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In the intricate world of parliamentary procedures, Roberts Rules of Order stands as a guiding light, offering clarity amid potential chaos. Such rules not only aim to standardize parliamentary practices but also ensure all decisions made are firm and harmonious.With a goal to offer equal opportunities for all voices to be heard, Roberts Rules of Order
underscores the essence of majority decisions coupled with thoughtful debate steering assemblies away from the pitfalls of pseudoconsensus.Learn more about it in this Roberts Rules of Order cheat sheet, and how to run board meetings using these rules.What is Roberts Rules of Order?Roberts Rules of Order stands as the quintessential manual of
ethical codes guiding discussions and decisions in non-legislative organizations, notably those with boards of directors and committees. Often referred to simply as Roberts Rules, this framework ensures systematic, orderly, and purpose-driven meetings.Rooted in democratic principles, these rules provide a structured order where majority decisions
and minority voices are equally valued. Under Roberts Rules, all meeting participants can express their views in an equitable and structured way.In 2020, a newly revised Roberts Rules of Order was released, marking its 12th edition. Among the notable changes are new provisions regarding debates on nominations, and improvement on the clarity
and accessibility of the rules. For the complete list of changes, refer here.When are the rules used?Roberts Rules of Order for meetings are utilized in various settings, including nonprofit boards, committees, and established groups, as a parliamentary guide. By providing a standardized approach to meeting discussions, a group can reach a consensus
while deliberations remain fair and organized.What are its key principles?The key principles of Roberts Rules of Order for meetings are as follows:All members have equal rights, privileges, and obligations.A quorum must be present for business to be conducted.During a debate, personal remarks are out of order.Only one question at a time may be
considered, and only one person may have the floor at any one time.Members must be informed of the pending question and have it restarted before a vote is taken.Full and free discussion of every main motion is a basic right.A majority decides a question except when the basic rights of members are involved or a rule provides otherwise.A 2/3 vote is
required for any motion that deprives a member of rights in any way.Silence gives consent. Those who do not vote allow the decision to be made by those who do vote.The Chair should always remain impartial.Roberts Rules of Order BasicsUnderstanding Roberts Rules of Order basics is imperative for all board members, including newly appointed
ones. Learn about the basics below:Order of Business for MeetingsThe order of business for meetings may vary based on the organizations needs and bylaws. Roberts Rules of Order for board meetings recommends following a structured sequence.After the meeting is called to order, it can then proceed with the following order of business:1. Reading
and Approval of MinutesAn actual reading of the minutes of each previous meeting is required. In cases, wherein minutes are already distributed to members in advance, the actual reading is only done when a member requests it. Any proposed corrections must be disposed of prior to approval of the secretarys draft.2. Reports of Officers, Boards, and
Standing CommitteesGenerally, all officers, boards, and standing committees are called to report. Recommendations can be given during the reporting. However, an officer making a recommendation will not be allowed to move its implementation. Instead, another member is called to do so. As for a committee report, the chairman or other reporting
members will move the implementation of any recommendations.3. Reports of Special CommitteesReports from special committees are heard in the order of their appointment. Only committees, who are instructed and prepared to report on matters referred to them, are called upon.4. Special OrdersUnfinished special orders from the previous
meeting are addressed during this part of the meeting. Any matters required by the bylaws (e.g. nomination and election of officers) will also be considered. These are then followed by items made special orders for the current meeting. The chair announces these items as pending questions.5. Unfinished Business and General OrdersThis heading
includes pending questions from the previous meeting, unfinished business not previously addressed, general orders from the last meeting, and matters postponed or made general orders for the current meeting. These items are taken up in their designated sequence.6. New BusinessLastly, the chairman will call for any new business. Members have
the right to introduce new items of business or move items from the table. Members can do so in the order they are recognized by the chair.Optional headings in the order of business may include:Opening Ceremonies or Exercises: This involves rituals or activities at the start of the meeting, such as an invocation, the national anthem, or a brief recall
of the organizations objectives.Roll Call: Officers or members are called in roll call for attendance verification, usually done at the end of opening ceremonies.Consent Calendar: Routine or noncontroversial matters are listed here for efficient approval. These items are considered in sequence unless objected to by a member, in which case they return
to the regular agenda.After new business, additional optional headings may include:Good of the Order, General Good and Welfare, or Open Forum: Members can offer informal observations regarding the organizations welfare, and certain announcements or resolutions related to disciplinary procedures can be discussed under this heading.Program:
Cultural, educational, or civic programs can be presented. The program can be placed at the end of the order of business or at an unscheduled point, with the consent of the assembly.Making a Motion: Types of Motions and Motion StepsIn the context of parliamentary procedure, a motion is a formal proposal or a discussion point made during a
meeting. Each motion must be resolved or disposed of by being: passed, tabled, defeated, or referred to committee.Types of MotionsRoberts Rules of Order for meetings provides four types of motions, which include:1. Main motions Also called a principal motion, this type refers to a motion made before the assembly, for its consideration, on a specific
subject. Main motions cannot be made when other motions are before the group.2. Subsidiary motions These motions can alter or affect how the main motion is handled. Options for the subsidiary motions are:To postpone indefinitely or kill a motionTo amend the main motion before voting on itTo refer the main motion or any pending subsidiary
motions to a committeeTo limit or extend limits of debateTo stop the debate and vote nowTo adopt the motion to lay on the table, halting the discussion until a majority vote is reached.3. Incidental motions Used as housekeeping motions, they take precedence over main or subsidiary motions and any pending questions. Some of the motions
include:Point of order (bringing forth that the rules are violated)Appeal the decision of the chairRequest to withdraw a motionSuspension of the rules4. Privileged motions These motions are usually of great importance or urgency, which requires them to be disposed of before resuming the discussion. They often deal with questions of procedure and
arise out of other actions of the assembly. Examples of these motions are:Call for the orders of the day: Requires the assembly to conform to the order of business or the agenda.Raise a question of privilege: Permits a request relating to the assemblys rights and privileges.Recess: Request a short intermission. Length of the recess is
amendable.Adjourn: End the meeting immediately. This is not amendable and not debatable.Steps in Making a MotionBesides motion types, board members are also expected to familiarize themselves with procedures for making motions. Here are the steps in making a motion, according to Roberts Rules of Order for meetings:1. Obtain the
floorMembers must be recognized by the Chair. Once recognized, the member has the floor2. State the motionState the motion in a clear and concise manner.The member will say, I move that, to introduce the motion3. Secure a secondThe motion often requires a second.If there is none, the motion can be deemed as lost.4. Discuss or debate the
motionOnce the motion is presented, members are allowed to debate and address the chair.5. Call for a vote on the motionVoting method on any motion may depend on the organizations by-laws.Among the commonly used methods to vote are: by voice, by roll call, by general consent, by division, and by ballot.6. Announcement of the vote resultThe
result of the voting will be announced, whether the motion is adopted or defeated.Considered to be the assemblys decision, further actions may be taken based on this.Rules of DebateWhile all board members have the right to discuss or debate any motion, certain meeting rules of order must be followed. The following rules are also based on Roberts
Rules key principles.A member must not speak while seated. He/she must first obtain the floor and be recognized by the chair prior to talking.The debate should be relevant to the motion.Each member may speak for no longer than ten minutes at a time, but shall not speak more than twice on the same day to the same question.Members are not
allowed to give their time to another member during deliberative assemblies.All remarks must be addressed to the chair; cross-debate is not allowed.Members are not permitted to speak against ones motion but can vote against it.Personal attacks or questions on other speakers motives are not permissible.The preceding officer should remain
impartial. If the preceding officer wishes to speak on an issue, the chair must be relinquished to another officer who does not wish to speak.The chair must let the floor alternate between members who are speaking in support and those in opposition to the motion. Rules of debate can be changed by a two-thirds vote.Methods of
AmendingAmendments, a vital aspect of parliamentary procedure, are used to refine motions by precisely altering their wording. These include inserting, deleting, or substituting the motions words or paragraphs. Here are some methods of amending motions that boards should know:Amend by Addition A member can propose to insert words,
phrases, or paragraphs into the motion. If approved, the additional language becomes part of the motion.Amend by Striking Out This involves striking out specific words or paragraphs from the motion. If approved, the struck-out portions are removed from the motion.Amend by Substitution This amendment involves striking out an entire section or
paragraph (or a whole motion) and inserting a different paragraph. An approved substitution means the original motion is entirely replaced with a new one.Amend by Division This is where a motion or a question upon a debate is divided into two or more questions. This is often done when a motion covers multiple issues or contains several parts,
allowing each issue to be voted on separately.Commit or Refer to a Committee Instead of amending the motion directly, the assembly can send it to a committee for careful investigation. The committee may then amend the motion and report back to the assembly.Postpone Definitely The assembly can vote to postpone the motion to a specific future
meeting or date. During this time, amendments can be made before the motion is brought back for consideration.Postpone Indefinitely The assembly can vote to postpone the motion indefinitely. This essentially kills the motion without a direct vote on its merits. However, this does not prevent a similar motion from being reintroduced in the
future.Amend the Rules In some cases, the assembly may need to temporarily suspend or amend certain rules to allow a specific type of amendment. This requires a two-thirds vote unless specific rules state otherwise.How to Run a Board Meeting Using Roberts Rules of OrderIn order to have effective discussions, a board meeting must be well-
structured. One way to do so is by utilizing Roberts Rules of Order for board meetings. Besides the recommendations above, here are other best practices to take note of:Every successful board meeting is backed up by a clear agenda. In Roberts Rules, each agenda item must be precisely defined or specific, preventing confusion among the assembly.
At the same time, the meeting agenda should also be distributed to all members in advance ensuring everyone is informed of discussion points.2. Maintain decorum and respectRoberts Rules of Order for board meetings also stresses the importance of maintaining decorum and adhering to board meeting protocols. In upholding decorum, the chair
must be impartial in order to keep the discussions fair and focused. Members, on the other hand, are expected to address the chair and adhere to the recognized rules of courtesy.3. Follow the order of precedenceAnother best practice is following the order of precedence for motions and discussions. Boards can ensure a more structured decision-
making process by:strictly following this established hierarchybeginning with privileged motions like adjournment or recessaddressing subsidiary motions such as amendmentsFollowing the order of precedence ensures motions are considered in a fair, systematic manner.4. Encourage full participationRoberts Rules underscores the rights of all
members to express opinions and engage in debates. That said, the chair should actively encourage participation and give each member the opportunity to voice their views. The board meeting rules also suggest methods for members to gain recognition, such as raising a hand or seeking permission to speak.5. Document decisions and actionsAccurate
record-keeping is pivotal in any board meeting. Roberts Rules of Order provides detailed guidelines on the secretarys duties, emphasizing precise recording of meeting minutes. These minutes function as the official record of the meetings proceedings and decisions. Doing so enables boards to uphold the integrity of their proceedings and foster a
culture of adherence to parliamentary principles.Frequently Asked Questions About Roberts Rules of OrderHere are some FAQs to help you learn more about Roberts Rules of Order and its utilization.Are Roberts Rules of Order mandatory?No, Roberts Rules of Order are not mandatory. Organizations and groups can choose whether to adopt these
board meeting rules in their bylaws or governing documents or not. The decision may also depend on the consensus of the assembly members.Yes, Roberts Rules of Order can be applied in informal settings such as community groups, or clubs, provided all participants agree to use these rules. In such cases, the level of formality can be adjusted to suit
the specific needs of the group. The key is consensus among participants to adhere to the rules and principles outlined.Is it possible to appeal a decision made using Roberts Rules of Order?Yes, members can appeal a decision made using these board meeting rules. An appeal allows members to challenge a ruling or decision made by the chair or the
assembly. You can utilize motions like appeal the decision of the chair or division of the assembly. The assembly then votes to uphold or overturn the decision in question.Can Roberts Rules of Order be modified or customized by an organization?Yes, organizations have the flexibility to modify the meeting rules of order to better suit their specific
needs. While the basic principles should be respected, organizations can add, amend, or remove rules according to their requirements.Convene: Your Solution to Simplified and Structured Board MeetingsConducting structured board meetings comes with the responsibility of respecting certain rules. Roberts Rules of Order then necessitates order and
fairness in such procedures and decision-making processes ensuring organizations function efficiently.To help establish systematic meetings while following meeting rules of order, Convene offers a secure platform specifically designed for conducting compliant, organized meetings. From creating focused agendas to conducting fair voting and
resolution proceedings, Convene has the right features to make it happen.Have access to Convenes dedicated Agenda Builder, Document Library, and more. Reach out to our team and book a demo now! For a business to stay competitive, regular board meetings are essential as they foster decision-making. However, not always such meetings bring
the expected results. And thats especially disappointing considering that, for instance, in the UK, the average number of board meetings at the top 150 companies is 8.9 in 2023. The solution to that is a well-organized and structured board meeting, that is possible when using Roberts Rules of Order. Roberts Rules of Order provides a proven
framework for managing meetings in the parliamentary field any industry. However, the latest version has around 700 pages. As such, you may find it difficult to refer back to the text during your next board meeting. Read on for more information on how to run a board meeting with Roberts Rules. Discover effective management tool for your board
Roberts Rules of Order is a top-tier guide for the correct parliamentary procedure in the United States. Companies, fraternal entities, and governments use these rules to govern meetings. Source: robertsrules.com Henry Martyn Robert, an engineering officer in the US military, wrote these rules as a guide for all. The need for writing a guide on how
to run a meeting appeared when Henry Martyn Robert was asked to preside over a meeting at his church. He was embarrassed by his lack of knowledge on the matter and the meeting appeared to be a failure. Eventually, he would educate himself on parliamentary law. As he traveled the country during his military service, Robert discovered that
each local government had its own version of proper procedure. As such, he wrote Roberts Rules of Order, which would be applicable for conducting meetings in any type of organization: from government to professional associations. At their core, Henry Martyn Robert wrote Roberts Rules of Order to make sure meetings were democratic, orderly,
efficient, and fair. The first edition of the manual was published in 1876. As of 2023, the latest Roberts Rules of Order Newly Revised 12th Edition (RONR) and In Brief 3rd Edition are available. The most current 12th edition shows a willingness to keep rules current and in line with modern-day parliamentary procedures. Interestingly, all editions
published after the death of Henry Martyn Robert were written by people who either knew the original author or were connected to those who updated the rules on Roberts behalf. According to Roberts Rules of Order for board meetings, the following 3 guiding principles should be observed during the meeting: Everyone has a right to participate in
the discussion before anyone speaks a second time.Everyone has a right to know what is happening at all times of the meeting. A speaker shouldnt be interrupted except for urgent matters.Only one motion can be discussed at a time. According to Harvard Business Review, US companies spend about $37 billion on meetings annually. At the same
time, 71% of senior managers believe those meetings are unproductive. Thus, the main secret to a successful and effective meeting is adequate planning and preparation. There are two main aspects Roberts Rules of Order suggests addressing during the meeting preparation process: agenda and quorum. According to Roberts Rules of Order, for the
diligent following of board meeting procedures and rules, an agenda for the meeting has to be prepared. An agenda is prepared by the corporate secretary and approved by the chairman. Its distributed among all board members ahead of time at least one week before the meeting is most acceptable. Tip: For easy agenda distribution, many corporate
secretaries opt for board reporting software. It allows the creation of corporate documentation and securely sharing it between multiple parties. Before the meeting starts, an agenda should be voted in by at least a two-thirds majority vote. During the meeting, all agenda items should be strictly followed, each point should be addressed and voted on
before moving to the next point. For any board meeting to take place, a quorum should be present at the meeting. A quorum is the minimum number of voting members that are needed to be present at a meeting to make it viable. Each organization determines its quorum requirements depending on its needs and organizational specifics. According to
Roberts Rules of Order, the general rule for a quorum formation is that it has to be as large as can be depended upon for being present at all meetings when the weather is not exceptionally bad. Before the beginning of any board meeting, a chairperson must ensure that the quorum is present, and the corporate secretary should note this in the
meeting minutes. Now, lets review how to conduct meetings according to Roberts Rules. Well focus on the main steps of a board meeting, the chairpersons role and responsibilities, and the specifics of handling motions and points of order. According to Roberts Rules, a board meeting should be conducted in the following order: Call to order. The
chairperson welcomes all the assembled board members and officially calls a meeting to order. The date, time, place, type of the meeting, and company should be stated. The chair also states the quorum, welcomes new members, wishes good luck to retiring members, and makes other announcements.Board meeting minutes approval. Usually, the
chairperson reads the minutes from the previous meeting at the next meeting before members approve them. However, sometimes, the meetings are distributed in advance, so that board members have enough time to study them and the corporate secretary has time to make corrections if needed. In this case, board members only need to approve the
minutes by voting.Officers reports. Next, the president, vice president, financial officer, and secretary give their reports. A chair of the board should know what reports are to be given in advance to maintain order and reduce any possible interruptions.Board reports. A director gives a board report. If there are any recommendations, a director can
move to adopt them. Board members also can make motions based on the information presented by a director, those motions should also be considered.Committee reports. The chair of each committee gives a report. If a committee report is purely informative, no motions are made. If there are any recommendations in the report, a reporting member
then makes a motion with no need for a second (unless theres only one member of the committee).Special orders. There can be some special issues that are time-specific and should be given priority. Those issues are discussed foremost. It can be both new items and previous items that were not discussed in the previous meeting.Unfinished business
and general orders. All the items that were not discussed or resolved in the previous meeting should be first discussed in the next meeting before moving forward with new items.New business. Once all the unfinished items from the previous meeting are discussed, the board can move to the new items. All the new items that the board doesnt manage
to cover during the meeting become unfinished business for the next meeting.Adjournment. When everything is discussed, a chairperson asks board members if there are any more business items to discuss. If there are no objections, the chairperson adjourns the meeting. Any chair should allow members to voice opinions or raise and address issues in
a dignified manner so that the other participants can hear clearly. As such, Roberts Rules of Order would suggest that the chair should run the meetings in the following way: Follow the pre-agreed agenda, and keep the meeting moving toward its primary objectives. Do not over-command, let the group work organically, if possible. Control the
efficiency and fairness of the meeting by giving the floor to those who ask to speak. Let every participant speak once before giving others the floor a second time. If a discussion gets side-tracked, refocus it back on the topic. Set an example of respect and courtesy, let participants know you expect the same. Enhance the boards parliamentary
procedure skills by implementing the correct points of order and motions (more on those in a moment). Give the speaker your complete attention. Allow for a consensus to have the final say on all meeting-related issues. In the Roberts Rules of Order newly revised edition, the text identifies a range of motion types, as well as the procedure for
considering these motions. A motion is a discussion point. There are 6 categories of motions: Main Motion. Introduces a new topic of discussion. Subsidiary Motion. Change how the group handles the main motion. Privileged Motion. An urgent matter not necessarily relating to any pending company business. Incidental Motion. A debate procedure of
other motions. Motion to Table. Adjourns or suspends a motion. Motion to Postpone. Look to postpone a vote. All of these motions follow six steps: Motion. A member rises or raises their hand to signal the chair. Second. A second board member seconds the motion. Restate motion. The chair then repeats the motion. Debate. The present members
debate and discuss the motion. Vote. The chair asks for votes for and against the motion. Announce the vote. Following the tallying of votes, the chair announces the result and restates any instructions. Note: When it becomes clear that the board is currently unable to decide on a particular item, a board director then postpones it at a later meeting
and a later date. If specific issues need to be discussed during a meeting but dont require a motion or vote, Roberts Rules of Order states that the chair can handle these points straight away if declared. These include: Point of Order. This draws attention to any improper procedure or breaching of the rules or agreed-upon practicesPoint of
Information. If a board member needs to discuss additional information (such as a non-debatable statement) to help other members make informed decisions during the board voting process.Point of Inquiry. Essentially a question, the point of inquiry consists of asking for clarification to make wise voting choices.Point of Personal Privilege. A member
may use this point to address numerous topics and issues. This may include the rooms temperature, any noise outside, or the accuracy of the board pack. Pro tip: No matter what type of meetings your organization prefers, offline or virtual meetings, the process of conducting a board meeting (including the preparation stage) can be significantly
improved when using board portals.There you can prepare and distribute all the documentation, store board of directors bylaws, effectively collaborate with board members, and even conduct virtual meetings thanks to such in-built integrations as Zoom or MS Teams. Struggle to simplify the board governance? Find out what kind of software would be
the most convenient Check The Selection Guide Roberts Rules suggest that everyone has a right to participate in a discussion. However, for a more productive board meeting, a chairperson should ensure all board members are actively engaged in a discussion process. To do so, you might find these tips helpful: Share the meeting agenda in advance.
This way, all the meeting participants will be aware of the topics to be discussed and can prepare to take part in the discussion.Foster relations. While board diversity is important and beneficial (companies with implemented board diversity are 28% more likely to financially outperform their peers), its often challenging to establish cooperative
relations in such boards. Thats why its recommended to think about outside-work activities that might help the board to develop bonds and, thus, work more effectively in the future.Ensure regular communication. An organization, in the form of a chairperson or a corporate secretary, should keep in touch with board directors and ensure stable
communication with them. Make sure each board member is aware of the latest organizations news and knows whom to contact in case they need a fast and expert response.Establish accountability. Each board member should clearly understand their rights and responsibilities. This way, they have guidance on the levels of their engagement that you
expect from them. Below, the most common potentially challenging situations are described along with actions you need to take according to Roberts Rules. Youre tired of the current discussion.Move to limit the debate time or set the number of speakers allowed to debate. It requires a two-thirds majority vote.You think that the current discussion is
enough and further discussion is needless.Move to close the debate. It requires a two-thirds majority vote.You think that the current discussion is out of the agenda.Call for orders of the day.You doubt that the announced results of a vote are correct.Call for a division of the house, without being recognized. Then, a roll call vote will be taken.You think
that speakers take too much time.Move to set a time limit for speakers.You want to end a meeting.Move to adjourn. A speaker can only be interrupted in the following cases: If you see a breach of established rules If you cant hear clearly If you dont feel comfortable or safe If you disagree with the president of the boards ruling If you need to get
information about business If you do not agree with a call for unanimous consent After the meeting adjournment, a post-meeting phase takes place. Here, two main action points matter for efficient decision-making: Follow-up materials. All board members should receive follow-up materials with action items for each board member to perform soon
after the meeting.Next meetings agenda preparation. This step is important since apart from agenda and discussion items for the next meeting, a corporate secretary should also prepare previous meeting minutes with all the unfinished business thats required to be addressed in the next meeting. Now that weve shown you how to run a meeting using
Roberts Rules of Order, you may want to think about digital software to facilitate the meeting process further. This is how a board portal can streamline and improve the meeting process: Confidentiality among your shareholders. Although board meetings usually involve many sensitive documents, boardroom software has user permissions, so only
certain personnel can access the files.Immediate vote. Most board room software has a feature to log votes instantaneously, meaning you dont have to record them in your minutes manually.Smooth meeting minutes creation, review, and distribution. Your boardroom software will provide a safe space where you can go back and review the minutes
from previous meetings, perfect for those who are unable to attend a particular session. It will also reduce admin costs and increase board member engagement before, during, and after the meeting.Roberts Rules of Order creation and templates. Additionally, board room software allows for creating and using Roberts Rules of Order cheat sheet,
which can significantly improve the meetings. Apart from this, board portals also allow for the creation and storing of the organizations bylaws, meeting minutes, and other board documents. So, thanks to modern boardroom software, board meetings are efficient and well-organized, which benefits the company in the long run. Explore the selection of
the top board portal providers on our main page to choose the one that fits your needs the best. Roberts Rules of Order is a detailed manual for organizations of any type on how to conduct meetings correctly and efficiently. Though not mandatory to use, Roberts Rules provide valuable guidance on the best practices and rules for running a meeting.
Based on Roberts Rules, an organization can create its own rules and procedures that will help board members to stay organized during a meeting, and meetings to be productive. Thats exactly why implementing Roberts Rules principles for conducting meetings is highly recommended for any type of business. There are five ways to vote on a motion:
By voice. The chairperson asks those who agree with a motion to say YES and those who are opposed to a motion to say NO.By roll call. Each members name is called, after which that person has to say YES or NO.By general consent. When a motion isnt likely to be opposed, a chairman then says If theres no objection, and if all board members keep
silent, it means they all agree on a motion and a motion passes. If at least one member says I object, a motion should then be put to vote.By division. Members who agree to a motion raise their hands or stand.By ballot. Board members write their votes on a piece of paper. Absolutely! Roberts Rules of Order provide general guidance on how to conduct
meetings but can be adjusted depending on the companys type or needs. Yes. For this, a board member who thinks a motion should be amended states: I move to amend the motion on the floor. A motion to amend should be seconded and voted upon. Then, the amended motion is put to a vote. Ex officio is a Latin term meaning by virtue of office or
position. Ex-officio members of boards and committees, therefore, are persons who are members by virtue of some other office or position that they hold. For example, if the bylaws of an organization provide for a Committee on Finance consisting of the treasurer and three other members appointed by the president, the treasurer is said to be an ex-
officio member of the finance committee, since he or she is automatically a member of that committee by virtue of the fact that he or she holds the office of treasurer.Without exception, ex-officio members of boards and committees have exactly the same rights and privileges as do all other members, including, of course, the right to vote. There are,
however, two instances in which ex-officio members are not counted in determining the number required for a quorum or in determining whether or not a quorum is present. These two instances are:1. In the case of the president, whenever the bylaws provide that the president shall be an ex-officio member of all committees (or of all committees with
certain stated exceptions); and2. When the ex-officio member of the board or committee is neither an ex-officio officer of the board or committee nor a member, employee, or elected or appointed officer of the society (for example, when the governor of a state is made ex officio a member of a private college board).Again, however, it should be
emphasized that in these instances the ex-officio member still has all of the rights and privileges of membership, including the right to vote. [RONR (12th ed.) 49:89, 50:16.] Roberts Rules of Order is a lengthy manual of parliamentary procedure that governs most boards of directors, which was first created in 1876 by Henry Martyn Robert as an
adaptation of the rules and practices of Congress. With the latest versions of the manual totaling around 700 pages, a Roberts Rules of Order cheat sheet is useful for highlighting the most common processes used by todays boards.To help simplify Roberts Rules of Order, well provide an overview of the following topics:The basics of Roberts Rules6
categories of motionsSteps for making a motionHow to handle points of orderRoberts Rules of Order cheat sheetTips and reminders for board chairsWhat is Roberts Rules of Order, and what is it used for?Roberts Rules is a framework that is comprised of a set of codes and rules of ethics that helps groups hold orderly meetings that allow the majority
to rule while allowing minority voices to be heard.There are four primary types of motions in Roberts Rules of Order:Main motionsSubsidiary motionsIncidental motionsRenewal motionsRoberts Rules of Order for meetings is the general standard for how nonprofit boards, committees and other established groups govern discussions and decision-
making. Most nonprofits and groups use Roberts Rules because it ensures order and creates a ripe environment for productivity . Parliamentary procedure A parliamentary procedure can be any set of rules and guidelines a group formally establishes to govern themselves, with Roberts Rules of Order being the most common type.The goal of the
parliamentary procedure is to set forth the order of discussions and ultimately get to a place where all group members can agree on what they want to accomplish or how to move forward. By using an established set of rules and guidelines, members of the group can reach a consensus in a respectful, collegial manner.Roberts Rules basicsNew board
members should learn the basics of Roberts Rules as soon as they join a board. Board members will use the basic rules for making decisions at most meetings.Here is a general outline of the essential elements of Roberts Rules: Motion A member makes a motion to propose an action or make a decision by saying, I move to. Another member must
second the motion by saying, I second the motion. Once someone seconds the motion, the group votes on the motion. It passes by a majority vote or a quorum depending on the rules in the bylaws. Amend a motion Members use this process to change a motion and can do so by stating, I move to amend the motion on the floor. Again, this motion must
be seconded and voted upon. Commit Members use this type of motion to transfer a motion to a committee. As with other types of motions, it must be seconded and voted upon. Once it moves to a committee, the committee presents a report on the committed motion at the next meeting. Question Members say, I call the question to end a debate or
discussion. The motion must be seconded and voted upon without further discussion. A call for the question requires a two-thirds majority vote to pass. At this point, the members must immediately vote on the motion on the floor. Adjourn This refers to moving to end the meeting. A member would say, I move to adjourn, and another member would
second the motion. If the majority then votes to adjourn, the meeting is over.If anything out of the ordinary comes up, board members can look up the rules during the meeting. When you store a copy of Roberts Rules in your board management system , it is quickly and easily accessible if there is a question on proper meeting protocols.Roberts Rules
of Order cheat sheet We have updated the Roberts Rules of Order Cheat Sheet, available in a downloadable format here . Print or download this to keep at your fingertips for running even more effective board meetings. Making a MotionBoard members must discuss one issue at a time to keep order in the boardroom. The board chair should only
allow one person to speak at a time. Any member who wants to make a motion must request the floor and be granted it before speaking.Roberts Rules classifies motions into the below categories.6 categories of motions Main motion: Introduces a new item Subsidiary motion: Changes or affect how to handle a main motion (vote on this before the main
motion) Privileged motion: Brings up an urgent or essential matter unrelated to pending business Incidental motion: Questions procedure of other motions Motion to table: Kills a motion Motion to postpone: Delays a vote (can reopen debate on the main motion)You can read more about these motions here .Roberts Rules of Order motion steps Motion:
A member rises or raises a hand to signal the chairperson. Second: Another member seconds the motion. Restate motion: The chairperson restates the motion. Debate: The members debate the motion. Vote: The chairperson restates the motion, and then first asks for affirmative votes, and then negative votes. Announce the vote: The chairperson
announces the result of the vote and any instructions.You can read more about the motions and how to use them in this article, Roberts Rules of Order: Types of Motions . TIP! 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 a debate, then vote, and then announce the vote.Points in Roberts Rules of OrderCertain situations need attention during the meeting, but they dont require a motion, second, debate, or voting. Its 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. Point of Order: A member draws attention to a breach of rules, improper procedure, breaching of established practices, etc. Point of Information: A member can ask
for a point of information if they want more information on a motion. A point of information should not be used as a means for the person calling for a point of information to present information. Point of Inquiry: A member may use a point of inquiry to ask for clarification in a report to make better voting decisions. Point of Personal Privilege: A
member may use a 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 members conduct. *Note: A member may make a motion to reconsider something that was already disposed of; 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. Roberts Rules: Tips and reminders for chairpersonsRoberts Rules of Orderwas developed to ensure that meetings are fair, efficient, democratic and orderly. A skilled chairperson
allows all members to voice their opinions in an orderly manner so that everyone in the meeting can hear and be heard. The following tips and reminders will help chairpersons run a successful and productive meeting without being run over or running over others.Follow the agenda to keep the group moving toward its goals.Let the group do its work
dont over-command.Control the flow of the meeting by recognizing members who ask to speak.Let all members speak once before allowing anyone to speak a second time.When discussions get off-track, gently guide the group back to the agenda.Model courtesy and respect and insist that others do the same.Help to develop the boards skills in the
parliamentary procedure by properly using motions and points of order.Encourage members to present motions positively rather than negatively.Give each speaker your undivided attention.Keep an emotional pulse on the discussions.Allow a consensus to have the final authority of the group.Furthering your boards knowledge of Roberts Rules of
OrderAll board members should be familiar with Roberts Rules of Order , which they can find online and in bookstores, and this Roberts Rules of Order cheat sheet for 2023 is a handy resource for your board and all new members.Now that weve covered the basics, a deeper understanding of Roberts Rules is essential. The next step is to learn how to
handle abstentions for a more streamlined board procedure. In our article, the six reasons why nonprofit board members abstain , we discuss this topic in length.Roberts Rules of Order for meetings is an informative and fascinating topic. The more board members learn about how to use Roberts Rules, the more effectively they will govern, and
effective governance is the hallmark of a quality board. Get this: 31 hours are wasted every month in unproductive and ineffective committee or board meetings (according to a report by Zippia). The main reason is due to there being no meeting structure anything goes. To avoid that, you can implement Roberts Rules of Order for productive meetings.
But what is Roberts Rules of Order and how do you use it during committee meetings and board meetings? Im going to explain how to run a meeting with Roberts Rules of Order. Ill simplify the process so that its easy to follow. But first Created by Henry Martyn Robert in 1876, the Roberts Rules of Order (or Roberts Rules for short) is now newly
revised to fit modern board meeting agendas. To best explain the rules of order for meetings: Its like having a rulebook to follow so everyone knows what to do during a meeting. This book has guidelines for the general order of business, as well as helps people take turns speaking, make decisions together, and stay focused on important topics. For
the meeting structure, the standard order of business includes: Reading the meeting minutes Reports Unfinished business New business As for the best practices and effective governance, the main points of Roberts Rules are: Let each person speak once before anyone speaks again. Speakers should only be interrupted if they breach meeting rules, if
someone needs more information, if someone uses a point of personal privilege, or if someone disagrees with a ruling or unanimous consent. Focus on discussing one topic or motion at a time. Dont move on until a conclusion is met, whether with a two-thirds majority vote or unanimous consent to dismiss it for now. Now that you know the basics of
Roberts Rules of Order cheat sheet, lets see how to apply this to your next meeting. Here is how to run a meeting with Roberts Rules of Order in 11 effective steps: Create a clear meeting agenda Opening ceremony or exercise Roll call Approve the previous meeting minutes Officer reports Board reports Committee reports Special orders and general
orders New business Make a motion Adjourn the meeting NOTE: You dont have to follow this order of proceedings to the T. The team at Slack, a messaging app for business, says this: Agree on simplified rules to keep things running smoothly while promoting fairness and equity. Roberts Rule or not, its crucial to create a clear meeting agenda
beforehand. You then need to send the agenda out early to all the meeting and board members. This way, everyone can prepare for the meeting action items. A clear meeting agenda also helps everyone stay on track. You wont branch off to random things that are irrelevant to the objection of the meeting. Now, the steps that I mention here can be the
base of your meeting agenda. Youll just have to come up with a topic and discussion points. Read More: Host Productive Meetings With These 12 Leadership Meeting Topics To begin your meeting, you can start with an opening ceremony or exercise. This is just to get everyone warmed up. Here are some suggestions you can follow: Have someone
read through the meeting agenda and specific rules to refresh everyones memories. Do a fun icebreaker. This can make meeting and board members more engaged, positive, relaxed, and ready to use their creativity and problem-solving skills. Start with a prayer, the national anthem, a reading of the companys objectives, or any other common
ceremony or exercise the company practices. Welcome and introduce everyone to each other. This is especially useful if there are new members. According to Roberts Rules, a team meeting should always have a quorum for general consent. Whats a quorum, you ask? Its the minimum number of members required to be present for a meeting to
happen or for valid decisions to be made for the company. So lets say the companys bylaw quorum is 8 attendees. If only 6 attend, you may have to postpone the meeting or discuss the topic but cant make a final decision. This is why a roll call is important. It will also help the meeting minutes taker to list the names of the attendees and absentees.
Usually, the last meeting minutes are approved in the next meeting. So have everyone vote whether they approve of the previous meeting minutes or not. A meeting using Roberts Rule requires a two-thirds vote for it to pass. To save time, send the last meeting minutes to the participants beforehand. This way, they would have already read through it
again and someone doesnt need to read it during the meeting anymore. However, if a board member requests a meeting minutes reading, then it has to be accepted. This is because Roberts Rules state: All members have equal rights, privileges, and obligations. Read More: How to Take Meeting Minutes Everything You Need to Know To make the
meeting run smoothly, the Chair should have a list of who gets to report first. It can be in order of precedence or whatever is decided. For the most part, the officers usually go first. These are the president, vice president, financial officer, and secretary. Now, they have the right to give their report without any interruptions, unless one of the following
things I mentioned above happens. When the report is over, other members can make a recommendation (called a motion). However, Roberts Rules of Order newly revised version says that the motion will only be considered if another member agrees with it. If so, there will be a roll call vote if it should be taken into action or not. A board report
should be given by a director. Since they are the director, they can decide on their own whether to adopt a motion or not. If they do, then a vote will need to be made. Of course, its a good idea for the director to talk a bit more about the motion and ask for others advice. If someone makes a motion based on the first motion, that should be discussed,
too. Il talk more about dealing with meeting motions below. The final reports come from the permanent committees thats if they have something important to report. Now, these reports can either be purely informational or need motions. If its the latter, then the committee can decide on the motion without asking for another member to agree on it.
However, thats only if there is more than one person present on the committee. After all the reports, Roberts Rules suggests moving on to special and general orders. These are usually unfinished business from the previous meeting. You may also discuss new special or general orders, but not until all the unfinished business is complete. But what do
special and general orders mean? Well, here are a few examples: Nomination or election of new officers Proposed changes in policies, procedures, or guidelines Urgent project updates Addressing emergencies or critical issues that arise unexpectedly and need immediate resolution The Chair answering pending questions from the last meeting The
matters postponed during the previous meeting Progress and follow-up on action items assigned And more! NOTE: Its always wise to start with the special orders as these are more urgent, then move on to the general ones. When all the unfinished orders are completed and settled, you can now move on to the new items of business. This phase allows
members to introduce fresh topics or initiatives that require discussion, decision-making, or action. Its important to refer to the meeting agenda at this point and follow the outlined items to maintain a structured and productive meeting. The team at iBabs, a meeting board portal, adds this: Anything that you do not manage to cover becomes
unfinished business in the next meeting. OK, let me spend a couple of minutes here. This is because this is an important aspect of Roberts Rules of Order. Remember I talked about someone making a recommendation thats considered a motion? Throughout the meeting, anyone can make a motion once someone is done reporting or speaking. As I
mentioned, this is only considered if another member seconds the motion (unless youre a director or part of a permanent committee with 2 or more present). Depending on a two-thirds vote or unanimous consent, a motion can either be passed, defeated, placed for future consideration, or given to the committee. Now, there are many types of meeting
motions. The team at Slack lists the most common ones for us: Motion to amend. Motion to reconsider. Motion to table. Motion to postpone. Motion to limit debate. Motion to close debate. Roberts Rules of Order also lists some rules during a motion. For one, you can only speak when the Chair gives you the floor. Plus, each member should only speak
once and not more than 10 minutes. Moreover, no one is allowed to speak against or attack the motion. They can only ask questions and, if they dont agree, vote against it. If there is a debate, then someone can motion to table, postpone, limit, or close the debate. Again, this will need to be seconded and then voted upon. Once all the agenda items and
points of information are dealt with, you can adjourn the meeting. If there is still time, maybe you can end with an open forum or program. If you set a program, make sure you designate officers who will do the presentation. This can be on education, culture, civic, etc Of course, you need to ask beforehand if the other members agree to this. If not,
then the meeting can end there and then. That is what it looks like when using Roberts Rules of Order as the parliamentary procedure. As you can see, there is a set structure to keep the meeting flowing smoothly. Besides that, there is also a set of rules on how the meeting can continue when someone has a motion. So now that you know how to run a
meeting with Roberts Rules of Order, you can include it in your management system and start having more productive and effective team meetings.
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