Running a Meeting Effectively -- the presiding officer is responsible for maintaining order, much like a referee in a sports contest the presiding officer is responsible for enforcing the rules so that the organization may do its work in the fairest and most expedient and impartial manner.


Presiding Officer – 
· Be on time & start on time.  As a presiding officer, you should arrive early to check the readiness of the meeting room and should begin the meeting promptly at the scheduled hour if a quorum is present.  
· Be organized by creating a detailed, well-prepared agenda and sticking to it.  
· Be prepared by being familiar with the procedural rules of the bylaws, standing rules, customs, the group as well as the parliamentary authority.  
· Be a teacher by keeping the group working together through procedure explanation in a clear way and always communicating the next business in order.  If a motion seems confusing, the presiding officer must clarify it.  This means helping a member rephrasing motion or requiring that long motions be submitted in writing.  
· Be in control of the floor by "assigning" the floor to members who have been officially recognized.  Those members who wish to speak should be called by name if possible.  No other members may interrupt or callout remarks without being out of order.  The presiding officer should remind such a member that the floor has been assigned and request that his remarks be held until the floor has been assigned to him.  The presiding officer should remind other members when private discussions become disruptive.  
· Be impartial by calling on all members wishing to speak.  The presiding officer should give members on both sides of an issue the opportunity to speak, alternating sides if possible.  
· Be composed by remaining calm and objective.  The presiding officer's duty is to keep the meeting moving.  Don't forget a sense of humor or a smile can often save the day.  
· Be precise by restating the motion before taking a vote.  After taking the vote, the presiding officer announces the results of the vote by interpreting the action taken.  The presiding officer should always be certain about the results of a voice vote.  He may retake the vote by requesting a rising vote or show of hands on his own accord.  
· Be focused by disallowing irrelevant discussion.  This means that if necessary the presiding officer should restate the question and directly request a member to confine his remarks to the pending question.  
· Be temperate by using the gavel “sparingly", perhaps only to open or close the meeting.

