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Which Rules Apply?

 Adopted parliamentary authority

 Any special rules the governing body has 

adopted 

 State statutes

 Some state statutes do not apply to Home 

Rule Communities.



General Meeting Procedures

 The member who made the motion has the 

right to speak first.

 Each member has the right to participate and 

no member should monopolize the 

discussion.

 All remarks must be addressed through the 

chair/presiding officer.



General Meeting Procedures

 Until a motion has been stated by the chair, 

no proposal may be debated.

 Members address the chair and wait to be 

recognized.

 Members may not speak more than twice or 

more than the allotted time.  (In smaller 

communities, there is often no limit to the 

number of times one may speak.)

 Members must accept the will of the majority.



General Meeting Procedures

 Members may not interrupt, except to raise 

legitimate points of order.

 Motives or personalities may not be attacked 

during debate.

 All remarks must be relevant to the subject 

(germane).



The Role of the Chairman

 Determines who has the right to speak.

 Explains/clarifies issues without bias.

 Maintains decorum and order during debate.

 Keeps discussion germane and discourages 
repetition.

 Refrains from debate unless passing the 
gavel.

 States the motion clearly, takes the vote 
accurately, and announces the vote so all can 
hear.



Processing a Motion

 A member makes a motion.

 Another member seconds the motion.

 The Chair states the motion.

 The members debate the motion.

 The Chair puts the question to a vote.

 The Chair announces the results of the vote.



Classes of Motions

 Main Motions

 Original Main Motions

 Incidental Main Motions

 Privileged Motions

 Subsidiary Motions

 Incidental Motions

 Motions that bring a question again before 

the assembly



Main Motions

 Original Main Motion – Introduces a 

substantive question as a new subject.

 Incidental Main Motion – Is incidental to or 

relates to the business of the assembly or its 

past or future action.

 Adopt recommendations of a committee

 Ratify earlier emergency action taken when no 

quorum was present

 Limit or extend debate for entire meeting



Main Motion

Object: Bring business before the board.

Form: “I move that” or “I move to” 

 Requires a second

 Is debatable

 Can be amended

 Majority vote needed

 Can be reconsidered



Privileged Motions

 Privileged motions do not relate to pending 
business but have to do with special matters 
of immediate and overriding importance 
which, without debate, should be allowed to 
interrupt the consideration of anything else.

 All 5 privileged motions take precedence over 
all other motions.

 The privileged motions are not debatable.

 The 5 privileged motions are ranked in order 
of precedence.



Precedence of Motions

1. Fix time to which to adjourn

2. Adjourn

3. Recess

4. Raise a question of privilege

5. Call for orders of the day

6. Lay on the table

7. Previous question

8. Limit/extend limits of debate

9. Postpone to a time certain

10. Commit or refer

11. Secondary Amendment

12. Primary Amendment

13. Postpone indefinitely

14. Main motion
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Subsidiary Motions

 Subsidiary motions assist the governing body 

in treating or disposing of a main motion.

 Each subsidiary motion requires a second.

 These motions are ranked in order of 

precedence.



Precedence of Motions

1. Fix time to which to adjourn

2. Adjourn

3. Recess

4. Raise a question of privilege

5. Call for orders of the day

6. Lay on the table

7. Previous question

8. Limit/extend limits of debate

9. Postpone to a time certain

10. Commit or refer

11. Secondary Amendment

12. Primary Amendment

13. Postpone indefinitely

14. Main motion
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Postpone Indefinitely

Object: To reject or kill a motion without a 
direct vote on it.

Form: “I move that the motion to . . . be 
postponed indefinitely.”

 Is debatable

 Debate can go into merits of main motion.

 Majority vote needed

 Only affirmative vote can be reconsidered.



Amendments

Object: To modify, change, improve, or 
perfect a motion.

Form: “I move to amend . . . by . . .”
 Striking out words

 Inserting words

 Adding words

 Striking out and inserting (OR)

Substituting a complete main motion, resolution, 
paragraph.

 Is debatable

 Can be amended

 Majority vote needed

 Can be reconsidered



Example of Main Motion & Amendments

MM: “I move that we purchase a computer.”

PA: “I move to amend by adding ‘not to exceed $1,000’.”

“I move that we purchase a computer not to exceed 
$1,000.”

SA: “I move to amend by striking $1,000 and inserting $500.”

“I move that we purchase a computer not to exceed 
$500.”



Commit or Refer

Object: To refer a pending question to a 

committee or another body to investigate

or make changes as appropriate

Form: “I move to refer the pending 

question (or motion) to a 

committee.”

 Is debatable

 Can be amended

 Majority vote needed

 Can reconsider if committee has not begun 

consideration.



Postpone To a Time Certain

Object: To defer action to a definite hour, 
day or meeting.

Form: “I move to postpone further 
consideration of this question until . . .”

 Sometimes confused with the motion to Table

 Debate limited to its merits

 May not be postponed beyond the next regular 
meeting (unless you have a special rule to the contrary).

 Can be amended as to time

 Majority vote needed

 Can be reconsidered



Limit or Extend Debate

Object: To reduce or increase the number 
or length of speeches permitted.

Form: “I move that…”
 each speech be limited to one minute.

 debate be limited to ½ hour.

 debate be continued five more minutes.

 each member be limited to one speech.

 Not debatable

 Can be amended

 2/3 vote required

 Can be reconsidered



Previous Question

Object: To stop debate and take vote.

Form: “I move the previous question.”

 Not debatable

 Cannot be amended

 2/3 vote needed

 Can be reconsidered BEFORE vote is taken 

under the order of the Previous Question.



Lay on the Table

Object: To lay a question aside temporarily 
in order to take care of a more 
urgent matter.

Form: “I move to lay the question on the 
table.”

 Not debatable

 Cannot be amended

 Majority vote required

 Cannot be reconsidered



Incidental Motions (Not to be confused with 

Incidental Main Motions)

 Incidental motions deal with questions of 
procedure arising out of:

 Another pending motion; or

 Another motion or item of business

 That one desires to introduce,

 That has been made but has not yet been stated 
by the chair, or

 That has just been pending.

 An incidental motion is said to be incidental to 
the other motion or matter out of which it 
arises.



Incidental Motions

 Appeal

 Close Nominations

 Consider Seriatim

 Divide the 

Question

 Object to 

Consideration of a 

Question

 Parliamentary 

Inquiry

 Point of Order

 Reopen 

Nominations

 Suspend the Rules

 Withdraw a Motion



Motions that Bring a Question 

Back Before the Assembly

 Reconsider

 Rescind

 Take from the Table



Reconsider

 This motion enables the majority of the 
assembly to bring back for further 
consideration a motion upon which a vote has 
been taken.

 Limitations
 Only a member who voted with the prevailing side 

can make this motion.

 This motion can be made only on the same day 
the vote to be reconsidered was taken.

 Requires a second.

 Is debatable if the motion to be reconsidered 
is debatable.



Reconsider

 If a motion to reconsider is made at a time the 
motion to be reconsidered would be in order, 
the motion to reconsider is immediately 
pending before the assembly.

 If not, the motion to reconsider must be called 
up at a later time. 

 Calling up the motion to reconsider does not 
require a second.



Reconsider

 Effect

 Making the motion:  Suspension of all 
action that depends on the result of the 
vote proposed to be reconsidered.

 Adoption of the motion:  Immediately to 
place again before the assembly the 
question on which the vote is to be 
reconsidered.  The motion to be 
reconsidered comes before the assembly 
in the exact form it was in the moment 
before the original vote was taken.



Reconsider

 Exceptions to the motion. The motion to reconsider 

cannot be applied to:

 An affirmative vote in the nature of a contract when the 

party to the contract has been notified of the outcome.

 A vote on a motion to reconsider.

(Robert’s pp. 307-8)



Rescind, Amend Something 

Previously Adopted

 These two motions, governed by practically identical 

rules, allow the governing body to change an action 

previously taken.  These motions can be applied to 

any motion previously adopted provided that none of 

the action involved has been carried out in a way that 

is too late to undo.  A second is required.

 Vote needed:

 Majority with notice (usually the case for councils and 

assemblies.)

 2/3 without notice

 Majority of entire membership (i.e., annual 

meeting of an association)



Take from the Table

 Requires a second

 Is not debatable

 Cannot be amended

 Requires a majority vote

 Cannot be reconsidered



Meeting Assessment: Top Ten Questions to 

consider at the conclusion of your meeting.

10. Did we fully understand the issues before 
voting?

9. Did narrow interests or the community’s 
broad interests guide us?

8. Did we benefit from the expertise of staff and 
did we take time to hear it?

7. Did we use our time wisely or did we waste 
much of it on minutiae?



Meeting Assessment (Cont’d)

6. Did we ask tough questions and were we 

able to make difficult decisions despite 

political pressures?

5. Did we listen well to all sides or did vocal 

and well-organized groups sway us?

4. Did we work together or did we fight one 

another?



Meeting Assessment (Cont’d)

3. Was everyone alert and fully engaged in 

discussions? 

2. Did procedure and rules of order constrain, 

confuse and intimidate us, or did they 

provide the structure to facilitate shared 

decision-making?

1. Did we serve the community as well as we 

could have? (Did we deliver a good return 

on the investment in time and money in this 

meeting?) 



ANY QUESTIONS?

General Discussion & Wrap Up.



THANK YOU!!


