
Bootcamp 25/01
Step 1: Basic rules of procedures and where to find 

information



The training…what for?

Learn the rules of 
procedure

Build your MUN 
skills

Practice negotiation Become an amazing 
delegate!

Play games



1. Set the agenda: choose between two topics the one your committee will 
discuss

2. In your speeches, notes and working paper, propose concrete measures, in 
accordance with your country’s policies and answering to the topic

3. Negotiate with other delegates to put together a resolution tackling the topic 
in the best way possible

4. Vote on the resolution and make amendments

So how does MUN work?



Basic Rules



● Languages accepted during the conferences will be only English. 

● No computer is allowed (except during informal debates).

● Raise your placard if you want to speak.

● Remember that you are representing your country, and not your own point 
of view.

● NEVER EVER REFER TO YOURSELF! NO « I », USE THE NAME OF YOUR 
COUNTRY!

Basic Rules



● If you want to speak to a delegate, DO NOT CHAT, DO NOT WHISPER. Send a 
note (a small piece of paper).

● Be courteous and listen to other delegates – during negotiations and 
speeches.

● Do not interrupt the Chair or other delegates speaking during the speeches.

● Refer to others as “the delegate of XX”, “as my fellow delegate said”.

● If you have a question on the rules, raise your placard and make a point of 
parliamentary inquiry.

Basic Rules



Speech Rules



● Be polite, do not point out another delegate.

● The Chair has all the power. You have to follow our guidelines and start each 
of your speeches by « Honorable Chair, Distinguished Delegates ».

● End it with “Thank you chair”.

● Remember that you represent a country, not your own point of view.

Rules of a speech



● Try to quote famous people, official texts, but remain coherent. I.E.: use 
someone famous in the country you represent.

● The chair will hit the desk once when you have 10 seconds left, twice when 
your time is over: respect the time, do not try to speak when your time has 
elapsed.

● Never speak unless the Chair allows you to.

● Do your research and make constructive speeches – the form is important, 
but so is the content!

Rules of a speech



Points and Motions



Points and motions

● Similarities between the two: a delegate has to raise his/her placard and wait 
for the chair to recognize him/her.

● Don’t raise too many points of the chair will be annoyed. But motions are 
always welcome!

● After the chair has recognized the delegate, he/she can speak : he/she “has 
the floor”

● Point of personal privilege; point of order; point of parliamentary inquiry
● Motion to set the agenda; motion to close the debate; motion to suspend the 

debate



● If you experience personal discomfort (i.e. you can’t hear the Chair or the 
speaker, you want to open the window…)

● Raise your placard and once you are recognized by the Chair, ask for a point 
of personal privilege

Point of personal privilege



● You can ask the chair regarding the rules of procedure, if you are unsure or if 
you do not remember them; you can also send a note to the Chair.

● You cannot interrupt a speaker.

● Example: “Are we supposed to ask for a motion to open the debate before or 
after having set the agenda?”

Point of parliamentary inquiry



● If another delegate or even the chair did not abide by the rule, you can 
indicate it to the chair.

● You cannot interrupt a speaker.

● Your point can be ruled out of order, at the discretion of the chair, this is why 
it must be used very carefully.

● Example: “The delegate of France is twice on the General Speakers’ List”.

Point of order



General Speakers’ list



● Raise your placard if you want to be added on the General Speakers’ list. If 
you have not been recognized, send a POLITE and COURTEOUS note to the 
Chair. 

● AFTER speaking, you can send a note to the Chair to be added on the General 
Speakers’ list again. 

● You can only suggest a motion when the Chair asks so. 

General Speakers’ list



● Be careful, your country’s name can only be ONCE on the General Speakers’ 
list. 

● Participate as much as possible. If you do not have a prepared speech, join 
the General Speakers’ list anyway. We want to see you involved. 

● If the General Speakers’ list is empty, debate is automatically closed and we 
will proceed to voting procedures immediately. Make sure the General 
Speaker’s list is always FULL. 

General Speakers’ list



● During speeches, express your country’s position regarding to the topic by 
referring to specific aspects important for your country.   

● STICK TO THE TOPIC. The Chair will call you to order if your speech is not 
relevant to the subject under discussion. 

● Remember the basic rule: never say “I”, even when you yield your time. 

● Never interrupt the Chair or other delegates while they are speaking. Remain 
focus and quiet during other delegates’ interventions. 

General Speakers’ list



Moderated Caucus



● A moderated caucus is a formal discussion on a specific aspect of the 
General Topic (“How can the UN protect children during the Yemen crisis” or 
“The importance of technologies to reduce plastic waste in the oceans”).   

● When the Chair asks if they are any motion on the floor, you can raise you 
placard to propose a moderated caucus. 

● “The delegation of … would like to introduce a moderated caucus on ... 
(sub-topic), speaking time … (length of the debate), speaker’s time … (per 
delegate)”. 

Moderated Caucus: setting



● Setting the speaking time is important: the Committee will vote on 
moderated caucus by order of disruptiveness, from the more disruptive to 
the least. 

● A moderated caucus requires a simple majority of members voting in favour 
to pass. 

● This is a procedural vote: no delegate can abstain.

Moderated Caucus: voting



● When a moderated caucus is open, the Chair will open a new speakers’ list 
for countries wishing to talk about the moderated caucus’ topic. 

● STICK TO THE SUB-TOPIC. Once again, the Chair will call you to order if 
your speech is not relevant to the subject under discussion. 

● Refer to concrete ideas and avoid giving broad statements. A moderated 
caucus is a way for you to appear as a specialist of a peculiar aspect of the 
topic. Show the audience that you master specific angles of the topic. 

● When the moderated caucus expires, delegates can ask for an extension 
(procedural vote: no abstention possible) or we will automatically go back to 
the General Speakers’ list. 

Moderated Caucus: content



Unmoderated Caucus



● An unmoderated caucus is an informal discussion between all delegates. 

● When the Chair asks if they are any motion on the floor, you can raise you 
placard to propose an unmoderated caucus. 

● “The delegation of … moves to propose an unmoderated caucus of … (time) 
minutes”

Unmoderated Caucus: setting



● As for a moderated caucus, setting the speaking time is strategic: the most 
disruptive will be voted first. An unmoderated caucus is also considered as 
more disruptive than a moderated caucus.

● An unmoderated caucus requires a simple majority of members voting in 
favour to pass. 

● This is a procedural vote: no delegate can abstain. 

Unmoderated Caucus: voting



Unmoderated Caucus: content

● During an unmoderated caucus, delegates must leave their seats and meet 
their colleagues. 

● It’s a time to negotiate directly with other delegates, suggest concrete ideas 
and make alliances. You are free to raise any idea during an unmoderated 
caucus unless it is not related to the main topic. 

● The final goal is to prepare the writing of recommendations in an official 
document (more explanations in the coming weeks). 



Unmoderated Caucus: rules

● Once again, never say “I”. Even if it is an informal discussion, you still 
represent your country. 

● The only accepted languages is English. If you speak any other language, the 
Chair will immediately call you to order. 

● Remain polite and formal with other delegates: stick to diplomatic principles 
and do not threaten to declare war if you are not satisfied of your 
discussions… 



Unmoderated Caucus: tips

● Before motioning for an unmoderated caucus, think about possible allies. �
Do not hesitate to send notes beforehand, asking for a meeting during the 
next unmod. 

● Do not always stay with the same countries: try to negotiate with several 
groups and to be aware of what other delegates are working on. 

● Take initiatives, do not be shy! 



Working Papers



What is a Working Paper?

● A Working Paper is a document outlining common solutions and combining 
ideas to the topic, the first stage of a Resolution.

● Working Papers are written during unmoderated caucuses ONLY. You are 
not allowed to write it by yourself and then to show it to other delegates. The 
Chair will be very careful.

● It is a series of recommendations, of CONCRETE ideas aiming at solving 
problems related to the general topic.

● Working Papers need sponsors and signatories. 



Sponsors

● Sponsors of the WP are usually the delegates who have contributed the most 
to the WP as well as being leaders of the coalition.

● Being a sponsor ensures that you stand out to the Chair and other delegates. 
You will also have the opportunity to expose more in length your ideas (and 
your coalition’s).

Your should strive to be a sponsor 



Signatories

● Signatories are countries that are interested in bringing forward a WP for 
consideration by the committee. They wish to see the WP debated even if 
they do not support it.

● The required amount of signatories needed for a  WP to be accepted is at the 
discretion of the Chair and subjected to change if deemed necessary. 



How to format a WP

Committee: The General Assembly,
Topic: World Food Summit: five years later

Sponsors: USA, France, UK, Brazil and  Mexico

 Working Paper 1 - World Food Summit

Recalling its resolution 51/171 of 16 December 1996, in which it welcomed the outcome of the World Food Summit, 
held in Rome from 13 to 17 November 1996,1

Recalling also its resolution 55/2 of 8 September 2000, by which it adopted the United Nations Millennium Declaration,

Recalling further its resolutions 55/162 of 14 December 2000 and 56/95 of 14 December 2001 on the follow-up to the 
outcome of the Millennium Summit,

  



How to format a WP

1. Welcomes the holding of the World Food Summit: five years later, which was organized by the Food and 
Agriculture Organization of the United Nations in Rome from 10 to 13 June 2002;

2. Urges Member States to implement in a coordinated manner and in close cooperation with relevant bodies of the 
United Nations system, as well as international and regional financial institutions, the Declaration of the World Food 
Summit: five years later International Alliance against Hunger;

3. Requests all relevant organizations of the United Nations system, in particular the Food and Agriculture 
Organization of the United Nations, the World Food Programme and the International Fund For Agricultural 
Development, as well as the international and regional financial institutions, to pursue, at the global, regional and country 
levels, the implementation of the outcome of the World Food Summit: five years later in the context of the achievement 
of the internationally agreed development goals, including those contained in the United Nations Millennium 
Declaration, in particular the goals of halving the levels of hunger and absolut poverty by 2015, and in the context of 
relevant follow-up to the Fourth Ministerial Conference of the World Trade Organization, the International Conference 
on Financing for Development and the World Summit on Sustainable Development.

  



Submitting a WP

● When the sponsors feel that the WP is complete and gathers the required 
amount of signatories, they must submit it during unmoderated caucus to 
the Chair by an USB flash drive, for approval. 

● The number of WP is limited: it has to be the result of a bargaining process 
between as many countries as possible.



After the WP has been accepted

● Once the WP has been approved by the Chair, it has to be introduced 
through a formal vote, once the floor is open. 

● You CANNOT refer to a WP before it has been introduced to the floor. After 
it has been accepted you can refer to it as “Working Paper number X”.

● Moderated caucuses on a specific WP to discuss its strengths and 
weaknesses.



Draft Resolution



Draft Resolution: rules 

● It is a formal document: clauses must be numbered and written formally. It 
has much more content than a working paper.

● As for Working Papers, Draft Resolutions require Sponsors and Signatories: 
- Sponsor = delegate who has played an important role on writing the 

Draft Resolution 
- Signatory = delegate willing to discuss the Draft Resolution. 

● Several Draft Resolution will be accepted at the discretion of the Chair. 

● Draft Resolutions must content concrete and innovative ideas. 



Draft Resolution: the form 

● A Draft Resolution is written in ONE SENTENCE. No period before the end. 

● The form is as important as the content. 

● A Draft Resolution is divided in three parts: 
- The “Head”: draft resolution’s number, Committee, Topic, Sponsors, 

Signatories
- Preambulatory clauses 
- Operative clauses 



Draft Resolution: the form 

● Preambulatory Clauses: 

- Describe the problem
- Invoke the principles and state the objectives guiding your draft 

resolution
- Recall the official documents and treaties you are basing your action on
- Recall past UN or international actions taken on the topic
- Are written in present progressive tense (-ing form) → refer to Playbook 

page 15
- Each clause begins with an italic word and ends with a comma (,)



Draft Resolution: the form 

● Operative Clauses: 

- State and Describe the actions taken
- Are written in present tense, using action verbs → refer to Playbook page 

15
- Are numbered (1. 2. 3.) 
- Clauses (1. 2. 3.) are what you want to achieve and sub-clauses (a. b. c.) 

are the means to achieve it, they need to be very concrete 
- Each operative clause begins with an italic word and is followed by a 

colon (:) for clauses and a semicolon (;) for sub-clauses. The last clause 
ends with a period. 



Draft Resolution: example

Draft Resolution 1.1
Committee: General Assembly First Committee
Topic: The Threat of Transnational Organized Crime to International Security
Sponsors: Albania, Austria, Bulgaria, Chad, Czech Republic, France, Germany, Indonesia, Malta, Peru, Poland, Portugal, Spain, Vietnam
Signatories: Afghanistan, Australia, Burkina Faso, Cambodia, Chile, China, Cyprus, Egypt, Gabon, Georgia, Ghana, Guatemala, Haiti, Iceland, 
Ireland, Italy, Jamaica, Japan, Jordan, Kenya, Lebanon, Madagascar, Mexico, Mongolia, Norway, Paraguay, Rwanda, Romania, Senegal, Sierra 
Leone, South Africa, Sri Lanka

The General Assembly First Committee,
Emphasizing the importance of combating human trafficking in all its forms with a special emphasis on women and children, as well as money 
laundering and its effects on the funding of traffickers as well as the use of illicit monies to fund trafficking activities,

Alarmed that trafficking of human beings is the third largest source of income for all organized crime groups as 27 reported by the United Nations 
Office on Drugs and Crime (UNODC),

Firmly believing in resolutions S/RES/1333 and S/RES/137 which call for identifying and freezing all funds used by 20 terrorist organizations and 
those individuals initiating trafficking,

Reiterating the importance of the United Nations Convention against Transnational Organized Crime and its Protocols,



Draft Resolution: example

1.     Stresses the importance of the harmonization of all United Nations definitions that fall under transnational organized crime to further assist the international 
community in combating TOC;

2.     Further stresses the importance of involving both the developing and developed international system in the creation of such definition;

3.     Affirms that strengthening the borders is an important implement to be considered when fighting TOC and that international illicit trafficking roads by land, sea 
and air must be given more attention through programs such das:

a) Shared information about the most important trafficking routes in an international database through UNODC;
b) Regional land and maritime border cooperation between customs, police officers, intelligence services and the army, operating through joint patrols, 

mutual control and regular meetings to share knowledge and synchronize actions;
c) Reinforced cooperation between regional police and intelligence forces such as EUROPOL and INTERPOL;

4.    Recommends to willing member states the development of national and interregional academic training centers in order to strengthen law enforcement on drug 
trafficking and corruption and to train experts on this topic through:

a) Encouraging government to provide training on human trafficking to law enforcement officials, immigration officials, diplomats, and legal 
officials;

b) Creating more study programs and seminars in the field of detection of transnational crimes and international law;
c) Educating;

i. Judges;
ii. Prosecutors;
iii. Police forces;
iv. Customs officers;

5.     Decides to remain actively seized of the matter.



Draft Resolution: introduction

● After having been submitted and approved by the Chair, the draft is given a 
number (1.1. 1.2).

● A draft resolution has to be introduced through a motion,  requiring a simple 
majority. This is a procedural vote, no abstention allowed. 

● Only then, you can refer to the draft resolution by its designated number 
during speeches.

● The Chair will entertain a few speakers for each draft resolution, who will 
then present it on the floor 



Amendments



Amendments: back to the basics

● To “amend” a draft resolution means to remove, add, or change a part of the operative 
clauses or the name of signatories.

YOU CAN ONLY AMEND OPERATIVE CLAUSES

● Amendments can be proposed by any delegate. All amendments shall be submitted in 
the written form to the Chair.

● The minimum number of signatories for an amendment will be at the discretion of 
the Chair.

● Any grammatical, spelling or formatting mistakes in the Draft Resolution shall be 
corrected without a vote. The final corrections are at the discretion of the Chair.



Amendments: how to format one

 Amendment sheet
   

Submitted by : The Republic of Peru
Signatories: Belgium, China, Pakistan, Poland, Trinidad and 

                       Tobago, Ukraine, Uzbekistan

 We propose the following friendly/unfriendly amendment:
  
  Amend/Strike/Add  the clause number 4 of the draft 
    resolution 2.1 as such: 
 
   4. Affirms that strengthening the borders is an important implement to be considered when fighting 
TOC and that international illicit trafficking roads by land, sea and air must be given more attention 
through programs such as:



Amendments: friendly vs unfriendly

● Friendly amendments: amendments that ALL sponsors of the Draft 
Resolution have signed on. They are read out by the Chair but not voted on.

● Unfriendly amendments: all other amendments. They need to be introduced, 
debated on and then voted on by the assembly. 



Amendments: introduce and vote unfriendlies

● First step: motion to “introduce all amendments” or “introduce the following 
amendment”, simple majority vote.

● Second step: the amendment is read out by the Chair and debated on with 2 speakers 
in favor and 2 speakers against. (Usually, the speakers against are part of the Draft 
Resolution being amended)

THIS PROCEDURE IS NECESSARY FOR EVERY UNFRIENDLY AMENDMENT 
SUBMITTED

● Third step: close debate to enter voting procedure. This motion requires 2 speakers 
for and 2 speakers against, and a ⅔ majority. 

● Fourth step: vote on the amendments. Simple majority vote.



Amendments: why should I write them?

Think about the strategy of the amendment, it can be one of the most important 
part of a conference:

● A friendly amendment will be helpful to add details to a Draft Resolution 
(your own or another) to ensure it will pass, or to complete a Draft 
Resolution submitted in a hurry.

● An unfriendly amendment will be useful to modify the Draft Resolution of 
another coalition if you want to make it more acceptable for your country, or 
if you want to damage/empty the purpose of the draft.



Voting Procedures



Entering Voting Procedure

● During Voting Procedure, you will vote on amendments and Draft 
Resolutions. 

● To enter Voting Procedure: “motion to close debate” with 2 speakers for and 
2 speakers against. To pass, this motion requires a ⅔ majority.

When in Voting Procedure, the chamber is SEALED



What can you vote during Voting Procedure

● During Roll Call, you can either be “present” or “present and voting”. This 
answer will impact what you can vote during Voting Procedure. 

● If you answered “present”, you can vote: YES, NO or ABSTAIN.

● If you answered “present and voting”, you can only vote: YES or NO.

ONLY ONE RESOLUTION WILL PASS, the first to obtain a simple majority



Allowed points and motions during Voting 
Procedure

All points can be entertained during Voting Procedure.

Three motions are in order during voting procedure, in the following order of 
precedence:
● Reorder Draft Resolutions

● Division of the question

● Roll Call vote



Motion to reorder Draft Resolutions

● Reordering Draft Resolutions: by default, Draft Resolutions are voted on in 
the order they have been accepted.

● The order in which DR are voted on is strategic. It can be advantageous to be 
the last DR being voted on to gather “last resort votes” you lacked to pass 
the DR. However, being first ensures that your DR will be voted on. 

It is phrased “motion to reorder draft resolutions in the following order: first DR 
(...), then DR (...) and finally DR (...)”



Motion to divide the question

● This motion is used to divide a Draft Resolution into several parts when 
voting.

● WHY ?? Division of the question is used to set one or several clauses apart 
from the rest of the Draft Resolution. Used well, a division of the question 
can help pass a resolution or even make it un-votable for the coalition that 
wrote it. 

It is phrased as follows: “motion to divide the question on DR (...) as follows: 
clause (...), then clause (...) to (...).”



Motion for a Roll Call Vote

● Any delegate can propose a motion for a Roll Call vote. If asked for, and if the 
Chair chooses to entertain it, this motion is automatically accepted for the 
next vote on a DR. 

● Every delegates will be called by the Chair in alphabetical order to say how 
they vote on the DR. Delegates may vote “Yes”, “No”, “Abstain”, “Yes with 
rights”, “No with rights” or “Pass”.

● A delegate who voted “Pass” during the first sequence must vote during the 
second sequence (he may not abstain or pass nor vote with rights).


