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Robert’s Rules of Order is a manual of parliamentary procedure that governs most organizations with boards of 
directors. In 1876, Henry Martyn Robert adapted the rules and practices of Congress to the needs of non-legislative 
bodies and wrote them in his book, which is still in use today.  

 

Robert’s Rules of Order Role of meeting chair  

1. Calling the meeting to order on time  

2. Announcing the business before the group in the order noted on the agenda  

3. Determining the presence of a quorum  

4. Recognizing members who want to speak  

5. Processing all motions  

6. Expediting business  

7. Ruling on points of order  

8. Conducting the meeting in a fair and equitable manner  

Notes:  

1. The goal of following Robert’s Rules is to protect the rights of the minority, ensure legality and expedite 
business.  

2. Chair should remain neutral, not making motions and not debating. If chair participates in the debate, he or 
she should relinquish the chair’s position until after the vote.  

3. When the meeting strays from the business item being addressed, the chair needs to bring the focus back to 
the specific motion, even if it means interrupting a speaker.  

Making a motion is a six-step process:  

1. Member makes a motion.  

2. Another member seconds the motion.  

3. The chair states the motion, formally putting it before the group.  

4. The members discuss the motion.  

5. The chair puts the question to a vote.  

6. The chair announces the results of the vote.  

Debates and decorum  

1. After a motion is made, the Floor is open for debate.  

2. The person making the motion has the right to speak first.  

3. Each speaker needs to be recognized by the meeting chair. • Ideally, speakers should alternate between 
those in favor of a motion and those opposed.  

4. Each speaker is given a specific time limit to present his or her argument, usually 10 minutes. {Our meetings 
typically don’t have the luxury of time, so this may be too long.}  

5. A longer time can be given, if approved by a two-thirds vote.  

6. A person who hasn't spoken out yet gets precedence over people who have already spoken to the motion.  

7. No speaker can speak more than two times.  

8. Maker of the motion (or the chair) calls for closure of the debate after everyone who wishes to speak has 
been heard. If someone calls the question before that, the group must vote on whether to end debate (no 
discussion). A two-thirds vote is required to end a debate.  

9. To keep the discussion focused on the motion, avoid discussing personalities of the people involved, 
questioning the motives of other members, making derogatory remarks, including name calling. 

Types of Motions: 

1. Main Motion: Introduce a new item 

2. Subsidiary Motion: Change or affect how to handle a main motion (vote on this before main motion) 

https://www.boardeffect.com/roberts-rules-order-guide/
https://robertsrules.org/rulesintro.htm
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3. Privileged Motion: Urgent or important matter unrelated to pending business 

4. Incidental Motion: Questions procedure of other motions (must consider before the other motion) 

5. Motion to Table: Kills a motion 

6. Motion to Postpone: Delays a vote (can reopen debate on the main motion) 

 

Every Motion Has 6 Steps: 

1. Motion: A member rises or raises a hand to signal the chairperson. 

2. Second: Another member seconds the motion. 

3. Restate motion: The chairperson restates the motion. 

4. Debate: The members debate the motion. 

5. Vote: The chairperson restates the motion, and then first asks for affirmative votes, and then negative votes. 

6. Announce the vote: The chairperson announces the result of the vote and any instructions. 

Common methods of taking a vote:  

1. If the board is in obvious agreement, the chairperson may save time by stating, “If there is no objection, we 
will adopt the motion to…” Then wait for any objections. Then say, “Hearing no objections, (state the 
motion) is adopted.” And then state any instructions.  If a member objects, first ask for debate, then vote 
and then announce the vote. 

2. General consent: "If there is no objection, we will…” (Pause) “Since there is no objection, we will…”  

3. Voice vote: “As many as are in favor, say “aye.” As many opposed, say “no.” The “ayes/noes” have it and the 
motion is adopted/lost.”  

4. Rising vote (not counted): “Those in favor will rise. Thank you, be seated. Those opposed will rise. Thank 
you, be seated.  

Methods of Amending  

There is a majority (or 2/3) in the affirmative and the motion is adopted.” Or “There is less than a majority (or 
2/3) in the affirmative and the motion is lost.”  

1. By striking out: “I move to amend the motion by striking out the word “Denver.” By inserting: “I move to 
amend the motion by inserting the word ‘Las Vegas’ after the word ‘Portland’ and before the period.”  

2. By striking out and inserting: “I move to amend the motion by striking out the word ‘$35’ and inserting the 
word ‘$50.’” Helpful terminology 

Requesting Points of Something 

Certain situations need attention during the meeting, but they don’t require a motion, second, debate or voting. 
It’s permissible to state a point during a meeting where the chairperson needs to handle a situation right away. 
Board members can declare a Point of Order, Point of Information, Point of Inquiry or Point of Personal 
Privilege. 

1. Point of Order: Draws attention to a breach of rules, improper procedure, breaching of established 
practices, etc. 

2. Point of Information: A member may need to bring up an additional point or additional information (in the 
form of a nondebatable statement) so that the other members can make fully informed votes. 

3. Point of Inquiry: A member may use point of inquiry to ask for clarification in a report to make better voting 
decisions. 

4. Point of Personal Privilege: A member may use point of personal privilege to address the physical comfort of 
the setting such as temperature or noise. Members may also use it to address the accuracy of published 
reports or the accuracy of a member’s conduct.  

http://msue.anr.msu.edu/news/parliamentary_procedure_how_do_you_handle_a_motion
https://jurassicparliament.com/who-may-raise-a-point-of-order-at-council-meetings/
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*A member may make a motion to reconsider something that was already disposed; however, the reconsidered motion 
may not be subsequently reconsidered. A motion to reconsider must be made during the same meeting and can extend 
to a meeting that lasts for more than one day. 

http://www.dummies.com/careers/business-skills/roberts-rules-and-the-motion-to-reconsider/
https://www.boardeffect.com/wp-content/uploads/2018/03/Roberts-Rules-Cheat-Sheet-Page-2.jpg

