
Parliamentarian Responsibilities – Brief Overview 
 
Parliamentarian Duties at Meetings: 

• Advises on Parliamentary Procedure 
• Assists in meeting preparation 
• Determines quorum 
• Tracks Speakers 
• Listens to proceeding 

 
Parliamentary Law – Rules of the Game 

• Order – One business item at a time 
• Equal Opportunity – Chance for everyone to participate 
• Justice/Fairness – Everyone understands 
• Right of the Minority to be heard 
• Right of the Majority to decide 

 
Motions – formal proposal for an action 

• If from a member: “I move ….” 
• If from committee or board: “The committee/board recommends, and I move…” 

o Second 
o Discussion 
o Vote 

 
Election Process: 

• At the nominating committee (nom com) elections: 
o Parliamentarian reads sections of the bylaws pertaining to the nominating 

committee elections at the meeting – including requirements and restrictions 
to serve on the nom com 

 
• After election of the nom com: 

o Parliamentarian schedules the first nom com meeting  
 

• At the first nom com meeting: 
o Parliamentarian: 

§ Instructs the committee on proper nom com procedures from the 
bylaws, including eligibility for officers 

§ Provides information on the election process 
§ Provides (pointer to) job descriptions/requirements 
§ Does NOT stay unless elected to the nom com 
§ Is available for questions (by phone, text, or email) 

 
• At the election meeting: 

o Parliamentarian reads sections of the bylaws pertaining to the nominations 
and elections at the association meeting. 
 

 


