
 

Congregational   Meeting   Procedures   (for   Board   use)  

Logistics:  

The   Chair   will   speak   from   the   podium   on   the   stage.    There   should   be   2   standing   mics,   one   on   each   side,  
and   a   hand   mic   for   the   usher   to   bring   to   a   person   who   requests   it   and   may   be   unable   to   stand   at   a   mic.  
There   should   be   a   table   at   the   front   of   the   auditorium   for   the   Secretary   and   Assistant   Secretary,   the  
Timekeeper   and   the   Parliamentarian.    (Care   should   be   made   that   the   location   of   the   table   is   not   in   a  
“dead   spot”   of   the   auditorium.)  

AV  

Tod  

Handouts :     Anne   

● Agenda  
● Procedures   and   Rules  
● Handout   providing   background   and   history   for   the   motion   about   the   Renovation   -   Peggy  
● Bylaws:   Have   a   dozen   copies   each   of   new   and   old   Bylaws   ready   in   case   some   people   ask--not  

on   table   for   taking.  
● Renovation   Task   Force   Charge   (Charter)  

PEGGY   -   CHAIR   OF   MEETING  

Herders     (As   the   meeting   time   draws   near,   help   move   people   back   to   the   sanctuary   to   start   the   meeting)  

1.  

2.  

FOOD   COORDINATOR :    Suzanne   Pineau  

Food   Buying   

_ Suzanne   Pineau _______   

   Food   Set   up   Supervision:  

Suzanne   Pineau,      ____________  

 

Food   Clean   up   Supervision :  

   Judy   Rodgers  

 



 

Tables :   

Request   coffee   service   the   week   prior   to   the   meeting.    Order   and   pick   up   food.    (Soup,   salad,   and   bread?)  
Several   tables   should   be   set   up   below   windows   near   the   kitchen.    All   Board   members   should   remain   after  
the   meeting   to   assist   with   clean   up.  

 

 

Vote   Cards:   At-Large   Member  

Registering   Voters   in   the   Lounge   between   1st   and   2nd   services:  

1.    Judy   Rodgers  

2.    Joe   Merenda  

3.  

4.  

 

Registering   Voters   in   the   back   of   the   Sanctuary   during   lunch   leading   up   to   the   meeting   and   as   the  
meeting   begins:  

1.    Joe   Merenda  

 

Two   tables   will   be   set   up   along   the   windows   in   the   lounge   that   parallel   the   entrance   walkway   before   or  
during   1st   service   so   that   we   can   be   ready   to   start   registering   members   immediately   AFTER   FIRST  
service   and   BEFORE   SECOND   service.   The   Executive   Director   along   with   the   Administrative   Coordinator  
will   provide   for   sets   of   registration   papers   and   numbered   cards.    The   Executive   Director   will   also   let   the  
Secretary   know   how   many   members   will   constitute   a   quorum.   

Set   up   half   the   alphabet   at   one   table   and   the   2 nd    half   at   the   other.   Hang   signs   by   taping   them   to   the  
windows   behind   the   tables   high   enough   for   easy   viewing   indicating   4   lines   (2   lines   at   each   table).    A-F,  
G-L,   M-R,    S-Z.   Two   Board   members   sit   at   each   table   (4   total).    Each   should   have   a   pen,   a   registration  
packet   provided   by   the   Executive   Director,   numbered   cards   and   copies   of   the   handout   (agenda,   ?).  

When   a   member   checks   in,   check   the   name   on   the   registration   paper,   give   them   a   numbered   card,   and  
record   that   number   against   their   name   on   the   registration   papers.   Prior   to   the   beginning   of   the   meeting  
two   designated   Board   members   will   tally   the   number   of   registrations   across   all   registration   papers.  
Compare   the   number   and   share   with   the   Secretary   who   will   report   on   the   quorum.    Following   2nd   service  
as   coffee   hour   in   the   Lounge   transitions   to   lunch   in   the   Sanctuary,   transfer   the   registration   station   to   the  
single   table   at   the   back   of   the   Sanctuary.    One   Board   member   can   remain   at   this   registration   table   to  
check   in   late   arriving   members.    Our   bylaws   do   not   allow   proxy   voting.  



 

Once   a   member   has   registered,   give   them   a   set   of   handouts.    Members   can   share   papers,   wherever  
possible   to   save   on   copies.   

Mic   supervision :   

Two   Board   members   will   be   assigned   to   monitor   the   mics   on   either   side   of   the   room.   The   membership  
should   be   scanned   for   persons   requesting   a   mic   at   their   seat.      See   additional   notes   below   “Procedures  
Applicable   to   Voting   and   Floor   Discussion”  

Timekeeper :   

1.  

One   Board   member   will   act   as   Timekeeper   during   the   discussion   elements,   as   well   as   the   agenda   items.  
The   Designated   Timekeeper   will   raise   a   yellow   card   as   a   30-second   warning   to   conclude   the   2   minute  
time   period   allowed   each   speaker,   and   a   red   card   when   time   is   up.   

 

 

Vote   counters :  

1. Nate   Hultman   
2.   

Two   designated   Board   members/vote   counters   will   observe   the   oral   ayes/nays   vote.    Should   the   result   not  
be   obvious,   the   Chair   will   request   the   members   vote   by   show   of   the   numbered   cared.    The   Chair   should  
ask   that   numbers   be   held   high   until   the   votes   are   tallied.   The   vote   counters   should   each   count   one   side   of  
the   room.   Results   should   be   shared   with   the   Chair,   who   will   announce   the   vote   to   the   congregation.  

Record   of   the   Meeting :   __Anne___  

The   Secretary   and   Assistant   Secretary   shall   collaborate   to   record   the   minutes   of   the   meeting.   The  
Minutes   will   be   reviewed   and   approved   by   the   members   of   the   congregation   at   the   next   congregational  
meeting.  

  Procedures   applicable   to   voting   and   floor   discussion:  

The   Chair   will   entertain   a   motion   to   adopt   the   motion.   The   Chair   will   allocate   a   specific   amount   of   time   for  
the   discussion   of   the   motion.   Upon   the   expiration   of   the   allocated   time,   the   Chair   will   call   the   question.   If  
there   are   no   further   speakers   before   the   allocated   time   has   expired,   the   Chair   may   call   the   question.   Any  
member   of   the   Congregation   may   also   call   the   question.   By   motion,   second   and   a   majority   vote   of   those  
present,   the   allocated   time   may   be   extended.   The   Chair   will   allocate   10   minutes   for   the   discussion   of   the  
motion.  

After   the   allotted   time   for   discussion   has   elapsed   or   the   question   has   been   called,   there   will   be   an   ayes  
and   nays   vote   on   the   motion.   If   this   vote   is   not   determinative,   there   will   be   a   hand   vote   during   which  
eligible   members   will   raise   their   numbered   voting   cards.   A   majority   of   those   present   and   voting   is   required  



 

to   pass   the   motion.   A   two-thirds   majority   is   required   to   repeal   and   replace   the   bylaws.   A   two-thirds  
majority   is   required   to   approve   an   expenditure   of   endowment   principal.   

Rules   Governing   Floor   Discussion:  

Following   a   motion,   the   floor   will   be   open   for   discussion   in   accordance   with   the   following   procedures.  

1.   Two   standing   microphones   will   be   provided   and   persons   wishing   to   speak   will   line   up   behind   one   of   the  
two   microphones.   ( P ersons   unable   to   stand   may   request   an   usher   to   bring   them   a   hand   microphone.)   The  
Chair   will   recognize   speakers   from   each   mike   alternately.  

2.   All   speakers   must   be   recognized   by   the   Chair,   introduce   themselves,   and   address   their   remarks   to   the  
Chair.  

3.   Speakers   will   be   given    two    minutes   to   make   their   remarks.   The   Designated   Timekeeper   will   raise   a  
yellow   card   as   a   30-second   warning   to   conclude   and   a   red   card   when   time   is   up.   The   speaker   will   stand  
down   and   the   Chair   will   recognize   the   next   speaker.  

4.   Remarks   shall   be   on   point   and   relevant   to   the   motion   on   the   floor.  

5.   No   person   will   be   recognized   to   speak   a   second   time   until   all   those   wishing   to   speak   have   had   a   turn.  

6.   If   a   member   has   a   question   about   a   procedure,   she   or   he   may   raise   a   point   of   order.   The   Chair   may  
call   upon   the   Parliamentarian   to   address   the   point   of   order,   and   the   decision   of   the   Parliamentarian   shall  
be   final.  

7.   Any   procedures   not   covered   by   these    Procedures    shall   be   governed   by   Roberts   Rules   of   Order,   as  
interpreted     by   the   Parliamentarian .  

   Parliamentarian:   Ralph   Petersberger  


