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The UNM-LA Student Government prepared this handbook to provide information and assistance to students while cultivating participation and leadership. Student Government is responsible for chartering UNM-LA student organizations and may be contacted via UNM-LA Student Services Office at 662-0332.

American with Disabilities Act 

In compliance with the ADA and the Rehabilitation Act of 1973, UNM-LA will provide this publication in alternative formats. If you have special needs and require an auxiliary aid or service, please contact the Student Services Office, Lower Level Building 2, 662-0332. The University of New Mexico-Los Alamos is an Equal Opportunity/Affirmative Action Institution. 
SECTION I:  CHARTERING  

(Modified from August 2001 Main Campus Chartering Student Organization Policy)

I. GENERAL DESCRIPTION 

Chartered Student Organizations (CSOs) are formed to further the common interest of the members of the group and the University community. The role of chartered student organizations is an essential part of the co-curricular program at the University. Open to all students and facilitated through faculty and staff resource persons, these organizations develop many opportunities for learning, which supplement and reinforce the classroom activities for students. 

II. CHARTERING 

 An application and handbook for Chartering is available in the Student Services offices or the Student Government page on the UNM-Los Alamos website. Return the completed form to the Student Services Office.  Each fall semester, the organization must submit an updated chartering form and constitution. Incomplete or illegible forms will be returned to the prospective organization. Organizations must abide by the stipulations shown on the form and the Chartered Student Organization Policy.  The organization and officers do not have the legal authority to enter into contracts on behalf of the University. Chartering does not constitute an endorsement of an organization, its program or purposes by the University. 

III. PRIVLEDGES
. Chartering allows access at no cost to some University equipment and meeting rooms.

b.
Chartered Student Organizations are eligible to request funding from the UNM-LA Student Government. Funding approval by the student government is determined by internal policies and is not guaranteed by University recognition.

c.
Chartered Student Organizations are eligible to receive advice and assistance in organizing events, fund raising and recruitment from Student Services staff.

IV. REQUIREMENTS 
All Chartered Student Organization (CSO) officers must be registered students at the University of New Mexico-Los Alamos. Undergraduate students serving as officers must be registered for a minimum of six credit hours per semester.

a. At least seventy-five percent (75%) of the membership of CSOs shall be UNM-LA students carrying the requisite number of credit hours. 

b. The organization must have a faculty or staff advisor.

c. Neither membership in the organization, nor services provided by the organization will be denied to anyone on the basis of race, color, religion, national origin, physical or mental handicap, age, sex, sexual preference, ancestry, or medical condition. This applies to all groups with the exception of those organizations specifically exempted in Title IX of the Educational Amendments 1972. Exempt groups may not discriminate on any basis other than gender. Examples of exempt organizations are National Fraternal Organizations. Organizations may establish additional membership and academic eligibility for their organization.

d. CSOs must file a current constitution and bylaws with Student Government.  If your organization is affiliated with a national organization, submit a copy of your local chapter documents, not the national constitution or bylaws as UNM-LA does not authorize the national organizations. 

1.
Constitutions should be concise, and contain the organizations framework, leaving the functioning procedures for the bylaws. 

2.
Bylaws are more often and easily changed (majority approval) while a constitution changes rarely and requires a higher level of approval such as two-thirds of the membership approval. 

3.
See the Leader Hints brochure "Constitution & Bylaws" at http://sac.unm.edu/c&b.html

4.
Include:

· DATE -last date revised at the top 

· Name and Purpose of Organization 

· Membership Eligibility Criteria, rights, responsibilities, dues, selection & resignation process (See Chartered Student Organization Policy) 

· Officer Provision including titles, terms of office, whether elected or appointed, and duties 

· Provisions for meetings, including frequency and how called 

· Provisions covering rules of procedure and voting 

· Definitions of a quorum 

· Provisions for amending the constitution and by-laws

e.
Chartered Student Organizations must meet all additional requirements developed by a University unit before using facilities or property under the control of that unit.

f.
Activities of CSOs are not covered by UNM-LA's general liability insurance coverage. 
g.
CSOs must adhere to the constitution, bylaws and statement of purpose of the organization.

i. Organizations receiving funding from the University must follow the fiscal policies and procedures of the University. In addition, organizations receiving Student Government funding agree to follow the fiscal guidelines developed by the UNM Accounting Office.
j. CSOs must deposit all funds received from any source in a University account established by the University Controller. If the organization also receives funding from the UNM-LA Student Government internal purchase requests must be submitted to the Student Government. If you have questions about setting up an account please contact the UNM-LA Business Office.
k. Chartered Student Organizations must schedule campus-wide programs and events through appropriate offices a minimum of seven days prior to the event.
l. CSOs must adhere to all University rules and regulations, including the Code of Conduct.
m. If an event of the chartered student organization is judged to threaten the health, safety or property of members of the University community, the request for scheduling may be denied by the Student Services Office. Decisions can be appealed in writing to the Director of Student Services. 

V. 
FAILURE TO MEET RESPONSIBILITIES OF CHARTERED STUDENT ORGANIZATIONS 

a. The Student Services Office is responsible for dealing with failure of any chartered student organization to meet the responsibilities outlined above. In response to such a failure, the Director of Student Services may revoke or suspend the organization's charter, or place the organization on probation with appropriate conditions. The conditions may include a fixed period of time in which the organization must rectify any failure to meet its responsibilities. Appeals of such a decision can be made to the Dean of Instruction.

b. A CSO and, or its officers may be liable as an organization and/or individually for the actions of a member that violate the Student Code of Conduct if (1) the member's actions received the tacit or overt consent, support or encouragement of the CSO and/or its leaders, officers, officials or spokespersons; or (2) the CSO conducted affairs negligently. Individual responsibility means the officer will be deemed to have committed a violation of the Code of Conduct personally, which will be dealt with by the Student Services Office under Article 4, of the Student Grievance Procedure. Collective responsibility for the organization means that the organization will be considered to have violated the Code of Conduct and will similarly be dealt with under Article 4, with the provision that instead of the possible sanctions of suspension or expulsion, a CSO is subject to the sanctions of probation, suspension or revocation of the organization charter.

c. The officers or leaders or any identifiable spokesperson for a chartered student organization may be directed by the Student Services Office to take appropriate action designed to prevent or end violations of this Policy by the organization or by any person associated with the organization who can reasonably be said to be acting on its behalf. Failure to make reasonable efforts to comply with such a directive shall be considered a violation of this Policy.

RECRUITING NEW MEMBERS

New members are the life of any organization. They bring new ideas, enthusiasm, and continuity with graduating and outgoing members. Here are a few suggestions for building membership. 

· Look at your organization's purpose and future plans. Know what you are going to promote about your group. Define your strong points in order to sell them. What does your organization have to offer? Fun, friendship, prestige, leadership opportunities, skills development? 

· Defining your organization will also help you to define your audience. What is the profile of the new member? Who are you targeting? This will help you focus, but don't exclude others who may be interested. Remember the UNM-LA nondiscrimination policy. 

· How did your current members learn about the organization? What inspired them to join? Use this to create ideas. 

· Participate in University events such as Welcome Back Days, Information Fairs, Orientation, college fairs, etc. Reserve display tables in the Student Center to meet students and pass out information. Put notices in the Stall News. 

· Plan a reception, open house or pizza party to welcome anyone interested. 

· Show slides of previous events, display scrapbooks, newsletters, photos or awards. 

· Have an official welcome and brief explanation of the organization and introduce current and past officers.  Announce upcoming events and meetings. Make a bookmark with dates, times and locations to hand out. 

· Set up a web site on the UNM-LA home page for all to see. See the Communication and Publicity section of this handbook for more information. 

· Send out a newsletter or mailer to prospective members, e.g. sophomores who will be eligible to join a junior society. 

· Provide a sense of belonging for current members. Word of mouth and enthusiasm of current members will create interest by itself. 

· Establish continuity. There's high turnover in student organizations from year to year. It is important to keep good records and create personal continuity between incoming and outgoing members. Otherwise, groups have to recreate every year. 
FACULTY OR STAFF ADVISOR ROLE

A goal of the University's total educational program is to develop the quality of student life beyond the classroom.  Since each chartered student organization at UNM-LA is required to have an UNM-LA faculty or staff advisor, it is hoped that advisors will view their role as an opportunity to fulfill this goal. The advisor can play a significant part in the development of quality in student programming by helping to formulate group policies, train new officers, and assist with regular program planning. In large organizations, the advisor may work primarily with the officers. In small groups, the advisor may have the opportunity to work with the entire membership. The advisor should attend a sufficient number of the group's activities to know how the group is functioning. Advisor duties include:

· Ensuring that University policy requirements are met 

· Encouraging good program records and activities to provide the long-term continuity of the group

· Confirming that the CSO  activities constitute no legal liability to the organization (i.e. that activities are properly planned, supervised, safely conducted and adhere to campus regulations and civil law).
·  Determining whether groups activities justify the time, abilities, energy, and resources spent on them. 
· Signing a new chartering form each new academic year
· Adhering to federal law requiring UNM-LA to provide to students and employees a yearly report about campus crime.  If students report that they were the victim of, or witnessed a crime on campus, please call the Los Alamos Police Department and the UNM-LA Executive Directr with this information and encourage the student to report it to the police. 

TITLE VI, TITLE IX ADA, 504 REGULATIONS
The statements and practices of each student organization (membership make-up, publications, constitution or by-laws, policies and procedures) should reflect the intent of TITLE VI, TITLE IX, 504 and the Americans with Disabilities Act (ADA). Failure of a group to take corrective action, if in violation of these provisions, will mean withdrawal of recognition and support by the University. If you have questions concerning the regulations, call the Student Services Office, 662-0332 or Equal Opportunity Programs.

Title VI of the Civil Rights Act of 1964 
No person in the United States shall, on the grounds of race, color, or national origin be excluded from participation in, be denied benefits of or be otherwise subjected to discrimination under any program receiving Federal financial assistance. 

Title IX of the Education Amendments Act of 1972 
No person in the United States shall, on the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any education program or activity receiving Federal financial assistance. 

Section 504 of the Rehabilitation Act of 1973 & ADA 
No qualified handicapped individual in the United States shall solely by reason of his/her handicap be excluded from participation in, be denied the benefits of, or be subjected to discrimination. 
SECTION II:  FUNDING
Some chartered student organizations are eligible to receive funding from the UNM-LA Student Government. The basic procedure is as follows. 

UNM-LA Student Government Spring Allocation Process 

Funds should be requested in the spring semester preceding the fiscal year in which they will be used. Each UNM-LA fiscal year is from July l to June 30. Student Government will send a Request for Proposals (RFP) to all Student Organizations during the Spring semester prior to the new July 1 fiscal year. Student Organizations must meet all RFP directions and deadlines for proposals to be considered.  If proposals are approved, funds will be available the on July lst and spent before June 30. Contact Student Services at 662-0332 for more information about the UNM-LA Student Government funding process.

STUDENT GOVERNMENT ACCOUNTING OFFICE
Accounting & Financial Responsibilities Of Funded Organizations 

Funds received by UNM-LA Student Government are accounted for in The University of New Mexico accounting system, and subject to the policies and procedures governing all purchases made in the name of The University of New Mexico. The UNM-LA Business Office can help CSOs with accounting paperwork and understanding policies and procedures. 

OTHER FUND RAISING IDEAS

General Policy 

1. On-campus groups that use University facilities for money-making purposes will use the proceeds only for the purposes set forth in their charters. No on-campus group will use its University relationship as a paper authorization for any other group. 

2. Fund raising projects by University or non-University personnel for the benefit of UNM-LA must be coordinated through the Director’s Office, 662-0330, to ensure the establishment of mutually beneficial working arrangements. 
3. All funds raised in the name of UNM-LA must be  deposited in University accounts, managed and administered according to University policies and procedures and in compliance with state statutes. 

Raffles and Bingo Games 
Criminal Code Article 19, section 30-19-1 through 15 regulating gambling permits allows student organizations to operate a lottery so long as no more than two lotteries shall be operated in any year by an organization; all the gross proceeds less the reasonable cost of prizes of any lottery operated by such an organization shall be expended in the state for the benefit of the organization or public purposes; and no part of the proceeds of any lottery shall go to any individual member or employee of any organization except as payment for the purchase of prizes at no more than the reasonable retail price. 

SECTION III:  PLANNING EVENTS

Follow University regulations, use this checklist and contact UNM-LA Student Services for event planning. 

· check UNM-LA Master Calendar for conflicts and to list event 

· facilities reserved, requirements familiar 

· parking arrangements made 

· insurance arranged 

· publicity arranged 

· contracts approved 

· sound regulations checked 

· trash arrangements made 

· security arrangements made, and approved 

· electricity arrangements made 

· chairs, table, podium, audio-visual equipment, microphone, sound 

· rest room facilities arranged 

· ADA Compliance 

· safety and liability addressed 

· donations paperwork filed 

· cash box arranged 

· notification to departments in vicinity 

RESERVING CAMPUS FACILITIES 

Clear events with UNM-LA Administration and Student Services then reserve facilities and complete work orders for  set up, take down, custodial or other services through the Sales and Events Office 662-0333.
SAFETY TIPS FOR STUDENT ORGANIZATIONS 

· Be concerned with safety, avoid negligence, and give safety instruction. See Liability section below.

· Have a first aid kit & personnel at events 

· You can train for first aid and CPR through the Red Cross. 

· Bring a trainer to all events. 

· For events with risk of physical injury learn blood-born pathogens training (OSHA training). 

· Require health insurance of all participants. 

· Purchase one-time-event insurance. 

· Require participants to sign an acknowledgment of risk. See Liability section of this handbook. 

· Contact the UNM Main Campus Safety office and Los Alamos County Police Department to be sure you are planning a safe event or for safety tips. 


Policy on Freedom of Expression & Dissent 
The Policy on Freedom of Expression and Dissent is being revised. Please check the University Business Policies and Procedures Manual or contact the Student Services Office for the current version of the policy. 

COMMUNICATION & PUBLICITY 

Set up an e-mail account or listserve by contacting UNM-Main Campus in Albuquerque at 505-277-5757, http://it.unm.edu/email/  Once a listserv is set up, members will need to subscribe to the listserv individually. To subscribe to an existing UNM mailing list, send a message to listserv@unm.edu and in the message text type: subscribe listname Firstname Lastname 

PUBLICITY DESIGN & PRODUCTION

Computer Facilities 

Computer facilities on campus have software for desktop publishing and design, scanners and laser printers. These are excellent systems for flyers, newsletters, and advertising.  

Copy Machine

A copy machine is located in the UNM-LA library and takes coins and bills. 

POSTING POLICY

Non-campus-related postings

Posting by non-UNM-Los Alamos employees and postings by UNM-LA employees not related to UNM-LA services or operations must be approved through the office of Marketing and Communication Services (MSC). Those wishing to post must obtain permission from an employee of the MSC office MCS will review the material to be posted for appropriateness to the campus setting. Those wishing to post will place their matter ONLY on those boards to which they are directed by MSC employees. UNM-LA maintenance employees will remove postings not marked as approved by the MCS office.  All postings must bear the date of posting or the date of an event. Postings will be removed after the event or one month after the date of posting in the case of a non-time-specific posting. No posting is allowed on doors or windows unless the item is enclosed in a suction-cupped door/window sign holder. Items not so enclosed will be removed and discarded. No posting is allowed on walls without the expressed permission of the MCS office.

Posting by UNM-LA employees of material related to the campus

Faculty and staff of UNM-Los Alamos are allowed to post on campus bulletin boards and kiosks unless those boards have been designated for another specific purpose. Examples include the display boards in the Adult Learning Services Center and the jobs board in Building One. No one is allowed to post on boards earmarked for a specific organization, such as the Student Government Board, unless their notice has been approved by the organization that controls that board. Notices must be dated or bear the date of an event. Postings will be removed after the event, or one month after the date of posting in the case of a non-time-specific posting. No posting is allowed on doors or windows No posting is allowed on doors or windows unless the item is enclosed in a suction-cupped door/window sign holder. Items not so enclosed will be removed and returned to the UNM-LA Department that posted them or discarded. No posting is allowed on walls without the expressed permission of the MCS office.

SECTION IV:  LIABILITY

The activities and practices of a Chartered Student Organization should at all times be in compliance with UNM policies and regulations and the Law. Every effort should be made to carefully plan organizational activities so that the safety of those attending or participating is assured. Student organizations do not have insurance coverage through UNM for their activities. 

Chartered student organizations whose activities involve physical activity or high risk of accidents need to be alert to possible liabilities that might be encountered in the case of an injury or accident to a member. The University suggests you consider the following to reduce the liability of the organization and officers. 

1. Individual members of chartered student organizations should carry some form of health, accident or disability insurance as a prerequisite for participation in any activities of the organization. 

2. If your organization can be found negligent in any way you may be liable for injury or accidents. To help avoid claims of negligence, every organization should take the following steps: 

Every activity of the organization should be planned with safety as the top priority. The organization should make certain that all participants are properly trained and have the proper equipment, if necessary, to safely engage in the planned activity. Someone properly trained in first aid and CPR should be present at all times during the activity. You should contact Student Services or your faculty/staff advisor if you have questions about safely planning your activities. 

Participants should be thoroughly warned about the risk of injury involved in participation. The warning should contain as much detail as possible. Recreational sports activities, for example, should specify what kinds of injuries could occur. If travel is involved, particularly foreign, any hazards should be specifically disclosed. If the conduct of other people outside your organization poses some risk, make that known. You should have students sign a statement that they recognize that participation in the organization's activities constitutes a possible risk. The following acknowledgement form can be used: 

I am aware, as explained by (name of organization), that (describe the activity) poses certain risks, including but not limited to: (describe risks). I am voluntarily participating in this activity with full knowledge of the risks involved. 

____________________________________SIGNATURE________________DATE 
Your organization might want to explore purchasing insurance for a special event. The Student Activities Center on Main Campus 277-4706.
3.
Although the University of New Mexico recognizes an organization as an officially Chartered Student Organization, this does not constitute an endorsement of the organization's programs or activities. 
SECTION V:  LEADERSHIP

The Student Activities Center publishes a series of brochures called LEADER HINTS. The following is a list of titles. These brochures are available free at the Student Activities Center on main campus or copies of the brochures are available from the UNM-LA Student Government Advisor.  

· Conflict Resolution 

· Constitution & Bylaws 

· Delegation 

· Difficult Members 

· Event and Program Planning 

· Fund Raising 

· Goal Setting 

· Icebreakers 

· Meetings & Minutes 

· Motivation 

· Officer Transition 

· Parliamentary Procedure 

· Recruiting New Members 

· Retreats 

· Stress Management 

· Team Building 

· Time Management 

LEADERSHIP TOOLS

Tools For A Successful Student Organization 
Student organizations that set goals, complete advance planning, and conduct successful meetings are the ones that achieve results. Listed below are suggestions to make your student organization a success. 

· Goal Setting 
· What is the purpose of your organization? 

· What is the present status of your student organization? 

· Conduct an open discussion with members about the student organization. 

· What would you consider the strong points of the student organization? 

· What would you consider the areas for improvement in the student organization? 

· What are the needs and desires of the members?

· What are the goals of the student organization? 

· Be realistic and remember that people are resistant to change. 

· What are your short-term goals (less than one semester). 

· What are your long-term goals (for the entire year). 

· Prioritize your short-term goals. 

· Prioritize your long-term goals.

· Group members support what they create, so, the more members involved in goal setting the better the results. 

· The real challenge begins once you have set your goals; now comes the task of involving the members and completing your projects. 

· Organizing An Activity 
· When should you begin the planning of an event? More lead-time allows for a better event. 

· What is the target date for completing all tasks? 

· What must be completed first to make certain the event is successful? 

· List all the steps that follow the initial task. 

· What resources are available to the student organization?  People, money, other 

· Do I need to get a clearance from anyone? 

· Have I kept our faculty/staff advisor informed as to the progress of the event? 

· What materials do I need and what is the cost involved? 

· Have I reserved the appropriate location for the event (what about inclement weather)? 

· What further information is needed to assure success of the event? 

· What are the hindering forces that might be encountered? 

· How much time can or should be devoted to this event? 

· How will I advertise or promote the activity? 

· Evaluation of the activity is important. 

a. What were the key problems encountered? 

b. Did the event help reach the set goal? 

c. Create suggestions for change if the event is attempted again.

· And, most important, always say thank you to the people who helped make the activity a success.

· Developing Participation of Group Members 

· All group members share responsibility for the group. Identify with the group and its goals. 

· Decisions should always be made by the group, not by the leader, any individual, or any clique. All important policies should be decided by the group. The group should set its own goals, and decide on the techniques to accomplish them. 

· Be informal when appropriate. It is helpful to use first names, wear informal clothing, arrange chairs in an informal way (circles, not rows), encourage spontaneous discussion with few rules, when possible, do away with voting, hand raising, formal debate, Roberts' Rules, etc. 

· Use methods, such as subgroups, which will allow as many of the group as possible to participate. Bring out minority and individual opinions by asking frequent questions of group members. 

· Be flexible. Be flexible in rules, agenda, and in all procedures in the group. You should establish an agenda for your meeting, but you should always modify it when you find that the group wishes to modify it. The constitution of your procedural rules should change progressively as the needs and interests of the group change. 

· The group should reduce the alienation of individuals. Use seating, minimize rules, separate the members of cliques or friendship circles, discuss the problem of status, and use sub-groupings to get members used to talking in the group. 

· The group should continually evaluate its progress, by evaluation sheets, progress reports, sub-group discussions, suggestion boxes, etc. The point is to do it often, briefly, and well. 

· Group members should be conscious of the importance of the roles they play in the group. Study the roles and consciously play roles that are helpful to group progress. 

· Sit so members of the group can easily see the faces of all other members (circle or a double circle) Do not have the leader sit or stand apart from the group and do not sit too close. 

· Let the group be active. Let group members move around frequently to encourage an informal atmosphere. Consciously provide for movement and verbal participation of members.

PROCEDURAL TOOLS 

I.
Setting An Agenda 
1. Call to Order 

2. Roll Call 

3. Read and Approve Minutes 

4. Reports of Officers and Committee Chairs 

5. Old or Unfinished Business 

6. New Business 

7. Program (If you are having a guest speaker, consider starting the meeting with the program. If you are having a social program, have the program at the end of the meeting.) 

8. Announcements 

1. Coming events 

2. Next meeting: date, time, location

3. Adjournment

II.
Minutes 

Minutes Should Contain: 

1. Kind of meeting; regular, special, annual. 

2. Name of organization. 

3. Date, time, and place of meeting. 

4. Presence of regular presiding officer and secretary, or in their absence, the names of their substitutes. 

5. Disposition of minutes of previous meeting - read and approved, corrected. 

6. All main motions (except any that were withdrawn). 

7. Name of proposer of motion - not seconder. 

8. All notices of motions. 

9. All points of order and appeals, whether sustained or lost. 

10. Time and manner of adjournment. 

11. Signature of Secretary. "Respectfully submitted" no longer customary. If minutes are published, Secretary and Presiding Officer should sign. 

Robert Rules of Order Newly Revised pages 389-395 
III.
Parliamentary Procedure 
1. The purpose of parliamentary procedure is to facilitate the transaction of business in a setting of cooperation and harmony. 

2. All members have equal rights and privileges. 

3. The majority vote decides an issue. 

4. All action should be characterized by fairness and good faith. 

5. Most motions only need a simple majority of members present to pass. 

6. Quorum is the number of members that must be present to conduct business. 

7. Motions: 

a A motion is a proposal on which the group takes a stand. 

b A motion must be seconded before additional discussion can take place. 

c Once a motion is seconded, debate would be allowed. 

1. The motion could be amended and debate would be limited to the amendment.

d Once the amendment was decided, debate would return to the main motion. 

e Following all debate, the motion would be voted on by the members present. 

8. Robert's Rules of Order is the most commonly used book governing parliamentary procedure. If you are chairing the meeting, it would be an excellent idea to familiarize yourself with the book.

· Common Methods of Voting 

· Ballot 

· Hand 

· General Consent 

· Rising 

· Voice

A majority is one more than 1/2 of the votes cast. A 2/3 vote is at least 2/3 of the votes cast. 

· Obtaining The Floor And Processing A Main Motion 
· Member addresses the Presiding Officer, "Mr./Madam President." 

· Presiding Officer recognizes member by calling his/her name. 

· Member proposes motion, "I move that ______________." 

· Another member seconds the motion, "I second the motion." 

· Presiding Officer calls for debate, "It has been moved and seconded that ________." 

· Presiding Officer calls for debate, "Is there any discussion?"; "Are there any remarks?"; "Are you ready for the question?" 

· Presiding Officer takes the vote when debate has ended. "The question is on the adoption of the motion that (repeat the motion). Those in favor say, 'Aye'. Those opposed say, 'No'." 

· Presiding Officer announces result of vote. "The ayes have it. The motion is carried, and we will (state effect of adopting the motion)." "The noes have it. The motion is lost, and we will not (state effect of not adopting the motion)."

· Amendments 
Three Methods of Amending 

1. Insert or add "I move to amend the motion by inserting the word, 'red', before the word, 'roses'." 

2. Strike out "I move to amend the motion by striking out the words, 'yellow', before the word, 'roses'." 

3. Strike out and insert "I move to amend the motion by striking out the word, 'flowers', and inserting the word, 'roses'." 

The motion to amend by striking out a complete sentence, paragraph, section, or main motion and inserting a different sentence, paragraph etc. is called: to substitute. 

Robert Rules of Order Newly Revised pages l28-l35* 

An amendment is voted upon first; then the motion as amended is voted upon. 
An amendment must be related (germane) to the motion to be amended. 
Robert Rules of Order Newly Revised 108-l40* 
