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handbook for running meetings effectively and efficiently, based on the procedures
used in the British parliament. The principles included in the handbook are applicable
to any decision-making organization, from Congress to community club committees.
The handbook sets the guidelines for such issues as leading debates; recognizing
speakers; defining the role of the chair and other officers; proposing, seconding, and

voting on motions; and writing and amending constitutions and by%avvs.
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