Presiding Officer nuts and bolts.  

What every P.O. should be comfortable with: 
A. RECENCY- before opening the debate, you should go over recency rules.  This is simply the order in which you will call on people.  
1. They are designed to keep the debate as fair and equitable as possible.  
2. Generally speaking, you call on people who haven’t spoken yet, and if there are multiple people wishing to speak at one time, the one with more attempts at speaking has preference.  
3. A common misconception is that questions and/or attempts at questions move you up on the “list” of who gets speaking preference- not true!  Excessive questions are NOT GOOD, and SHOULD NOT be rewarded.  They only slow down the debate, and prevent more people from speaking and earning points on their ballots.   They are the third level of recency and rarely determine who gets to speak.  I also recommend telling the chamber to write down their questions to make sure they are concise.
4. You should also mention how you will time/gavel them down when their time is running out.  Usually you will gavel once at 2:30, twice at 2:45, and gavel them down at 3:00 + 3/5 seconds (grace period)
B. OPENING THE DEBATE- debate starts with a motion, you simply ask the assembly if there are any motions on the floor (there will be, then you need a second, then a vote) Ex. “I motion to open discussion on bill #2, a bill to…”
C. VOTING- Voting on a motion –normal methods:

1. voice vote- you ask “all those in favor of…say ‘aye’”- then count, then ask “all those apposed of… say ‘nay’”.  If winner isn’t clear to you or “division” is called,

2. rising vote (all those in favor of… please stand, all those apposed, you get the idea)

3. alternative to rising vote is a show of hands vote
4. Very rarely a secret paper ballot is used
5. Always ask for votes for the affirmative first, the negative vote second

D. AUTHORSHIP OR AFFIRMATIVE SPEECHES- Once debate has been opened on a bill, ask if there is an authorship or affirmative speech, (“is there anyone wishing to give an authorship speech- seeing none, is there anyone wishing to give a speech in the affirmative” there will be) then you choose someone, and note all additional attempts on your seating chart.  
1. All speeches, whether aff. or neg. are 3 minutes.  In our league cross ex. Time is always 1 minute.

2. As a rule of thumb-ALWAYS RULE EXTENDING CROSS EX. TIME NON-GERMAIN and mention that  you would rather have more time to hear speeches.  As stated before, question time should be limited as much as possible so more speeches can be given.  You may need to remind the chamber to write their questions down if you start to notice the Q’s or the A’s are rambling.
E. NEGATIVE SPEECHES- speeches must alternate from aff. to neg., so once the aff. speech and cross ex. Is over, you ask “are there any speeches on negation for bill #2…” then you choose someone, and note all additional attempts on your seating chart.  Same deal with the speech and cross ex times as above.
F. CYCLES- In our league, the rules state that we allow 2 cycles then move to the previous question (vote), so unless there is a suspension of the rules (requires a 2/3 majority), you should be conducting a vote on the bill after 2 cycles.  
1. If you are noticing that the same arguments are being given on the 2nd cycle, gently remind the group to avoid rehashing old arguments.  One of your main jobs as PO is to MOVE THE DEBATE ALONG.  
2. The debaters should be prepared to speak on multiple bills on both the aff. and neg. side, so any complaining they do is THEIR PROBLEM, NOT YOURS!!  
G. CALL THE PREVIOUS QUESTION-  this is a fancy, debate-y way of saying, “we’ve heard enough, let’s stop arguing and vote on this bill”.  As stated above, our league rules mandate voting after 2 cycles unless the rules are suspended with a 2/3 majority.  When the chamber actually votes on the bill, it requires a simple majority.
H. MOVE TO OPEN A NEW BILL OR RECESS OR END SESSION- needs a second, then a majority vote, then move forward with debate or be done.
I. MISCELLANEOUS- YOU are in charge, so whenever things come up for you to decide on, be fair, firm and CONFIDENT in your responses.  Your job is to be fair and equitable, not to be everybody’s best friend and keep the debate dragging on just because you know your buddy has a speech to give on a particular bill you’ve been debating for multiple cycles.
