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WHY DO WE NEED RULES FOR MEETINGS?

1. What is parliamentary procedure?
a. Rules of democracy: Defines how groups of people, can meet most effectively, make decisions in a fair, consistent manner, and make good use of everyone’s time.
b. It expedites business, maintains order, ensures justice, provides equal treatment for member, helps organization accomplish its purposes.

2. Basic principles
a. The organization is paramount.
b. Decisions are generally final.
c. Power is in the hands of the voting members.
d. A quorum is necessary to make decisions.
e. All members have equal rights—to make motions, debate and vote.
f. Members have the right to vote – or not. Silence means consent.
 g. Majority rules.
h. Discuss only one item at a time.
i. Only one person speaks at a time.
j. Personal remarks are never in order.

3. Time Savers.
a. Use a consent agenda
b. Use unanimous consent or general consent
c. Stay on topic.
d. Send minutes out ahead of the meeting.

4. Know Your Governing Documents and Hierarchy of Rules
a. Laws
b. Articles of Incorporation
c. Bylaws
d. Special Rules
e. Rules of Order
f. Standing Rules
g. Customs





WHAT TO DO AND SAY IN A MEETING
Call to Order
(One tap of the gavel) The presiding officer, after determining that a quorum is present, tap the gavel one time, and say, “The meeting will come to order.”

Opening Ceremonies (optional)
“Please rise and remain standing for the invocation or inspiration, which will be given by ________________, and the Pledge of Allegiance to the Flag of the United States of America, which will be led by ___________________.

Approval of Minutes Distributed Before the Meeting
“The minutes of the previous meeting have been distributed. Are there any corrections to the minutes?” (Members may make corrections) “’If there are no (further) corrections, the minutes are approved.”

Reports of Officers, Boards, and Standing Committees
“May we have the Treasurer’s report.” (Treasurer gives report.)
“Are there any questions?” (Members may ask questions directed to the presiding officer.) A treasurer’s report is not adopted. If there is an auditor’s report, that report must be adopted.
“The chair recognizes the chairman of the Building Committee for a report.”
“The Education Committee Chairman will report now.”

Unfinished Business (announced only if there is unfinished business.)
“The next item of business is unfinished business.
a. A motion that was pending when the previous meeting adjourned. “The question that was pending at the previous meeting, that…”
b. Items on the agenda not reached. “The next item of business is the report on the new website which was not given before the last meeting ended.”
c. Postponed motions. “The question is on the motion that was postponed that….”
d. Items previously scheduled for this meeting. “The next item of business is the report on a traffic light on Ulmerton Road.”

New Business
“Is there any new business?” (Members can make motions to introduce new business.)
“Is there any further new business?”

Announcements
“The chair has the following announcements…Are there other announcements?”

Program
“The Program Committee will now present the program” or”…will introduce our speaker.”
Adjournment
“Is there any further business? (pause) Since there is no further business, the meeting is adjourned.”

HOW TO HANDLE A MOTION
1. A Member Makes a Motion
A main motion introduces new business. The member is recognized by the chair and says: “I move that (or “I move to…”) obtain three bids to resurface the parking lot.”

2. Another Member Seconds the Motion
Seconding means the member thinks the idea should be discussed, not that he necessarily agrees with it. Without being recognized, says: “Second.”

3. The Chair States the Motion
The chair must state the motion in order to place it before the assembly. The chair states the exact motion and indicates it is open to discussion by saying: “It is moved and seconded that we obtain three bids to resurface the parking lot.”

4. Members Debate the Motion
Members may now discuss the pros and cons of the proposal. The chair turns to the maker of the motion first to see if he wants to be the first to speak.
Member A: Mr. (or Madam) President
Chair: Member A
Member A: The parking lot is full of potholes and cracks. If we don’t act now, our cars will be in danger of damage. (Sits)
Member B: Mr. (or Madam) President
Chair: Member B
Member B: The potholes are only at the entrance. I think all we need is a little fill and patch job.

When a member is speaking, he can also make other motions:
· To kill the motion - Postpone indefinitely (kill it).
· To change or improve the motion - Amend
· To study the proposal – Refer it to a committee
· To delay the motion – Postpone it to later in the meeting or until the next meeting
Procedural motions (motions that help the meeting) can also be made.
· To vote immediately –Previous question
· To interrupt for something more important – Lay on the table
· To take a break – Recess
· To end the meeting – Adjourn

5. The Chair Takes the Vote
If no one is trying to be recognized, the chair may say, “Is there any further discussion?”
If there is none, the chair must state the question so everyone knows for sure what they are voting on: “The question is on the adoption of the motion to obtain three bids to resurface the parking lot.
Tell the group how they are supposed to vote:
Chair: “Those in favor of the motion, say aye.”
Members: Aye!
Chair: “Those opposed, say no.”
Members: “No!”

6. The Chair Announces the Result of the Vote
When voting is complete, the chair announces the result by saying which side had the most votes, declare the motion adopted or lost, and indicate the effect of the vote.
“The ayes have it and the motion is adopted. The staff is instructed to obtain three bids to resurface the parking lot.”
Or
“The nos have it and the motion is lost. Is there further new business?”


HANDLING A MOTION - LANGUAGE FOR THE CHAIRMAN

Chairman: 	Is there any new business?
Member A: 	Mr/Madam Chairman.
Chairman: 	Member A
Member A: 	I move that . . .
Member B: 	Second
Chairman: 	It is moved and seconded that … Is there any discussion?
(Look at or call on Member A first.)
Member A: 	(Give explanation or reasons for the motion.)
Chairman: 	Thank you. Is there further discussion?
Member B: 	(Make comments)
Chairman: 	Thank you. Is there further discussion?

Member C: 	I move to amend the motion by . . . (or other subsidiary motion)
Chairman: 	It is moved and seconded to amend the motion by . . . If the amendment is adopted, the motion will read. . . Is there any discussion on the amendment?
Members: 	Discuss, each one seeks recognition by the chairman first.
Chairman: 	Is there further discussion? (Pause) The amendment is on . .
Those in favor, say aye.
Some Members: 	Aye
Chairman: 	Those opposed, say no.
Some Members: 	No
Chairman: 	The ayes have it and the amendment is adopted. The question is on the main motion as amended. Is there any further discussion?




WHAT MOTIONS ARE IN ORDER?
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HOW TO PARTICIPATE IN A MEETING
Use the following to help you know what motions to use and how to say them:
	MOTION OR ACTION
	WHAT TO SAY
	WHEN TO SAY IT

	Main motion
	“I move to …”
	To bring up an idea or topic for action

	Second
	“Second”
	To let the chair know you want to discuss the idea or topic

	Amend
	“I move to amend by—
Adding
Inserting
Striking out
Striking and inserting
	To change or improve the wording of a motion

	Discussion or debate
	“I am speaking for (or against) the motion”
	To discuss the issues relating to the motion

	Request for Information
	“Request for information”
	To ask for relevant information related to a motion

	Parliamentary inquiry
	“I rise to a parliamentary inquiry.”
	To ask for information about procedure

	Postpone indefinitely
	“I move to postpone the motion indefinitely.”
	To kill a main motion before it is voted on

	Refer to a committee
	“I move to refer the motion to the ________ committee.”
	To send a motion to a committee for more study

	Postpone definitely
	“I move to postpone the motion until _________.”
	To delay considering the motion and to set a specific time to bring it up again.

	Limit Debate
	“I move to limit debate to 10 minutes on this motion.”
“I move to limit debate to two minutes for all speakers.”
	To set a limit on how long to discuss a motion.

	Extend debate
	“I move to extend debate for 5 minutes.”
	To allow more time to discuss a motion.

	Previous question or call the question.
	“I move the previous question” or “I call the question.”
	To close debate

	Lay on the table
	“I move to lay the motion on the table.”
	To set a motion aside temporarily.

	Take from the table
	“I move to take from the table the motion to …”
	To resume consideration of a motion that was tabled.

	Recess
	“I move to recess for _____ minutes.”
	To take a short break during a meeting.

	Adjourn
	“I move to adjourn.”
	To end the meeting

	Rescind
	“I move to rescind the motion relating to …”
	To strike out an entire main motion that was adopted previously.

	Reconsider
	“I move to reconsider the vote on the motion that…”
	To bring a motion that was already adopted back again for further consideration.

	Unanimous consent
(The chair uses this language. Members need to know what it means.)
	“If there is no objection to ________, we will take that action. (Pause) Since there is no objection, the action will be taken.”
	If no one objects, the motion is adopted without a direct vote.




HOW TO CONDUCT BUSINESS IN
SMALL BOARDS (12 Members) AND IN COMMITTEES
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In Small Boards:
· Members may raise hands to be recognized.
· Motions need not be seconded.
· No limit on the number of speeches.
· Informal discussion is permitted without a motion.
· When a proposal is perfectly clear to all present, a vote can be taken without having a motion introduced.
· Votes can be taken by a show of hands.
· Chair can be seated while conducting the meeting.
· Chair can speak in informal discussion and in debate without leaving the chair.
· Chair can make motions and vote on all questions.
In all committees:
· All of the above
· Chairman is usually the most active participant in discussions and work


WHAT GOES IN THE MINUTES
Minutes are the official record of your organization’s meetings.

The first paragraph should contain the following information:
. kind of meeting: regular, special, adjourned regular, or adjourned special;
. name of the group;
. date, time of the meeting, and place, if it is not always the same;
. the fact that the regular chairman and secretary were present or, in their absence, the names of the persons who substituted for them; and
. whether the minutes of the previous meeting were approved.

The body should contain:
All main motions or motions to bring a main question up again except, normally, any that were withdrawn — stating:
. the wording in which each motion was adopted or otherwise disposed of (with the information if the motion was debated or amended before it was adopted); and
. the disposition of the motion, including — if it was temporarily disposed of — any primary and secondary motions that were then pending;
. secondary motions that were not lost or withdrawn if necessary for completeness or clarity;
. the complete substance of brief oral reports
. all notices of motions; and
. all points of order and appeals, whether sustained or lost, together with the reasons given by the chair for his or her ruling.

The last paragraph should state the hour of adjournment.

Remember that:
. The minutes should contain what was done, not what was said.
. Include the name of the maker of a main motion but not the seconder.
. When the vote is counted or by ballot, record the number of votes for each side
. Do not use “respectfully submitted”
. The approved minutes are the only official permanent record
. The secretary should sign the minutes and they can be signed by the president, too, if the group wishes
. When the minutes are approved, the word Approved, with the secretary’s initials and the date, should be written below them
. Minutes can be corrected at any time, even years later, by using the motion to amend something previously adopted.

THIRTEEN RANKING MOTIONS
· Privileged Motions, while they do not have any relation to the pending question, are so urgent or important they are entitled to immediate consideration.
· Subsidiary Motions are those that may be applied to another motion to modify it, delay action, or dispose of it.
· Main Motions are the basis of all parliamentary procedure. They provide the method to bring business before the assembly for consideration and action.


	Type
	Name of Motion
	In order when another has the floor?
	Does it require a second?
	Is it debat-able?
	Is it amend-able?
	Vote needed to adopt?
	May it be recon-sidered?

	P
	Fix the Time to which to Adjourn
	No
	Yes
	No
	Yes
	Majority
	Yes

	P
	Adjourn
	No
	Yes
	No
	No
	Majority
	No

	P
	Recess
	No
	Yes
	No
	Yes
	Majority
	No

	P
	Raise a Question of Privilege
	Yes
	No
	No
	No
	Chair Decides
	No

	P
	Call for the Orders of the Day
	Yes
	No
	No
	No
	No vote; Demand
	No

	S
	Lay on the Table
	No
	Yes
	No
	No
	Majority
	No

	S
	Previous Question
	No
	Yes
	No
	No
	2/3
	Yes

	S
	Limit or Extend Limits of Debate
	No
	Yes
	No
	Yes
	2/3
	Yes (1)

	S
	Postpone to a Certain Time (Definitely)
	No
	Yes
	Yes
	Yes
	Majority (2)
	Yes

	S
	Commit (Refer to a Committee)
	No
	Yes
	Yes
	Yes
	Majority
	Yes (3)

	S
	Amend
	No
	Yes
	Yes(4)
	Yes
	Majority
	Yes

	S
	Postpone Indefinitely
	No
	Yes
	Yes
	No
	Majority
	Aff. Only

	M
	Main Motion
	No
	Yes
	Yes
	Yes
	Majority
	Yes



[bookmark: _GoBack](1) Unexecuted part may be reconsidered.      (2) 2/3 vote if made a special order.
(3) Only if committee has not started work.    (4) If applied to a debatable motion.

INCIDENTAL AND RESTORATIVE MOTIONS

· Incidental Motions (1) arise out of a pending question; or (2) arise out of a question that has just been pending; or (3) related to the business of the assembly. Incidental motions usually apply to the method of transacting business rather than the business itself. They have no rank among themselves because they are in order whenever they are incidental to the business at hand.
· Motions that Bring a Question Again before the Assembly (Bring Back) are motions that bring a question again to the assembly for consideration.



	Type
	Name of Motion
	Interrupt
	Second?
	Debatable
	Amendable?
	Vote required
	Reconsider

	I
	Point of Order
	Yes
	No
	No
	No
	Chair rules
	No

	I
	Appeal
	Yes
	Yes
	Yes(1)
	No
	Majority (2)
	Yes

	I
	Suspend the Rules
	No
	Yes
	No
	No
	2/3
	No

	I
	Objection to the Consideration of the Question
	Yes
	No
	No
	No
	2/3 against sustains objection
	Negative only

	I
	Division of a Question
	No
	Yes
	No
	Yes
	Majority
	No

	I
	Consideration by Paragraph
	No
	Yes
	No
	Yes
	Majority
	No

	I
	Division of the Assembly
	Yes
	No
	No
	No
	No vote; Demand
	No

	I
	Motions on Voting and Polls
	No
	Yes
	No
	Yes
	Majority (4)
	Close polls-no; Reopen polls-neg. only – yes
All others-yes

	I
	Motions on Nominations
	No
	Yes
	No
	Yes
	Majority (4)
	Yes, except to close or reopen

	I
	Request to be excused from a duty
	Yes
	No, except motion
	Yes
	Yes
	Majority
	Yes on negative vote only

	I
	Requests and Inquiries
	Yes
	Yes, except Parl. Inquiry or Request for Infor-
mation
	No
	No
	Majority, except no vote on Inquiry or Request for Informa-tion
	Yes, except Inquiry or Request for Information and negative vote on Withdraw

	B
	Take from the Table
	No
	Yes
	No
	No
	Majority
	No

	B
	Rescind/Amend Something Previously Adopted
	No
	Yes
	Yes
	Yes
	2/3 (5)
	Yes-negative vote only

	B
	Discharge a Committee
	No
	Yes
	Yes
	Yes
	2/3 (5)
	Yes-negative vote only

	B
	Reconsider
	Yes(3)
	Yes
	Yes(1)
	No
	Majority
	No



(1) If applied to a debatable question.
(2) Majority in the negative required to reverse the Chair’s decision.
(3) In order if another has been assigned the floor – if that member has not begun to speak.
(4) Except 2/3 vote is required to close nominations or to close polls
(5) Except majority vote with notice or majority vote of the entire membership

 RESOURCES
Books
1. Robert’s Rules of Order Newly Revised, 11th edition.; Henry M. Robert III, Daniel H. Honemann, and Thomas J. Balch; with Daniel E. Seabold and Shmuel Gerber; DaCapo Press; Philadelphia, PA. 2011

[image: ]


2. Robert’s Rules of Order Newly Revised In Brief; Henry M. Robert III, Daniel H. Honemann, and Thomas J. Balch; with Daniel E. Seabold and Shmuel Gerber; DaCapo Press; Philadelphia Pennsylvania. 2011
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Websites


1. National Association of Parliamentarians www.parliamentarians.org
Online store for parliamentary books, study material, meeting supplies


2. Online Courses at www.parliamentarians.org
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1. Parliamentary Procedure Made Easy
2. Minutes Made Easy
3. What to Say and When
4. Selecting Your Leaders: Nominations, Elections and Ballot Voting
5. Bylaws: Construction of a Successful Organization
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