Excerpted from “Guide to Parliamentary Procedure” 

The Order of Business 

Rules of order ensure that your group will deal with issues in a systematic manner. On of the ways to accomplish this is to follow a set order of business in your meetings: a road map that determines when you deal with different types of issues. Your organization’s rules probably spell out the order of business you’ll use, and each meeting’s agenda reflects it. Here’s a typical order of business:

· Call to order

· Roll call

· Reading and approval of minutes

· Reports of officers and standing and special committees 

· Unfinished business 

· New business 

· Adjournment 

Depending on your organization, the order of business may also include an invocation or other formal ceremony, the reading of letters to the organization, announcements, a speaker, etc.

“Talk until someone listens!”

“There is no excellence without effort!”

