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I. Order of Business 
 

A. Call to Order 
 
         The Department Chair or his/her designate calls the meeting to order and chairs it.  It is not 

necessary for the chair to leave the chair to take part in discussions or to vote, which he/she 
may do on all questions. 

 
    B. Minutes of Previous Meetings 
 
        The chair calls for corrections to the circulated minutes of previous meetings.  After 

corrections, if any, the minutes are considered adopted.  Corrections may be made by general 
consent or by motion. 

 
    C. Announcements 
 
   D. Business 
 
           The meeting will follow the circulated agenda.  The chair will post a notice of the meeting in 
 time for persons wishing to present items for the agenda to do so at least seven days before the 
 meeting.  The chair establishes the order of the agenda.  Items will be put on the agenda at the 
 request of any department member.  No business other than that specified in the agenda may 
 take place other than by suspension of the rules.  Proper business includes "any issue affecting 
 the Department, excluding matters of tenure, promotion and salary." 
 
      E. Minutes 
 
           The secretary designated by the chair will record all business transacted.  All votes will be 

reported except elections, on which matter the secretary will record only the nominees and the 
name of the winner.  The secretary will attempt to record the drift of debate.  Minutes will be 
circulated to all faculty within seven class days. 

 
     F. Call of meetings. See Department Charter, Article I, Section 3 
 
    G. Quorum.  See Department Charter, Article  I, Section 5 
 
   H. The Department Chair will appoint a parliamentarian to advise the chair. 
 
   
 
 
 
 
 II. Rules of Order  
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 A. Main Motions and Amendments 
 
      There will be no debate without a motion on the floor.  The chair recognizes speakers.  

Business will follow the established agenda unless the rules are suspended. 
 
      The Motion 
 
      A motion must be seconded.  Debate shall be germane.  The chair, at his discretion, may 

inquire if the department is ready to take the motion to a vote.  Unless otherwise specified, a 
simple majority of those voting passes a motion. 

 
      Amending the Motion 
 
      A motion may be amended.  It requires a second.  Amendments must be germane. 
 
      Amending the Amendment 
 
      The first amendment may be amended, under conditions listed above for amending a motion. 
 
      That is the limit of amendment.  The amendment to the amendment must be voted upon as is. 
 
      It is out of order to propose an amendment to the amendment which has the effect of 

introducing a new item which should properly be dealt with as another first amendment after 
the previous first amendment is decided. 

 
      That is, deal with amendments one at a time.  Then vote on the main motion. 
 
      Note 1.  The form above includes all the special forms cited in RONR [Rules of Order Newly 

Revised] as "substitute motion," "strike and add," and so forth. 
 
      Note 2.  The custom of the History Department is to distinguish between "friendly" and 

"unfriendly" amendments.  The chair may inquire if there is objection to an amendment.  If 
there is none, it (the "friendly" amendment) is incorporated without a specific vote.  If there is 
objection from any member of the department, the proposal must be voted upon. 

 
      Note 3.  Drafting or "perfecting" amendments can be dealt with as in Note 2.  Example:  to 

change careless wording. 
 
      Note 4.  A motion can be withdrawn by general consent.  If there is objection, it must be voted 

upon. 
 
  B. Committee Reports 
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      1. Reports as Motions 
      
            At the proper time in the agenda the committee's representative is recognized to make 

the committee's report.  When that report includes recommendations for department 
action, the report is a MOTION and requires no second. 

 
            Note:  It is both proper and desirable for the committee to circulate its report prior to the 

meeting and any argument and justification it wishes. 
 
       2. Minority Report 
 
            A minority report, either as part of a committee's report or at the request of a member of 

the committee, is in order.  If the minority report is not part of the committee's report, 
any committee member who wishes to present such a report will be recognized 
immediately after the committee report is presented.  If that minority report includes 
recommendation for action different from the majority report, it will be recognized as a 
first amendment (substitute motion) and be acted upon accordingly. 

 
 C. To Rescind 
 
      This motion repeals a previously made act or decision of the department.  The motion is 

improper if the act authorized has already been carried out and is thus irrevocable. 
 
      Because the motion to rescind overturns a previous decision, it received special treatment.  

With previous notice which an agenda note would constitute, a simple majority of the voting 
members can rescind a previous decision.  Without previous notice, which because of the 
prepared agenda would come only when the department moved into unexpected territory, a 
two-thirds majority is required. 

 
D.  Procedural motions which require a simple majority, or are not voted upon, and which 

cannot be debated 
 
       1.  Point of order, information, or appeal against indecorum: these are in order at any 

time.  Rulings from the chair are subject to appeal.  See below, VI: 1. 
 
       2.  Table:  it requires a second.  A motion to table is in order on almost any debatable 

question.  By the custom of the History Department, only the immediately preceding 
questions is tabled, unless otherwise specified. 

 
       3.  Take from the table:  it requires a second.  This motion is in order only when the 

matter, if taken from the table, would be a proper agenda item.  Otherwise it would 
require a suspension of the rules. 

 
       4. Adjourn:  it requires a second.  This motion is not in order until the agenda has been 

completed.    
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E.  Procedural motions which require a two-thirds majority and which cannot be debated  All require 

seconds. 
 
       1. Suspend the rules: in the motion the maker should briefly state the purpose for which 

suspension of the rules is sought. The Department uses this motion to introduce matters 
not on the agenda.  Suspend the rules will also be used to reconsider motions already 
voted on at the meeting then in session. 

 
       2. Previous question. 
 
       3. Close nominations. 
 
 F.  Procedural motions which require a simple majority and which can be debated. All require 
seconds. 
 
       1. To appeal the decision (ruling) of the chair.  Any member may appeal a ruling when 

two reasonable opinions are possible.  It is worth mentioning that the chair may decline 
to rule and instead choose to submit a question to the meeting for judgment.  This vote 
is taken as follows:  a "yes" vote sustains the chair; a "no" vote opposes it. 

 
       2.  To refer to a committee. 
 
       3.  To discharge a committee or remove a charge from a committee. This motion is in 

order when a committee has failed to make a report at a prescribed time, or if the 
department wishes to take immediate action after having, at a previous meeting, 
committed a matter to a committee. 

 
       4.  To recess. The motion must include a time to reassemble and the agenda that will be 

dealt with upon reassembly. 
 
III. Special Rules of History Department Established by Custom 
 
 A. One person's request requires a secret ballot. 
 
 B. One person's request requires "division of a question," properly "to consider by paragraph" 

or "seriatim" unless there is objection.  If there is objection to division, the majority decides. 
 
 C. Balloting (except secret ballot) is always by show of hands, is counted, and results are 

reported in the minutes to show yeas, nays, and abstentions.  Results of elections will be 
reported to show only the names of the nominees and the person elected.  Anyone wishing to 
have his name shown as abstaining may do so. 

 
 D. One person's request requires verification of a quorum.  If a quorum does not exist, the 
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meeting is recessed until a time set by the Department Chair. 
 
III. Special Rules of History Department Established by Custom 
 
 A. One person's request requires a secret ballot. 
 
 B. One person's request requires "division of a question," properly "to consider by paragraph" 

or "seriatim" unless there is objection.  If there is objection to division of a question, the 
majority decides. 

 
 C. Balloting (except secret ballot) is always by show of hands, is counted, and results are 

reported in the minutes to show yeas, nays, and abstentions.  Results of elections will be 
reported to show only the names of the nominees and the person elected.  Anyone wishing to 
have his name shown as abstaining may do so. 

 
 D. One person's request requires verification of a quorum.  If a quorum does not exist, the 

meeting is recessed until a time set by the Department Chair. 
 
 E. Members of ad hoc committees are appointed by the Department Chair unless the motion 

calls for another method of appointment. 
 
 F. Absentee ballots are allowed (after the election judge announces the names of the faculty 

members who have left such ballots in his/her possession) in elections where allowed by the 
Department Charter and on questions where the absentee ballot describes the motion to be 
voted upon.  Absentee ballots are not allowed in the establishment of a quorum. 

 
IV. History Department Election Procedure 
 
 A. The Department Chair shall give advance notice of all elections pending. 
 
 B. Vacant offices are nominated for and voted upon one at a time. 
 
 C. The Department Chair will announce the office in which a vacancy exists and call for 
 nominations. 
 
 D. Any person may nominate candidates, but those candidates may withdraw at the time of 
 nomination. 
 
 E. The Department Chair will attempt to receive all nominations.  He/she will ask three times:  
 "Are there further nominations?"  If there are none, nominations are closed.  A motion to close 
 nominations is in order after the first nomination, but it must receive 2/3 vote to pass. 
 
 F  If only one candidate has been nominated, he will be declared elected. 
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 G. If more than one candidate is nominated the Department Chair will proceed to the election.  
 [After the nominations are closed and before the balloting, there will be an opportunity, if 
 requested, to question the candidates.] 
 
 H. A majority of those voting is necessary for election.  If no candidate receives a majority on 
 the first ballot, the top two candidates will enter a run-off.  If the second-highest count is tied, 
 the Department will have a run-off among there top three candidates.  If in this run-off no 
 person receives a majority, and once again two candidates are tied for second-highest, one of 
 them will be chosen for a third run-off by lot or any other agreed upon system. 
 
 I. In the event that a run-off produces a tie vote, the Department will conduct one more run-off. 
  If the candidates are still tied, the winner will be chosen by lot. 
 

 


