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Meeting Management 102

Georgia Clerks Education Institute

Jawahn E. Ware, Facilitator

Expectations & Introductions

• CVIOG

• Introductions

Course Overview

Meeting Management 102

Much of government’s progress is made through formal meetings,
and Clerks play an instrumental role in their facilitation from
advertising notices through record-keeping.

A clerk’s procedural knowledge and skill might make the difference
between an extremely productive meeting and one that impedes
governance.

This required course is designed to improve skills with meeting
management and examines how to conduct effective meetings by
teaching the basic form of parliamentary procedures.
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What is 
Parliamentary Procedure?

Parliamentary Procedure
The purpose of having parliamentary procedures is to typically:

 preserve order,

 expedite business, and

 hold a discussion with a large number of people efficiently.

In layman’s terms the goal of parliamentary procedures is to help

maintain order, ensure fairness in business meetings and make

the meetings more effective.

History
• Parliamentary procedure, commonly called “rules of

order” originated in the early British Parliaments.

• In the 1560s Sir Thomas Smith, the clerk of the House of
Commons, began writing the “Journal of the House of
Commons” on his own initiative; this became the model
source for parliamentary procedures.

• Lex Parliamentaria (Parliamentary Law), which took
many points from the work of Sir Smith became the
pocket manual for members of Parliament and includes
many procedures that many still follow.
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History
• In 1801, Thomas Jefferson wrote the first American book

on parliamentary procedures.

• In the United States, the word “parliamentarian” refers to
individuals who are proficient in parliamentarian
procedures; but in other English speaking countries, the
term refers to a member of Parliament.

• The most popular publication regarding this subject is
Robert’s Rules of Order and was written by U.S. Army
General Henry M. Robert in 1876.

History
• Poll

Robert’s Rules of Order vs. Own Rules of Procedure

• There are many different publications (i.e.):

- Jefferson’s Manual

- Mason’s Manual of Legislative Procedure

- The Standard Code of Parliamentary Procedure

- Sturgis’ Rules of Procedure

- Riddick’s Rules of Procedure

vs. None

History
• Although it is suggested that every local government

should adopt a set of procedural guidelines/rules to
govern its meetings, there is no state law requiring
adoption of a particular set of rules.

• With all the varying rules
and procedures – what are
we supposed to do?

• We learn the basic rules
for public meetings that
should help manage the 
conduct of the council.
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Learning Objectives

This course is designed that you will:

• Understand basic points of parliamentary procedure.

• Review requirements for meetings and minutes.

• Have fun applying principles.

Remaining Course Outline
I. Meeting Preparation

A. What is a meeting?

B. Types of meetings.

C. Agenda preparation.

II. Parliamentary Procedure

A. Key terms.

B. Steps for making a decision.

C. Amending motions.

D. Other “popular” motions.

E. Nominations.

F. Key Tips.

Remaining Course Outline
III. Preparation of the Minutes

A. Key tips.

IV. Course application & review

V. Certification and Paperwork

VI. Adjournment
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Meeting Preparation
 What is a meeting?

In the basic definition, a meeting is a gathering of people to exchange
information, present ideas, plan activities, make decisions or execute
actions already agreed upon.

Official Code of Georgia Annotated (O.C.G.A. §50-14-1), which is our
State Law, defines a meeting as “a quorum of the members of the
governing body of an agency or any committees of its members created
by such governing body, whether standing or special, pursuant to
schedule, call or notice of or from such governing body or committee or an
authorized member, at a designated time and place at which any public
matter, official business, or policy of the agency is to be discussed or
presented or at which official action is to be taken or, in the case of a
committee, recommendations on any public matter, official business, or
policy to the governing body are to be formulated, presented, or
discussed”.

Meeting Preparation
• In layman’s terms, a meeting is a quorum of the

governing body or committee where discussion of
business, decisions or recommendations are made.

• What is a quorum?

It is the minimum number of members of an assembly
or organization that must be present at any of its
meetings to make the proceedings of that meeting
valid.

Meeting Preparation
Types of Meetings

Regular Meetings
• “Official” where decisions are approved.  

Work Sessions
• Discussion and typically NO formal votes are taken; optional.

Special Called Meetings
• Convened or called for a specific purpose and to take action.

Committee Meetings
• Smaller group that discusses topics, often to make a 

recommendation to the governing body.

Executive Sessions
• Private, closed to the public sessions held by limited 

purposes by law. 
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Meeting Preparation
Meeting “Exceptions”

1. Inspecting physical facilities or property.*

2. Attending statewide/multijurisdictional/regional meetings.

3. Meeting with State or Federal officials.*

4. Traveling to meetings/gatherings.

5. Social, Civil, Ceremonial, or Religious Events.

Key- NO business relating to the entity is 
discussed*

Meeting Preparation
When preparing for a meeting you will need to:

1. Have a reason/purpose.

2. Create an agenda.

3. Confirm a location.

4. Create supplemental material.

5. Provide a notice.

Meeting Preparation
When should notice of meetings be given?

• Governing boards and agencies are required to post 
information as to the time, place and dates of regular 
meetings.  
(See O.C.G.A 50-14-1 (d))

• If the meeting is to be held at other places or times, the 
agency must provide 24 hours advance notice by:

1. posting notification at the place at which regular meetings are held and

2. by notifying the local legal organ (newspaper).  
(see the Sunshine Laws for posting timeframes based on the legal organ’s circulation time frame.)

• If an emergency meeting is held with less than 24 hours 
notification must be given to the legal organ and the notice 
must include the reason for holding the meeting.
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Meeting Preparation
When should notice of meetings be given?

• Notice of the time, place and dates of regular meetings must
be made available to the general public and be posted in a
conspicuous place at the regular meeting place of the entity
and must be posted on the website, if the entity has one.

• Email is the most effective, efficient and trackable means for 
notification.

Meeting Preparation
Preparing the agenda

1. Call to Order

2. Roll Call/Attendance

3. Pledge/Invocation

4. Reading/Approval of Minutes

5. Reports

6. Old/Unfinished Business

7. New Business

8. General Comments/Announcements

9. Adjournment

Meeting Preparation
Preparing the agenda

• The agenda must be made available as far in advance of the
meeting as reasonably possible within the two week period
immediately prior to the meeting, but is not required to be available
more than two weeks prior to the meeting. The agenda shall be
available upon request and shall be posted at the meeting site.
(O.C.G.A 50-14-1 (e)(1))
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Parliamentary Procedure
Remember – parliamentary procedures are “rules” that help

maintain order and ensure fairness in business meetings.

Each member should know how to conduct and how to
participate in the meeting.

Parliamentary Procedure
Key Terms:

–Agenda: The order of the business meeting.

–Amendment: An amendment is made after a motion has been
made and seconded but discussion indicates a change needs to
be made. There should be no more than 2 amendments made to
a motion. The vote is taken in reverse order.

–Aye: When a vote is called, the members who agree with the
motion agree with this sound.

–Floor: The person who has been granted permission to speak by
the Presiding Officer has the right to speak - “has the floor.” Only
one person is allowed to speak at a time during the meeting. The
person should raise their hand and have the presiding officer
recognize him or her.

Parliamentary Procedure
Key Terms:

–Majority: This is the minimum number of votes needed to pass
most motions.

–Motion: This is a stated suggestion that a member wants the
group to consider something. The proper wording is “I move ….”

–Nay: When a vote is called, the members who disagree with the
motion agree with this sound. If there are more opposed to the
motion, the officer may announce the “motion is lost.”

–Parliamentary Inquiry: Is a tactful method to call for a point of
order. It is used when a member is unsure about the rules or
procedures applying to a certain situation in a meeting.
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Parliamentary Procedure
Key Terms:

–Point of Order: Is raised when someone draws attention to a
rule violation in a meeting.

–Presiding Officer: The person in charge of conducting the
business meeting (the Chairman, Mayor, Pro Tem).

–Rescind: A motion that can be made to revisit and change an
action previously taken.

–To Lay on the Table: Delays a decision to another time.

–To Take from the Table: To bring back a motion so it can be
discussed and acted upon.

Parliamentary Procedure
Types of motions:

Privileged motions- Relate to the welfare of the group or typically
involve matters of urgency or importance
(i.e. motioning to recess or adjourn).

Incidental motions- Relate to questions of procedure or
addresses pending motions or items of business
(i.e. parliamentary inquiry, points of order, making and closing

nominations).

Subsidiary motions – Assist with taking action upon, delaying or
modifying the main motion (i.e. laying on the table, referring to
committee, amending).

Parliamentary Procedure
Types of motions:

 Main motions – Relate to items of business for the group.

 Unclassified motions- Relate to motions when there is no
business pending and allows items to be reconsidered
(i.e. take from the table and rescinding).
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Parliamentary Procedure
Steps to making a decision.

1. Recognition by the Presiding Officer and Motion.
a. Member seeks permission to speak by raising his/her hand or

stands. When recognized he or she acknowledges the Presiding
Officer and makes a motion (i.e. Madame President, I move….)

b. Common mistakes- speaking before being recognized by the
presiding officer and saying “I make a motion that…”

2. Seconding of the Motion
a. The motion must receive a second before any discussion is held.

A member does not need to be recognized to second a motion and
responds by saying “I second the motion” or “second”. If there is
no second, the motion is dropped (lost).

b. Common mistake- the Presiding Officer allows discussion when
the motion has not been seconded.

Parliamentary Procedure
Steps to making a decision.

3. Restatement of the motion and call for discussion.
a. The Presiding Office should restate the motion by saying “it has

been moved and seconded that ….. Is there any discussion?” It is
acceptable to restate the motion and call for the discussion
separate.

b. Common mistakes- the Presiding Officer does not restate the
motion or reword the motion. Under discussion, conversation on
the topic is either lengthy or not germane, or the conversation
becomes “heated.”

Parliamentary Procedure
Steps to making a decision.

4. Vote
a. Discussion of a motion can end by a member or Presiding Officer

“calling for the question” (asking that the motion be brought to a
vote).

b. Votes can be taken by voice (aye/nay), show of hands, standing, or
roll call. The vote for those in favor of the motion should be first,
followed by those opposed. Some organizations (i.e. clubs) allow
for a ballot vote. This type of vote is effective for controversial
motions. If used, the Presiding Officer should appoint individuals
to distribute, collect, and tally the ballots.

c. Common mistakes- the Presiding Officer does not call for the
opposing vote, especially when it appears to be unanimous.
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Parliamentary Procedure
Steps to making a decision.

5. Results of the vote.
a. The Presiding Officer announces the result of the vote by saying

“the motion passes/fails.” If there is not an unanimous vote, the
number of votes for each should be stated. It is advantageous for
those that opposed be voiced for the record (i.e. the motion passes
6/1 with a nay vote by Councilman X).

b. Common mistakes- the Presiding Officer does not announce the
result of the vote.

Parliamentary Procedure
Amendments.

Amendments allow members of the group to change the motion while
it is still in the discussion phase and can be made in five different
ways:

1. Adding words

2. Striking words

3. Striking and inserting words

4. Substituting or replacing

5. Dividing the motion into two or more separate motions

(i.e. I move that we host the event in October and we host
the event in the sports park; the motions were initially
combined).

Parliamentary Procedure
Amendments.

Remember when amendments are made:

1. The person recognized should say “I move to amend the
motion by ….”.

2. A second is required.

3. Discussion is held on the amendment (not original motion).

4. A vote is called.
a. If the amendment is passed, by the majority, the Presiding

Officer states the motion as amended and there is no
additional action. If the amendment does not carry (does
not pass), discussion on the original motion continues and a
vote is taken.
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Parliamentary Procedure
To Lay on the Table.

To lay on the table delays a decision until another time.

1. A member is recognized during discussion and says “I move to
lay the motion on the table.”

2. A second is required to lay the original motion on the table.

3. There should not be discussion on the motion. A majority vote
decides whether to table the motion or not.

Parliamentary Procedure
To Take From the Table.

Is to bring a motion back from the table for discussion.

1. A member is recognized during old business and says “I move
to take from the table (and state motion name).”

2. A second is required.

3. There should not be discussion on the motion. A majority vote
decides whether to bring the motion back to the table or not.
a. Once a motion is brought back it is considered the next item of

business.

b. Common mistake – members use tabling a motion as a means to
“kill” an item. Typically, a tabled motion comes back for
consideration at the next regular meeting.

Parliamentary Procedure
Nominations.

Nominations are used to suggest a person for a position.
Key tips and reminders are:

1. Nominations are made from the floor.
“I nominate ____ (person) for _____ (role)”

2. No seconds are required.

3. The Presiding Officer should allow a reasonable amount of time
to determine if additional nominations are to be made. If not,
the officer can declare that nominations be closed. (Ideally
there will be no more than 3 individuals).

4. The person receiving a majority of the votes is elected.

5. The Presiding Officer announces who was elected and to the
position.
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Key Tips
 Things to Remember:

1. All members must be recognized by the Presiding Officer.

2. Only one person speaks at a time.

3. Discussion should only be on the subject.

4. Decisions should be made by motions (I move…)

5. Main motions require a second.

6. Allow discussion, giving everyone an opportunity to speak.

7. Vote and have the results announced.

Key Tips
1. Review your local legislation to see how your entity 

should be governed.
2. Confirm that your rules include three principles:

 They are providing a clear framework for the conduct of the 
meeting.

 They are clear and simple.
 They are user friendly so “non-government” individuals are 

able to participate in the process correctly.

3. Consult your attorney and/or parliamentarian for clarity 
and concerns.

Key Tips

4. Review your association’s model ordinances and guide 
for parliamentary procedures for assistance. 

5. Keep a “cheat-sheet” handy for the flow of parliamentary 
procedures.
 Provided in the back of the packet. 
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Minutes
Minutes are written recordings of the meeting. Minutes are

important because they serve as a historical record.

A summary of the meeting shall be available to the public for
inspection within two business days of the adjournment of the
meeting.(O.C.G.A. 50-14-1(e)(2)).

The minutes should be approved and published.

–Once the minutes are approved, they should not be changed.
The minutes should reflect any corrections made in the
meeting prior to adoption. (i.e. The minutes of the December
2nd minutes were corrected to read the location of the meeting was
in Room 100. The minutes were approved as corrected).

Minutes
Key tips and reminders are:

1. Record action items and decisions as they are 
discussed.

2. At the minimum the following should be included 
in the minutes:
• Name of the organization, date, time, place and type of 

meeting.

• Members present at the meeting.

• Description of each motion or proposal made. 

• Record of who made and seconded each motion.

• Result of the vote; who voted for and against each motion.
(O.C.G.A. §50-14-1(e)(2)(B))

Minutes
Key tips and reminders are:

3. Special notations.
a. If the motion to recess is adopted, the minutes should state

what time the members recessed and what time the meeting
was called back to order.

b. The minutes should record any important announcements
(i.e. if the meeting time or location will be different).

c. The last paragraph contains the hour of adjournment.

d. It is suggested that the minutes record what was done and
not what was said.

e. Have the minutes signed.

The goal is to help the person reading the minutes
“visualize” what was done at the meeting.
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Review Time!

Objective Review

You have successfully completed Meeting Management 102, 
did you:

• Gain an understanding of the basic points of parliamentary
procedure?

• Review the requirements for meetings and minutes?

• Have fun applying principles?

Thank you for participating!
This information was brought to you by a partnership with CVIOG:

Jawahn E. Ware

Lead Trainer

Ware Consulting Services, LLC

wareconsulting@outlook.com

www.wareconsultingservices.com

866-626-6676
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Evaluation & Certification

Since 1927, the Carl Vinson Institute of Government has been 
an integral part of the University of Georgia. A public service 

and outreach unit of the university, the Institute of 
Government is the largest and most comprehensive university 
based organization serving governments in the United States 
through research services, customized assistance, training 

and development, and the application of technology.


