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The Agenda

Choreography of Rights and Abuses
Taken from Roberts Rules of Order 10th ed., p.342-351

I. Reading and approval of the minutes
A motion to approve is not necessary. The minutes are either approved as read or as corrected without a vote. 

II. Reports of Officers, Boards, Standing Committees

Reports include correspondence and individual reports. When the treasurer is reporting, her report is never adopted or voted upon unless it has been audited.  

III. Reports of Special Committees

Each report could conclude with a motion. The assembly must address that motion.

IV. Special Orders

Any motion adopted as a Special Order guarantees that the assembly will deal with the motion before the meeting is adjourned. 

V. Unfinished Business and General Orders

Any issue that was not concluded, was postponed, or was tabled during the prior meeting. The secretary's minutes should inform the chair which items to add to this section.


VI. New Business
This is the time for announcements, educational programs, and introduction of speakers. It is best to anticipate issues the membership may present.
 

VII. Adjournment
A motion to adjourn may be made at any time of the meeting. The assembly should never be forced to meet longer than it is willing to meet.


Six Steps to Every Motion!
Taken from Roberts Rules of Order 10th ed., p.31-54
Almost every motion requires six steps. The shoulds and should nots are as follows:  
STEP 1. A member stands, is recognized, and makes a motion.

· Common Mistake: Members do not stand up, do not wait to be recognized, and typically start to discuss their motion before completing STEP 2, STEP 3, and STEP 4 below! 

STEP 2. Another member seconds the motion.

· Common Mistake: The person seconding the motion dives into the merits of the motion. 

STEP 3. The presiding officer restates the motion to the assembly.

· Common Mistake: Motion is restated differently from the wording of the maker! Beware because the motion that is adopted is the one stated by the presiding officer, not the one stated by the maker of the original motion. 

STEP 4. The members debate the motion.
· Common Mistake: Debate gets out of control in temper, in duration, in relevance! Members talk at each other across the room rather than through the presiding officer. 

STEP 5. Presiding officer asks for the affirmative votes & then the negative votes.
· Common Mistake: The presiding officer states 'All in favor' and fails to tell the members what to do as a matter of voting (for example, 'say aye', 'stand up', 'raise your hand', etc.); or the negative vote is never requested or counted. 
STEP 6. The presiding officer announces the result of the voting, instructs the corresponding officer to take action, and introduces the next item of business.

· Common Mistake: Presiding officer fails to pronounce the result of the voting! No one is instructed to take action. Commonly, dead silence follows because the presiding officer is lost and stares at the assembly.











































Robert’s Rules of Order Web sites:


� HYPERLINK "http://www.constitution.org/rror/rror--00.htm" ��www.constitution.org/rror/rror--00.htm�  


View the revised Roberts Rules of Order


� HYPERLINK "http://www.robertsrules.com" ��http://www.robertsrules.com� 


Order the newly revised Robert’s Rules of Order


� HYPERLINK "http://www.roberts-rules.com" ��www.roberts-rules.com� 


 Helpful tips for implementing Robert’s Rules of Order


� HYPERLINK "http://www.robertsrules.org" ��www.robertsrules.org�


Summary of parliamentary procedure
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Why is parliamentary procedure important?


According to Roberts Rules of Order (10th ed.), Introduction, p. XLVIII,  “The application of parliamentary law is the best method yet devised to enable assemblies of any size, with due regard for every member’s opinion, to arrive at the general will on the maximum number of questions of varying complexity in a minimum amount of time and under all kinds of internal climate ranging from total harmony to hardened or impassioned division of opinion.”�


Most organizations use Robert’s Rules of Order as their parliamentary procedure guide. This resource is the definitive source of information about parliamentary procedure.  The newly revised publication is designed to provide an answer to nearly any possible question of parliamentary law.  Since Robert's Rules of Order is in its tenth revision, make sure your House Corporation has the most current copy.  


























Parliamentary Procedure





What does it mean?


Parliamentary procedure is a set of rules for conducting business at meetings and public gatherings.  These “rules” are based on the consideration of rights…rights of the majority, the minority, individual members, absentee members, and of all of these groups together!
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