PARLIAMENTARY PROCEDURE EVENT


PARLIAMENTARY PROCEDURE EVENT

Purpose:

The Parliamentary Procedure Event is designed to encourage the study and use of parliamentary procedure in FHA-HERO Chapter meetings; provide students with opportunities to develop leadership skills; assist students in developing leadership skills which will enable them to effectively participate in school, community, and civic organization activities; and to encourage the instruction of parliamentary procedure in the Home Economics Careers and Technology classroom for all students enrolled.

Event Summary:

In this event, a team will consist of five (5) members, including a president who will serve as the chair, a secretary, a treasurer and two others who will serve as chapter members. After participating in a fifteen (15) minute planning session, the team will conduct a fifteen (15) to twenty (20) minute meeting. The meeting will include the following agenda items: call to order; opening ceremony; previous meeting minutes (to be read aloud); treasurer’s report (to be read aloud); committee reports (committee titles to be taken from the minutes); unfinished business (topic to be taken from the minutes); new business (to be drawn); and closing ceremony. Robert’s Rules of Order, Newly Revised, shall be the official reference for this event.

_________________________________________________________________________________________________________
Specific Rules:
1. In addition to the rules listed below, please refer to the section entitled “General Rules and Guidelines” at the beginning of the CRE Guide for other information pertaining to the event.

2. Teams from existing chapters must submit the Intent to Compete Form (refer to Appendix section of the CRE Guide) along with the entry fee to the FHA-HERO Forms Processing Office postmarked by November 15. Teams from newly affiliating chapters may submit the form postmarked by January 15.  

NOTE:  
By submitting the Intent to Compete Form, a chapter becomes eligible to compete 
in the Parliamentary Procedure Event without identifying the names of team(s) 
members until March 1.
3. Teams must submit the entry form, which identifies team members and other appropriate information, to the FHA-HERO Financial Services Office, postmarked by March 1. (Refer to Appendices section of this CRE Guide for a sample of the Parliamentary Procedure Event Entry Form.)

4. Only the alternate listed on the March 1 entry form may be utilized as a substitute during competition.

5. A team of parliamentary procedure shall consist of five (5) members. Three of these members shall represent the following offices: president, secretary, and treasurer. The other two students on the team will represent chapter members.

6. Robert’s Rules of Order, Newly Revised shall be used as the official reference in preparing for this event and to settle questions that arise during the event.

7.
Participants must demonstrate the following motions for this event:

a. Main motion
b. Second a motion
c. Amend a motion by using any of the following options:

(1) 
Amend by striking

(2) 
Amend by adding to

(3)
Amend by inserting

(4) 
Amend by striking out and inserting
d. Amend an amendment by using any of the options listed above
e. Point of order
f. Division of the house
g. Previous question
h. Point of information
i. Postpone to a set time
j. Refer to a committee

NOTE:     The privileged motion to recess is not permitted.

8.   Each team president will be given an identification number/letter indicating order of 
participation.

9.
At the designated time, participants will report to the planning room where they will be given one copy of each of the following: a skeleton agenda, minutes from a previous meeting, a treasurer’s report, and two topics of new business. Examples of topics of new business include, but are not limited to, the following: plans to increase chapter membership, fundraising ideas for local chapter, public relations or promotional projects, community service projects, participation in FHA-HERO state programs, and other issues that may relate to the chapter, region, and state levels of the association.

10.
Participants will have fifteen (15) minutes in the planning room to prepare for their demonstration meeting.

11.
Participants will move to another room to present their demonstration meeting. The demonstrated meeting must be no less than fifteen (15) minutes, and may be up to twenty (20) minutes in length (commencing with rap of gavel for FHA-HERO Opening Ceremony and concluding with the final rap of gavel for the Closing Ceremony). A five (5) and one (1) minute warning will be given.  

12. During the time each team is performing their demonstration meeting, the procedure will be as follows:

a. Recite the Opening Ceremony
b. Conduct a meeting for fifteen (15) to twenty (20) minutes beginning when the president raps the gavel to call the meeting to order. The meeting must follow the skeleton agenda and include minutes from the previous meeting, a treasurer’s report, committee reports from both standing and special committees, unfinished business, and new business.
c. Recite the Closing Ceremony
d. Reading of the minutes by the secretary

13.
An impartial timekeeper will hold up a sign when there are five (5) minutes left and another sign when there is one (1) minute left.

14.
Participation by members of the team will be scored and the ease in which the team disposes of their business will also be scored.
15. All members of the team must actively participate during the meeting discussions except the secretary who may, but is not required to, participate in discussions.

16.
Chapter secretaries will be required to keep minutes of the meeting while their chapter is conducting the demonstration. They must start with a blank sheet of paper and begin recording the minutes with the tap of the gavel, which calls the meeting to order. The event chairperson will provide paper. The secretary shall read the minutes immediately after the president declares the meeting adjourned. Nothing may be corrected or changed in the minutes after they have been read. The minutes must be signed by the secretary before they are read.

17. To gain recognition, members will rise to a standing position and state “Mr. /Madame President” in concert with anyone else wishing to speak. If recognized, the member will remain standing while speaking. All others will be seated.

18.
Following adjournment of the meeting and the reading of the minutes, the secretary will submit the minutes, along with the treasurer’s report and the committee reports.  

19.
The evaluators will have ten minutes to question the participants on the meeting and on basic principles of parliamentary law.

20.
Participants must bring blank paper, and pencils or pens to the planning session, and a gavel to the demonstration meeting.

21.
In the demonstration room, tables and chairs may not be moved. The President and Secretary shall be seated at the table in front of the room, with the treasurer and other members seated in chairs facing the table.

22. If any member of a team should use a parliamentary book or other material not specified in the CRE Guide after the opening of the event, that entire team shall be disqualified.

23.
Presiding officers should guard against continually recognizing the same members to the disadvantage or exclusion of other members requesting recognition at the same time. Presiding officers who fail to do so will receive a point deduction. The presiding officer will make all parliamentary decisions.

24.
The event chairperson will read to the participants and the judges the following summation of the rules of the parliamentary procedure event immediately prior to the beginning of the event. These rules shall be used as a guide by the judges in scoring the event:

a. The ceremonies shall appear natural, sincere and not overly dramatic.
b. Teams should demonstrate knowledge of and proper use of parliamentary procedure. Logical and constructive debate from the floor is also important. 

c. The president should maintain control of the meeting while being diplomatic and fair.

d. The president must guard against continually recognizing the same participants to the disadvantage and exclusion of others.
25. Team members must bring the following materials from the planning session into the demonstration meeting:

a. The team’s agenda with names of committees, one topic of unfinished business, and two or three new business topics listed on it. The students will identify the titles of the committees and the topic of unfinished business by reading the minutes from the previous meeting that was given to them during the planning session. They will draw two topics for new business, which they must discuss during the demonstration meeting. They may add one additional topic of their own choice to the new business on the agenda.

b. The minutes from the previous meeting. This report will be given to the students during the planning session. There will be “blank” spots into which the secretary will insert the name of their chapter and the actual names of specific chapter members, as appropriate. This should be done during the planning session.

c. The treasurer’s report. This report will be given to the students during the planning session. At that time, the treasurer will verify its mathematical accuracy; compare its information with the date and totals listed in the minutes from the previous meeting; and use the information to help the team make choices about expenditures as they relate to debates and topics for the demonstration meeting. When the treasurer has finished giving the oral report during the meeting he/she must then submit it to the secretary and state that it is being placed on file with the secretary for audit. The treasurer’s report must contain the following information:
(1) Chapter name

(2) Date of report

(3) Balance brought forward

(4) Income

(5) Disbursements

(6) Balance on hand

(7) Name of person submitting the report
d.
Reports from three committees. While reading the minutes of the previous meeting in the planning session, the students will be able to determine the team’s specific standing and special committees. Using the minutes as a reference for past committee action, students will create written committee reports to be read during the demonstration meeting. When the members finish giving their committee reports during the meeting, they must submit them to the secretary and state that they are being placed on file with the secretary for audit. Committee reports must include the following information: 

(1) Committee name

(2) Date and time of committee meeting

(3) Members attending the committee meeting and who chaired the committee

(4) Purpose of the committee meeting

(5) Action taken during the meeting

(6) Any members responsible for further action

(7) Name of person submitting the report

Optional information for a committee report can include:

(8) Any recommended action which must come to a vote before the assembled members. (If this is the case, the person giving the report must move for the adoption of the report with its recommended action. The president must open discussion on the motion and treat it appropriately after that time.)

e. Motion cards. These are sheets of paper on which a person may write a main motion and bullet points of debate for that main motion. Notes regarding incidental and subsidiary motions are not allowed. Prepared scripts are not allowed.
f. A gavel

26.
Any behavior by students, advisors, and/or parents which is disrespectful as determined by the event chairperson and the CRE Committee shall be cause to bar that school from participation in parliamentary procedure contests for one (1) year.

27.
All teams participating in this competitive event shall wear official FHA-HERO dress as specified in Official Dress for CRE Competition at the beginning of this CRE Guide.  
28.
The team must be present for the beginning of CRE Check-In and Rehearsal and attend the entire CRE Check-In and Rehearsal.
NOTE:
The time and location of CRE Check-In and Rehearsal will be announced by the CRE Chairperson at the beginning of the CRE Day and/or will be listed in the CRE Day agenda.

1.
Penalties:

a. Two (2) points will be deducted from the score of the team for each fifteen (15) seconds or each fraction thereof under fifteen (15) minutes or over twenty (20) minutes. To prevent being penalized a team’s demonstration meeting must be over fifteen (15) minutes and under twenty (20) minutes.
b.
Fifteen (15) points will be deducted from the score of the team presiding if any required portion of the agenda is not presented during the demonstration meeting.

c. 
Ten (10) points total will be deducted from the score of the team presiding should the secretary fail to read the minutes immediately following the adjournment of the meeting.

d. Five (5) points total will be deducted if the treasurer’s report does not include all of the required information.

e. Five (5) points per committee report will be deducted if a report fails to include any of the required information.

f. Fifteen (15) points will be deducted if a team fails to bring paper as well as pencils or pens to the planning session.
g. Fifteen (15) points will be deducted if a team fails to bring into the demonstration meeting the gavel and all required written materials.

h.
Fifteen to ninety (15-90) points will be deducted once for the team if one/all members are not wearing official FHA-HERO dress. (Specific Rule 27)

i.
Fifteen (15) points will be deducted if the team is late to or does not attend the entire CRE Check-In and Rehearsal. (Specific Rule 28)
2.
Disqualifications:

NOTE:
In addition to the Specific Disqualifications listed below, please refer to the section entitled “General Rules and Guidelines” H.17 at the beginning of this CRE Guide.

a. Any corrections/changes made to the minutes after the minutes have been read will disqualify that team. (Specific Rule 16)

b. The entire team shall be disqualified if any member uses a parliamentary book or any other material not specified in the specific rules once the event begins. (Specific 

Rule 22)

c. Any behavior by students, advisors, or parents which is disrespectful, as determined by the event chairperson and the CRE committee, shall be cause to bar that school from participation in parliamentary procedure contests for one (1) year. (Specific Rule 26)
d. The participants do not attend the Awards Ceremony or use substitutes to accept their awards. (General Rules and Guidelines H.20)
Procedures for Event and Selection of Winners:

1.
The event chairperson shall be in charge of this event.

2.
During the orientation meeting, teams shall draw numbers/letters identifying order of participation.

3.
The team must be ready to begin its presentation when its identification number/letter is called.

4.
The event chairperson shall introduce teams by chapter.

5.
Each judge will total his/her rating sheet and return it at the end of a demonstration meeting to the event chairperson.

6.
Each team will act as if they are conducting a local chapter meeting.  
7.  
Each team’s participation in the event shall be for approximately one hour. The participation will include a fifteen (15) minute planning session in one room, a fifteen to twenty (15-20) minute demonstration meeting, reading of the secretary’s minutes, and up to ten (10) minutes answering questions on the demonstration and on rules of parliamentary law. Each team will recite the Opening Ceremony, conduct a demonstration meeting, and recite the Closing Ceremony. The secretary will keep minutes during the meeting and read them after the meeting is adjourned.  

8.
Judges will deduct points for the following:

a. One, two or three points will be deducted by judges for minor points of order that hinder the progress of the meeting, parliamentary mistakes, inappropriate conduct, member stating a motion incorrectly, etc.
b. Failure of the presiding officer to control the meeting, recognize members equally, use diplomacy, and use correct procedure.  

9.
Judges must select the outstanding president and the outstanding secretary from all of the teams that participate in this event.

10.
The event chairperson will recheck points; total the rating sheets for each team; deduct penalty points if appropriate; and rank the teams in order on the basis of total scores. The timekeeper record will be used in computing the final score for each team.

11.
Points awarded by the judges and penalty points deducted by the chairperson will be final.

12.  In the event of a tie, the judges will determine the winner.

13.
In the event that a properly prepared team faces no competition, the team may be declared the winner by the judges after the team has been evaluated.
SEATING ARRANGEMENT FOR EVENT
















Participant ID Number/Letter_____









Judge’s ID Number_______
PARLIAMENTARY PROCEDURE EVENT
RATING SHEET
Note: Complete in ink. Use only the points designated below or write in 0 points if applicable.
	CATEGORIES
	Excellent
	Very

Good
	Good
	Fair
	Poor
	Judge's

Score

	CEREMONIES
· Dignity and general bearing
· Memorization
· Enunciation
	10

(A)
	8

(B)
	6

(C)
	4

(D)
	2

(E)
	

	PROPER USE OF PARLIAMENTARY LAW
· Accuracy and effective use of procedure
· Proper use of agenda
· Proper recognition of chair and members
	25

(A)
	20

(B)
	15

(C)
	10

(D)
	5

(E)
	

	DEBATE
· Originality
· Logic
· Poise
· Clarity of voice, enunciation, expression
· Participation and team balance
	25

(A)
	20

(B)
	15

(C)
	10

(D)
	5

(E)
	

	PRESIDENT
· Control

· Recognition and equity in selecting speakers

· Diplomacy

· Correctness of procedure

· Proper coverage of agenda
	20

(A)
	15
(B)
	12

(C)
	8

(D)
	4

(E)
	

	MOTIONS

·  Main
·  Amend a motion

·  Amend an amendment

·  Rise to a point of order

·  Call division of the house

·  Call for previous question

·  Rise to a point of information

·  Postpone to a certain time

·  Refer to a committee

·  Other permissible motions
	30
(A)
	25
(B)
	20
(C)
	15
(D)
	10
(E)
	

	SECRETARY
· Oral presentation of minutes
· Written minutes
	15
(A)
	12
(B)
	9
(C)
	6
(D)
	3
(E)
	

	REPORTS
· Oral and written treasurer’s report

· Oral and written committee reports (3 reports)
	20
(A)
	15

(B)
	12
(C)
	8
(D)
	4
(E)
	

	QUESTIONS FROM EVALUATORS

· Accurate responses
· Team balance and participation
	10

(A)
	8

(B)
	6

(C)
	4

(D)
	2

(E)
	

	                      TOTAL POINTS AWARDED
	


If Scantron sheets are used for scoring, the letter in parentheses will correspond to the point assignment indicated for each category.

Participant ID Number/Letter_____









        Judge’s ID Number_______
PARLIAMENTARY PROCEDURE EVENT

COMMENT SHEET

	CATEGORIES
	

	CEREMONIES
· Dignity and general bearing
· Memorization
· Enunciation
	

	PROPER USE OF PARLIAMENTARY LAW
· Accuracy and effective use of procedure
· Proper use of agenda
· Proper recognition of chair and members

	

	DEBATE
· Originality
· Logic
· Poise
· Clarity of voice, enunciation, expression
· Participation and team balance
	

	PRESIDENT
· Control

· Recognition and equity in selecting speakers

· Diplomacy

· Correctness of procedure

· Proper coverage of agenda
	

	MOTIONS

·  Main
·  Amend a motion

·  Amend an amendment

·  Rise to a point of order

·  Call division of the house

·  Call for previous question

·  Rise to a point of information

·  Postpone to a certain time

·  Refer to a committee

·  Other permissible motions
	

	SECRETARY
· Oral presentation of minutes
· Written minutes
	

	REPORTS
· Oral and written treasurer’s report

· Oral and written committee reports (3 reports) 
	

	QUESTIONS FROM EVALUATORS

· Accurate responses
· Team balance and participation
	











Team ID Number/Letter: ______

CHECK SHEET FOR PARLIAMENTARY PROCEDURE EVENT

Directions:
Check the items listed below. If General Rules or Specific Rules listed are not met by participants, then appropriate disqualifications or penalties must be stated on the “Event Chairperson’s Work Sheet.” All General Rules and Guidelines are found at the beginning of this CRE Guide. All Specific Rules, Penalties, and Specific Disqualifications are found within this event. The penalty which corresponds to each required item is in parentheses.

Orientation:
Attendance
(General Rules and Guidelines H.17)

__
Reports to orientation on time


(General Rules and Guidelines H.17)

__
Attends entire orientation



(General Rules and Guidelines H.17)

Supplies/Materials/Equipment    (Specific Rules 20, 22, and 25)
__
Brings blank paper, and pencils or 

(Penalty 1.f. -15 points)

pens to the planning session

__
Brings agenda, minutes from


(Penalty 1.g. -15 points)

previous meeting, treasurer’s 

report, committee reports, 

motion cards, and gavel to 

demonstration meeting

__
No parliamentary procedure books

(Specific Disqualification 2.b.)


or other materials are used as

specified in the specific rules 

of the event

Business Session:
Team Participation
  (Specific Rules 16 and 25)
__
Secretary immediately reads the


(Penalty 1.c. -10 points)

minutes after the meeting is

adjourned

__
No corrections and/or changes made

(Specific Disqualification 2.a.)

to the minutes after they have been 

read

__
Treasurer’s report includes all


(Penalty 1.d. -5 points)

required information

__
Committee reports include all


(Penalty 1.e. -5 points each report)

required information

Team Conduct    (Specific Rule 26)
__
No disrespectful behavior by 


(Specific Disqualification 2.c.)

students, advisors, or parents

Official Dress and Awards Check-In:
Required Identification



(Penalty -50 points)
Official Dress
     (Specific Rule 27)

__
Official Dress



 
(Penalty 1.h. -15 to 90 points)


(-15 points each)
-slacks/skirt

-blouse/shirt

-hose

-shoes

-accessories (tie)

-FHA-HERO blazer (State Finals only)

Awards Check-In    (Specific Rule 28)

__
Awards Check-In and Rehearsal

(Penalty 1.j. -15 points)

-participants present for Beginning of Check-In 
and Rehearsal
-participants attend the entire Check-In and 
Rehearsal

Awards Ceremony     

(General Rules and Guidelines H.20) 

__
Awards Ceremony





(Specific Disqualification 2.d)

-participants attend the Awards Ceremony

to accept their awards
-participants do not use substitutes 

to accept their awards
CEREMONIES FOR THE PARLIAMENTARY PROCEDURE EVENT

Opening Ceremony:
President:
(Raps the gavel twice and says:)

The meeting will come to order. (Raps the gavel three times, signaling the officers and members to stand and says:)


We are the members of FHA-HERO: The California Affiliate of FCCLA.


Our objective is to help individuals improve personal, family, and community living.


Officers, upon what do our activities focus?

Officers:
Our activities focus on individual growth, preparation for family life, development of skills for careers, and the participation of youth in today’s society.

President:
Members, as we work toward the accomplishment of our goals, what do we learn?

Members:
As we work toward the accomplishment of our goals, we learn cooperation, take responsibility, develop leadership, and give service.

President:
The (insert title of school) meeting of FHA-HERO: The California Affiliate of FCCLA is now in session. You may be seated. (Raps the gavel once, signaling members to sit.)

President:
The secretary will call the roll of members.

Secretary:
(Calls each member’s full name, except his/her own. Each member declares him/herself present. The president then calls the secretary’s name, and the secretary declares him/herself present.)


Mr. /Madame President, there are ____ members present. Therefore, we have a quorum.

President:
Thank you Mr. /Madame Secretary. May we accomplish our purposes. I now declare this meeting of FHA-HERO: The California Affiliate of FCCLA duly opened for the transaction of business or attention to matters which may be properly presented.

Is there a motion to accept the agenda as presented?

CEREMONIES FOR THE PARLIAMENTARY PROCEDURE EVENT

Closing Ceremony:
When the appointed time for closing has arrived, the procedure is as follows:

President:
Does any member know of any other new or unfinished business which should properly come before this meeting? Mr. /Madame Secretary, do you have a record of any unfinished business?

Secretary:
Mr. /Madame President, I do, but will place the items on the next meeting’s agenda.

       President:
We are about to adjourn this meeting of FHA-HERO: The California Affiliate of 


FCCLA.  (Raps the gavel three times, signaling the officers and members to 


stand, and says:)


We are challenged to accept the responsibility of upholding the beliefs and 


purposes of our association. Let us reaffirm the value of FHA-HERO in our lives.
       Members:  As members, we gain a better understanding of justice, courage, integrity, 


cooperation, and trust. We will use these ideals to contribute to the betterment of 


our homes, communities, and careers.
President:
The (insert title of school) meeting of the FHA-HERO: The California Affiliate of FCCLA is now adjourned. (Raps the gavel once.) The Secretary will now read the minutes.

Secretary:
(Secretary reads minutes of the completed meeting.)

President:
I now relinquish the chair to the event chairperson.
INFORMATION FOR EVENT PERSONNEL

Required Event Personnel:

1. One event chairperson to orient judges, check materials brought into the orientation room, note penalties, secure all necessary materials and equipment for the event, and assist with CRE Check-In and Rehearsal.

2. Three (3) competent and impartial persons to judge the event as outlined in the CRE Chairperson’s guide.

3. One timekeeper to record the total time and overtime by each team on the timesheet.

4. One door monitor to control spectators entering and leaving the presentation room during the event.

5. One assistant to monitor activities and keep time in the planning session room.

Instructions for the Event Chairperson:
1. Arrange for all necessary materials and equipment for the event.

2. Read carefully the sections entitled “General Rules and Guidelines,” the event, and the responsibilities outlined for event chairpersons in order to conduct the event in a manner consistent with state guidelines.

3. Attend all meetings related to the competition.

4. Check room arrangements to be certain the event will operate smoothly.

5. Conduct an orientation session for teams the day of the event to:

a. Distribute numbers/letters to indicate order of presentation

b. Explain the event and their responsibilities

c. Distribute blank paper to the secretary of each team for minutes

d. Distribute sample thank you letters to sponsors, if applicable

e. Check or make notes regarding specific rules which my have implications for penalty points and/or disqualification

6. Assemble judges at the specified time prior to the event to clarify all questions, rating procedures and to assign identification numbers to judges.

7. Read “Summation of Rules” prior to the beginning of the event. (See Specific Rule 24.)

8. Distribute one copy of the new business topics, secretary’s minutes and treasurer’s report to all participating team members as each new team begins their planning session.

9. Assign an assistant to monitor activity in the planning session, and to keep time, allowing no more than fifteen (15) minutes of planning time per team.

10. Collect the minutes, treasurer’s report and committee reports from the secretary at the conclusion of his/her team’s round, label them with the team’s identification number/letter and present them immediately to the judges for evaluation.

11. Complete information on event chairperson’s work sheet for each team, noting penalty points and/or reasons for disqualification.

12. Recheck each judge’s rating sheet to verify all identification data and to insure that point assignments are included for each category. If there is a discrepancy, check with the judges for clarification.

13. Deduct penalty points only once from the total composite of all judge’s rating sheets.

14. Complete participant data sheets.

15. Do not excuse judges until the winners have been determined, the outstanding president and secretary have been selected, and the critique session is completed.

16. Submit rating sheets, comments sheets, event chairperson’s work sheets, event check sheets, participant data sheets, and all event materials to the CRE Chairperson.

17. Keep results of the event confidential until the awards presentation.

18. Be present for CRE Check-In and Rehearsal; take roll and check for official dress.

INSTRUCTIONS FOR JUDGES

1. Give careful consideration to each rule and judge each team in the same manner and under the same conditions.

2. Complete the rating sheets in ink.

NOTE:   Use only designated points and complete each category on the rating sheet.

3.
Complete a comment sheet for each team. Write commendations and recommendations for each team. Constructive comments are encouraged.

4.
Meet at the event site at the specified time prior to the event to confer on rule meanings, rating sheets, room arrangements, materials and equipment.

5.
Be seated, at the time of the event, in the assigned place in the room in which the event is being held.

6.
Rate each team using the rating sheet provided.

7.
Total rating sheets and return them to the event chairperson after judging is completed.

8.
Select an outstanding President and an outstanding Secretary.

9.
Initial in ink any changes on rating sheets.

10.
Remain at the event site until all winners have been determined and until rating sheets have been checked for accuracy.

11. Keep results of the event confidential until the awards presentation.


SPECTATORS AND RESOURCES

Spectators:
1. Spectators will be allowed in the presentation room.

2. No talking or gesturing shall be permitted.

3. Spectators are not allowed in the orientation or planning sessions.

4. No one is to enter or leave while teams are conducting their demonstration meetings.

5. Participants may view the competition.

6. Applause shall be withheld until each team has completed their demonstration meeting.

Resources Needed:
1.
CRE Chairperson’s Responsibility


a.   Compile the following materials and give them to the event chairperson.

(1) Rating sheets, comment sheets, and explanations

(2) Participant data sheets

(3) Event chairperson’s work sheets

(4) Event check sheets

(5) Timekeeper’s guidelines

(6) Copies of the new business topics, the secretary’s minutes, and the treasurer’s report for all teams

(7) Copies of the opening and closing ceremonies scripts, as shown in the event, for use by the judges

(8) Other materials as necessary to conduct the event

b.
Identify and provide names and addresses, and phone numbers of qualified judges at least (3) weeks prior to the event.

2.
Site Coordinator’s Responsibility:

a. 
Provide rooms for orientation, the planning session and the demonstration meeting with 
chairs and tables appropriately arranged. (See seating arrangements for this event.)

3.
Event Chairperson’s Responsibility:

a.
Bring the following materials to conduct the event on the CRE day:

(1) Team identification numbers/letters

(2) Stopwatch

(3) Pens

(4) Paper clips

(5) Calculator

(6) Clipboards (optional)

(7) Blank sheets of lined paper for the secretary’s minutes (extra sheets should be available)

b. Select two (2) people to serve as timekeeper and door monitor for the demonstration meeting room.

c. 
Select one (1) person to serve as room monitor and time keeper in the planning session room.

4.
Team responsibility:

a.
The team shall provide a pen or pencil for each member to use during the planning session and for the secretary to use in taking minutes during the demonstration meeting.

b.
Team members shall provide blank paper to be used to create the treasurer’s report, the committee reports and the motion cards during the planning session.

c.
The team shall bring their own gavel to use during the demonstration meeting.

Chairs for the Secretary and President
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