Name: ______________________________	         State: ________________________________
2021 National FFA Parliamentary Procedure LDE Minutes Practicum

Directions: Place your name and chapter on this exam. This practicum will ask you to think about your chapters handling of minutes. Using your knowledge of Robert’s Rules of Order (11th Edition) choose the best answer for each question. Record all answers on the scantron sheet, but feel free to write on this exam. 

1. As you review the minutes from the previous meeting, you realize that the member who seconded each motion was not recorded. What is the most appropriate action? 
a. The member seconding the motion should always be included. Delay approving minutes until that information can be included. 
b. Request permission from the assembly to accept the minutes noting this mistake. 
c. Take no action - you do not record the seconder unless ordered by the assembly. (RONR, 12th edition, 48:5)
d. Move to accept a document “in lieu of errors” which requires a 2/3 vote. 

2. An item of business that was approved last year is causing some tension and there are rumors that the president did not preside, and her replacement was not a member. Will the minutes help you resolve these questions?
a. Yes, the name of the individual serving as the chair would have been recorded in the minutes. (RONR, 12th edition, 48:4)
b. Unfortunately, minutes are not required to note who chaired the meeting. 
c. The minutes should note that the president was not present but won’t note who presided. 
d. It is implied that the Vice-President fills the vacancy if nothing is noted.  

3. Your officer team wants to do some research on how much money your chapter has budgeted for the annual banquet over the last 10 years. You think to review the Treasurer’s reports over that period – is that a good strategy?
a. Yes, the treasurer’s reports should always be approved by the assembly. 
b. No, the treasurer’s report is information only and will never be included or approved.  
c. Yes, all quarterly financial reports must be filed and voted upon.  
d. No, unless the report was of sufficient importance to be referred to auditors, it will not be voted upon or recorded. (RONR, 12th edition, 48:24)

4. You are responsible for recording and preparing the minutes for a meeting. A group of your members appeal the decision of the chair around wearing masks due to COVID – do you include that appeal in the formal minutes? 
a. Yes, but you only are required to report that an appeal was made. 
b. Yes, the minutes should reflect the appeal, if it was sustained or lost, and the reasons given by the chair for his or her ruling. (RONR, 12th edition, 48:4) 
c. No, this is incidental to business and should not be included. 
d. You have discretion, as the secretary, to decide if this should be included. 

5. You have a member rise, make a motion, and then request to withdraw his motion. Should this be included in the minutes if debate has not occurred? 
a. Yes, all actions must be recorded in the minutes. 
b. No, withdrawn motions are never included in the minutes. 
c. No, this instance does not fit the specific situations where a withdrawn motion is recorded. (RONR, 12th edition, 48:4)
d. Yes, this unique situation requires the withdrawn motion to be included in the minutes. 

6. Your chapter calls a special meeting to discuss if you will move forward with an in-person chapter officer training due to rising COVID numbers. Do you need to keep minutes for this informal consideration?
a. The same information should be recorded in the minutes (RONR, 12th edition, 48:5) 
b. Informal consideration is not recorded in the same minutes format. 
c. Informally, minutes are the same except you do not record the content of the debate. 
d. In this instance, there are different guidelines for recording the minutes. 

7. You are hosting your first “welcome back” regular meeting as a chapter? The agenda is packed and the minutes from your previous meeting are very long. Is there a way to postpone reading and approving the minutes? 
a. No, reading and approval of the minutes is a required at each regular meeting. 
b. Yes, simply make a motion to “dispense with the reading of the minutes.” (RONR, 12th edition, 48:11)
c. Yes, reading and approving the minutes is not required to happen. 
d. No, this would violate the rights of the members and require a suspension of rules.  

8. Congratulations! You have been elected the chapter secretary. In reviewing the minutes you find that there are many mistakes in the minutes from the previous year – can you fix those? 
a. Nothing can be done since the one-year review period has ended. 
b. Minutes can be corrected at any time with a motion to Amend Something Previously Adopted. (RONR, 12th edition, 48:15)
c. If the organization meets more than quarterly, minutes can be corrected for up to four meetings. 
d. Minutes can never be amended after adopted by the assembly. 

9. Your chapter budget is quite large and complicated. It was suggested that you hire a professional to conduct an audit, but you don’t have the ability to pay for that. What does RONR suggest you do as you prepare your treasurer’s report? 
a. Have the financial reports audited by an auditing committee of two or more (RONR, 12th edition, 48:25)
b. Any review of the financials of the chapter is tasked to the treasurer alone. 
c. A professional outside audit is required and cannot be averted. 
d. Put the treasurer’s report to the members for review and approval. 

10. Over the last five months a member has been very disruptive in meetings using debate time to insult the officer team and their stance on requiring masks in meetings. They have been warned and called out of order. As secretary what do you record if anything? 
a. Record any points of order, including those related to these outbursts. (RONR, 12th edition, 48:4)
b. This is incidental to the business at hand and should not be included. 
c. If the president makes a declaring, naming the member as an offender, that should be included in the minutes. (RONR, 12th edition, 61:14)
d. Both A and C should be recorded.

11. Your chapter held the regular chapter meeting on a Thursday evening. You were not able to complete the necessary items of business, so an adjourned meeting is set for the following Monday. How are minutes handled?   
a. The minutes are simply picked up where left off at the adjourned meeting. 
b. The minutes of the adjourned meeting are read and approved prior to starting a new set of minutes for the adjourned Monday meeting. (RONR, 12th edition, 48:9)
c. Two sets of minutes are recorded but are approved together at the next regularly scheduled meeting. 
d. Approve the minutes for both sessions in a special meeting created for this purpose. 

12. You are guiding the new secretary of your chapter as they develop their first set of formal minutes. What should you suggest about the last paragraph of the minutes? 
a. The last paragraph provides of summary of key actions and the time and date of the next meeting. 
b. The last paragraph is reserved for any chapter announcements that need to be formally set in the record. 
c. The last paragraph is a formal statement about the nature of the organizing society 
d. The last paragraph shares the hour of adjournment. (RONR, 12th edition, 48:4)

13. Your chapter has decided that there is no need to meet quarterly – you agree to meet twice a year? When are the minutes approved? 
a. The secretary is charged with the task of reviewing and approving the minutes. 
b. The executive board, or a committee appointed for this purpose, should approve the minutes. (RONR, 12th edition, 48:12)
c. They are reviewed and approved at the next bi-annual meeting. 
d. All officers must sign the final approved document before being filed. 





14. Your state FFA convention lasts more than one day and includes a number of sessions? How should minutes be handled?  
a. The minutes are treated as one document and approved at the next regular convention during the opening session. 
b. The minutes of meetings from the previous day are read and approved at the beginning of each day’s business. (RONR, 12th edition, 48:9) 
c. The convention may authorize the executive board or a committee to approve the minutes later. (RONR, 12th edition, 48:12)
d. B and C are both options. 

15. You often hear that the “proceedings” of your state convention are going to be published. What exactly are “proceedings” according to Robert’s Rules of Order? 
a. They do not include key business items but are intended to curate the events of the convention. 
b. The “proceedings” record a more complete record of who spoke, what was said, full committee reports, as well as the regular minutes requirements. (RONR, 12th edition, 48:16)
c. Proceedings replace the minutes and are approved as the minutes of the meeting. 
d. Proceedings provide a highlight of events and business to be held at the next convention and provide a forum for gratitude and appreciation. 

16. According to FFA traditions, minutes are done after the opening ceremonies have concluded? Is this aligned with what is suggested by Robert’s Rules of Order?  
a. Yes, minutes are normally read after the call and any opening ceremonies. (RONR, 12th edition, 48:9)
b. Yes, because the minutes can occur at any convenient time. 
c. No, the minutes are normally the first thing done after the call to order. (RONR, pg. 471, line 26)
d. It depends on if the meeting is a regular meeting or an on-going convention session. 

17. Your officer team is planning your next meeting. The secretary shares that they really think reading the minutes takes too long and questions why they are read in full at each meeting. What would you suggest as a fellow officer? 
a. I would share that this is a required element of our parliamentary authority, and we should keep them as is.  
b. I would suggest that we post the minutes on our website and remove it from the agenda. 
c. I would suggest we post and/or send the minutes for others to read prior to the meeting and then ask for amendments and a vote at the meeting (RONR, 12th edition, 41:12)
d. I would suggest paraphrasing the minutes in an executive summary for approval. 




18.  A member calls a Division of the Assembly to request a standing vote. When this occurs, must a counted vote result be included in the minutes: 
a. No, unless a member makes a motion to have the vote counted and receives the majority necessary to approve. (RONR, 12th edition, 29:5)
b. No, counted votes are not recorded in the minutes. 
c. No, a division of the assembly is not a call for a counted vote. (RONR, 12th edition, 6:17)
d. Both A and C

19. Approval of the minutes is usually done by: 
a. Unanimous consent. (RONR, 12th edition, 41:10)
b. Majority voice vote.
c. Majority roll call vote. 
d. 2/3 vote of members in attendance. 

20. Your chapter most likely has several standing and special committees. How are committee reports handled in the minutes? 
a. Written committee reports are not included in the minutes. (RONR, 12th edition, 48:4)
b. The entire content of an oral report is included in the minutes. (RONR, 12th edition, 48:4)
c. If a report needs to be recorded as a legislative history, it can be included. (RONR, 12th edition, 48:5)
d. All the above. 


1
2021 Minutes Practicum Exam	

Name: ______________________________


         


State: ________________________________


 


20


21


 


Minutes Practicum Exam


 


 


1


 


20


2


1


 


National FFA Parliamentary Procedure LDE Minutes Practicum


 


 


Directions: 


Place your name and chapter on this exam. 


This practicum will ask you to think 


about your chapters handling of minutes. Using your knowledge of Robert’s Rules of Order (11


th


 


Edition) choose the best answer for each question. 


Record


 


all answers 


on the scantron sheet


, but 


feel free to write on this exam. 


 


 


1.


 


As you review the minutes from the previous meeting, you realize that the member who 


seconded each motion was not recorded.


 


What is the most appropriate action


? 


 


a.


 


T


he member seconding the motion should always be 


included


. 


Delay approving 


minutes until that information can be included. 


 


b.


 


Request permission from the assembly to accept the minutes noting this mistake. 


 


c.


 


Take no acti


on 


-


 


you do not record the seconder unless ordered by the 


assembly. 


(RONR, 


12


th


 


edition, 48:5


)


 


d.


 


Move to accept a document “in lieu of errors” which requires a 2/3 vote. 


 


 


2.


 


An item of business that was approved last year is causing some tension and there 


are 


rumors that the president did not preside, and her replacement was not a member.


 


Will 


the minutes help you resolve these questions?


 


a.


 


Yes, t


he name of the individual serving as the chair 


would have been 


recorded in the minutes


. (RONR, 


12


th


 


edition, 48:4


)


 


b.


 


Unfortunately, minutes are not required to not


e


 


who chaired the meeting. 


 


c.


 


The minutes should note that the president was not present but won’t note who 


presided. 


 


d.


 


It is implied that the Vice


-


President fills the vacancy 


if nothing is noted. 


 


 


 


3.


 


Your officer


 


team wants to do some research on how much money your chapter has 


budgeted for the annual banquet over the last 10 years. You think to review the 


Treasurer’s reports over that period 


–


 


is that a good strategy?


 


a.


 


Yes, the treasurer’s report


s


 


should always be


 


approved by the assembly. 


 


b.


 


No, the treasurer’s report is information only 


and will never be included or 


approved. 


 


 


c.


 


Yes, all quarterly financial reports must be filed and voted upon


.  


 


d.


 


No, unless the report was of sufficient importance to be 


referred to auditors


, 


it will not be voted upon or recorded


. (RONR, 


12


th


 


edition, 48:24


)


 


 


4.


 


You are responsible for recording and preparing the minutes for a meeting. A group of 


your members appeal the decision of the chair around wearing masks due to 


COVID 


–


 


do 


you include that appeal in the formal minutes


? 


 


a.


 


Yes, but you only are required to report that an appeal was made. 


 


b.


 


Yes


, 


the minutes should reflect the appeal, if it was sustained or lost, and the 


reasons given by the chair for his or her ruling.


 


(RONR, 


12


th


 


edition, 48:4


) 


 


c.


 


No, this is incidental to business and should not be included


. 


 


d.


 


You have discretion, as the secretary, to decide if this 


should be included


. 


 


 




Name: ______________________________           State: ________________________________   20 21   Minutes Practicum Exam    

1 

20 2 1   National FFA Parliamentary Procedure LDE Minutes Practicum     Directions:  Place your name and chapter on this exam.  This practicum will ask you to think  about your chapters handling of minutes. Using your knowledge of Robert’s Rules of Order (11 th   Edition) choose the best answer for each question.  Record   all answers  on the scantron sheet , but  feel free to write on this exam.      1.   As you review the minutes from the previous meeting, you realize that the member who  seconded each motion was not recorded.   What is the most appropriate action ?    a.   T he member seconding the motion should always be  included .  Delay approving  minutes until that information can be included.    b.   Request permission from the assembly to accept the minutes noting this mistake.    c.   Take no acti on  -   you do not record the seconder unless ordered by the  assembly.  (RONR,  12 th   edition, 48:5 )   d.   Move to accept a document “in lieu of errors” which requires a 2/3 vote.      2.   An item of business that was approved last year is causing some tension and there  are  rumors that the president did not preside, and her replacement was not a member.   Will  the minutes help you resolve these questions?   a.   Yes, t he name of the individual serving as the chair  would have been  recorded in the minutes . (RONR,  12 th   edition, 48:4 )   b.   Unfortunately, minutes are not required to not e   who chaired the meeting.    c.   The minutes should note that the president was not present but won’t note who  presided.    d.   It is implied that the Vice - President fills the vacancy  if nothing is noted.        3.   Your officer   team wants to do some research on how much money your chapter has  budgeted for the annual banquet over the last 10 years. You think to review the  Treasurer’s reports over that period  –   is that a good strategy?   a.   Yes, the treasurer’s report s   should always be   approved by the assembly.    b.   No, the treasurer’s report is information only  and will never be included or  approved.      c.   Yes, all quarterly financial reports must be filed and voted upon .     d.   No, unless the report was of sufficient importance to be  referred to auditors ,  it will not be voted upon or recorded . (RONR,  12 th   edition, 48:24 )     4.   You are responsible for recording and preparing the minutes for a meeting. A group of  your members appeal the decision of the chair around wearing masks due to  COVID  –   do  you include that appeal in the formal minutes ?    a.   Yes, but you only are required to report that an appeal was made.    b.   Yes ,  the minutes should reflect the appeal, if it was sustained or lost, and the  reasons given by the chair for his or her ruling.   (RONR,  12 th   edition, 48:4 )    c.   No, this is incidental to business and should not be included .    d.   You have discretion, as the secretary, to decide if this  should be included .     

