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ROBERT’S RULES OF ORDER

What is Parliamentary Procedure?

It is a set of rules for conduct at meetings that allows everyone to be heard and to make
decisions without confusion.

Why is Parliamentary procedure important?

Because it's a time tested method of conducting business at meetings and public gatherings. It
can be adapted to fit the needs of any organization. Today, Robert’s Rules of Order newly
revised is the basic handbook of operation for most clubs, organizations and other groups. So
it's important that everyone know these basic rules:

Fixed Order of Business:
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Motions:

Call the meeting to order

Call the roll (names of those on the board or commission)

Approve minutes of last meeting

Public Hearings (if this applies)

Public Comments

Old Business (Unfinished)

New Business

Board or Commission Member Reports

Staff Reports

Adjournment and Announcement of Next Meeting Time and Location

Main Motions: The purpose of a Main Motion is to introduce items to the members for
their consideration. Motions cannot be made when any other motion is on the floor.
Subsidiary Motions: The purpose of a Subsidiary Motion is to change or affect how a
main motion is handled and is voted on before a main motion.

How are Motions Presented?
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Obtain the Floor

a. Wait until the last speaker has finished

b. Address the Chair by saying Mr. /Ms. Chair

c. Wait until the Chair recognizes you

Make your Motion

a. Speak in a clear and concise manner

b. Always state a motion affirmatively. Say “I move that we...” rather than,
“I move that we do not...”

C. Avoid personalities and stay on your subject

Wait for someone to second our motion

Another member will second your motion or the Chair will call for a second

If there is no second to your motion it is lost

The Chair states your motion

a. The Chair will say, “It has been moved and seconded that we...” Thus
placing your motion before the members for consideration and action.



















































