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1. When the bylaws provide that the president is ex-officio a member of all committees except the nominating committee, it means that:

a. the president is not obligated to attend meetings nor is he counted in the quorum

b. the president is obligated to attend meetings and is counted in the quorum

c. the ex-officio status conveys the same obligations as the other committee members


d. if the president cannot attend the meeting, he should request the vice-president to attend as his representative

2. To adopt the entire report of a board or committee, as opposed to just the recommendations contained at the end of the report, requires a:

a. majority vote

b. two-thirds vote

c. majority vote with previous notice

d. two-thirds vote with previous notice

3. A report of an executive board to the assembly:

a. need not be approved by the board

b. must be adopted by the board before presentation to the assembly

c. must be approved by the chairman of the board for presentation

d. may be presented orally and need not be in writing

4. A partial report of a committee:

a. is postponed until the completed report is ready

b. is finished by the assembly by amendment

c. is handled the same way as the final report

d. is laid on the table

5. The formal presentation of a dissenting opinion of committee members not concurring with the committee report is a:

a. majority report

b. minority report

c. special report

d. dissenting report

6. Before a motion has been stated by the chair:

a. if the motion is modified, the seconder can withdraw his second

b. another member cannot ask the maker to modify his motion

c. if the motion is modified, the seconder cannot withdraw his second

d. the mover can withdraw or modify it with permission

7. All vacancies in a 12-member board are to be filled by a two-thirds vote of the legally fixed membership.  There are two vacancies.  What is the minimum vote needed to elect?

a. Eight

b. Nine

c. Seven

d. None of the above are correct

8. The unqualified term “majority vote” means:

a. more than half the number of persons present, legally entitled to vote

b. more than half the votes cast, excluding blanks and abstentions

c. one more than half of the legally qualified membership

d. at least one more than half of the votes cast

9. A tie vote:

a. adopts the motion

b. can be considered a majority vote

c. permits the chair to break the tie

d. requires the chair to break the tie

10. A nominating committee, when selecting nominees for candidacy:

a. should contact members whom it wishes to place in nomination for office before the meeting of the nominating committee

b. may nominate more than one candidate for an office unless the bylaws prohibit it

c. may not nominate for office any member of the nominating committee

d. may not nominate more than one candidate for each office 

11. The tellers’ report:

a. contains the names of candidates in alphabetical order

b. contains the names of candidates in order of their nomination

c. begins with the number of votes cast

d. begins with the number of eligible voters

12.  Unless the bylaws provide otherwise, a standing committee of the society reports to:

a. the executive committee

b. the board of directors

c. the assembly

d. the president

13. The motion to accept a report should not be made because:

a. there is no such motion

b. it is always out of order

c. it precludes the assembly’s right to amend

d. it implies that the assembly has endorsed the complete report

14. If a member is absent when elected and has not consented to his candidacy, the election becomes final:

a. when he is notified of his election

b. when he is elected

c. at the close of the meeting following the election

d. when he is notified of his election and does not decline

15. In a society where members are permitted to serve in only one office at a time, if a member is present and elected to more than one office:

a. he can choose which of the offices he will accept

b. he must accept the first office to which he was elected

c. the assembly will decide by vote the office to be assigned to him

d. he must accept all offices

16. When counting ballots, two filled-out ballots folded together are:

a. counted as one illegal vote

b. counted as two illegal vote

c. ignored

d. reported as spoiled ballots

17. In voting procedure, the chair must:

a. take the negative vote only if the issue is controversial

b. announce the result of each vote

c. leave the chair on a motion to elect delegates if he is included

d. vote first on a roll call vote

18. After the report of the voting itself, the complete announcement of a vote should include all of the following, except:

a. declaration that the motion is adopted or lost

b. statement indicating the effect of the vote

c. instructions to enter the motion in the minutes

d. announcement of the next item of business

19. Which of the following is not debatable?

a. to postpone the pending question to the afternoon meeting

b. to adjourn promptly at 5:00 p.m.

c. to dispense with the reading of the minutes

d. to discharge a committee

20. What is the parliamentary term given to any form of discussion of the merits of a motion?

a. question

b. discussion

c. debate

d. all of the above are correct

21. In a meeting, the motion to reconsider:

a. must be made by one who voted on the prevailing side

b. may be made by one who voted on the losing side

c. may be made by any member

d. may be made by a member who did not vote

22. A second implies that the seconder:

a. agrees that the motion should come before the meeting

b. agrees that the motion should be entered in the minutes

c. agrees that the motion should be implemented without change

d. will refrain from speaking against the motion
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23. When a committee report concludes with a recommendation, the proper course to be followed is for:

a. the chair to put the question

b. a member of the committee to second the resolution

c. the reporting member to move that the recommendation be adopted

d. a person, not a member of the committee, to second the resolution

24. When a committee chairman signs a report alone, his signature:

a. indicates that not all members agree to the report

b. certifies that the report has been adopted by the committee

c. certifies that all members of the committee agree to the report

d. indicates that a partial report is being submitted

25. A report from a standing committee which contains only information should be:

a. adopted by the assembly

b. filed without action

c. opened to debate and amendment by the assembly

d. returned to the committee for further consideration

26. Subsidiary, privileged, and incidental motions are:

a. ranking motions

b. privileged motions

c. secondary motions

d. pending motions

27. Before any other business can be brought up, a motion must be disposed of with the exception of:

a. certain privileged questions

b. incidental main motions

c. the motion to rescind or amend something previously amended

d. motions that bring a question again before the assembly

28. Secondary motions:

a. cannot be made and considered while a main motion is pending

b. cannot be debated or amended

c. must be acted upon or disposed of before direct consideration of the main  question can be continued

d. require a majority vote

29. A motion to censure the action of an officer:

a. is not debatable

b. is not amendable

c. opens the entire question to debate

d. may not be reconsidered

30. To rescind is:

a. a subsidiary motion

b. an incidental motion

c. an incidental main motion

d. a privileged motion

31. Questions of privilege not in the nature of a request which are brought up while no business is pending are moved the same as any:

a. privileged motion

b. subsidiary motion

c. main motion

d. incidental motion

32. The motion to recess made when no business is pending is:

a. a privileged motion

b. not debatable

c. an incidental main motion

d. an original main motion

33. An incidental main motion:

a. is a main motion that relates to the business of the assembly, or its past or future action

b. is usually presented in writing

c. always corresponds to secondary motions described by the same or similar names

d. marks the beginning of a particular involvement of the assembly in a substantive matter

34. The motion to postpone indefinitely:

a. can be renewed during the same session if the main question is materially amended

b. goes to a committee with the referred main motion

c. is a secondary motion

d. is ignored if pending when the main motion is laid on the table

35. The primary amendment to strike out certain words from the main motion:

a. cannot be amended

b. can be amended only by striking out words

c. can be amended only by substitution

d. can be amended by inserting or adding words, by striking out words, or by striking out and inserting words

36. A motion to create a blank is:

a. an incidental motion

b. an incidental main motion

c. a subsidiary motion

d. a privileged motion

37. The effect of postponing a question to a specified hour:

a. provides that the matter will come before the assembly at a time named or a later time

b. makes it impossible to reconsider the question except by a two-thirds vote

c. prevents debate on the question by dissenting members

d. makes it a special order

38. Which of the following can be applied to a main motion?

a. lay on the table

b. call for the orders of the day

c. recess

d. appeal

39. The motion to limit debate can be applied:

a. only to the immediately pending question

b. to an entire series of debatable questions

c. to the privileged motion to recess

d. to the motion to lay on the table

40. Which of the following subsidiary motions best describe variations of the motion to commit?

a. committee of the whole

b. informal consideration

c. quasi committee of the whole

d. all of the above are correct

41. The motion to discharge a committee:

a. is necessary when the committee’s final report has been received

b. if adopted, can be reconsidered

c. is not amendable

d. is debatable, and debate can go into the merits of the questions in the hands of the committee

42. When a committee is named by the assembly without designating a chairman:

a. the body that elected the committee members names the chairman

b. the chair names the chairman

c. the chairman is the first-named member of the committee

d. the committee elects its own chairman

43. Where no more than quarterly time intervals elapse between sessions, an order of the day cannot be made for a time:

a. beyond the end of the next business session

b. beyond the end of the present session

c. during the next business session

d. none of the above are correct

44. The following motions usually require a two-thirds vote

a. suspend the rules, previous question, point of order

b. previous question, amend, recess

c. limit or extend limits of debate, point of information, point of order

d. previous question, suspend the rules, limit or extend limits of debate

45. When a motion is laid on the table:

a. consideration can be resumed at the will of a majority

b. it can be considered only by action of the chair

c. it cannot be considered again until the next meeting

d. it must be referred to a committee

46. The admissibility of a request or motion arising out of a question of privilege:

a. requires a two-thirds vote

b. is ruled upon by the chair

c. may be postponed indefinitely

d. must be decided upon by the assembly

47. If in order at the time, the motion to call for the orders of the day:

a. requires a second 

b. can interrupt when another has been assigned the floor

c. is debatable

d. is amendable as to time

48. Which of the following motions is ordered by the demand by only one member?

a. call for a counted vote

b. objection to the consideration of a question

c. call for a division of the assembly

d. closing of nominations

49. Requests and inquiries growing out of the business of the assembly can be applied in reference to any:

a. motion

b. main motion

c. subsidiary motion

d. privileged motion

50. A point of order is:

a. debatable when it adheres to a pending motion

b. debatable when it arises to a pending motion

c. debatable when the chair submits the point to a vote of the assembly

d. amendable

51. A corporate charter:

a. is always required before bylaws are adopted

b. is unnecessary in any organization

c. should not be drafted before bylaws are adopted

d. should be drafted by an attorney

52. Information contained in another parliamentary manual that is in conflict with the adopted parliamentary authority:

a. has no bearing on the case at hand

b. has some bearing on the case at hand

c. may be referred to the assembly for vote

d. may be considered as persuasive

53. Standing rules are usually adopted:

a. before officers are elected

b. at the first regular meeting

c. if and when the need arises

d. at the time the society is organized

54. At a meeting of an organization with a membership of 250 with 210 attending, a motion is pending to suspend a standing rule.  With 174 voting, what is the minimum number of votes required to adopt the motion?

a. 88

b. 106

c. 116

d. 126

55. In the bylaw article on members, the following should be included:

a. provision for honorary members

b. classes of members

c. amount of dues

d. all of the above are correct

56. The amount of dues, if stated in the bylaws, should generally be included in which article?

a. finances

b. object 

c. executive board

d. members

57. The extreme penalty that an organization or society can impose on a member is:

a. a large fine, if authorized in the bylaws

b. expulsion from membership in the society

c. suspension of membership

d. a reprimand from the assembly

58. If a temporary occupant of the chair fails to perform the duties of the chair properly during a meeting:

a. a motion cannot be made to censure him

b. a motion cannot be made to declare the chair vacant

c. a member cannot raise a point of order

d. a motion can be made to declare the chair vacant and to elect a new chairman

59. Bylaw articles are commonly designated by:

a. arabic numbers

b. capital letters, A. B. C., etc.

c. roman numerals

d. no numbers, just headings

60. In bylaws, the nominating committee usually is described in the article on:

a. members

b. officers

c. meetings

d. committees

61. Delegates to a convention are normally chosen for:

a. one meeting

b. one session

c. two sessions

d. a two-year period

62. A board, regardless of its size, can be described as having the character of:

a. a deliberative assembly

b. a standing committee

c. an executive committee

d. an executive session

63. The proper procedure for claiming the floor in an assembly is to:

a. raise your hand

b. rise

c. address the chair

d. rise and address the chair

64. The order of business:

a. begins with the call to order

b. may not be interrupted by any member

c. is mandatory in order to proceed with a meeting

d. is separate and distinct from the procedure of calling a meeting to order

65. If the chair assigns the floor to the wrong person when preference in recognition was timely claimed by another member:

a. an appeal should be made

b. a point of order should be made

c. an objection to the consideration of the question should be made

d. the member to whom the floor was assigned must be allowed to speak

66. Even in a small meeting, the presiding officer of an assembly should not be addressed or referred to by name, except:

a. during a brief administrative consultation during a meeting

b. when the vice-president is presiding and he is present

c. when he has no regular title or whose position is only temporary

d. in cases of a testimonial nature, such as the presentation of a gift

67. The chair calls for the Good of the Order:

a. before the new business

b. after the completion of new business

c. before unfinished business

d. under new business

68. Which of the following motions is not a motion to bring a question again before the assembly?

a. rescind

b. amend something previously adopted

c. ratify

d. reconsider

69. By a single vote, a series of special orders or general orders—or a mixture of both—can be made; and such a series is called:

a. an agenda

b. secondary amendments

c. a regular order of business

d. a series of primary amendments

70. A program:

a. is always placed at the end of the order of business and cannot be changed

b. may contain items of business and the times for speakers, meals, and other business matters

c. is not used as a term in conventions

d. is a different document prepared by the program committee

71. If a member yields to another member for a question, the time consumed is charged to:

a. a speaker who did not use all his time

b. no member

c. the member asking the question

d. the speaker who yielded to the question

72. In a merger of two organizations:

a. each discontinues its independent existence

b. each organization is absorbed into a new organization

c. a new entity is formed who includes the membership of the meeting organizations

d. one organization continues while the other ceases to exist

73. During the period of preparation and while the convention is in progress, the parliamentarian should:

a. serve as the principal advisor to committee chairmen regarding management of the convention as it relates to the actual transaction of business

b. serve as the principal advisor to the president and the officers

c. always be present at the preconvention board meeting

d. all of the above are correct

74. Customs observed by the presiding officer do not include:

a. referring to himself as “the chair”

b. referring to himself as “Your President”

c. calling all individual members by name

d. speaking of himself in the third person

75. The call of a meeting is a written notice of its time and place, which:

a. has been adopted at the previous meeting of the organization

b. is mailed or distributed to all members of the organization a reasonable time in advance

c. serves to notify delegates of their election

d. is a bylaw requirement

76. Unless the rules state otherwise, what are the rules for speaking in debate?

a. no member can speak more than twice to the same question on the same day

b. a member can speak no longer than ten minutes each time

c. during an appeal the presiding officer may speak twice and other members may speak only one time

d. all of the above are correct

77. Executive session refers to:

a. any meeting or portion thereof at which proceedings are secret

b. specially called meetings

c. meetings of the executive committee

d. meetings open to the public

78. An agenda sent to members in advance of a meeting:

a. is considered binding as to detail

b. is provided for information only

c. must be submitted for adoption

d. need not be voted upon for adopting

79. Which of the following postponed questions would be the first to be considered?

a. special order

b. unfinished special order

c. special order for a particular time

d. special order for the same hour, made later

80. Although a formal motion to approve the minutes is in order:

a. it is smoother to approve them by unanimous consent

b. it is unnecessary that they be approved

c. the chair may declare them approved

d. the secretary may declare them approved

81. When a motion is opened to debate, the chair recognizes first:

a. those in favor of the motion

b. the member who desires to speak and has not yet spoken

c. the member who made the motion, if he wishes to speak

d. those opposed to the motion

82. A quorum is:

a. in a mass meeting, a majority of the members present

b. usually stated in the bylaws as a majority of the membership

c. at a convention, a majority of delegates elected to attend

d. the minimum number of members entitled to vote who must be present to legally transact business

83. An adjourned meeting is:

a. one that has been declared adjourned by the presiding officer

b. a meeting in continuation of the session of the immediately preceding regular or special meeting

c. one that has been adjourned by a formal motion of a member

d. a special meeting

84. In societies, charter members:

a. may be only those signing the membership roll at the meeting at which the original bylaws are adopted

b. are only the first elected permanent officers

c. may be those who join before a specified date

d. a and c are correct

85. The maker of a motion:

a.  cannot speak against the motion

b. can speak against the motion if it is amended

c. is not limited in the number of times to speak

d. cannot vote against the motion
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86. What business may be transacted in the absence of a quorum?

a. read and approve minutes

b. give notice

c. go into committee of the whole

d. set an adjourned meeting

87. A point of “no quorum” is a point of order, but differs in that it:

a. is debatable

b. cannot interrupt a speaker

c. is not ruled upon by the chair

d. can be reconsidered

88. When does the chair call the meeting to order?

a. when the time for the meeting has arrived, the chair immediately calls the meeting to order

b. if there is no quorum present, the chair adjourns the meeting

c. the chair calls the meeting to order after he has determined that a quorum is present

d. the chair determines the time for calling the meeting to order

89. If there are minutes of other meetings in addition to the last meeting that have not been read previously:

a. the minutes of the last meeting are read first

b. the minutes of the other meetings are filed without being read

c. the minutes are taken in the order of date, the earlier minutes read first

d. the minutes are taken in the order of date, the latest minutes are read first

90. When no question is pending, a member making a main motion must yield to another member who wishes to:

a. take a motion from the table (if it is in order to do so)

b. refer a matter not pending to a committee

c. move to rescind a previously adopted motion

d. discharge a committee from consideration of a motion previously referred

91. Which process of amendment is used to change the quorum in the bylaws?

a. strike out

b. insert

c. strike and insert

d. add

92. Opening exercises are scheduled:

a. after the reading of the minutes

b. immediately after the meeting is called to order

c. after roll call

d. none of the above are correct

93. When a vote is taken a second time for a purpose such as when a division of the assembly is demanded, debate can resume only by:

a. a majority vote

b. permission of the presiding officer

c. unanimous consent

d. a two-thirds vote

94. Debate on the motion to commit is limited to the extent of the:

a. wisdom of referring

b. choice of personnel of the committee

c. nature of its instructions

d. all of the above are correct

95. Which of the following is a reason for the limitation of debate on the motions to commit and postpone to a certain time?

a. adoption of either motion will kill the main question

b. the main question will be open for further debate at a later time

c. adoption of either motion would alter the main motion

d. none of the above are correct

96. Which of the following is not allowed in debate on the motion to postpone to a certain time?

a. the wisdom of postponement

b. the merits of the questions to be postponed

c. the choice of time to which the question will be postponed

d. amendments to the choice of time to which the question will be postponed

97. Which is the incorrect way to refer to another in debate?

a. “The member that just spoke.”

b. By their title

c. By their proper name

d. “The delegate from ____.”

98. The purpose of the motion to lay on the table is to:

a. defer action or debate on the pending main motion to later in the same meeting

b. kill the pending main motion

c. place consideration of the pending motion aside temporarily when something else of immediate urgency has arisen

d. postpone consideration of the pending motion to another meeting

99. Which of the following is not a form of amendment?

a. to strike out words

b. to add words

c. to substitute for a substitute

d. to fill blanks

100. Which is the preferred terminology for amendments?

a. amendment of the first degree and amendment of the second degree

b. primary and second amendments

c. amendment to the main question and amendment to the amendment

d. all of the above are correct
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