a written ballot is used, try to have it printed on the same ballot as the Second Vice President’s ballot. 
· If it is presented on a separate ballot, the President will ask her appointed tellers to make the count under your supervision.
· Any written ballots used and counted would be retained by the  President for ninety (90) days following the State Convention.
· Prepare your files to be turned over to your successor. This includes the flash drive unless there were changes made at Convention, it should then be mailed to her as soon as possible. 

Immediately following Convention:
· Make any changes to the Documents which were passed at the annual State Convention or changed during the year. Be sure to date them and place page numbers on them. (Update the flash drive).
· Provide a copy (flash drive) to State President for her yearbook and file.  
· Provide the flash drive to the new Parliamentarian/Documents Chairman. 
· Submit a copy to the Webmaster for the Oregon Website
Parliamentary Pointers
“Move…….but don’t Make a Motion”
Thirteen Ranking Motions

  5 Privileges:
















To Fix the Time to Which to Adjourn




To Adjourn




To Take a Recess





Question of Privilege (does not need a 2nd)







Orders of the Day (does not need a 2nd)








To Table

 7 Subsidiaries:

Previous Question (requires 2/3 majority vote)   -Not debatable               



Limit Debate (requires 2/3 majority vote)     -Not debatable 



Postpone    


-debatable



Commit


-debatable



Amend


-debatable
Postpone Indefinitely  
-debatable

MAIN MOTION

-debatable


The Oregon State Council Parliamentarian should be familiar with these terms; how they relate to one another, when they can properly be used and who can use them.
Note: often “Rules of Order” are published in the Convention Program, if these are approved at the beginning of the sessions it allows set limits for debate etc., allowing for a timely meeting, yet allowing those to be heard who wish to discuss an issue. 
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