Appendix 2 - Standing Orders of the NATIONAL TOASTMASTERS CLUB as at 20 Nov 2005
as adopted on 12 October 1982 incorporating amendments of: 

25 Mar 1986: s.o. 4, 15, 20 

24 Jun 1986: add s.o. 46, 47, change "CBC" to "National" 

23 Sep 1986: add s.o. 48 

24 Feb 1987: amend s.o. 27, delete s.o.10, add s.o. 49 

10 Mar 1987: amend s.o. 25 & 48 

11 Aug 1992: amend s.o. 4, 6, 7, 26, 34 and 48

 8 Sep 1992: amend s.o. 13

 9 July 1994: amend s.o. 27

25 Jan 2005: amend s.o. (change s.o numbering) 19, 24, 49

******************************************************************** 

1.  These Standing Orders shall be applicable to all special meetings, regular meetings and Committee Meetings, and shall be construed subject to the Constitution and By-Laws. 

2.  Meetings shall, subject to the presence of a quorum, start at the time set out on the notice or agenda, and shall, subject to the discretion of the meeting, continue until all business on the agenda is disposed of. 

3.  Notwithstanding paragraph 2, no ordinary meeting of the Club shall exceed three hours fifteen minutes. 

4.  In keeping with Sec. 4, Article 1 of the Club's By-Laws, inactive membership is automatically conferred on any member missing 3 consecutive meetings.  Reinstatement to active status is automatically achieved at time of re-attendance at a regular meeting or part thereof.  This does not countermand the Executive Committee authority to classify active and inactive members. 

5.  If no quorum is present within 15 minutes of the starting time set out on the notice or agenda the business session of the meeting shall lapse.  All business on the agenda for the lapsed meeting shall be included on the agenda of the next meeting and shall take precedence over the new business.  Provided at least two members of the Executive Committee are present, and subject to agreement of a majority of active members present, non-business items on the agenda may be proceeded with. 

6.  On all formal occasions such as visits by other Clubs, annual Christmas meeting, etc. the President should be Chairman, the roles of Table Topic Master and Toastmaster should be allocated to available Vice Presidents. 

7.  Except on formal occasions or acting as Duty Chairman, Toastmaster, or Table Topic Master, the President shall cease to take control of regular meetings other than to close such meetings.  Notwithstanding, should the Duty Chairman, for any reason, need to stand down, the President shall either take control of the meeting or nominate someone else to do so until the Duty Chairman is again in a position to control the meeting. 

8.  Members will observe a respectable standard of dress at Club meetings.  The Executive Committee will be the sole arbiter when further definition of dress standard is required. 

9.  The Executive Committee shall meet at least once each month and shall submit to the club a monthly report except in December each year when no report will be required.  The regular monthly report shall be submitted to the second meeting each month. 

10.  The Treasurer shall submit to each regular Executive Committee meeting a written financial report for inclusion in the Committee Report to the Club. 

11.  Any member may challenge any policy recommendation during a Club meeting and state his objection.  However, a policy recommendation will be considered acceptable to the Club if not challenged by close of General Business at the next meeting following the meeting at which the policy recommendation was made known.  If challenged within the specified period, a policy recommendation shall be referred back to the Committee for reconsideration. 

12.  The incoming Executive each year shall submit a budget of income and expenditure no later than the first meeting in August, and on adoption of the budget only expenditure in excess of the budget need be approved by the club. 

13.  The Secretary shall have custody of the Club's Standing Orders.  

14.  The Secretary shall at all times maintain an up to date list of members giving names, address, and both business and home telephone numbers, where applicable. 

15.  The Secretary shall at all times maintain an up to date list of active members to assist in establishing whether a quorum is present at meetings.

16.  All substantive motions which are voted upon shall be recorded in the Minutes whether carried or lost.   A motion lapsing for want of a seconder shall not be recorded in the Minutes. 

17.  One copy of the Agenda for each regular Club meeting shall be distributed to each member present.

18.  Members should endeavour to introduce their guests to the Chairman prior to the meeting.

19.  Upon their induction, each new member of the Club shall be provided with:

a) Club Compendium

b) National Toastmasters Standing Orders

c) National Toastmaster of the Year Point Sheet

d) Mentor List

e) Club Resources List

f) Membership Certificate

20.  Visitors or guests, whether Toastmasters or non-Toastmasters, may move, second, speak to or vote on any motion at the discretion of the Chairman, provided the motion is of a general nature and does not affect the business or running of the Club. 

21.  The Table Topic Master shall give priority to members not otherwise participating in the program and to guests who wish to participate. 

22.  The program assignments for each meeting shall be announced at the meeting preceding the meeting at which the assignment is to be carried out. 

23.  If unable to complete a program assignment the member is to advise the Vice President Education at least 24 hours before the program assignment is to be carried out.

24.  Timing for the Business Session:

a)  The time to be allowed for debate will be:

i) Proposer of a motion - Introduction - 2 minutes

ii) Right of Reply - 1 minute

iii) Speakers on a Motion 
- 1 minute

b) Times for assignments are given under TIMER in the Guide to Assignments section of the Compendium.

25.  Prior to the conclusion of ordinary meetings all present shall be invited to vote, by completion of one or more voting slips, for the awarding of the following perpetual trophies to be held until the next meeting: 

a) Best Manual Speech - Pearce "Buddha" Award

b) Best Evaluation - Skinner "Tiki" Award

c) Best Table Topics Speech - Pearce "Bull" Award

d) Best Other Assignment - Golden Penguin

26.  Non-members of National Toastmasters, although eligible to be presented with the above trophies, must leave such perpetual trophies in the custody of National Toastmasters Club. 

27.  The following annual awards shall be presented at the Club first meeting in July each year:

a) Toastmaster of the Year 

b) Les Cornell Trophy for Regular Meeting Achievement

c) Bruce Robertson Trophy for Most Improved Speaker

d) Best Chairman

e) Best Evaluator

f) Best Attendance

28.  Rules for awards are contained in the Awards section of the Club compendium.  Voted awards shall be voted on at the first meeting in June.  Point score and voted awards are to be closed as of the end of the first meeting in June. 

29.  Any Member desiring to speak at meetings shall raise his/her hand or rise in his/her place and when called upon by the Chairman shall address the Chair.  If two or more members raise their hand and/or rise simultaneously, the Chairman shall call upon the member who first caught his/her eye. 

30.  When the Chairman rises to speak any member on his/her feet shall resume their seat. 

31.  Except where required in accordance with paragraph 30, a member moving a motion or amendment, and resuming their seat, shall be deemed to have spoken to it.  A member seconding a motion or amendment may reserve the right to speak to it subsequently. 

32.  If required by the Chair the proposer of any motion or amendment shall submit it in writing.

33.  A motion or amendment before the Chair shall not be withdrawn except by its mover and by leave of the meeting.  No motion shall be withdrawn while an amendment is under discussion or after any amendment has been adopted. 

34.  A motion or amendment before the Chair may be reworded by the mover subject to leave of the meeting. 

35.  Except in Committee Meetings, no member shall speak more than once to any question, except that the mover of a motion (but not of an amendment) shall have a right of reply, which reply shall close the debate.   An amendment shall constitute a separate question from the original motion and from any other amendment.

36.  When an amendment is before the Chair discussion shall be confined to that amendment.  No further amendment shall be proposed until the amendment before the Chair has been disposed of. 

37.  The Chairman shall as far as possible call on speakers for and against a motion or amendment alternately, subject to the right of a seconder to speak immediately after the mover.  If two consecutive speakers have argued for or against a motion or an amendment and there is no member wishing to argue the opposite view, or, in the case of a motion, to an amendment, the motion (subject to the mover's right of reply) or amendment shall be put without further debate. 

38.  Any member may raise a point of order, which shall take precedence over all other business, and shall be open to discussion.  The point must be raised at the time the alleged irregularity occurred.  An explanation or contradiction shall not constitute a point of order. 

39.  Any member disagreeing with the Chairman's ruling on a point of order may move dissent.  The Chairman shall then vacate the Chair and such motion shall be put forthwith without debate. 

40.  On an equality of voting, the Chairman shall declare the question resolved so as to maintain the status quo. 

41.  A member who has not already participated in the debate may at any time, whether another speaker has the floor or not, move, "That the question be now put", which motion, if accepted by the Chair, shall be put without amendment or debate.  The Chairman shall have discretion to accept or refuse the motion.  The Chairman may also of his own volition put the question if he feels that adequate discussion has taken place.   In either case the mover of a motion shall retain his right of reply.  If an amendment is before the Chair, the closure motion shall be deemed to close the debate on the amendment only. 

42.  A member may at any time move, "That the speaker be no longer heard" or, "That the speaker be heard for a further limited period only."  Such motions shall be put without amendment or debate. No other motion, except the closure motion or a motion dealing with the speaker's time, shall be moved while a speaker has the floor. 

43.  No member shall reflect on the vote of a meeting except on a motion for the rescission of any resolution previously adopted.  No member shall reflect on a section of the Constitution, By-Laws or a Standing Order, except on a motion (of which due notice was given if required) to amend or repeal such section or order. 

44.  Notwithstanding anything hereinbefore contained, any decision made by a validly-constituted meeting shall not be void by reason only of a departure from these Standing Orders which was not detected till after the decision had been made. 

45.  Amendments to Standing Orders shall only be made upon a motion passed by a two-thirds majority of the active members present.  Notice of such motion shall have been given to the club fourteen days prior to discussion of the motion. 

46.  Any one or all Standing Orders may be suspended during a meeting by a majority of those present.  A motion to this effect shall be open to debate. 

47.  Members shall offer their speech manuals to the VPE for signing after presenting a prepared speech assignment.

48.  It is preferable that all reports are written.  The correct sequence for reports is presentation, motion moved, motion seconded, discussion of report, voting (optional amendment), business arising. Reports that are not written and generally distributed to the meeting may not be adopted. 

49.  New members shall be inducted immediately after the evaluation of the business session in a ceremony conducted by the President.  The Secretary shall read the names and the Sergeant at Arms shall escort potential new member(s) from the room.  The President shall call for a vote of acceptance.  Upon successful application the Educational Vice President shall be called upon to nominate a mentor and the Vice President Membership shall be called upon to present the Toastmaster materials. 

50.  Motions, past and future, that are intended to have a recurring/continuing effect (continuing motions) must be incorporated in these standing orders as an actual standing order. 
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