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Preface 

The Topeka Model United Nations creates a unique educational experience for participating 

students as they attempt, through an elaborate simulation, to mirror the general structure and 

political tasks of the real United Nations. As officers we are charged with the duty of keeping the 

delegates on task through the use of parliamentary procedure.  

All officers need to pronounce the names of the countries in their council correctly and have a 

working knowledge of parliamentary procedure.  

Parliamentary Procedure 

For many of us Parliamentary Procedure can be a daunting thing. But it doesn’t have to be. 

Keep these examples with you during the day and you’ll be fine.  

The Basic Rules of Parliamentary Procedure 

Adapted for the Topeka Model United Nations 

The following nine rules form the basis for the specific procedure that governs the proceedings 

and debate in councils. 

1.  The rights of the organization supersede the rights of individual delegates. 

The Topeka MUN has the right to make its own rules which then must be observed by all 

delegates.  Should a conflict arise between the rights of a member and right of the organization 

to do its business, the rights of the organization prevail (As an officer this falls to you). 

Example:  On the first day of council debate a resolution is being debated.  The Chilean 

delegate has been recognized by the Chair and is speaking in favor of the resolution.  The 

Nicaraguan delegate, who is opposed to the resolution, is calling out loud objections and 

engaging in argument with the speaker.  The council President calls the member to order.  The 

delegate continues his disruptive behavior, stating that as a delegate he has a “right” to speak.  

The President quietly states that the organization has the right to conduct business in an orderly 

manner which supersedes the member’s right to speak.  The President further informs the 

delegate from Nicaragua that the Council has the right to eject any member who interferes with 

that right. 

If a delegate continues to act this way after being told to stop contact either the Secretary 

General or the Executive Director, because it needs to be addressed.  

2.  All members are equal and their rights are equal. 

All delegates have the following rights:  

 ~  to attend council; 

 ~  to make motions and speak in debate; 

 ~  to vote. 



 

Example:  The delegate from Nicaragua has the right to voice his dissatisfaction with the 

resolution.  However, he must seek recognition of the President and be recognized (assigned 

the floor) before he can speak. 

 

This is one of our crucial jobs, to keep precedence or the speaking order. Everyone keeps track 

of precedence a bit differently, but the key part is that you make sure everyone has an equal 

opportunity to speak. There will be the delegates who try to speak every chance they get and 

that’s great, just make sure you aren’t overlooking those who haven’t spoken yet.  

3.  The Majority Rules. 

This rule is basic to the democratic process.  The minority has the right to be heard, but once a 

decision has been reached by a majority of the members present and voting, the minority must 

then respect and abide by the decision. 

Example:  A motion is made and adopted by a majority vote to suspend the orders of the day 

and skip Resolution 3.  The German delegate – the author of Resolution 3 – objects stating his 

resolution is important and relevant.  The President rules his objection out of order, reminding 

him that the majority of the members have voted to postpone. 

4.  Silence is consent. 

Those members who do not vote to go along with the decision of the majority do so by their 

silence. 

Example:  The previous question is called and a resolution comes up for vote.  Fifty delegates 

are in council.  Twenty delegates abstain from voting, fourteen delegates vote in opposition to 

the resolution, and sixteen delegates vote in favor of the resolution.  The resolution would pass 

because a majority means the majority of the members voting.  (Sixteen out of thirty is a 

majority.)  The abstentions do not count.  In a council of fifty, sixteen delegates dictated the 

choice! 

If you notice that several people are not voting, address it. It’s not fair to the other delegates if 

only a few delegates are actually voting. 

5.  Two-thirds vote rule. 

A two-thirds vote is necessary whenever you are limiting or taking away the rights of members, 

or whenever you are changing something that has already been decided. 

Example:  The debate on Resolution 20 has lasted two hours.  A delegate moves the previous 

question.  (A motion to end debate and vote immediately.)  The motion is seconded.  The 

President explains that the motion is not debatable and will require a two-thirds vote because it 

will end discussion.  In other words, the group is taking away the right to debate. 

For the purpose of TMUN two-thirds vote may be difficult to count. It is possible for the 

President, after calling the session to order, to suggest to the delegates that a motion be made 



 

to suspend the rules of parliamentary procedure and vote using a majority vote. It’s faster and 

easier to use majority.  

6.  One speaker at a time and one question at a time. 

No motion is in order which does not directly relate to the question under consideration.  In 

addition, once a member has been recognized, he has been granted “the floor” and another 

member may not interrupt him. 

Example:  A motion has been made and seconded to resume the orders of the day and debate 

on a resolution begins.  The Australian delegate rises and moves that the orders of the day be 

suspended.  The President rules the motion out of order, explaining that the motion does not 

relate to the issue of the resolution currently in question.  A gracious president might say, 

“Would you hold that motion, delegate?  The question on the floor at this time relates to the 

resolution.”  Because the delegate interrupted a speaker, the President would have firmly 

informed him that another member had the floor and request that he wait for recognition before 

speaking. 

7.  Debatable motions must receive full debate. 

The presiding officer may not put a debatable motion to vote as long as members wish to 

debate it.  Debate can only be suspended by a two-thirds vote of the members present. 

Example:  The motion is made and seconded that the orders of the day be suspended, and that 

debate should commence on Resolution 5.  The President – who is a friend of the delegate who 

wrote Resolution 5 – immediately states the question and asks for the ayes and nays.  A 

member rises to point of order, explaining that the motion is debatable and must receive full 

debate. 

Most delegates want debate their resolution and even though it may seem easier to just have 

the officers decided what to debate next, the delegates should choose. Stay patient and suggest 

to your council what resolution may be best to debate next.  

8. Once a question is decided, it is not in order to bring up the same motion or one 

essentially like it at the same time. 

Such motions should be ruled out of order.   

9.  Personal remarks are always out of order. 

The President must rule all personal remarks out of order. Debate must be directed to motions 

and not motives; principles and not personalities. 

Example:  The delegate from the US is making an authorship speech on his resolution for 

rebuilding Iraq.  The delegate from Syria rises and states that, “The United States is just a 

bunch of spoiled yuppies who should police their own country and not the Middle East!”  The 

President quickly rules the remark out of order, stating that debate must center on the motion 

and personal remarks about other delegates are not in order. 



 

If this happens, contact the Secretary General or the Executive Director. The delegate’s sponsor 

needs to know about this behavior.  

This is very handy. Keep it by your side all day and it will make your life easy.  

Rule 

Order 

Motion Purpose Second 

Required? 

Debatable? Required 

Vote 

Interrupt 

Speaker? 

1 Adjourn To dismiss 

session 

Yes No Majority No 

2 Recess To take a break Yes Yes Majority No 

 

3 Point of 

Order/Info 

To clarify 

procedure 

No No Chair No 

 

4 Appeal Decision 

of Chair 

To reverse 

Chair’s Decision 

Yes Yes Majority Yes 

5 Method of 

Voting 

To confirm vote No No Chair No 

6 Motion to 

Suppress 

To suppress a 

motion 

No No 2/3 Yes 

7 Divide a Motion To consider 

parts separately 

Yes  Yes Majority No 

8 Suspend the 

Rules 

To suspend the 

rules 

Yes No 2/3 No 

9 To Take from 

the Table 

To consider 

tabled motions 

Yes No Majority No 

10 To Lay on the 

Table 

To defer action Yes No Majority No 

11 To Call the 

Previous 

Question 

To move to 

immediate vote 

Yes No 2/3 No 

12 Limit/Extend 

Debate 

To change rules 

of debate 

Yes Yes 2/3 No 

13 To Refer to 

Another Body 

To send 

resolution to 

another council 

Yes Yes Majority No 

14 To Amend To modify a 

motion 

1/3 Yes Majority No 

15 To Postpone 

Indefinitely 

To kill a 

resolution 

Yes Yes Majority No 

16 Main Motion To introduce 

business 

Yes Yes Majority No 

 
This is a partial list of motions in order of preference – motions with higher precedence are considered first. 

 

Examples of how to word motions: (Please note that you say, “I move” NOT “I motion”) 

#1 – “I move we adjourn.” 

#2 – “I move we recess until…” 

#3 – “Point of order.” 

#14 – “I move to amend Resolution #4.” 

 



 

 Job Descriptions  

COUNCIL SECRETARY: 
1. Know how to pronounce the names of the countries in your council. (Use Google Translate and 

listen to them say it)  
2. Count the votes. 
3. Have a good working knowledge of parliamentary procedure. 
4. Take roll each day at the beginning of the day and after the lunch break. 
5. Keep position papers at hand for whoever wants to see them. 
6. Receive and distribute notes from delegates. 
7. Help the other officers in planning the “orders of the day.” 
8. Assist with picking up the room at the end of each day. 
9. Serve as a bridge between the student officers and your school’s delegation. 
10. Attend the officers meetings and practice session. 

 
COUNCIL VICE-PRESIDENT: 

1. Act as the “2nd in command” within the council. 
2. Chair the council at least once. 
3. Serve as the parliamentarian within the council. 
4. Assist with credential checks as needed. 
5. Assist the secretary with voting (counting, etc…) 
6. Assist the president with speaking precedence – make sure everyone gets a fair chance to speak, 

not just a chosen few. 
7. Attend the officers meetings and practice session. 
8. Help set the “order of the day” for your council with the president. 
9. Know how to pronounce the names of the countries in your council. (Use Google Translate and 

listen to them say it)  
10. Serve as a bridge between the officers and your school’s delegation. 

 
COUNCIL  PRESIDENT: 

1.  Act as the presiding officer in your council. 
2. Have a good working knowledge of parliamentary procedure. 
3. Help the vice-president and secretary to feel part of your team. 
4. Know how to pronounce the names of all the countries in your council. (Use Google Translate 

and listen to them say it)  
5. Allow the vice-president to step in at least once. 
6. Keep firm control of the council at all times. 
7. Keep the council’s attention focused on the job at hand. 
8. Ask for help with credential checks when needed. 
9. Check over the room and pick up trash, etc. at the end of the day. 
10. Attend the officers meetings and practice session. 
11. Serve as a bridge between the student officers and your school’s delegation. 
12. Be certain to allow everyone to speak – not just a chosen few. 
13. Set the “order of the day” along with your vice-president. 
14. Contact your Vice President and Secretary early on to coordinate with each other. 
15. S/He also announces the outcome of the debated resolutions at the closing awards session; this 

should be about a minute long overview of the major goings on for the two days.                                                                                 



 

Presidents, below is a cheat sheet for opening your session:                 

 

 

 

 

 

 

 

 

 

World Council president(s), other reminders you might add: 

 When asking a question: State your name and your country 

 When giving a speech: State your name, country, and fun fact (if any) 

You may have to continue to remind them throughout the day, until they’ve gotten into the habit.  

Electronics 

 We are examples to the delegates, that being said if the electronic policy for the 

delegates is that they are not allowed to have anything out (i-pods, cell phones, etc.) than we 

should not either.  

 However, using a laptop with a projector can be a good idea and is allowed. If you have 

access to a laptop and projector here is how you can use it:  

 Use PowerPoint to create a welcome screen. On that screen write something like, 

“Welcome to (Insert Council Here)! Please find a seat and we will begin shortly.” 

 Put up the orders of the day. Once again, with PowerPoint. 

 Put up whatever Resolution you are on. This can really come in handy when someone 

wants to add an amendment, you can just type it right in for everyone to see.  

 Type up Emergency Resolutions as they come in, it not only helps the delegates, but it 

can help the judges too.  

 

Being an officer doesn’t have to be scary. Just be confident in your ability and if you have 

questions, ask them. Even though it sounds cliché, have fun! 

 

Reminders for Delegates:  

 Electronics are for Breaks Only. 

 No food or drink: water is an exception 

 You represent your schools and your country 

At this time we are ready to start the orders of the day and I am 

looking for a motion.   

End of the day: 

We have a motion to adjourn for the day. All in favor? All opposed? 

Alright, we will resume tomorrow at 8.  

 


