ORDER OF THE ARROW
NISHA KITTAN LODGE #114
LODGE EXECUTIVE COMMITTEE

Meeting of 4 July 1882

1.
Call to Order


a.
Pledge of Allegiance (or National Anthem)


b.
Obligation

2.
Minutes of the meeting of 15 May 1882

3.
Treasurer’s Report

4.
Committee Reports


a.
Activities Committee



(1)
Summer Camp activities



(2)
Preparations for Fall Reunion


b.
Ceremonies Committee – Summer Camp ceremonies


c.
Elangomat Committee


d.
Elections Committee


and so on

5.
Summer Camp activities

6.
Fall Reunion

7.
Fall Work Day

8.
New Business

9.
Old Business

10. Adviser’s Minute

11.
Adjournment


a.
Next meeting: 6 September 1882

b.
Song
PLANNING

Meet with the appropriate adviser(s) at least one week prior to the meeting.

With the adviser, create an agenda for the meeting, following a standard template.

Remind all committee chairs to have their reports ready. They should be prepared to submit them to the secretary in writing.

Remind all Arrowmen of the meeting, being sure to include the time and location.

PROCEDURES

1.
“Please rise and recite with me the Pledge of Allegiance” OR “Please rise and sing with me the National Anthem.” In either case, those in uniform will give the Scout salute (on command). Those out of uniform will salute with the right hand over the heart for the Pledge, or they will stand at attention for the National Anthem. Then, “Let us recite the Obligation of our Order. Scout sign.”
2.
“Will the secretary please read the minutes of the previous meeting?” Especially if they are long, the secretary should simply direct those present to the written minutes. The chair asks, “Are there any additions, deletions, or corrections to the minutes?” After these are done, the chair repeats the question (with “further”) and then states, “Hearing none, the minutes are accepted as submitted.”

3.
“Will the treasurer please provide his report?” After all questions are answered and corrections made, the chair says, “There being no further questions or corrections, the treasurer’s report is accepted as submitted.”
4.
“Will the chair of the ______ committee please give his committee’s report?” Each committee chair will give the report of his committee. The chair should not allow these reports to drone on endlessly or to tie up the LEC (or Chapter) with ancillary discussions. After each report, the chair thanks the one reporting. “Thank you for your report” is polite, and it ends discussion.
5.-7.
“Let us now move on to the next item on the agenda, ______.” These items deal with ongoing operations of the Lodge that involve different committees. Once again, the chair should not allow discussion to drone on endlessly. To keep the discussion focused and productive, see under Motions below.

8.
“Is there any further New Business?” Here is where people can introduce items that may have developed out of the foregoing discussions. It is also the place for someone to bring up something entirely new. The chair can keep a new business item from derailing the meeting by asking for a motion and second.
9.
“Is there any Old Business?” Here is where people can bring up topics that had been tabled at previous meetings or that had been otherwise under consideration but not included in any of the business items on the agenda.

10. “Would the Adviser like to say a few words?” Here the appropriate adviser(s) may say something inspirational.

11.
“Is there any further business for the LEC? Hearing none, the meeting is adjourned until ______. Let us rise, form our circle, and sing the song of our Order.” If no date has been set for the next meeting, it is adjourned sine die (without a date).
MOTIONS

A motion coming from a committee and included in that committee’s report does not require a second. A motion from the floor does require a second – “There is a motion on the floor. Do I hear a second?” If there is a second, the motion is discussed and submitted to a vote. If a second is not forthcoming, “The motion dies for lack of a second.” That ends all discussion on that motion.
The chair cannot make a motion. But when discussion seems to be going toward a motion, the chair may ask, “Do I hear a motion regarding ______?” Then, “Is there a second?” If an individual makes a suggestion to reword or change the motion and the suggestion is acceptable to the mover and second, then it is considered a friendly amendment and is accepted without a vote. Otherwise, amendments must have a mover and a second, and the amendment must be accepted or rejected before the original motion can be voted on.

When discussion bogs down or tapers off, the chair may ask, “Would someone like to call the question?” Or an individual member may simply call the question without prompting. A call for the question must have a second and is not subject to debate – once there is a second, the vote must be taken without further ado. If the call for the question carries, then the motion on the floor must come to a vote without any further comment.

VOTING

It is a good idea right before the vote for the chair to ask the mover, “Would you please read the motion as it stands now?” After it is read, the chair directs, “All in favor of the motion, please signify by saying ‘Aye’. All opposed, ‘Nay.’ Are there any abstentions?” The chair can vote only to make or break a tie (a tie vote is considered a ‘Nay’). Once the vote is taken, the chair announces, “The motion carries” or “The motion does not carry.” At that point, all debate on the motion stops. (Technically, it can only be brought up again at a later meeting by someone not involved in the original vote. However, if some egregious problem is found with it in the meantime, it can certainly be reconsidered.)
OUT OF ORDER

Whenever anyone in the meeting gets off-topic (for example, discussing a new matter when there is another motion on the floor,  skipping forward or backward in the agenda, debating a motion without a second), the chair should politely note, “That is out of order” (not “You are out of order”) and give a reason. If anyone else believes someone is speaking out of order, then he/she may say, “I believe that is out of order.” It is up to the chair to decide.
