

















Parliamentary Rules

RULE: RULE:

Only one member speaks at a time, after being  If a motion is amended, vote on the amend-

recognized by the president. ment before voting on the original motion.

Then, vote on the original motion as amended.

RULE:

There can be only one motion before the group  RULE:

at a time. The steps to pass a motion are: A motion to adjourn is a “privileged motion”
1. Member is recogn]zed and makes motion which means that it cannot be discussed. It

2.Another member seconds the motion requires a majority vote to pass.

3. Discussion guided by president
4. President restates the motion
5. President calls for vote

APPENDIX

The appendix contains the following forms and samples:

Presidential Phrases

4-H Club Business Meeting Agenda Guide
4-H Club Meeting Minutes

4-H Club Meeting Minutes Sample

Club Meeting Planner

Annual Club Planner

4-H Outreach Documentation

4-H Outreach Documentation Sample
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PRESIDENTIAL PHRASES

Use these phrases to conduct a 4-H Business Meeting.

AGENDA ITEM

CalltoOrder .................

Pledge to the Flags . ...........

Roll Call . ....................

Reading of the Minutes ... .. .. ...

Approval of the Minutes . . . . . ..

Treasurer’s Report . .. ... ... ...

Correspondence Report .. .......

Reportsfrom .................

Unfinished (Old) Business . ... ...

New Business . . ...............

Adjournment . . .. ... ...,

PHRASE

“The meeting will come to order.”

“[Member’s names] will lead the pledges.”

“The secretary will please call the roll.”

“The secretary will read the minutes of the last meeting.”

“Are there any additions or corrections to the minutes?” If not, “The minutes stand
approved as read.” OR “Is there a motion to approve the minutes.” After additions or cor-
rections, “I call for a motion to approve the minutes as corrected.”

“The treasurer will present the treasurer’s report.” No motion is required to approve the
report.

“The correspondence secretary will read the club correspondence.”

Other officers (Optional)
Committees (Optional)
Leaders (Optional)
Project groups (Optional)

Present any old business you know about, or that the secretary’s minutes indicate as unfin-
ished from the last meeting. Then ask, “Is there any more old business?”

Present any new business you know about. Then ask, “Is there any more new business?”

“Do I have a motion to adjourn the meeting?” Take a vote and, if the motion is passed,
declare the meeting adjourned.

Repeat the motion and call for a vote.
“It has been moved and seconded that . . .”
“All those in favor, say ‘Aye,” (Wait for response)
“Those opposed, ‘Nay,” (Wait for response)
Then declare the motion:
“The motion is passed (‘carried’)” or
“The motion is not passed (‘defeated’).”



4-H CLUB BUSINESS MEETING AGENDA GUIDE

(List the name and office of the person presenting agenda items, as indicated.)

Date

Call meeting to order

Flag salute and 4-H pledge to be led by:

Call the roll or pass around a sign-in sheet to take attendance.

Introduction of guests by:

Reading of minutes by:

Treasurer’s Report by:

Correspondence Report by:

Other Officers’ Reports by:

4-H Council Report by:

Committee Reports by:

Project Reports by:

Old Business:

New Business:

Announcements:

Adjournment

Program introduced by:

Recreation led by:




4-H CLUB MEETING MINUTES (pag10f2)

The meeting of the 4-H Club was called to order by: (name and title)

At (time): On (date): At (location):

Flag salute and 4-H pledge led by:

Action on Previous Meetings Minutes:

Treasurer’s Report (Include expenditures since last meeting, income since last meeting, and current balance):

Correspondence:

Other Officers’ Reports:

4-H Council Report:

Committee Reports:




4-H CLUB MEETING MINUTES (pag20f2)

Old Business:

New Business:

Announcements:

Next Meeting;:

Program:

Business Meeting Adjourned:

Recreation:

Date:

Corrections and/or additions:

Date:

Signed:

Signed:




4-H CLUB MEETING MINUTES SAMPLE

The meeting of the Union 4-H Club was called to order by Jack Brown, president.

At: 7:30 p.m. on February 5, 1998, at the Union Community Hall, Jim Harris and Sally Jones led the flag
salute and 4-H Pledge.

Action on Previous Meeting’s Minutes: The minutes of the January 3, 1998 meeting were read and approved
with the following corrections. The correct date of the talent program is Saturday March 21.

Treasurer’s Report: No expenditures since last meeting. A deposit of $86.04 was made from the proceeds of
our club rummage sale. Current balance of $252.28.

Correspondence: A thank-you letter from the food bank was read. A congratulations letter sent to the new
county All Stars was read.

Other Officers’ Reports: Reporter, Mary Griffin, submitted a newspaper article about our food drive to the local
paper. It was printed, and a copy was given to our historian. Recreation officer, Tim Taylor, requested that
members bring their baseball gloves, bats, and other equipment to the club picnic on Saturday, March 14.

4-H Council Report: No report presented at this meeting.

Committee Reports: Sarah Carr, parade committee chair, reported that 14 members have been working
hard to finish the float for the Founders’ Day Parade. Christy Hamilton, community service chair, reported
that her committee is planning an Easter egg coloring party for the children’s ward at the hospital during
spring break.

Old Business: There was no old business.

New Business: Mike Reynolds moved that the members sponsor a cleanup for the Community Hall grounds
on Saturday, April 17. The motion was seconded and carried. Mike volunteered to chair the committee and
was appointed. Harry Clark, June Harris, Ellen True, and Tom Blake volunteered to be on the committee.

Announcements: Mr. Glen Arndt announced a countywide Share-the-Fun program to be held at the
Parkview School auditorium on Saturday, March 27.

Next Meeting: Union Community Center on March 5, 1998, at 7:30 p.m.
Business Meeting Adjourned: 8:15 p.m.

Program: Demonstration - Mike Reynolds - “How to Bathe Your Dog”
Project Exhibits - Beginning Crafts Project - June Harris, Molly Lee
Songs - Led by song leaders Sue Williams and Ned Williams

Recreation: Recreation officer, Tim Taylor, led the group in a jumping stick relay.

Date: Signed:




APPENDIX: CLUB MEETING PLANNER

(Officers fill out each month)

Year:

MONTH

BUSINESS AGENDA:

Events, Activities, Items
For Group Decision

PROGRAM AGENDA:

Educational Program, Activity
Speakers, Demonstrations

RECREATION AGENDA:

Singing, Games, Shared Fun,
Team Building




ANNUAL CLUB PLANNER (age10f2)

(Fill out at the beginning of the year and update as necessary.)

CLUB NAME YEAR

CLUB GOALS FOR THE YEAR:

CLUB PROGRAM GOALS 1

CLUB MEMBERSHIP GOALS 1

CLUB COMMUNITY SERVICE 1

GOALS

LEADERSHIP/MANAGEMENT 1

GOALS




ANNUAL CLUB PLANNER (age20f2)

MONTH MEETINGS, EVENTS OR ACTIVITIES COMMITTEE/PERSON RESPONSIBLE




4-H OUTREACH DOCUMENTATION (Form4-H c1116)

ProgramYear:

Club Name

Vice President for Membership

Community Club Leader

Membership Advisor

Please describe the efforts your club has made to recruit new members from your community, including under-represented

groups, and attach documentation. Be specific. For example, if a school presentation was made, list the name of school, size of

audience, ethnicities represented in audience, and other pertinent details. All clubs are required to demonstrate outreach efforts

in at least three of the first four outreach methods listed below. For assistance, call your county Cooperative Extension office. To
document your club’ outreach efforts, attach to this form copies of flyers, newspaper articles, news releases, and lists of person-
al contacts made. Give a copy of this information to your local Cooperative Extension 4-H office. (See sample.)

METHOD

[] Mass media, including
radio, newspapers, TV

DATES LOCATION COMMENTS/DESCRIPTION

I Newsletters, posters,
flyers, announcements

[] Personal letters to
minorities and/or
females. (Potential
members and leaders)

[JPersonal contacts (phone,
in person) with poten-
tial minority or female
members and leaders

[ Community and school
groups contacted with
information, or through
community service

COMembership drive or
promotional programs
to reach minorities and
females. (E.g., festivals,
fairs, displays)

[JOther

(Form 4-H C1116)



4-H OUTREACH DOCUMENTATION SAMPLE

ProgramYear:
Club Name Vice President for Membership
Community Club Leader Membership Advisor

Please describe the efforts your club has made to recruit new members from your community, including under-represented
groups, and attach documentation. Be specific. For example, if a school presentation was made, list the name of school, size of
audience, ethnicities represented in audience, and other pertinent details. All clubs are required to demonstrate outreach efforts
in at least three of the first four outreach methods listed below. For assistance, call your county Cooperative Extension office. To
document your club’s outreach efforts, attach to this form copies of flyers, newspaper articles, news releases, and lists of person-
al contacts made. Give a copy of this information to your local Cooperative Extension 4-H office. (See sample.)

METHOD DATES LOCATION COMMENTS/DESCRIPTION
1. Mass media, including | Oct 1997 Bay Area - National 4-H TV recruitment ads
radio, newspapers, TV | Oct 10 and 17 | Mountain View, - The Downtown News: Community Calendar listing
Los Altos, Cupertino of club open house dates
Feb 14,1997 | Sunnyvale - “Helping Hands”, article on club community service
project
2. Newsletters, posters, October 1997 | Brentwood, Amber, | - Flyer inviting kids and families to join our club. Dis-
flyers, announcements Chase, and Hollings | tributed to 4 schools. Approximately 1200 children
Schools received flyers. School ethnic breakdown is approxi-

mately 25% Hispanic, 15% Asian, 55% European,
and 5% African American

3. Personal letters to 1/10/97 Cupertino - Notes to two families inviting them to club meetings.
minorities and/or
females. (Potential
members and leaders)

4. Personal contacts (phone, | 1996-1997 Cupertino,
in person) with poten- Sunnyvale,
tial minority or female Los Altos
members and leaders

- 4-H office referrals. Called 16 families and invited
them to 4-H club meetings. Talked to approximately
40 families responding to flyers. Invited all families to
come to our meetings.

5. Community and school | October 1997
groups contacted with Feb 12, 1997 | Sunnyvale
information, or through
community service.

- School outreach campaign listed above

- Valentines Day party with children at Children’s
Hospital. Shared 4-H with 30 youth. (See article
titled “Helping Hands”.)

6. Membership drive or April 12
promotional programs Cupertino
to reach minorities and
females. (E.g., festivals,
fairs, displays)

- Petting Zoo fund raiser at Homestead Park Pioneer
Days. Club poster and flyers. 60 flyers taken. Crowd
of 2,000 people.

7. Other

(Form 4-H C1116)
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